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Foreword 

 

‘Leadership is about influencing people such that they come to share common goals, values and 

attitudes and work more effectively towards the achievement of the organisation’s vision.’ 

(Bartram 2009) 

 

This Handbook has been designed for all Board directors/members to provide relevant 

information about the structure, operations and policies of Roscommon County Childcare 

Committee CLG (RCCC). Its aim is to provide a governance document that includes relevant 

information about the structures, operations and policies of our organisation.  

 

This committee handbook will further support good practice and leadership in corporate 

governance for our Voluntary Management Committee. The primary focus of developing this 

handbook is to have procedures in place that will support you as directors/members of our 

voluntary management committee as a governing body while giving strategic direction to the 

work of the voluntary management committee, management, staff, and sub committees of our 

organisation.  

 

RCCC welcomes you as a Board director/member to our board of management committee. We 

hope your term on the Board of RCCC will be both enjoyable and fruitful. We hope RCCC as 

well as the organisation/childcare providers you represent will benefit greatly from your 

participation on the Board. 

 

Roscommon County Childcare Committee CLG is committed to ensuring that it adopts a child 

centred pedagogical approach in the implementation of the RCCC local implementation plan and 

yearly statement of work that contributes to the development of high quality accessible, 

affordable childcare in county Roscommon.   

 

We trust this committee handbook will contribute to building better partnerships for the early 

childhood care & education sector both locally in County Roscommon and nationally. 

 

Sean Crehan, Chairperson                                       Irene Cafferky, Manager           

 

 

Revised March 2020 as part of Roscommon CCCs Corporate Governance & Risk Assessment 
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SECTION 1:   INTRODUCTION 

 

The Department of Children and Youth Affairs (DCYA) is responsible for the National 

Childcare Strategy.  The National Childcare Strategy aims to improve the availability and quality 

of childcare, to meet the needs of children and their parents.   

 

Roscommon County Childcare Committee CLG (RCCC) through the implementation of its local 

implementation plan (LIP) and annual statement of work (SOW) plays an essential role in 

identifying local childcare needs and supporting services under the National Childcare 

Programmes.   

 

RCCC acts as local agent on behalf of the DCYA and will co-ordinate and support the 

implementation of the national programmes at a local level. Building upon previous strategies, 

RCCC will continue to be a leading source of excellence in the field of Early Learning and Care 

(ELC) and will carry out its work in a collaborative co-ordinated manner.  

RCCC has made significant achievements since 2001.  It has developed strong interagency links 

and aims to further strengthen these relationships within the context of its current Statement of 

Work. 

 

RCCC subscribes to the principles of openness and transparency in its work, which is evidenced 

by its commitment to all our key stakeholders.  It believes in the importance of consultation in 

ensuring that its work is accurately addressing the needs that exist within the community.  It 

aspires to be efficient and effective in co-ordinating the delivery of its strategy at local level by 

promoting access and greater coordination between partner agencies both at a local level and at 

national level through its role in the implementation of the national childcare programmes. 

 

RCCC is committed to ensuring that it adopts a child-centred approach in implementing its 

yearly LIP/SOW which contributes to the development of high quality accessible, affordable 

childcare in county Roscommon. 

 

RCCC is directly linked to the development and implementation of strategies for the County 

through its participation on local interagency committees such as the Children and Young People 

Services Committee (CYPSC) Roscommon County Council Refugee Sub Committee and Health 

and Wellbeing Sub Committee among others.  RCCC’s plan reflects the shared commitment of 

RCCC Board members to increasing the provision of quality childcare services in the County 

based on the criteria of the national childcare programmes and an analysis of local need. RCCC 

work collaboratively with Pobal and DCYA on the implementation of both national and local 

initiatives. 
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Induction 

Prior to commencement as a board member the Roscommon CCC County Childcare 

Coordinator/Manager will arrange an induction workshop with you where you will be given all 

of the necessary information and documentation that you will need for your role on our board of 

management.  

As a Board member of RCCC it is important that you have copies of the following documents: 

 RCCC Committee Handbook ‘From Governance To Practice – A Guide For Board 

Members’ 

 Brief History of RCCC  

 RCCC Annual Local Implementation Plan (LIP)/Statement of Work (SOW)  

 Current Annual Report  

 Current Newsletter/Bulletin 

 List of RCCC representatives 

 Current Calendar of RCCC Board meetings 

 Information on Board  members travel and other reimbursable expenses (if applicable) 

 Information on Staff Structures and Roles 

 Customer Charter  

 

Some of the above documents are available on our website www.roscommonchildcare.ie while 

other documents in relation to the committee are available on request from the RCCC 

Chairperson and/or Manager.  

 

The role of Roscommon CCC is to:  

(a) Act as the local agent of the Department of Children and Youth Affairs in the coordination 

and delivery of the national early education and childcare programmes and the implementation 

of Government policy at a local level in County Roscommon 

 

(b) Facilitate and support the development of quality, accessible early learning and care and 

school age childcare services for the overall benefit of children and their parents.  

 

(c) Provide support and guidance to local service providers and parents in relation to the 

childcare programmes, and support quality in keeping with national frameworks and policy 

objectives.  

 

(d) Facilitate the development of Early Learning and Care and School Age Childcare in a 

strategic and coordinated manner.  

http://www.roscommonchildcare.ie/
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Mission Statement 

The mission of Roscommon County Childcare Committee is to develop, support and enhance a 

wide range of high quality, inclusive, integrated, accessible and affordable childhood care and 

education services responsive to the rights and needs of children and provide support to 

parents/guardians/families. We recognise the role of Quality Early Childhood Care and 

Education in Strengthening Families, Communities and Society in County Roscommon. The 

Board will support management in overall governance in line with the Governance Code.  

We will work in partnership to achieve positive change with our partners, providers and key 

stakeholders while coordinating the implementation of National Childcare Policy at local level 

on behalf of the Department of Children and Youth Affairs.  

 

Our Ethos  

 To be child and youth friendly in all its policies and actions 

 To promote an integrated, responsive service to children, young people and their families 

from birth, which has at its core the wellbeing and welfare of the child and treats all persons 

as equals 

 To have a commitment to high quality, flexible and locally-based services 

 To facilitate the development of childcare services as a partnership between children, 

parents, the community, providers and statutory agencies. 

 To operate in an efficient and effective manner 

 To support, maintain and continuously improve a culture of learning and professional 

development among the staff of Roscommon County Childcare Committee CLG 

 

As per the Memorandum and Articles of Association of Roscommon County Childcare 

Committee CLG is established to support the development of quality, affordable, accessible and 

inclusive childcare and family friendly services for all children. 

i. To implement the national childcare funding programmes at local level as the local agent for 

Department of Children and Youth Affairs  

ii. To provide for quality childcare services that support the growth of the individual child, 

supports families and provides for economic and social development  

iii. To deliver National Practice Framework Quality Supports at local level  

iv. To develop sustainable childcare services by supporting services providers in developing and 

implementing good governance structures, operational quality supports, financial and general 

management capability and the training and developing of staff  

v. To contribute to, support the development of and implement nationally agreed strategies and 

programmes in support of the development and delivery of services.  
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vi. To develop, organise, or implement programmes that support social and cultural access and 

equality of opportunity for all groups of children, specifically to support access of disadvantaged, 

marginalised or underrepresented groups.  

vii. To provide, contract or procure programmes of training, education or staff development in 

support of continuous professional development  

viii. To establish itself as a direct point of contact for parents and families and to organise, 

arrange or support events or activities for same  

ix. To act as a basis for data informed advocacy and to articulate emerging needs and trends in 

the childcare sector  

x. To foster innovation in programme development and in service provision and to connect local 

stakeholders within the Early Childcare and Education Sector  

xi. To co-ordinate and collate local information on the childcare sector for County Roscommon.  

 

 

 

1. ORGANISATIONAL STRUCTURE 
Roscommon County Childcare Committee is a company limited by guarantee.  Company 

Registration No. 360103 and was incorporated on the 13th day of August 2002.  

Charities Regulatory Authority (CRA) number: 20058623 

Charitable status reference number: CHY 16335 

 

Roscommon CCC is compliant with the Code of Practice for Good Governance of Community, 

Voluntary and Charitable Organisation in Ireland.  

 

Role of the Roscommon County Childcare Committee Board & Sub Structures 

The role of the Board is to act as the strategic management group for the County Childcare 

Strategy and to exercise quality control and oversight of its implementation.   

 

The Local Implementation Plan (LIP) forms the basis of the mechanism through which the 

strategy is implemented and it is, therefore, the role of the Committee to approve the LIP, to 

monitor its progress, to address barriers to its implementation and to make adjustments and 

alterations where considered necessary.  

 

Priorities in the annual LIP is given to CCCs nationally by the Department of Children and 

Youth Affairs (DCYA) and the plan is appraised by Pobal. 
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Frequency of Roscommon CCC Board/Management Committee meetings. 

How often does your Board/Management 

Committee Meet? 

Bi-Monthly 

 

 

 

Sub-committees of Roscommon CCC 

Name of sub-committee or 

advisory committee 

Main purpose of the sub-

committee or advisory 

committee 

Detail how often the 

committee reports to the 

Board (monthly, bi-monthly, 

six monthly, annually or 

other) 

Corporate Governance and 

Monitoring Sub Committee 

Responsible for evaluating the 

performance of the Board, 

Board sub Committees and 

individual directors and to 

ensure that the board fulfils 

it’s legal, ethical, and 

functional responsibilities 

including audit and risk 

management. 

Other 

Health & Safety Sub 

Committee 

Oversees the Health & Safety 

role to ensure the company is 

compliant with regulations 

Bi-annual 

Project Evaluation Sub 

Committee (PESC)                  

 

Responsible for the evaluation of all 

applications for funding at 

Roscommon County level.  

 

Bi-Monthly 

 

 

 

Membership 

Roscommon County Childcare Committee is a partnership of individuals and organisations 

working together for the enhancement of childcare in the County.  Current members of the 

committee include the following: 
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Board Membership of RCCC  

Board 

Member 

Name 

Position on the 

Board or 

Management 

Committee 

Relevant Expertise 

For example,  Finance, HR,  Childcare, Management, 

Governance, Legal, Project Management, 

Communication etc.  

Year 

appointe

d to 

RCCC 

board  

Sean 

Crehan 

Chairperson/ 

Director 

Childcare Provider/Finance/HR Sept 13 

Lynn Keery Vice 

Chairperson/ 

Director 

Governance/HR/Galway Roscommon Education 

Training Board (GRETB) 

Feb18 

Louise 

Ward 

Treasurer/ 

Director 

Finance/Governance/Roscommon County 

Council/Local Enterprise Board (LEO) 

June 03 

Sinéad 

Devine 

Director Finance/Childcare/Management/Accountant May 03 

Martina 

Earley 

Secretary/ 

Director 

Governance/HR/Project Management/Community 

Development/Roscommon Integrated Development 

Company (RIDC) 

2014 

Kate 

Walshe 

Monitoring 

Board 

Member/Com

mittee 

Member 

Governance/Monitoring/HSE 2014 

Marie 

Murphy 

Staff Liaison 

Officer 

Management/Special Needs/Roscommon Brothers of 

Charity (BoC) 

Feb 18 

Marian 

Keigher 

Committee 

Member/ 

Director 

Communication/Community Development/Family 

Support Service/Public Participation Network 

Feb16 

Georgina 

Kilcoyne 

Committee 

Member 

Management/Governance/Childcare 

Regulations/HR/Tusla 

Feb 12 
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The profile of current staff of Roscommon County Childcare Committee is as follows: 

Manager F/T 

Post Funded by DCYA 

Reporting Structure: Chairperson of Roscommon County Childcare Committee. 

Administrator P/T (3 days)  

Post funded by DCYA 

Reporting Structure: Manager, Roscommon County Childcare Committee 

 

Childcare Development Officer 1 – P/T  

Childcare Development Officer 2 –– F/T  

Childcare Development Officer 3 –P/T  

Posts funded by DCYA 

Reporting Structure: Manager, Roscommon County Childcare Committee 

 

Students/Work Experience 

 

It is the policy of RCCC to assist students through work placements in developing their skills in 

childcare/ community development. Students will work closely with staff to develop a 

professional approach to working within the roles and remits of Roscommon County Childcare 

Committee. RCCC will liaise with the relevant training colleges and agencies when deciding on 

work placements. 

Financial Management.  Below is an overview of the financial procedures and controls in place 

within the organisation to demonstrate good financial management, including financial reporting 

to the board and any grant administration processes. 

 

Reassigned Staff to Roscommon CCC 

Occasionally there may be a request to reassign staff from another organisation to the staff team 

within Roscommon CCC.  The board and management of Roscommon CCC will seek advice 

and approve these reassignments once insurance, indemnity to the company and all other 

relevant documentation is received and an induction takes place.  

 

Corporate Governance 

Roscommon County Childcare Committee CLG is a company limited by guarantee.   

Company Registration No: 360103 and was incorporated on the 13th day of August 2002.  

Charities Regulatory Authority (CRA) number: 20058623 

Charitable status reference number: CHY 16335 
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Overview 

The role of the Board is to act as the strategic management group for the County Childcare 

Strategy and to exercise quality control and oversee its implementation.  The Local 

Implementation Plan (LIP) forms the basis of the mechanism through which the strategy is 

implemented and it is, therefore, the role of the Committee to approve the LIP, to monitor its 

progress, to address barriers to its implementation and to make adjustments and alterations where 

considered necessary. Priorities in the annual LIP is given to CCCs nationally by the Department 

of Children and Youth Affairs (DCYA) and the plan is appraised by Pobal. 

 

Roscommon County Childcare Committee receive an indicative yearly budget from the 

Department of Children and Youth Affairs (DCYA). Income from DCYA via Pobal is by 

electronic transfer direct to RCCC’s bank account. RCCC follow the company’s internal 

financial procedures document contained within this guide which is in line with Pobal’s 

accounting guidelines and these procedures outlines the policies and procedures for accounting 

and expenditure. The AFS are prepared in compliance with circular 13/2014 and are submitted to 

Pobal.  

 

To ensure the Roscommon CCC Board have control over the expenditure being incurred by the 

Committee and at the same time be satisfied that only eligible expenditure has been approved 

and paid by the Committee the RCCC Treasurer is the nominated member to approve 

expenditure before presenting for cheque signatures/banking online. In the event that the 

Treasurer is unavailable, another member of the Board may approve the expenditure. There are 5 

authorised signatories who are assigned to sign cheques/direct debit mandates. Cheques are not 

made payable to cash and the signatories do not sign cheques payable to themselves. The Board, 

hold regular meetings throughout the year and a finance report with copy of the cheque journal 

listing all payments and lodgements, a copy of the completed bank reconciliation and a finance 

report outlining spend in year to date and remaining budgets is presented as an agenda item at 

board meetings for review and sign off.  

 

RCCC works collaboratively with a number of local and national agencies and is an active 

participant on committees such as CYPSC, Roscommon County Council Refugees committee, 

Social Inclusion Measures committee, Dept. Justice’s Emergency Reception and Orientation 

Centre management committee among others. The annual work plan of Roscommon County 

Childcare Committee CLG (RCCC) facilitates linkages and interagency work between the 

County Childcare Committee and other relevant local agencies, organisations and groups. The 

RCCC Local Childcare Implementation Plan is linked to the Roscommon County Development 

Board Strategic Plan, Objective 19: To ensure that children & their families have access to good 

quality affordable childcare services. Advance the provision of quality childcare services in 

County Roscommon through the development of an integrated strategy for childcare provision. 

Internal Monitoring 
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Roscommon CCC Corporate Governance and Monitoring sub- committee carries out a visit to 

Roscommon CCC offices yearly or as required to monitor and check on action files and all 

administrative, financial and governance folders. This acts as an internal monitoring mechanism 

to support management and reduce risk of fraud and is a welcomed initiative initiated and 

followed through by management and board of directors. These internal checks look at how the 

company is implementing its financial and governance procedures. A report on findings of the 

internal monitoring sub-committee as well as recommendations is an agenda item at the 

Roscommon CCC board meeting directly following the subcommittee meetings.   

 

Audited Accounts 

RCCCs audited accounts are prepared annually, presented and approved at the Boards Annual 

General Meeting (AGM). 

 

Appraisal and Approval of Grants 

Grant applications such as the childminder development grant/parent & toddler grant /learner 

funds/FAR are assessed, appraised in line with national criteria and as per our internal 

procedures for the project evaluation subcommittee (PESC). 

 

Pobal Verification 

Pobal verify that Roscommon County Childcare Committee is delivering the level of service that 

was initially funded, that the expenditure claimed by Roscommon County Childcare Committee 

is based on real costs as defined by the programme rules, and ensures that Roscommon County 

Childcare Committee is fully compliant with the Programme and National rules/ regulations on 

the eligibility of expenditure.   

 

In Pobal’s appraisal of Roscommon CCCs 2020 Local Implementation Plan (LIP) the following 

was stated ‘Roscommon CCC have a good record of accomplishment on delivering the LIP 

actions. Their LIP gives a comprehensive account of how they will both assign and monitor 

progression in terms of LIP actions. The CCC have clearly explained how implementation of the 

LIP and oversight of the budget will be monitored both operationally and at board level. There 

are no concerns with costings on the LIP budget. The 2018 Audited Financial Statements show 

no concerns. Roscommon CCC’s staffing arrangements are clearly outlined, and they carry an 

experienced staff team. Overall, the quality of their LIP is very good, with no concerns identified 

on their ability to meet their full commitments under the DCYA Core Objectives’. 
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Risk Management 

Using the table below Roscommon CCC have identified details of any risk management 

strategies, policies or procedures that the company has in place to deal with any financial and 

operational risks that are relevant to our organisation. (H-High, M=Medium, L=Low) 

Identified Risks Risk 

Assessment 

How the board is addressing each risk 

(strategies/mitigations) 

Likeli

hood 

H/M/

L 

Impac

t 

H/M/

L 

IT Infrastructure & Capital Investment 

for Roscommon CCC 

M H Include office painting maintenance as 

part of 2020 LIP  

Impact of Data Protection Legislation 

(GDPR) 

 

CCC suffers data breach or IT crash  

M H RCCC staff have attended GDPR 

training and GDPR policies reviewed ( 

Please see appendices for policy)  

 

RCCC will continue to invest in 

firewalls and software encryption to 

ensure the security of our IT systems 

as per our company ICT/Computer 

Recovery Procedure 

Data Processing Agreements  

Roscommon CCC do not have a data 

processing agreement in place with 

Pobal or the DCYA  

H H Roscommon CCC will work 

collaboratively with CCI, Pobal and 

DCYA put in place Data Processing 

Agreements  

Limited focus on local collaborations 

which take place within the county   

H H Continue with this work and continue 

to highlight the importance of it in 

reporting to Pobal/DCYA 

Risk of damage to RCCCs reputation L H RCCC are compliant with the 

Governance Code. 

RCCCs Committee handbook & 

Financial Procedures were revised and 

are implemented fully 

Conflict of Interest & Whistle blower 

Policies implemented at staff & board 

level 

 

Communications & PR Strategy in 

place 

Risk of Fraud  L H The Corporate Governance & 

Monitoring Sub Committee meet 

yearly or as required and report 

directly to the board of Roscommon 

CCC 
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Targets to meet on delivery of 

training/workshops 

M H Services have advised of their staff 

shortages and no relief staff available 

therefore capacity for providers to 

attend training is limited and 

dependent on their workload. 

Roscommon CCC are delivering 

Children First & DEI training on 

weekdays and Saturdays to suit 

services however unless it is a 

legislative requirement services are 

advising that they are  not given 

priority as this type of CPD is not 

nationally funded to release staff in 

services 

No budget allocation within core budget 

for venue/refreshments costs associated 

with delivery of  additional workshops 

planned 

H H Highlight in 2020 SOW/LIP to 

Pobal/DCYA and liaise to find 

solutions if necessary 

Mitigate against potential risk of fraud in 

dissemination of P&T, CDMG & other 

Grants. 

L M Ensure the company are administrating 

grants as per national guidelines. 

Implement Company Standard 

Operating Procedures (SOPs) for 

delivery of this area of work to further 

support staff in its delivery. 

 

Included disclaimer within CCC 

contracts for funding.   

Increased costs for wages & pay 

agreements 

L H Continue to implement public service 

pay agreement increases due in 2020 

and include in salary budget 2020 

subject to DCYA funding approval.  

 

Continue to implement pay Increments 

subject to available DCYA funding 

and approval by the Roscommon CCC 

Board of directors. 

Mismanagement of funds and or 

noncompliance with regulatory 

requirements 

  Internal Financial Procedures 

implemented and will be revised again 

in 2020. Banking Online Procedures in 

place. Double authorization of 

payments and approvals.  

Internal audit/checks by the Corporate 

Governance & Monitoring Sub 

Committee & report to Board. Audits 

by external agencies. Bi monthly 

financial review as an agenda item at 
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board meetings. Whistle blowing and 

conflict of interest policies 

implemented 

Performance Management  M H Review staff Job Descriptions to align 

with core objectives in delivery of 

2020 LIP and flexibility required by 

company across staff roles 

 

Management & Board supported in 

HR role by Peninsula 
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SECTION 2:  ROLES AND RESPONSIBILITIES 

 

Roscommon CCC Organogram 

 

Structure of the Roscommon CCC can be illustrated as follows: 

 

Role and Responsibilities of Chairperson  

 Work in partnership with the RCCC County Childcare Coordinator/Manager to ensure 

the functions and operations of the company are fulfilled 

 Ensure the Board develops and approves a long-term strategy for ELC at County level 

with objectives that can be monitored.  

 Lead the Board in ensuring that it fulfills its responsibilities for the governance of RCCC. 

 Optimise the relationship between the Board, stakeholders, organisations and the staff. 

 Promote and advocate the work of RCCC to a wide audience.  

 Demonstrate leadership in facilitating the Board to implement change when necessary 

and, in close liaison with the officers, address conflict within the Board and within the 

Organisation 

 Ensure RCCC Board meetings are run democratically and in an inclusive and 

participative manner and within agreed timeframes. 

 Ensure the Board is true to the Code of Conduct and to the guiding principles and values 

of RCCC both in its internal and external operations.  

 With agreement of the Board and Management to plan the annual cycle of Board 

meetings. 
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 To set appropriate and relevant agendas for Board meetings in consultation with 

Manager.  

 To facilitate Board meetings. 

 Monitoring of the decisions taken at meetings are implemented. 

 Represent the Organisation at functions and meetings, and act as a spokesperson as 

appropriate.  

 In relation to the Board membership of the RCCC, liaise with the representative 

organisations to ensure that their opinions are heard and their views are represented 

 Participate on appointment panels for the County Childcare Coordinator/Manager 

 Support the RCCC County Childcare Coordinator/Manager to effectively carry out 

her/his role  

 Lead the process of appraising the performance of the Manager as outlined in RCCC’s 

Performance Management Development Systems. 

 Oversee disciplinary procedures when appropriate as outlined in the staff handbook  

 Participates in Sub-committee’s as appropriate 

Role and Responsibilities of the Vice-Chairperson 

 Work in partnership with the RCCC County Childcare Coordinator/Manager to ensure 

the functions and operations of the company are fulfilled 

 Carries out all the functions of the Chairperson in the absence of the Chairperson 

 Participates in Sub-committee’s as appropriate 

Role and Responsibilities of the Secretary 

 Work in partnership with the RCCC County Childcare Coordinator/Manager to ensure the 

functions and operations of the company are fulfilled 

 Ensures that RCCC are in compliance with the Companies Acts with the assistance of RCCC 

County Childcare Coordinator/Manager and/or Administrator 

 Chairs the Board  meeting in absence of Chairperson and Vice-Chairperson 

 Participates in Sub-committee’s as appropriate 

Role and Responsibilities of the Treasurer   

 Work in partnership with the RCCC County Childcare Coordinator/Manager to ensure 

the functions and operations of the company are fulfilled 

 Maintaining an overview of the organisation’s financial affairs, ensuring its financial 

viability 

 Ensuring that proper financial records and procedures are maintained.  

 Oversee budgets, accounts and financial statements in collaboration with RCCC County 

Childcare Coordinator/Manager. 

 Ensure that the Organisation has an appropriate reserves policy. 

 Present financial reports to the Board as required. 

 Ensure that appropriate accounting procedures and controls are in place. 
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 In agreement with the RCCC County Childcare Coordinator/Manager liaise with any paid 

staff and volunteers about financial matters. 

 Advise on the financial implications of the organisation’s annual LIP/SOW  

 Ensure that there is no conflict between any use of funding and the RCCCs Aims & 

Objectives  

 Monitor the organisation’s activity and ensure its consistency with the organisation’s 

policies and legal responsibilities. 

 Ensure the organisation’s compliance with fiscal legislation. 

 Ensure that the accounts are prepared and disclosed in the form required by funders and 

the relevant statutory bodies. 

 Ensure that the accounts are scrutinized in the manner required (independent examination 

or audit) and any recommendations are implemented. 

 Keep the Board informed about its financial duties and responsibilities. 

 Support the presentation of the company accounts in collaboration with the appointed 

auditor, Manager and Administrator of RCCC at the Annual General Meeting and draw 

attention to important points in a coherent and understandable way. 

 Participates in  Sub-committee’s as appropriate 

Role and Responsibilities of the Staff Liaison Officer  

 Work in partnership with the RCCC County Childcare Coordinator/Manager to ensure 

the functions and operations of the company are fulfilled 

 Acts as a communication channel between staff and management where appropriate  

 Participates in  Sub-committee’s as appropriate 

In Relation to the Manager/Staff 

 Participate on appointment panels for the role of County Childcare Coordinator/Manager 

 Support the RCCC County Childcare Coordinator/Manager to effectively carry out their 

role  

 Liaise with the Manager to develop the Board, ensuring all Board members receive 

appropriate training and information regarding their role. 

 Liaise with the Manager to provide support as appropriate. 

 Oversee disciplinary procedures when appropriate as outlined in the staff handbook  

 Bring impartiality and objectivity to decision-making. 
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SECTION 3:  COMMITTEE BOARD PROTOCOLS/PROCEDURES 

Where issues arise regarding the operation of the Committee, the following protocols should be 

referred to for guidance/protocol. See memorandum of association also.  

 

Code of Ethics for Committee Board Members 

Intent and scope 

The purpose of the Code is to provide guidance to the Chairperson, Board members / directors of 

the Roscommon County Childcare Committee in performing their duties. 

Objectives 

The objectives of the Code are: 

 To set out an agreed set of ethical principles 

 To promote and maintain confidence and trust in the Committee of RCCC 

 To promote the development and acceptance of ethical practices in RCCC 

 To promote the highest legal, management and ethical standards in all the activities of 

RCCC 

 To promote compliance with best current management practice in all the activities of 

RCCC. 

 It is the policy of RCCC to maintain its high reputation for ethical behaviour and fair 

dealing in the conducting of its business. 

 In many cases, decisions as to what is ethical or fair are clear cut and will be obvious to 

any reasonable person. In some situations, however, there may be circumstances where an 

element of doubt or ambiguity arises. To help in those circumstances and to protect and 

guide individual Committee Board members / directors of Roscommon County Childcare 

Committee, it is appropriate to have a written Code of Ethics for the conduct of 

Roscommon County Childcare Committee business. 

 It is not possible to provide for every situation in the Code of Ethics. If there is doubt 

about the probity of any particular situation, the Chairperson of the Committee must be 

consulted about that situation by the individual concerned. 

All Board members of the Committee are required to observe the following fundamental 

principles, as set out under the following headings: 

 Integrity 

 Confidentiality 

 Obligations 

 Disclosure of Interest 

 Loyalty to the Roscommon County Childcare Committee 

 Fairness and Honesty 

 Consideration for work/external environment. 
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Integrity 

Each Committee member is expected to observe the highest standards of honesty and integrity in 

all his/her dealings as a member of the Committee. Therefore, each Committee member must: 

 Ensure that the accounts/reports accurately reflect their business performance and are not 

misleading or designed to be misleading 

 Ensure that Roscommon County Childcare Committee collaborate vigorously, 

energetically, ethically and honestly with other agencies and institutions, commercial and 

other providers of research and advisory services 

 Ensure that Roscommon County Childcare Committee is conducting its purchasing 

activities of goods/services in accordance with public policy and best business practice 

and its purchasing regulations reflect the public procurement requirements. 

 Ensure that engagement of consultancy and other services is in compliance with public 

policy guidelines 

 Disclose outside employment/business interests which they consider may be in conflict or 

in potential conflict with the business of Roscommon County Childcare Committee. 

 It is not the policy of the Board to accept material corporate gifts however if the matter 

may arise it is of the discretion of the Manager and/or the Board. 

 Avoid the use of Roscommon County Childcare Committee resources or time for 

personal gain, for the benefit of persons/organisations unconnected with the organisation 

or its activities 

 Avoid misrepresentation, being ambiguous or misleading. 

Information  

Board members of Roscommon County Childcare Committee will ensure the provision of 

access to general information relating to the RCCC’s activities in a way that is open and 

enhances its accountability to the general public.  

Board members will respect the confidentiality of sensitive information held by Roscommon 

County Childcare Committee. This would constitute material such as: 

 Personal information 

 Information received in confidence by Roscommon County Childcare Committee 

 Any commercially sensitive information or other information sensitive to the reputation 

of Roscommon County Childcare Committee 

 Any other material, release of which might constitute an unlawful or unethical act. 

 Board members will ensure that Roscommon County Childcare Committee complies with 

all relevant statutory provisions (e.g. Data Protection Acts, 1988 and 2003, and the 

Freedom of Information Act, 1997 when applicable). 

 Board members will ensure that Roscommon County Childcare Committee observes 

appropriate prior consultation procedures with third parties where, exceptionally, it is 

proposed to release sensitive information in the public interest. 
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 Board members will observe the strictest confidentiality in relation to all discussions and 

decisions taken at Sub Committee & Board meetings of the Committee. 

Obligations 

 Board members  will make every reasonable effort to attend all Board meetings 

 Board members  will ensure that Roscommon County Childcare Committee complies 

with detailed tendering and purchasing procedures, as well as complying with prescribed 

levels of authority for sanctioning any relevant expenditure 

 Board members will ensure that Roscommon County Childcare Committee has 

introduced controls to prevent fraud and to ensure compliance with prescribed procedures 

in relation to levels of authority for sanctioning any relevant expenditure including 

expenses for business travel 

 Board members acknowledge that the acceptance of positions following employment 

and/or engagement by RCCC can give rise to the potential for conflicts of interest and to 

confidentiality concerns. The Committee will also ensure that any procedures that it may 

put in place in this regard are monitored and enforced.  

Loyalty 

 Board members of Roscommon County Childcare Committee acknowledge the 

responsibility to be loyal to Roscommon County Childcare Committee and to be fully 

committed to all its activities. 

 Board members of Roscommon County Childcare Committee acknowledge the duty of 

all to conform to highest standards of business ethics. 

Fairness 

Board members will ensure that Roscommon County Childcare Committee is:  

 committed to fairness in all business dealings 

 committed to complying with Employment Equality and Equal status legislation; 

 Values its staff, suppliers, and customers and treats all its staff, suppliers and customers 

equally. 

 Board members will ensure that Roscommon County Childcare Committee places the 

highest priority on promoting and preserving the health and safety of its staff.  

Responsibility 

 Roscommon County Childcare Committee will circulate this Code of Ethics to all Board 

members of the Committee for their information. 

 Roscommon County Childcare Committee will ensure that all Board members receive a 

copy of the Code and understand its contents 

 Roscommon County Childcare Committee will provide practical guidance and direction 

as required on such areas as gifts and entertainment and on other ethical considerations, 

which arise routinely. 
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Review 

 Roscommon County Childcare Committee will review this Code of Ethics, as 

appropriate.  Any proposed revisions to this Code must be considered and approved at a 

meeting of the Committee  

 

Note: Breaches of the Code of Ethics for Committee Board members will be notified to the 

RCCC Chairperson  

 

 

PROFESSIONAL CONDUCT POLICY & CONFLICT OF INTEREST ANDCONFLICT 

OF LOYALTY POLICY 

POLICY 

Roscommon CCC directors/committee members/employees/ or any nationally reassigned staff 

employees are representing our organisation and are expected to work ethically and behave in a 

professional manner. This policy document has been drafted to address how the board, staff 

and/or reassigned staff to/of Roscommon CCC will deal with inevitable conflicts of interest and 

conflicts of loyalty when they arise.  

 

Professional Conduct 

Roscommon CCC’s reputation with the public is maintained by the high standards of work, 

conduct and appearance of our employees/ any nationally reassigned staff and/or committee. The 

required standards will be discussed with you during your induction period and the acceptance of 

these standards is a basic part of your employment/reassignment/voluntary work with 

Roscommon CCC. If there are any questions, employees and/or board members should approach 

the Roscommon CCC Manager and/or Chairperson where relevant. Staff are not encouraged to 

buy lottery tickets/raffle lines etc from an individual service on behalf of Roscommon CCC as 

this could be perceived as favouritism, however they can purchase these in their personal 

capacity. 

 

Scope:  

This policy applies to the Management, Staff, national reassigned staff and board members of 

Roscommon CCC 

 

The purpose of having this policy is to provide clarity to: 

 Directors, committee members, employees and/or nationally reassigned staff about the 

behaviour expected from them on such occasions; 

 The board as a whole, as to how it should address any declared or perceived conflicts should 

they arise 

 Chairperson and Manager as to his/her role in the process 
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 Members (and other stakeholders), because it provides information about how the board 

addresses these types of conflict.  

 Assist Roscommon CCC to effectively identify, record and manage any conflicts of interest 

in order to protect the integrity of Roscommon CCC and to ensure that the charity/company 

trustees act in the best interest of Roscommon CCC, its ethos and values. 

In developing this policy, it is acknowledged that conflicts of interest and conflicts of loyalty will 

arise from time to time for board and staff members and that this is normal.  

 

Definition of conflicts of interests:  

The following definitions for the two terms are provided in the Glossary to the Governance Code 

for Community, Voluntary and Charitable Organisations and this policy is based on those 

definitions: 

 

 Conflict of interest: A conflict of interest arises when your private interests compete with your 

professional duties. A conflict of interest may arise, for example, if a board or staff member 

influences the awarding of a contract to a company owned by a family member. It is legal to 

award a contract to the best qualified company, even if that company is owned by a relative, but 

the board or staff member themselves could not be part of the decision-making process. This 

would be a conflict of interest, because their own family would benefit financially from this 

position.  

A conflict of interest can also happen in relation to connections the board or staff member might 

have that are unrelated to family connections, but to do with others with whom he/she may have 

a business connection.  

 

 Conflict of Loyalty: is where a board member may be involved in board decisions and may be 

(or perceived to be) potentially influenced by considerations other than the best interests of the 

organisation. This might happen when the board member has come onto the board as a nominee 

of a particular group e.g. members in a particular county, a funding body, beneficiaries or 

staff.  This situation may possibly cause the board member to think that they should act in the 

interests of the grouping that nominated them. However, in all cases, regardless of how they got 

onto the board of directors, all board members should act in the interests solely of the 

organisation on whose board that they sit, rather than acting in the interests of the grouping that 

nominated them.  Conflicts of loyalty may be sufficiently serious to amount to conflicts of 

interest. 

 

Best Interest of Roscommon CCC 

Each director/committee member/employee or any nationally reassigned staff to Roscommon 

CCC should act in the best interests of Roscommon CCC, always using good judgment. 

Decisions by director/committee member/employees/reassigned staff involving a conflict of 

interest may create an appearance of impropriety which should be avoided.  
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A conflict of interest is any situation in which the directors, committee members, staff, nationally 

reassigned staff or other appointed individuals, including members of sub committees or working 

groups or similar personal interests or loyalties could, or could be seen to, prevent them from 

making a decision in the best interests of the company/charity. This personal interest may be 

direct or indirect, and can include interests of a person connected to the Management, Staff and 

Committee members. These situations present the risk that a person will make a decision based 

on, or affected by, these influences, rather than in the best interests of Roscommon County 

Childcare Committee and therefore must be managed accordingly.  

 

Roscommon CCC CLG agree that measures will be in place to ensure that a conflict of interest 

will be avoided, or that the work of the Committee will not be not be open to challenge on 

conflict of interest grounds. 

 

Elected members of Roscommon Local Authority or any Political Party will not participate in the 

Committee because of the possibility of having a conflict of interest (real or perceived) 

 

Disclosure 

A director/committee member/employee/reassigned staff should provide full disclosure of any 

business, personal or financial interest in which the employee might influence (or might appear 

to influence) his or her official decisions or actions on behalf of the Roscommon CCC.  

Disclosure should be made on a timely basis in writing to the employee’s immediate line 

Manager.  

For Board Members: 

Before each board meeting those present will complete an attendance sheet with a conflict of 

interest statement included.  At a board meeting, each board member, and anyone else present, 

must say if they believe they have a conflict of interest on a matter to be decided at the meeting. 

Unless the board decides otherwise, they must leave the room when the board is discussing or 

deciding on that matter. The person concerned will subsequently be told what decision was.  

 

All conflicts of interest and the outcome will be recorded in the minutes for that meeting. They 

will also be recorded in the ‘Register of Directors’ Interests’ which is maintained by the 

Company Secretary. The ‘Register of Directors’ Interests’ will be circulated to all board 

members annually. 

 

For Employees or reassigned Staff to the company of Roscommon CCC: 

 Employees or reassigned staff to the company of Roscommon CCC must not misuse their 

official position or information acquired in the course of their official duties to further 

their private interests or those of others.  
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 Employees or reassigned staff to the company of Roscommon CCC must complete a 

declaration of double employment when they commence work with Roscommon CCC or 

with another organisation. They must consider how working for two organisations can 

impact on their ability to remain free of conflict of interests.  

 Employees or reassigned staff to the company of Roscommon CCC must at all times 

ensure that their work is free from undue influence of third parties or outside interests. 

 Where a conflict or a potential conflict or perceived conflict arises employees or 

reassigned staff must declare a conflict of interest and withdraw from the project / action 

involved as soon as possible. 

 Where an employee or reassigned staff to the company of Roscommon CCC is involved 

in decision making regarding funding e.g. Learner Fund Bursaries, Small Grants etc. they 

must follow these procedures and remove themselves from any decision making process 

where a conflict or a potential conflict or perceived conflict may arise.  

 Where an employee or reassigned staff to the company of Roscommon CCC is involved 

in decision making regarding level of support to services, they must follow these 

procedures and remove themselves from any decision making process where a conflict or 

a potential conflict or perceived conflict may arise.  

 Employees or reassigned staff to the company of Roscommon CCC must declare any 

situation where they have any direct or indirect conflict of interest with the priorities set 

in their work plans.  

 Employees or reassigned staff to the company of Roscommon CCC must submit to the 

judgment of the Board and do as it requires regarding potential conflicts of interest. 

Other Examples of conflicts of interest may include: 

 A committee member who is also a recipient of travel and subsistence (T&S) who must 

decide whether T& S should be increased. 

 A committee member who is related to a member of staff and there is decision to be 

taken on staff pay and/or conditions. 

 A committee member who is also on the committee of another organisation that is 

competing for the same funding. 

 A committee member who has shares in a business that may be awarded a contract to do 

work or provide services for the organisation. 

Suppliers of Goods or Services 

A director/committee member/employee/reassigned staff who has a direct or indirect interest 

(whether through family or business connections) in suppliers of products or services to 

Roscommon CCC, or an interest in contractors or potential contractors who would do business 

with the Company, should not act or be involved in decisions with respect to that interest.   

Personal Gifts  
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Personal gifts from or to people whom Roscommon CCC has a business relationship are 

discouraged.   

Acceptance of Gifts 

Cash or Cash Equivalents 

Offers of cash or cash equivalents (e.g. lottery tickets, gift vouchers or gift cheques) made by 

suppliers, contractors, service users or their relatives to individual officers of Roscommon CCC 

must be declined. 

Non Cash gifts 

Gifts of a small or inexpensive nature such as calendars or diaries or other simple or inexpensive 

items such as flowers and chocolates can be accepted. This type of gift can be easily 

distinguishable from more expensive or substantial items which cannot on any account be 

accepted. If there is any doubt as to whether the acceptance of such an item is appropriate, the 

matter must be referred by the ROSCOMMON CCC Manager to the Board of Directors. 

 

Exceptional Cases 

It is recognised that there are exceptional circumstances where refusal of a gift will clearly 

offend a donor, cause embarrassment or appear discourteous. In these cases, the donor should be 

advised that the permission of the Board of Directors of Roscommon CCC will have to be sought 

as to whether the gift can be accepted. 

The Board of Directors will decide whether to: 

 Allow the recipient to accept the gift or not 

 Return the gift to the donor with a suitably worded letter explaining why the gift cannot 

be accepted 

 Use or dispose of it, if possible, in or by Roscommon CCC 

 

Hospitality received from Third Parties 

The handling of offers of hospitality is recognised as being much more difficult to regulate but it 

is an area in which staff, directors and committee members must exercise careful judgment. It is 

recognised that it can be as embarrassing to refuse hospitality as it can be to refuse a gift. There 

is also a need to distinguish between simple, low cost hospitality of a conventional type, for 

example, a working lunch or evening meal compared with more expensive and elaborate 

hospitality. There is clearly a need for a sense of balance.  

 

There is concern that acceptance of frequent, regular or annual invitations to events or functions, 

particularly from the same source and where a considerable degree of hospitality is involved, 

may severely test the principles stated earlier and should be refused. However, there may be 

instances where staff, directors and committee members receive invitations to events run by 

voluntary organisations such as annual conferences or dinners.  
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Attendance at such events is considered an integral element in building and maintaining 

relationships with these sectors and any hospitality received is likely to be reasonable and 

proportionate, and therefore acceptable. 

The main point is that in accepting hospitality need to be aware of, and guard against, the 

dangers of misrepresentation or perception of favouritism by a competitor of the host. It is 

obviously easier to justify meetings which relate directly to the work of Roscommon CCC but 

where these happen outside working hours and on purely social occasions then they need to be 

justified as not being a personal gift or benefit. Where a contract is being negotiated, hospitality 

of any kind, including attendance of staff, directors and committee members at seasonal events 

hosted by suppliers or contractors, should not be accepted. 

 

When in doubt about accepting hospitality or an invitation you should consult the Roscommon 

CCC Manager. In all instances where anything beyond conventional hospitality is offered, the 

approval of the Board of Directors should be sought. It is particularly important to ensure that 

our Board of Directors is not over represented at an event or function and care should be taken to 

ensure that this does not happen, for example, by enquiring from the host as to other staff who 

have received similar invitations. 

 

How the policy will be enacted  

 At the start of every board meeting there will be an agenda item addressing potential 

conflicts of interest and loyalty with respect to items scheduled for discussion and 

decision at that meeting.  

 The Chair will ultimately decide on an appropriate action for dealing with any concerns 

expressed, up to and including asking the relevant person to leave the room for the 

relevant discussion/decision.  

 This policy will form part of a ‘Code of Conduct’ which will be explained to new board 

members at their induction and to which all board members must sign up to upon their 

election as board members 

 Where the issue concerns either the Chairperson or the Company Secretary, the oversight 

responsibilities will involve another Director as nominated by the Board in place of the 

person. 

 The Manager of Roscommon CCC and Board of Management will have access to this 

information  

 The Chairperson and Company Secretary will monitor conflicts of interest.  

 

Policy Compliance: 

All Roscommon CCC directors/committee members/employees/reassigned staff and members of 

working groups are obliged to comply fully with this policy. If the Roscommon CCC board of 

management has any reason to believe that a person subject to this policy has failed to comply 

with it, the board will investigate the circumstances. 
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If it is found that this person has failed to disclose a conflict of interest, the board of management 

may take action against the person.  

This may include: 

 Directors, committee members - seeking the person’s resignation from the committee. 

 Employees/reassigned Staff - invoking disciplinary procedures.  

Review of Policy 

This policy will be reviewed as part of the annual commitment to the Governance Code for 

Community, Voluntary and Charitable organisations  

 

 

 

 

Roscommon CCC Decision-Making, Communication and External Relations  

1. The Board members agree to try to make decisions on the basis of consensus where 

possible.  

2. It is acknowledged that some Board members are present on behalf of their 

organisations. Where a member considers that their organisation will not accept or act 

on a decision of the Committee, they agree to advise the Committee of this.  They 

also agree, however, to promote the actions agreed by the Committee within the 

organisations they represent.  If they consider that they will not be able to promote the 

views of the Committee in this manner, they agree to inform / advise the Committee 

of this. 

3. It is acknowledged that some of those present at meetings are not Board members.  

Such attendees agree to be bound by the terms of this protocol. 

4. If an organisation cannot implement a decision made by the Committee, a full 

explanation will be given to the Committee. 

5. Board members of the Committee undertake to maintain communication between 

their groups or organisations and the Committee. 

6. In the event of a conflict of interest, the member should make the Committee aware 

of this and absent themselves from the discussion of the matter in question. 

 

Procedure for Dealing with Correspondence 

1. Items marked Personal, Private or Confidential will be opened by the RCCC County 

Childcare Coordinator/Manager. 

2. All other correspondence will be opened and distributed by RCCC staff.  

3. Correspondence can be considered under the following headings with each type having 

its own appropriate response. 

 Where an urgent response is required it will be dealt with by the Chairperson and/or 

Manager. 
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 Correspondence which is addressed to the Chairperson or which requires an 

interpretation of policy or a statement of opinion will be dealt with by the 

Chairperson and/or Manager depending on its level of importance. 

 Correspondence which is of importance to the Committee as a whole, which requires 

significant policy or strategic decisions will be brought to the full Committee to 

determine the outline of a response.   

 Correspondence that is routine, seeking available information or requesting the 

Committee’s position on matters for which there is an established policy will be dealt 

with by the Manager. 

 

Committee Memorandum of Articles and Association 

As per the Memorandum of Articles and Association, the members of the Company are the seven 

named people who signed up as members to form the Company in 2002. The members of the 

Company have limited liability.  The members (as in the members who signed to form the 

company) appoint Directors to run the business of the company.  The Directors of the 

Roscommon County Childcare Committee CLG have decision-making rights/authority and can 

vote.  

 

Each person who is nominated to the board of RCCC must become a Director of the Company 

unless prohibited by their agencies.  The Company has limited liability.  The Board membership 

of the RCCC is determined by the guidelines issued by the DCYA and by the County Childcare 

Committee itself.  Board members of the County childcare Committee who cannot become 

Directors of the Company will be known as Non-Director Board members of the RCCC and they 

will not have a vote. People who are invited by the RCCC to attend County Childcare Committee 

meetings will do so according to the conditions outlined by the Committee and they will be 

known as “In Attendance” and will not have a vote. 

 

As per the constitution of the company, there should be a quorum of two members of the 

company to hold a Board Meeting.   

 

Housekeeping / Administration of Board Meetings 

1. There will be no meeting of the Board in July or August 

2. Board meetings will be held approximately 5 times per year. Minutes from Sub-

Committee meetings should be in the office 10 days before the RCCC Board meeting 

where possible. 

3. Each Sub-Committee is responsible for taking its own minutes according to an agreed 

template that will include a summary of decisions taken by the Sub-Committee and a 

summary of the recommendations will be read verbally for approval at RCCC Board 

meetings. 
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4. Sub-Committee meetings to be held at a time agreed by Sub-Committee Board members 

and in line with RCCC meetings i.e. to allow for Sub-Committee minutes to be in the 

office for circulation 10 days before the next RCCC meeting. 

5. The circulation of minutes to the Sub-Committee Board members and any other 

administrative work associated with the work of the Sub-Committee should be done, in 

so far as it is possible, by the Manager and/or staff of the company.   

6. The induction of new Board members to the RCCC Committee and Sub-Committees is 

the responsibility of the RCCC Chairperson and/or Manager. 

 

Procedure for Non Attendance at Board Meetings 

Attendance and non - attendance must be confirmed in advance with the Roscommon CCC 

Coordinator/Manager and/or Administrator. 

Board members of the Committee are expected to make every effort to attend Committee 

meetings. Board members of RCCC, its Sub Committees and Task Groups who do not attend 3 

consecutive meetings or four meetings in a year, without accepted explanation, will no longer be 

a member and their agency/group (where relevant) will be asked to nominate someone else.  

Board members who are unable to attend for meetings as outlined above should inform the 

Chairperson of the Board Sub Committee and/or the RCCC County Childcare 

Coordinator/Manager.   

 

In the case where a Member foresees that they will not be able to attend meetings as outlined 

above the member will invite a substitute for a specified period for prior approval of the County 

Committee (for CCC meetings) or the Sub-Committee (for Sub Committee Meetings).  A 

substitute so named for the RCCC Committee Board will not become a Director of the Company 

and therefore will not have voting rights. (Taken from RCCC Board review minutes) 

Frequency of Board Meetings 

Committee meetings are held at least 5 times per year which includes the AGM. 

Agenda Setting 

1. There will be a standing agenda prepared by the Manager and/or Chairperson 

2. Any one member of the Committee can propose an agenda item to Chairperson or 

Manager. Any such proposal should be received in writing at least 10 days prior to the 

date of the meeting.  

3. Issue not on the agenda can be raised under Any Other Business if time allows. 

4. If there is a dispute, the Chairperson decides. 

5. Agenda and any associated documentation including up to date finance reports will be 

circulated by email five working days before the meeting by the Manager. 

6. Agenda will identify items for decision, discussion and information.  

7. Additional reports and/or documentation from the Manager will be circulated at the 

Board meeting.  
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8. Sub-committees minutes will be verbally reported on at Board meetings where minutes 

are not available.  

Discussion Processes  

1. Board members agree to make short and focused contributions. 

2. Board members agree to really listen to each other by: 

 Allowing a speaker to finish what they have to say 

 Hearing everything that is said 

 Not presuming what someone wishes to say 

3. Board members agree not to make negative personal references. 

4. Board members agree that details of any discussion will be left in the room. 

5. Board members will agree what can be made public. 

6. Board members will treat each other with respect. 

7. Board members will try to have tolerance for views they can’t agree with and will try to 

understand what is being said by others. 

8. Board members agree to be honest with one another. 

9. Board members agree to give as much explanation as possible for their position or 

decision. 

10. The Chairperson and all Board members of the Committee will encourage participation 

by all in discussions and decisions. 

11. If a Board member of the Committee has a particular grievance, the matter should be 

raised with the person they have a grievance with in the first instance and if not resolved 

then raised with the Chairperson. 
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SECTION 4: ROLES AND INTERACTION BETWEEN 

THE CHAIRPERSON AND THE BOARD AND THE MANAGER  

The Board: 

The role of the Board is: 

 To approve policies and strategies and put in place the necessary organisational structures 

and resources. 

 To refer the operational day to day business of the company to the RCCC County Childcare 

Coordinator/Manager.  

 To support the County Childcare Coordinator/Manager in his/her role as Operational 

Manager. 

 To provide each employee with a contract of employment 

 To ensure that sound financial practices and procedures are in place and are being adhered to 

as per the company financial procedures 

 To ensure sound Corporate Governance practices are implemented 

 To support management in their Human Resource role and provide the necessary resources 

to management to carry out this role effectively.  

 

The Chairperson: 

The role of the RCCC Chairperson is: 

 To Chair the RCCC Board meetings and in conjunction with the Board to support the 

County Childcare Coordinator/Manager in overseeing the local implementation of annual 

work plans work plans. 

 To sign off on all leave (annual and time off in lieu) incurred by the Manager. 

 To deal with issues that cannot wait for the next Board Meeting and cannot be resolved or 

dealt with by the various sub-committees in conjunction with the Manager. 

 

The Manager: 

The role of the RCCC County Childcare Coordinator/Manager is: 

The overall management of the affairs and operations of the Roscommon County Childcare 

Committee CLG to ensure a co-ordinated approach to the development of all Early Childhood 

Care & Education Services within its national remit, in line with the aims and objectives of 

Roscommon County Childcare Committee CLG, the annual local implementation plan (LIP), 

Statement of Work (SOW) in line with the national strategic priorities as assigned and funded by 

DCYA. 

The County Childcare Coordinator/Manager will have a key leadership role within the overall 

Roscommon CCC team. The essential nature of this position is to be innovative in bringing about 

a co-ordinated and strategic focus on the ongoing development of an early learning and care 

infrastructure meeting the needs of parents, children, families and early learning and care 

services in County Roscommon, in line with national developments.  
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 The County Childcare Coordinator/Manager will manage, assist and deliver where 

appropriate a range of supports to early learning and care services in conjunction with the 

Roscommon CCC development team and the role will include carrying out development 

work with services.  

 The RCCC County Childcare Coordinator/Manager will deal with issues that cannot wait 

for the next Board Meeting and cannot be resolved or dealt with by the various sub-

committees in conjunction with the Chairperson. 

 To carry out any other duties from time to time as requested and/or directed by RCCC 

Board. 

 

To achieve this, the following are the key areas of responsibility for the RCCC County Childcare 

Coordinator/Manager in the day-to-day operation of the RCCC as follows: 

 

To achieve this, the following are the four key areas of responsibility in the day-to-day operation 

of the Roscommon CCC as follows: 

 

 Operational Management 

 Leadership & Staff Management 

 Strategic Management 

 Collaborative Working 

 

Interface: 

The RCCC County Childcare Coordinator/Manager communicates with the Board through a 

variety of mechanisms to include; formal written reports on achievements and targets as set out 

in the LIP/SOW together with a financial report. 

The Chairperson and the Manager will meet or have contact by telephone between Board 

meetings as required.  

 

Statements to the Media  

Any statements to reporters from newspapers, radio, television, etc in relation to the business of 

RCCC will be given only by the Chairperson and/or County Childcare Coordinator/Manager. 
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SECTION 5:   ANNUAL GENERAL MEETING (AGM) 

Annual General Meeting (AGM) 

 All Board members will be notified in writing of the date, time & venue of the AGM 21 days 

prior to meeting date of the RCCC AGM  

 In the event of a vacancy arising, each nominating organisation will be asked to nominate a 

representative to the Board of RCCC in the month preceding the AGM.  The nominee will be 

approved by the Board.  

 In the event of a vacancy arising the election of network representatives will take place in the 

month preceding the AGM. 

 One third of the Directors or if their number is not three or a multiple of three, then the 

number nearest one third, shall retire from office. 

 The Directors to retire in every year shall be those who have been longest in office since last 

election, but as between persons who became Directors on the same day, those to retire shall 

(unless they otherwise agree amongst themselves) be determined by lot. 

 A retiring Director shall be eligible for re-election. 

 The company at the meeting at which a Director retires in manner aforesaid, may fill the 

vacated office by electing a person thereto, and in default the retiring Director shall, if 

offering himself/herself for re-election, be deemed to have been re-elected, unless at such 

meeting it is expressly resolved not to fill such vacated office or unless a resolution for the 

re-election of such Director has been put to the meeting and lost. 

 No person other than a Director retiring at the meeting shall, unless recommended by the 

Directors, be eligible for re-election to the office of Director at any general meeting unless, 

not less three nor more than 21 days before the date appointed for the meeting, there has been 

left at the office notice in writing, signed by a member duly qualified to attend and vote at the 

meeting for which notice is given, of his/her intention to propose such a person for election, 

and also notice in writing signed by that person of his willingness to be elected. 

 The company may from time to time increase or reduce the number of Directors, and may 

also determine in what rotation the increased or reduced number is to go out of office. 

AGM Agenda Format 

Minutes of last AGM will be read out for approval by RCCC Board Chairperson 

The Agenda will include: 

 Minutes  

 Matters Arising 

 Auditors report & adoption of accounts 

 Reappointment of Auditor & approval of remuneration of Auditors 

 Election of Officers 
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Procedure for the Election of Officers at the AGM  

The term for officers will be for a period of 2 years to ensure continuity  

1. Six weeks before the AGM date current elected Officers will make it known to the Board 

in writing whether they are seeking re-election or not. 

2. Six weeks before the AGM meeting date any Director of the Board who wishes to seek 

election for any of the officer’s positions will let it be known to the Board in writing. 

3. If there is more than one nomination for any of the officers a ballot paper will be drawn 

up and circulated to all directors.  This will be returned to the office three days prior to 

the AGM. 

4. If there is only one person for the position they will be nominated by a Director for that 

Office. 

5. In the event of a tie the Chairperson will have the casting vote. 

6. In the event of an Officer retiring during the year the Board will nominate an Acting 

Officer for the remainder of that year until the next AGM. 

 Please note that the normal procedure of the stepping down of one third of the 

Board will take place as outlined in RCCC Memorandum & Articles of 

Association. 

 The newly elected Chairperson will become Chairperson from the first 

Management Meeting after the AGM.  

 The term for Chairperson will not be more than three years. 

The new officers will take their positions at the first Board meeting after the AGM. 

 

After the AGM 

Roscommon CCC Administrator will: 

 Type up minutes of the AGM 

 Administrator will complete and file all necessary paperwork in RCCC AGM computer 

& hard copy file 

 Liaise with CRO, charities regulator and/or company auditor as required to ensure 

company records are up to date and filed appropriately 
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SECTION 6:  SUB COMMITTEES 

 

Sub Committees work to progress the annual operational work plans of RCCC 

 

Role of Sub-Committees 

The main focus of the sub committees will be to support RCCC staff in the implementation of 

RCCC Strategic Plan. The Board members of sub committees will play a supportive role to 

RCCC staff in relation to information provision and signposting.  

 

Sub Committees work may take place at full board meetings as part of the board agenda to avoid 

additional meetings and duplication of work and decisions will be recorded within the board 

minutes. 

 

 Sub-committees will adopt the terms of reference relevant to its Sub-committee.  

 Substitute delegates shall not be allowed. 

 Committees can set up task groups with a specified life span and task/s. 

 Sub Committees must inform the RCCC of such task groups. 

 Chairperson of Sub Committees must be Board directors and/or Management.  

 All decisions of the Sub-committees are to be brought to the full Board meeting of the 

Committee for formal ratification except where a subcommittee is following national 

guidelines and this this case decisions of subcommittees are recorded in the minutes of 

board meetings as an agenda item. However, the Committee may give prior approval for 

a decision and action to be taken in specific cases where urgent action is required.  

 A verbal report on the relevant Sub-committees will be given by the Chairperson and/or 

Management at each meeting of the full Board meeting for noting where minutes are not 

available. 

 Minutes of PESC meetings will be noted in board minutes at the next scheduled board 

meeting. 

 Clarification on points of information can be sought at the Board meeting. 

 The RCCC County Childcare Coordinator/Manager and/or staff will attend all sub-

committee meeting. 
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 PROGRAMME EVALUATION SUB COMMITTEE (PESC) TERMS OF REFERENCE 

 

The Roscommon County Childcare Committee CLG PESC Subcommittee structure is 

responsible for the evaluation of all applications for funding at Roscommon County level.  

 Assess all applications against agreed eligibility requirements and assessment criteria as per 

the national guidelines. 

 To consider all applications in the context of the ELC needs identified in Roscommon 

County at that time. 

 To give due process to all applications  

 To provide a formal assessment on the application if required by DCYA/Pobal 

 To provide a clear statement of conclusion in respect of each application in the portfolio 

 Compile a portfolio of applications to be presented to the Board of Roscommon CCC before 

submission   to DCYA/Pobal 

 

Constitution 

The Board of the Roscommon County Childcare Committee CLG resolved to establish a Sub 

Committee of the Committee to be known as the Project Evaluation Sub- Committee (PESC) 

The Board of Roscommon CCC CLG approve the RCCC County Childcare 

Coordinator/Manager & Staff to carry out the work of PESC on their behalf. 

 

Authority 

 PESC is authorised by RCCC CLG to examine all funding applications within its terms of 

reference 

 PESC is authorised to seek any additional information it requires about an application from a 

member of staff, applicant or other RCCC Board members as relevant. 

 PESC is authorised by RCCC CLG to evaluate i.e. to recommend/not recommend/object/not 

object/defer the support of an application for funding.  

 

Membership & Attendance 

The RCCC County Childcare Coordinator/Manager and relevant staff will have membership of 

PESC.  The Chairperson of the PESC shall be the County Childcare Coordinator/Manager of 

Roscommon CCC and shall record all meetings or appoint another staff member to record and 

write up minutes for presentation at the next board meeting. 

Additional members of PESC shall be appointed by the Board from amongst its Board members 

or partner agencies where necessary  
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The PESC membership will be reviewed annually and the RCCC Board will make final 

decisions to any changes in the PESC membership.  

Others who have the right to attend with prior invitation/agreement adhering to PESC Terms of 

Reference etc (with no voting rights) include; 

 

 RCCC Board members 

 The RCCC Chairperson may attend the PESC meetings on occasion, with prior agreement, 

to ensure that due process is being adhered to.  

 RCCC Treasurer (to ensure that financial procedures are being adhered to) 

 Any or all relevant staff members will attend the PESC meeting. 

 

Substitution of Board Members 

Substitute delegates shall not be allowed. 

 

Quorum 

 A quorum shall be 3 members of the Roscommon CCC staff team with directors if 

necessary. 

 In the event of a quorum not being present, a member of RCCC Board of Directors may 

be co-opted to participate in meetings.  

 The members of the Programme Evaluation Sub Committee (PESC) will agree to sign a 

confidentiality agreement. 

 

Frequency of Meetings 

RCCC PESC Evaluation meetings will be on designated dates aligned to the submission of 

portfolio dates (which are decided by DCYA/Pobal) & Roscommon County Childcare 

applications. 

There will be a schedule of meetings per year and as the need arises.  

 

Conflict of Interest 

RCCC agree that measures to ensure that a conflict of interest will be avoided, or that the work 

of the PESC will not be not be open to challenge on conflict of interest grounds. 

 

 Any PESC member who identifies a possible conflict of interest regarding a proposal under 

consideration should declare their interest & withdraw from that discussion. 

 RCCC Providers representatives of childcare services should not participate in the PESC 

because of a possibility of having a conflict of interest (real or perceived)  
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 Elected Board members of Roscommon Local Authority or any Political Party will not 

participate in the PESC because of the possibility of having a conflict of interest (real or 

perceived) 

 Declared conflicts of interest should be clearly noted in the PESC minutes 

  

Duplication & Displacement 

Where projects competing for funding in the same catchment area are being considered, PESC 

will consider the best use of resources in meeting the identified needs of the local community 

and be guided by national guidelines 

 

Confidentiality 

RCCC will ensure that all RCCC Board members, Staff and PESC members bear in mind that 

confidentiality of the evaluation process and the identification of any conflicts of interest. 

 Board members will commit to dealing with all aspects of the evaluation process in a 

confidential manner. 

 PESC  members will identify any conflicts of interest & will remove themselves from the 

evaluation process as appropriate  

 The Board members of RCCC and PESC members will agree to sign a confidentiality 

agreement. 

 The development of a project proposal through all stages of the process should be free from 

undue influence of third parties or outside interests. 

 PESC members must declare any situation where they or their organisation have any direct 

or indirect conflict of interest with the priorities set for the local area or with any application 

for funding. 

 Outside information including written or oral submissions from interested parties should not 

be considered by the PESC. All such information or submissions made available during 

proposal development stage can be reflected in the proposal information, if considered 

appropriate, which is brought to the PESC. 

Procedure for declaring a ‘Conflict of Interest’ 

 PESC members, on receipt of Project Proposal Summaries in advance of meeting, will 

inform RCCC County Childcare Coordinator/Manager of any Conflict of Interest in writing. 

There will be a declaration form for this purpose included with project proposals. 

 PESC Chairperson, at commencement of PESC meeting, will ask all  members to declare 

any Conflict of Interest with any application for funding being considered 

 PESC member with declared Conflict of Interest will absent themselves from decision 

making on that application 
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 Declared conflicts of interest will be clearly noted in the PESC minutes. 

Appeals Process 

 Roscommon CCC will put in place a procedure for consideration of appeals  

 The grounds for appeal should be made in writing to Roscommon CCC  

 A review committee consisting of directors who do not  sit on PESC should reconsider 

the application 

 The Roscommon CCC board’s decision will be issued to the applicant 

 

Roscommon CCC will follow national guidelines where these are in place for certain funding 

initiatives and these procedures will supersede the above if a national appeal process forms part 

of a funding initiative 

 

 

Reporting Procedures 

In the interests of confidentiality PESC will report to the RCCC Board by: 

 The RCCC County Childcare Coordinator/Manager will inform the RCCC Board at the next 

scheduled Board meeting for inclusion in the Board minutes; the total number of 

applications reviewed and breakdown of application type including name of applicant and 

funding sought. 

 If a Board member raises a concern in relation to the PESC report and the concern cannot be 

dealt with at that Board meeting then the application may be deferred and the PESC will 

meet to address the issue.  

 RCCC Staff will be available to answer any queries at RCCC Board meetings if needed.  

 PESC reports will be submitted as per national guidelines to DCYA/Pobal on behalf of 

Roscommon CCC CLG by the RCCC County Childcare Coordinator/Manager and Staff and 

present at the next board meeting for inclusion in board minutes  
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HEALTH & SAFETY SUB COMMITTEE TERMS OF REFERENCE 

 

The Roscommon County Childcare Committee CLG Health & Safety Subcommittee structure is 

responsible for the monitoring and review of the general protocols for health and safety, 

including the Roscommon CCCs Health and Safety Statement.  

To act as a focus for participation of all employees/visitors in the prevention of accidents, 

incidents and occupational ill health.  

 

Constitution 

The Board of the Roscommon County Childcare Committee CLG resolved to establish a Sub 

Committee of the Committee to be known as the Health & Safety Sub- Committee  

Authority 

 

The Health & Safety Sub Committee is authorised by RCCC CLG to:  

 Consider accident statistics and trends  

 To assist in the development of safety rules and systems  

 To monitor the effectiveness of health and safety training, communications and publicity  

 To provide a link with the Health & Safety Authority  

 To provide a report to the Board of Roscommon CCC and to make recommendations 

where appropriate.  

 To provide a mechanism between management and staff for reviewing the health & 

safety statement of the Roscommon CCC  

 

Membership & Attendance 

The composition of the committee will be determined by management, but will normally include 

representatives of management, employees and students/volunteers, ensuring that all functional 

groups are represented. Other persons may be co-opted to attend specific meetings.  

Meetings shall be held on a half yearly basis or according to needs. In exceptional circumstances, 

extraordinary meetings may be held.  

Others who have the right to attend with prior invitation / agreement adhering to Health & Safety 

Sub Committee Terms of Reference etc (with no voting rights) include; 

 RCCC Board members 

 The RCCC Chairperson may attend the meetings on occasion, with prior agreement, to 

ensure that protocols is being adhered to.  

 Any or all relevant staff members will attend the Health & Safety Sub Committee meeting. 

 

Substitution of Board Members 

Substitute delegates shall not be allowed. 
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Quorum 

 A quorum shall be 2 members of the Roscommon CCC staff team with management 

and/or directors if necessary. 

 In the event of a quorum not being present, the meeting should proceed in respect of staff 

health & safety. 

 A member of RCCC Board of Directors may be co-opted to participate in meetings.  

 The members of the Health & Safety Sub Committee will agree to sign a confidentiality 

agreement. 
 

Reporting Procedures 

In the interests of confidentiality the Health & Safety Sub Committee will report to the RCCC 

Board by: 

 The Manager of Roscommon CCC will include the minutes of meetings as an agenda item at 

board meetings  

 The report on the meeting of the Health & Safety Sub Committee will be minuted and 

ratified by the Board at the Board meeting 

 If a Board member raises a concern in relation to the report of the Health & Safety Sub 

Committee and the concern cannot be dealt with at that Board meeting then the matter will 

be deferred and the board will meet again or appoint an external expert to address the issue.  

 RCCC Staff will be available to answer any queries at RCCC Board meetings if needed. 
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CORPORATE GOVERNANCE & MONITORING SUB COMMITTEE TERMS OF 

REFERENCE 

Roscommon CCC is committed to maintaining the highest standards of governance. We believe 

that setting and maintaining standards is a key element in demonstrating accountability to all 

stakeholders, funders and supporters. The Roscommon County Childcare Committee CLG 

Corporate Governance & Monitoring Subcommittee structure is responsible for evaluating the 

performance of the Board, Board sub Committees and individual directors and to ensure that the 

board fulfils it’s legal, ethical, and functional responsibilities including audit and risk 

management.  

The board is compliant with the Governance Code for the Community, Voluntary and Charitable 

Sector in Ireland. It will provide support to the Roscommon CCC County Childcare 

Coordinator/Manager in continuing compliance with the code of governance.  

The Corporate Governance & Monitoring Sub-Committee is accountable to the Board of 

Directors and is responsible for advising the Board on effective governance of the organisation 

through:  

1. Developing and reviewing governance policies and procedures;  

2. Recruiting suitable board members;  

3. Providing induction and training programs for board members, and  

4. Regularly reviewing the performance of the board as a whole and evaluating the contribution 

of individual members.  

 Ensuring all categories of risk (strategic, financial, operational and compliance) are 

identified 

 Ensuring all identified risks are assessed, rated and recorded on the risk register 

 Ensuring the risk management policy of Roscommon CCC is being implemented 

 Monitor developments in corporate governance generally  

 Make recommendations to the Board on any changes to governance practices that the 

Sub-Committee regards as necessary or desirable  

 Ensure that the board is operating in compliance with legal requirements 

 Reviewing annual programme files for consistency and transparency 

 Reviewing budget reducing financial templates on programme files 

 Reviewing authorisation and approval of all payments in line with internal financial 

procedures 

 Reviewing Staff Travel & Subsistence Payments 

 Reviewing Health & Safety files 

 

 

http://www.governancecode.ie/about.html
http://www.governancecode.ie/about.html
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The Corporate Governance & Monitoring Sub-Committee will ensure that:  

 The number of board members does not fall below the number required by the 

constitution  

 Members appointed to the board understand and agree with the mission of the 

organisation and the code of conduct  

 Members appointed to the board understand and agree to the time commitment and 

participation requirements of board membership  

  Elections and appointments to the board comply with the constitution and other legal 

requirements 

 

The Corporate Governance & Monitoring Sub-Committee through the Roscommon CCC County 

Childcare Coordinator/Manager will ensure that there are effective induction and mentoring 

processes for board members and that they have the necessary knowledge to be able to discuss, 

debate and plan as part of an active board of governance. 

The Board has determined that the Organisation complies with the following principles and 

codes of good practice: 

 The Governance Code for the Community, Voluntary and Charitable Sector in Ireland  

 Roscommon CCCs Child Protection Policy and Safeguarding statement. 

 Roscommon CCCs Whistle Blowing Policy. 

 Roscommon CCCs Conflict of Interest Policy 

Membership & Attendance 

The composition of the committee will consist of the Board Monitoring Person and the 

Roscommon CCC County Childcare Coordinator/Manager. Other persons may be co-opted to 

attend specific meetings. Meetings shall be held yearly. In exceptional circumstances, 

extraordinary meetings may be held.  

 

Substitution of Board Members 

Substitute delegates shall not be allowed 

Quorum 

 A quorum shall be 2 members one of which should be the Roscommon CCC County 

Childcare Coordinator/Manager. 

 A member of RCCC Board of Directors may be co-opted to participate in meetings.  

 The members of the Sub Committee will agree to sign a confidentiality agreement. 

 

 

http://www.dochas.ie/irish-ngos-code-corporate-governance
https://www.suas.ie/wp-content/uploads/2015/07/Suas-Child-Protection-Policy1.pdf
https://www.suas.ie/wp-content/uploads/2017/05/Suas-Anti-Fraud-Other-Wrongdoing-Whistle-Blowing-Policy-May-2014-1.docx.pdf
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Reporting Procedures 

In the interests of confidentiality the Sub Committee will report to the RCCC Board by: 

 The Manager of Roscommon CCC and the Board Monitoring person will include the 

minutes of meetings as an agenda item at board meetings  

 The report on the meeting of the Sub Committee will be minuted and ratified by the Board at 

the Board meeting 

 If a Board member raises a concern in relation to the report of the Sub Committee and the 

concern cannot be dealt with at that Board meeting then the matter will be deferred and the 

board will meet again or appoint an external expert to address the issue.  
 

 

SECTION 7:  Roscommon CCC Whistle blowing [Protected Disclosures] Policy   

 

Purpose 

Roscommon CCC provides information, support and training to all Early Childhood Care and 

Education childcare services including Parent and Toddler Groups and Childminders along with 

supporting the Government in administering the national funding schemes.  This policy is to 

ensure that Roscommon CCC remains committed to the highest standards of openness and 

accountability in all aspects of their work.  

 

Scope 

This policy has been designed to enable all employees of Roscommon CCC, agency staff, 

students and board members to raise genuine concerns safely and appropriately, and to disclose 

information which they believe shows malpractice or impropriety without fear of victimisation. 

Policy and Procedure 

 

An important aspect of accountability and transparency is a mechanism to allow staff and Board 

members to voice concerns in a responsible and effective manner. It is a fundamental term of 

every contract of employment that an employee will faithfully serve his or her employer and not 

disclose confidential information about the employer’s affairs. Nevertheless, where an individual 

discovers information which they believe shows serious malpractice or wrongdoing then this 

information should be disclosed internally without fear of reprisal, and there should be 

arrangements to enable this to be done independently of line management (although in most 

instances the Roscommon CCC County Childcare Coordinator/Manager would be the most 

appropriate person to be told, otherwise the Roscommon CCC Chairperson).  

 

It is advisable to speak with your relevant line manager in the first instance if you have any 

concerns of malpractice. It should be noted that an allegation may has serious consequences on a 

person’s reputation therefore if in doubt talk to your immediate line manager for support. 
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It should be emphasised that this policy is intended to assist individuals who believe they have 

discovered malpractice or impropriety within Roscommon CCC or externally in childcare 

services/organisations. As most childcare services receive government funding Roscommon 

CCC has a duty to ensure proper governance is in place. Once the "whistle blowing” procedures 

are in place, it is reasonable to expect staff to use them rather than air their complaints outside 

the company. 

 

Using the Whistleblowing/Grievance Policy 

The Whistleblowing policy is designed to enable employees of Roscommon CCC to raise 

concerns internally and at a high level and to disclose information which the individual believes 

shows malpractice or impropriety in all aspects including financial irregularities, breaches of 

legislation, maltreatment of staff or children or any criminal activity including suspected fraud. 

The Grievance policy is designed to enable employees of the Company to raise internally general 

grievances that they may have.  This policy can be found within this Staff Handbook. With a 

Whistleblowing and Grievance Policy in place it is expected that staff would use the policies 

appropriately and that matters would be dealt with internally rather than externally given the 

provision of these policies.  

 

Safeguards/Protection 

This policy is designed to offer protection to those employees of the company who disclose such 

concerns provided the disclosure is made in good faith. 

 

Confidentiality 

Roscommon CCC will treat all disclosures in a confidential and sensitive manner. The identity of 

the individual making the allegation may be kept confidential so long as it does not hinder or 

frustrate any investigation. However, the investigation process may reveal the source of the 

information and the individual making the disclosure may need to provide a statement as part of 

the evidence required. 

Anonymous Allegations 

This policy encourages individuals to put their name to any disclosures they make. Concerns 

expressed anonymously are much less credible, but they may be considered at the discretion of 

the company 

In exercising this discretion, the factors to be taken into account will include: 

 The seriousness of the issues raised  

 The credibility of the concern  

 The likelihood of confirming the allegation from attributable sources  
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Untrue Allegations 

If an individual makes an allegation in good faith, which is not confirmed by subsequent 

investigation, no action will be taken against that individual. In making a disclosure the 

individual should exercise due care to ensure the accuracy of the information. If, however, an 

individual makes malicious or vexatious allegations, and particularly if he or she persists with 

making them, disciplinary action may be taken against that individual.  

 

Procedures for Making a Disclosure 

On receipt of a disclosure regarding malpractice or impropriety the member of staff must pass 

this information as soon as is reasonably possible to their relevant line manager who will decide 

what action to take. If the complaint is against a staff member the appropriate policy will be 

invoked (discipline, grievance etc). If the disclosure relates to child protection the Roscommon 

CCC Child Protection Policy will be invoked.  If the disclosure relates to irregularities, lack of 

governance or malpractice within an external organisation the Roscommon CCC County 

Childcare Coordinator/Manager will refer this to the Roscommon CCC Board who will devise an 

action plan regarding which may involve reporting the disclosure to a third party (e.g. funding 

agency, Workplace Relations Commission, TUSLA, Gardaí) depending on the nature and 

content of the disclosure).  Alternatively, this task may be delegated to the Roscommon CCC 

County Childcare Coordinator/Manager. 

 

Timescales 

Due to the varied nature of complaints/disclosure which may involve internal investigators and / 

or external third parties including the Gardaí, it is not possible to lay down precise timescales for 

such investigations. The Board will ensure that the investigations are undertaken as quickly as 

possible.  
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Section 8. INTERNAL FINANCIAL PROCEDURES 

 

Financial Management - These financial procedures give an overview of the financial procedures 

and controls in place within Roscommon CCC to demonstrate good financial management, 

including financial reporting to the board and any grant administration processes. 

 

Corporate Governance 

Roscommon County Childcare Committee is a company limited by guarantee.  Company 

Registration No. 360103 and was incorporated on the 13th day of August 2002.  

Charities Regulatory Authority (CRA) number: 20058623 

Charitable status reference number: CHY 16335 

 

Overview 

The role of the Board of Directors is to act as the strategic management group for Roscommon 

County Childcare Committee and to exercise quality control and oversee the implementation of 

the company’s annual Statement of Work (SOW) and Local Implementation Plan (LIP). The role 

of the Committee is to approve the SOW/LIP, monitor its progress, address barriers to its 

implementation and to make adjustments and alterations where considered necessary. Priorities 

in the annual SOW/LIP are given to CCCs nationally by the Department of Children and Youth 

Affairs (DCYA) and the plan is appraised by Pobal and the annual budget for its local 

implementation is approved by DCYA.  

 

The role of the Company County Childcare Coordinator/Manager is the operational management 

of the company. 

 

Income from DCYA via Pobal is by electronic transfer direct to the Company bank account. 

Roscommon CCC follow the company’s internal financial procedures which is in line with 

Pobal’s accounting guidelines and these procedures outlines the policies and procedures for 

accounting and expenditure.  

 

To ensure the Company Board have control over the expenditure being incurred by the 

Committee and at the same time be satisfied that only eligible expenditure has been approved 

and paid by the Committee, the Company Treasurer is the nominated member to approve 

expenditure before presenting for cheque signatures/banking online. In the event that the 

Treasurer is unavailable, another member of the Board may approve the expenditure.  

There are 8 authorised signatories who are assigned to sign cheques/direct debit mandates. 

Cheques are not made payable to cash and the signatories do not sign cheques payable to 

themselves.  

 

There is no petty cash system in place.  
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The Board hold regular meetings throughout the year and a finance report with copy of the 

cheque journal listing all payments and lodgements, a copy of the completed bank reconciliation 

and a finance report outlining spend in year to date and remaining budgets is presented a 

standing agenda item for review and sign off.  

 

Internal Monitoring 

Roscommon CCCs Corporate Governance and Monitoring sub-committee carries out a visit to 

Company offices annually or as required to monitor and check on programme action files, 

administrative, financial and governance folders. This acts as an internal monitoring mechanism 

to support management and reduce risk of fraud and is a welcome initiative initiated and 

followed through by management and board of directors. These internal checks look at how the 

company is implementing its financial and governance procedures as part of the company risk 

management strategy. A report on findings as well as any recommendations is an agenda item at 

the Company board meeting following the corporate governance subcommittee meeting 

annually. 

Audited Accounts 

Roscommon CCCs audited accounts are prepared annually and presented and approved at the 

Annual General Meeting (AGM) in May of each year. The Annual financial Statements are 

prepared in accordance with the companies Act 2014 and FRS102, the Financial Reporting 

Standard applicable in the U.K. and the Republic of Ireland. 

 

Appraisal and Approval of Grants 

Grant applications such as the childminder development grant, parent & toddler grants, FAR and 

learner fund bursary are assessed and appraised in line with national criteria, company internal 

procedures and are represented at Company board meetings as an agenda item.  

 

2. ACCOUNTING RECORDS 

 

Roscommon County Childcare Committee shall maintain a complete audit trail in relation to all 

monies received from DCYA/Tusla and all other funders. 

 All our cheque/electronic payment journals and income records are computerised in 

spread sheet format. 

 Hard copies of all transactions are kept on file 

 The Administrator of the Company is responsible for the maintenance of all finance 

records. 

 It is the responsibility of the Administrator to ensure that all financial files are backed up 

and preceding year’s archived. Records are stored both on a Cloud system provided by 

I.T. company and in hard copy at the company’s offices. 
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 It is the responsibility of the Administrator to present a monthly reconciliation by 

electronic email and in hard copy readable format of all accounts to the Roscommon 

CCC Manager along with a detailed analysis of lodgements, cheques, payments and 

online banking activity and up to date picture of drawdown of all funding which are then 

reviewed by the Manager and submitted by the Manager to the board of directors for 

review at board meetings as a standard agenda item.  

 All books and records are to be retained for six years.   

 It is the responsibility of the Administrator to ensure all books and records are archived 

and stored securely and available at all times. 

 

3. FINANCIAL RETURNS TO FUNDING PROVIDERS 

 

Roscommon County Childcare Committee CLG currently receives funding from the following: 

Department of Children and Youth Affairs (DCYA) National Childcare Investment Programme 

Periodically, Roscommon County Childcare Committee receives income from other sources e.g. 

Department of Education & Skills, Tusla, Training fees, etc. 

 All funds are lodged to the company bank accounts. Income from DCYA via Pobal is by 

electronic transfer direct to bank account.  

 It is the responsibility of the Administrator of the company to check that income from 

DCYA matches contracts/addendums approved and to maintain proper books and records 

for all transactions on company bank accounts.  

 All funding received from DCYA via Pobal is reported half yearly and year end.  It is the 

responsibility of the Administrator of the Company to prepare and present financial 

reports to the Roscommon  County Childcare Coordinator/Manager for review and 

subsequent approval by the Board of Company in advance of submission to the Pobal My 

CCC Portal 

 It is the responsibility of the Administrator of the Company to ensure these returns to the 

Pobal My CCC portal are within the time limit specified and are in consultation with the 

Roscommon CCC County Childcare Coordinator/Manager  

 It is the responsibility of the Administrator of the Company to ensure returns are in line 

with Pobal Accounting Guidelines and that other relevant funding is netted off total 

expenditure before the returns are prepared. 

 When reimbursable expenditure occurs it is the responsibility of the Administrator of the 

Company to monitor this expenditure and ensure it is recouped within a reasonable 

period and to present an analysis to the Roscommon CCC Manager along with monthly 

reconciliations. 
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4. Accounts Practice- BANK AND CASH 

Roscommon County Childcare Committee has the following bank accounts in operation at 

present:  

National Childcare Investment Programme   56207545 

Other Funding (Miscellaneous Account) 79251602 

 

Approval Procedures for Processing of all Payments  

To ensure the Board of Roscommon  County Childcare Committee have control over the 

expenditure being incurred by the Company and at the same time be satisfied that only eligible 

expenditure has been approved and paid by the Company the Company Treasurer is the 

nominated member to approve expenditure before presenting for BOL/cheque signatures. In the 

event that the Treasurer is unavailable, another board member who is a cheque signatory may 

approve the expenditure.  

 There are 8 authorised signatories who are assigned to sign cheques/direct debit 

mandates. There must be two of these signatures on each payment/cheque. Cheques/BOL 

must be signed on foot of original supporting documentation, i.e. invoices and issued in 

numerical sequence. The pre-signing of blank cheques is prohibited.  

 Cheques should not be made payable to cash and the signatories should not sign cheques 

payable to themselves. The cheque books are kept in a locked fire proof safe box which 

the Administrator and Manager have access to.  

 It is the responsibility of the Administrator of the Company to open new bank accounts 

where necessary once the mandate has been signed by and approved by the Board. 

 It is the responsibility of the Administrator to monitor outstanding cheques on a monthly 

basis, keep Manager fully informed on all financial affairs and to cancel all outstanding 

cheques over 6 months.  The Administrator should retain all spoiled cheques. 

 

The following procedure is in place to ensure that all payments (BOL/Direct Debit/Cheques) are 

approved on behalf of the Board and in line with the company standard operating procedure 

(SOP) for Banking Online.  

 Where possible, accounts are paid within 30 days of receipt of invoice. All invoices are 

stamped for payment.  

 A Purchase order system is in place which management must approve prior to processing 

for payment.  

 Payment cannot be made on a pro-forma invoice. 

 The Administrator reviews, checks and signs payments for processing along with cheque 

journal update prior to monthly payments and cheque journal being passed to 

management for review and approval in time for monthly BOL/Payroll process and to 

ensure budgets are in line with SOW/LIP. 
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 The Administrator is responsible for checking and ensuring accuracy of invoices in 

preparing the BOL/cheque payments file for management sign off. Before presented to 

management for review and approval all payments to be approved should include 

purchase orders, Tcan, other relevant back up documentation attached where applicable 

as well as having completed envelopes attached to any cheques that are to go out by mail.  

 Payments are reviewed by management and if all is in order as above then implements 

the first BOL authorisation. The company Treasurer is responsible for reviewing and 

implementing the second BOL authorisation. 

 Payment approved by management then passes to Treasurer or in the absence of 

Treasurer another bank signatory for expenditure approval 

 Expenditure approved by Treasurer or in the absence of Treasurer another bank signatory 

for expenditure approval 

Once the above procedure is carried out the following happens: 

 Banking on line (BOL) internet banking is initiated and is co-authorised by Treasurer and 

Manager monthly. Passwords are specific to each individual and obtained via “Key 

Codes” phone app by each individual as required.  

 Upon completion of BOL by Treasurer and Manager any approved and signed cheques 

are mailed out by Administrator and/or designated person.  

 Bank/credit card statements to be reconciled with cheque journal at end of each month 

 

Approval Levels 

Company County Childcare Coordinator/Manager – up to €5,000 

Company Board of Directors – amounts greater than €5,000 

 Pre-signing of blank cheques is prohibited. 

 Bank requisition stamp to be completed indicating invoice checked by Administrator and 

approved by Manager. Full names to be signed not initials. 

 Payments are made only on the strength of supported certified documentation. 

 Payment requisition stamp on each invoice or certified document to be approved by 

company Treasurer or other approved bank signatory. 

 Bank statements are issued at end of each month. 

 Bank statements to be reconciled with cheque journal at end of each month 

 Records of all “other” funders are kept on relevant files. 

Outstanding Invoices 

 It is the responsibility of the Administrator to monitor outstanding invoices and follow up 

where necessary. 

PROCEDURE FOR ENSURING ACCOUNTS ARE IN CREDIT 

 It is the responsibility of the Administrator to ensure that the company bank accounts are 

in a credit position. On a monthly basis the Administrator enters cheques and totals the 

accounts and prepares the bank reconciliation to ensure accounts are in a credit position. 

This is then reported on a monthly basis to the Manager by the Administrator.  



Roscommon CCC CLG From Governance to Practice – A Guide for Board Members V3 11/03/2020  52                                                                   

 

 

 Bank accounts are reconciled monthly on receipt of the bank statements. It is the 

responsibility of the Administrator to notify the Manager of any issues that may arise in 

this area.  

 Funding drawdowns must be made by the Administrator in sufficient time to the relevant 

funder/s, and cc’d to Manager. 

 

5. PROJECT FILES 

Roscommon County Childcare Committee CLG on approval of the annual Statement of Work 

(SOW)/Local Implementation Plan (LIP) maintain objective/project files including a 

computerised file for each project.  The files are stored in the offices of Roscommon County 

Childcare Committee.  The Manager and Staff of the company have access to these files. 

It is the responsibility of the Manager to monitor and review these files.  It is the responsibility of 

the Administrator in collaboration with assigned key worker of the company to record all 

financial transactions on these files together with copies of the relevant invoices and to reconcile 

this expenditure to the Pobal returns on a half yearly basis.   

The following procedures are in place in relation to objective/project files:  

 

 A separate file to be kept for each objective including the admin budget in the 

SOW/LIP/Administration and/or additional projects that may happen from time to time. 

 Manager will appoint a key worker to have responsibility for each objective/project file 

and this will be conveyed to all staff.  

 It is the responsibility of the objective lead/project lead and key worker assigned to keep 

the objective/project files updated on a monthly and/or quarterly basis. 

 It is the responsibility of the Administrator to keep the financial details of the 

objective/project file up to date on a monthly and/or quarterly basis (this should be done 

at the same time as the cheque journal is completed for monthly BOL payments). 

 The completion of the project files should be a joint team effort at quarterly intervals, half 

yearly and end of year. 

 To guide staff checklists are placed on all objective/project/administration files with an 

action review and sign off by staff and/or management. 

 Any individuals or groups who receive grant aid of  €1,000 or more from the 

Roscommon  County Childcare Committee that is paid from DCYA funding must supply 

their tax reference number and confirmation that their tax affairs are in order. In addition, 

where the grant aid is € 10,000 or more in a calendar year, a tax clearance access number 

(TCAN) or C2 certificate is required.  

 It should also contain details of date of application, approval, payments, date of each 

instalment, cheque/transaction number and total expenditure to date. 

 Contract to be signed by Committee Member and/or Manager following approval and 

dated. 
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 Approval of grants to be sanctioned by the Project Evaluation Sub Committee (PESC) on 

behalf of the board of company as per internal procedures and signed by either the 

Manager and/or Board Director. 

 All paid invoices are filed on a central file in cheque numerical sequence.  

 It is the responsibility of the Administrator to have signed copies of invoices and up to 

date budget spreadsheets placed on relevant objective/project/action files in collaboration 

with assigned Key Worker and this will be monitored by the Manager through support & 

supervision. 

 Staff will be required to have assigned project files up to date for inspection by Manager 

at Support & Supervision meetings and at quarterly, half yearly and year end. Periodic 

checks are carried out by the Manager on all files and clearly indicated on the file.  

 An annual check should be carried out by the Monitoring Board Member and the 

Manager to ensure that the Objective/Project Files are kept up to date and internal 

financial procedures are being followed.  Evidence of the check should be clearly 

indicated on the Objective/Project File and an annual internal review of the files will take 

place by the Governance & Monitoring Sub-committee who will meet annually and 

report back to the Company Board through an agenda item at board meetings. 

 It is the responsibility of the Administrator to monitor all budgets of Roscommon County 

Childcare Committee in collaboration with the Manager. The Administrator should have 

a template clearly showing spend for each action and present regularly to management 

and at scheduled Support & Supervision meetings.   

 The Administrator is responsible for keeping the Manager fully informed of all spends 

and should carry out monthly monitoring of all budgets and any overspends rectified 

from savings in consultation with Manager. 

 It is the policy of Company that if Directors of the board have a personal interest in any 

of the activities of the company this interest should be expressed and they should absent 

themselves from any decisions in relation to these activities. A conflict of interest policy 

is in place. 

 It is the responsibility of the Administrator of the Company to monitor closely 

outstanding debts and to ensure all monies due to the Committee are received.  The issue 

of writing off bad debts should not arise. 

 

6. PERSONNEL, SALARIES AND WAGES 

Roscommon County Childcare Committee is an equal opportunities employer. 

A grievance procedure is in place for all staff. The company staff handbook is given to all staff 

as part of an induction process and is also available on the internal Brighthr system. The staff 

handbook is a working document and will be reviewed regularly by the board of directors of the 

company.  
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The company will avail of the services of a HR consultant where necessary to support the HR 

role of the company Manager.  

Recruitment, Personnel Files and appointment records are stored by the Manager in a locked 

filing cabinet and disposed of by a shredding company as per our company data retention 

requirements. The following is held on file and/or uploaded to the company internal Brighthr 

system: 

 Terms of employment, employment history, remuneration, pension arrangements 

 Time Records & Annual Leave 

 Records for approved rates of pay including pay agreements, pay increments as per DCYA 

guidelines 

 It is the responsibility of the Chairperson to ensure that all relevant records in relation to the 

Manager are signed off by the Chairperson as above and stored in the Managers office. 

 Weekly diaries are kept by all staff and saved with annual project files 

 It is the responsibility of the Administrator in collaboration with the Manager to ensure 

salaries are paid monthly by BOL once timesheets are signed off by relevant line manager 

and appropriate in date valid car insurance certificate indemnifying Roscommon CCC is on 

file through BrightHR.  

 The payroll software package BrightPay by Thesaurus is operated by Roscommon County 

Childcare Committee and produces tax cards, gross to net analysis and pay slips. It also 

contains a “Cloud” facility where staff can log in and access their own pay slips.  

 It is the responsibility of the Administrator or appointed administrative staff of the company 

to update and maintain payroll records. All documentation in relation to salaries and wages is 

retained in a secure central salaries file for the relevant tax year in the Administrators office. 

 It is the responsibility of the Administrator or appointed administrative staff of the company 

to ensure that all returns to the Revenue Commissioners are prepared, certified and forwarded 

to the Revenue Commissioners prior to the due date.  

 PAYE, PRSI and USC is calculated in “real time” reporting and approved by the Revenue 

prior to pay slips being issued through “BrightPay” payroll software package, to staff.  

 All staff training should, where possible, be invoiced directly to the County Childcare 

Committee by the Training Company concerned. In the event that this is not possible, only 

vouched expenditure will be reimbursed. 

 

7. TRAVEL AND SUBSISTENCE 

 

Roscommon County Childcare Committee operates the Department of Finance Civil Service 

rates of travel and subsistence (Motor Travel Rates Circular 05/2017). As the mileage rates 

payable are incremental based on total distance travelled, cumulative mileage records are 

maintained. 
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Travel is paid from home or base but in any case the shortest distance is claimed. Base is the 

offices of Roscommon CCC CLG, Knock Road, Castlerea, Co. Roscommon. Travel and 

subsistence claims are submitted monthly in arrears. 

 

 It is the responsibility of the Administrator to ensure that travel expenses are not under 

any circumstances processed unless a copy of the claimant’s relevant up to date car 

insurance certificate indemnifying Roscommon CCC is available. Insurance details are 

retained on the Bright HR Portal. 

 It is the responsibility of the Administrator or appointed administrative staff of the 

company to check claims submitted and apply the appropriate rates ensuring accuracy 

before signing off on them as being checked by the Administrator and forwarded to 

Manager for review and approval. 

 All Travel & Subsistence claims will be for distances calculated from Google Maps and 

all other expenses claimed will be vouched. 

 The claims are then approved by the Manager for payment or in the case of the Manager 

by the Treasurer/Board Director 

 All payments are then forwarded to the Treasurer/Board Director for expenditure 

approval in line with procedures before banking on line is processed internally by the 

Manager and company Treasurer. 

 Travel & Subsistence claims are paid through BOL.  

 All travel & subsistence claim forms are retained in the current invoice folder stored in 

Administrators office 

8.  Returns 

Half Yearly returns prepared by company Administrator, are presented to the Manager who 

reviews and approves for presentation to the Company Board of Directors for approval as a 

standing agenda item at board meetings meetings for approval.  

 It is the responsibility of the Administrator to prepare and check monthly bank 

reconciliations, half yearly and year end returns which are presented and reviewed by 

management in advance of being presented to the Board of Directors.  

 It is the responsibility of the Administrator to ensure sufficient funds are drawn down as 

part of the draw down cash flow verification process to Pobal.  

 Any outstanding payments not lodged in excess of one month will be brought to the 

attention of the Manager by the Administrator and action taken accordingly and noted by 

the Administrator.  

Returns to Pobal 

 It is the responsibility of the Administrator to prepare half yearly and year end returns on a 

payments basis using the cumulative cheque journal totals (excluding reimbursable 

payments) for the six respective months for review by management prior to board approval. 

The returns should only include actual payments to the end of that particular half yearly date 
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 It is the responsibility of the Administrator in consultation with management to upload the 

returns by the set date to the Pobal Portal.   

 It is the responsibility of the Administrator to ensure that all correspondence to Pobal by the 

Administrator in relation to finance/accounts should be cc’d to management. 

 It is the responsibility of the Administrator to ensure returns are prepared in accordance with 

best practice and company policy 

 

8. CASH/CHEQUES RECEIVED 

Income Received - Cash on Premises 

Roscommon CCC CLG are moving towards a cashless environment. There is no petty cash 

system in place as we move towards a cashless environment.  

 In the event that cash is received on occasion, receipts are issued. Cash is stored prior to 

lodgement in a locked fire proof safe box.   

 Prior to lodgement all cash/cheques are kept in a locked fire proof strong box in a locked 

filing cabinet in the Administrator’s office to which the Administrator and Manager have 

a key.   

 It is the responsibility of the Administrator to make all lodgements as soon as possible 

following receipt of payment and to ensure no amounts of cash are kept on the premises.   

 

9. COMPANY SECRETARIAL AND EXTERNAL AUDIT 

 

Paul Foxe & Co Roscommon are the appointed external auditors of Roscommon County 

Childcare Committee CLG and will be responsible for returns to the Company Registration 

Office and maintenance of company register in consultation with company Administrator and 

Company Secretary. The role of the external auditor shall be as defined in the letter of 

engagement.  

 It is the responsibility of the Administrator to liaise with the company auditor to ensure 

timelines are met in relation to Annual Return Date (ARD) and having audited accounts 

prepared well in advance of the annual general meeting (AGM) date for prior board 

review and approval at the AGM. 

 It is the responsibility of the external auditors of Roscommon County Childcare 

Committee to prepare the draft financial statements of the company in liaison with the 

Administrator and also to prepare independent reconciliation’s between the financial 

statements and the expenditure returns to Pobal.  

  It is the responsibility of the Administrator to furnish the accountant with relevant 

documents as requested and the Administrator will be the company point of contact and 

liaise with the company auditor as required. All correspondence to the company auditor 

should be cc’d to the Manager. 

 It is the responsibility of the Administrator to ensure that the company records in relation 

to revenue, CRO and the Charity regulator are filed on time.  
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 The RCCC County Childcare Coordinator/Manager is responsible for the maintenance 

and archival of company board minutes.  

 It is the responsibility of the Administrator to prepare documentation in line with the 

company Memo & Articles of Association in relation to the company AGM.  

 The company AGM shall be held not more than fifteen months between the date of one 

AGM of the Company and that of the next. At lease twenty-one days’ notice in writing 

shall be given in respect of the Annual General Meeting. Nominations will be sought 

prior to AGM meeting. The AGM is held annually in May. 

10. PUBLIC PROCUREMENT 

Roscommon CCC will adhere to the Department of Finance public procurement procedures 

It is the policy of Roscommon County Childcare Committee when entering into contracts for 

services, such as consultancy, training, services, lease of premises, etc. to ensure that the 

contracts are fully adhered to.   

 

The following are noted and referred to by Roscommon CCC  

https://ogp.gov.ie/ 

Appendix 7 Notice of Public Procurement and Conflict of Interest in annual SOW 

Guidelines dated 23/10/2019  

 A tax clearance access number will be sought from all suppliers for all goods and 

services where the cumulative value of the goods or services exceeds €10,000 in any one 

year. 

 Purchases less than €5,000 – written quote from one or more supplier.  

 Purchases between €5,000 and €25,000 – specifications to be circulated to at least three 

suppliers by email/fax seeking written quotes. In some instances, it may be appropriate to 

advertise contracts of this size using the Quick Quotes facility on the e-tenders website  

 Purchases over €25,000 and up to EU Thresholds  - More formal tender process – draw 

up tender documents using Open Procedure 

 It is the responsibility of the company Administrator to obtain tax reference numbers/tax 

clearance access number where applicable. 

 

Roscommon CCC CLG adheres to the following Public Procurement guidelines  

Selecting suppliers  

All purchasing of goods and services must be on foot of a competitive process, except in certain 

limited exceptional circumstances. The company have a Purchase Order system in place. In 

accordance with Public Procurement Guidelines, the following are the tendering methods to be 

used having regard to the estimated value of the contract 

 Supplies and services:  

https://ogp.gov.ie/
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o Less than €5,000: may be awarded on the basis of written quotes from one or 

more competitive suppliers; COMPANY has implemented a policy of obtaining a 

minimum of one written quote from suppliers for any purchases to ensure records 

are maintained. Best Public Procurement Practice advises that, where possible, 

three written quotes should be obtained. 

o Between €5,000 and €25,000: By Direct Invitation - specifications must be 

circulated to at least three interested and competent suppliers/service providers by 

e-mail/fax seeking written tenders (in some cases it may be appropriate to 

advertise contracts of this value on the e-tenders website.)  Offers should be 

evaluated objectively against the specified requirements and the most suitable 

offer selected;  

o Over €25,000 and up to the EC threshold of €221,000 excluding VAT:  Must be 

advertised via a tendering process on procurement website www.etenders.gov.ie 

 

o For goods and services over €221,000 excluding VAT, must be advertised on EU 

Journal (OJEU) via a formal tendering process using procurement website 

www.etenders.gov.ie  

 Works and related services 

o Less than €50,000: specifications must be circulated to at least five interested and 

competent contractors by e-mail/fax seeking written tenders (in some cases it may 

be appropriate to advertise contracts of this value on the e-tenders website.)  

Offers should be evaluated objectively against the specified requirements and the 

most suitable offer selected;  

o Over €50,000 and up to the EC threshold of €250,000:  Must be advertised via a 

tendering process on procurement website www.etenders.gov.ie 

 

o For advertised contracts for works and related services over €221,000 excluding 

VAT.  must be advertised on EU Journal (OJEU) via a formal tendering process 

using procurement website www.etenders.gov.ie  

o (See GN 2.3 – Procurement Process for Works Contractors, Section 3.2 

Advertising and Timeframes for the Tender, for more details. 

 

All details of the quotes and tendering process must be kept on file by the Committees. 

  

 

 

 

 

http://www.etenders.gov.ie/
http://www.etenders.gov.ie/
http://www.etenders.gov.ie/
http://www.etenders.gov.ie/
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The thresholds below apply to all publicly funded goods and services.  

BELOW NATIONAL VALUE THRESHOLDS (EXCLUDING VAT)  

< €5000  1 Written Quotation  

> €5,000 and < €25,000  3 Written Quotations  

ABOVE NATIONAL VALUE THRESHOLDS (EXCLUDING VAT)  

> €25,000 and < €221,00  Must be advertised via a tendering process on 

www.etenders.gov.ie  

ABOVE EU VALUE THRESHOLDS (EXCLUDING VAT)  

> €221,000  

(Goods & Services)  

Must be advertised on EU Journal (OJEU) 

via tendering process on 

www.etenders.gov.ie  

€5,186,000 (Works)  Must be advertised on EU Journal (OJEU) 

via a formal tendering process using 

www.etenders.gov.ie  

 

 The company have a conflict of interest policy in place.  

 

E-Tax Clearance / C2 Certificates 

 Where the cumulative value of the goods/services will be €10,000 or more (inclusive of 

VAT) in any twelve month period, the Committee/Grantee should make it clear to 

potential suppliers that it will be a condition for the award of the contract that the supplier 

produces either a valid Tax Clearance Access Number (TCAN) or C2 certificate (C2 

relates to sub-contractors in the construction industry).  

 It is not necessary for a supplier to provide a Tax Clearance Access Number (TCAN) if 

s/he holds a current C2 certificate. This requirement applies to any supplier who is a 

taxpayer, either as an employer, through the VAT system, or pays income tax or 

corporation tax.   

 It is the responsibility of the Administrator for ensuring that a current tax clearance 

certificate is in place where required and attached to the relevant purchase order before 

processing. 

 

Awarding the contract 

Contracts should be awarded on the basis of either the most economically advantageous tender 

(MEAT) or of the lowest price tender according to Public Sector Regulations. Where it is 

awarded on the basis of MEAT, the company will adopt criteria linked to the subject matter of 

the contract, which might include, in addition to price, non-financial factors such as quality of 

work product, ability to deliver on time, etc.  
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In addition the company will demonstrate that it has sought alternative quotations and that this 

was one of the deciding factors in awarding the contract.  Where a contract is not awarded to the 

supplier of the lowest quotation, the company will document the rationale on which the contract 

was awarded.  Copies of documentation in relation to the awarding of any tender process 

including criteria will be available on the relevant objective/project file.  

www.etenders.gov.ie   

11. COMPANY RESERVES POLICY 

Roscommon CCC CLG is compliant with the Code of Practice for Good Governance of 

Community, Voluntary and Charitable Organisation in Ireland.  

 

Income & Reserves - definition: 

For the purpose of this policy the definition of ‘income and reserves’ is funds that are available 

to the company that are ‘unrestricted’ and that are spent at the discretion of the Board of 

Directors.  

This source of funds is in contrast to the company’s income that is restricted to specific 

programmes/projects as defined by the programme/project (e.g. DCYA funding is restricted by 

the programme guidelines as set out by Pobal). 

Sources of Income 

Roscommon CCC CLG has a small number of sources of ‘unrestricted’ funds e.g. once-off 

contributions for room usage or other supports, fees collected as part of various training 

programmes.   

Rationale & Monitoring 

The expenditure incurred from the company’s reserve will be in keeping with the ethos of the 

Organisation and will be confined to activities outlined within the company’s Memorandum and 

Articles of Association. The Board of Directors will take into account the needs and 

opportunities identified throughout the course of the company’s work and their decisions will be 

based on best practice and value for money.  

These sums will be spent by the company at the discretion of the Board of Directors. This 

income, and expenditure of same, will be monitored by the company’s Executive and Finance 

Sub-Committee (EFSC) as part of their overall remit and the Income and Reserves Policy will be 

reviewed by the Sub-Committee on an annual basis. 

 

 

 

http://www.etenders.gov.ie/
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Purpose of Reserve Funds: 

The company will use its reserve funds for three primary purposes;  

1. Year-to-Year Matching Finance Requirement 

 To assist the company in providing cash flow for projects that have to be paid up front 

before being drawn down from public sources –e.g. Tusla short term funding for staff 

 To provide Private Matching Funding (PMF) to projects where a Programme requires it  

2. Long Term Contingency Plan 

That company develops the levels of Reserve to maintain the company for approximately two 

months for use by the Company should public funds cease or become unavailable.  

3. To support Non-Programme Based Activities   

To fund activities that support the objective of the company (as set out in the company’s 

Memorandum and Articles of Association) but that are ineligible under the various national 

programmes being operated by the company 

Roscommon CCCs   Expected Sources, Requirements and Timetables 

1. Expected Sources of future ‘Reserves’ will be:  

a). circa €500 p.a. from ‘Once-Off Contributions’ primarily from childcare sector/community 

sources/organisations for use of company facilities and income from fees associated with 

training. 

2. Expected Requirements & Timetables; 

a). Annual ‘Matching Finance’ requirements are expected to range between €100 and €700 per 

year (to be determined by the Board of Directors of Roscommon CCC). 

b). The Long Term Contingency Plan requires a reserve in excess of €40,000 to be available to 

the company.  Roscommon CCC hope to reach this target by 2030. 

12. Company Apportionment Policy 

As part of our internal financial procedures, running costs are charged out to various 

programmes on costs incurred during the duration of the programme. This happens where there 

is no fixed allocation from projects/programmes on certain administrative costs.  Where these 

costs are already included in the project funding, no additional monies will be claimed from the 

project. Otherwise, where possible, as part of any additional programme of work taken on by 

Roscommon  County Childcare Committee, 5% of the project funding will be apportioned to the 

Company administrative costs to cover light, heat insurances and use of phones, where 

applicable. 

* Photocopying charges will be charged separately where not already included 
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Roscommon CCC has incorporated an apportionment policy into the financial procedures so as 

to ensure direct/indirect costs associated with the delivery of a project/programme will be 

covered within the funding allocated to the programme. Apportionment of funding will be 

guided by the contingencies of the funding programme (budget awarded and guidelines 

established by the funding agency) and the capacity of a funding stream’s budget to bear a 

related cost.  

 

Apportionment reviews will assess the impact of each programme/project for the direct and 

indirect costings. Direct costs are certain costs that may be directly attributed to a particular 

funding stream and should be charged in full to the related funding stream. Indirect costs that are 

shared and not directly attributable to an individual programme will be apportioned.  

The basis of apportionment will be in line with the funding stream requirements, will be 

documented with a clear rationale and listing the agreed quantitative data. Details of the 

Roscommon CCC apportionment are contained in the appendix below.  

 

Review of apportionment policy: 

Apportionments set at the start of the year will be reviewed annually and/or with the 

commencement/completion of additional programmes and funding streams.  

 

Appendix - Company – Apportionment of costs. 

National Síolta & Aistear Initiative (NSAI) 

Funding provided by The Department for the National Síolta & Aistear Initiative is netted 

directly of salaries as it comes into the account. 

 

Access and Inclusion Model (AIM): 

The Department of Children and Youth Affairs and Pobal provide a funding stream for the 

implementation of level 1- 3 of the Access and Inclusion Model. Apportionment is calculated on 

the 5% basis. 

Venue Hire, Refreshments & Printing Costs: 

Costings for venue hire/refreshments are dependent on current market prices and are subject to 

quotation. Invoices will be provided for each venue hire and these will be taken directly from the 

AIM budget provided. Printing costs of €100 are included for printing materials for the delivery 

of EDI training courses. 

 

Tusla Funded Projects: 

Any funding Tusla provide that entails associated salary costs will be netted off the programme 

salaries budget. However, apportionment will be applied to miscellaneous costs on the 5% basis 

and where necessary, I.T. equipment will be taken directly from the budget supplied.  
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13. Company Credit Card Policy 

Where the credit card is to be used, as per all other payments a purchase order should be 

completed and an invoice/payment order completed for authorisation by two approved 

signatories. The Board will designate the name to appear on the credit card and to set the credit 

limits. 

The card will be the responsibility of the person designated by the Board to be the cardholder.  

The cardholder is responsible for the safe custody of the card and the security of card 

information.  The cardholder should also be aware of the card issuer’s polices in relation to lost 

or stolen cards and chargeback rights in relation to disputed transactions. 

 

The cardholder will be responsible for all expenditure and charges on the cards until the receipts 

and invoices for the expenditure are approved. 

 

If the cardholder delegates the use of the card to a member of staff, it is the cardholder’s 

responsibility that proper procedures are followed and that the card is returned promptly to 

his/her care 

 

No cardholder may approve an increase to the limit on the card, nor may they approve access to 

a permanent cash advance facility for themselves. 

No cardholder may authorise the approval of their own expenses. 

Online payments should only be made through secure websites. 

Cardholders must retain supporting documentation for all expenses incurred on the card and 

these expenses must be reconciled with the monthly bank and credit cards statements.  A 

separate credit card spending report must be prepared for board meetings. 

The balance on credit cards must be cleared within the credit timeframe so that no interest 

charges are accrued.  This is best achieved by direct debit payments. 

Credit cards may only be used for transactions associated with the business of the company and 

where online payments are not suitable/possible.  Misuse in breach of procedures may result in 

the cancellation or withdrawal of the card and/or disciplinary procedures being followed. 

Misuse includes: 

 Using the card for a private transaction  

 Assigning or transferring the card to another person 

 Using the card after the card holders employment has been suspended or terminated 

 Using a card when you are not the card holder named on the card and without the 

cardholder’s authority. 

 Using the card for a transaction in excess of budget or authorised limits or for purchases 

for which there are insufficient funds 

 Using the card for expenditure not previously approved where such approval was 

required. 
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Card holders must return the card permanently when they leave their employment or no longer 

require use of the card as part of their duties. 

*any spend above the €1,000 limit must be approved by the Board. 

Card holders must return the card permanently when they leave their employment or no longer 

require use of the card as part of their duties. 

*any spend above the €1,000 limit must be approved by the Board. 

14. General 

Roscommon County Childcare Committee is compliant with the obligatory publicity 

requirements 

It is the policy of Roscommon County Childcare Committee CLG to acknowledge the various 

agencies that provide funding for the Organisation.  This acknowledgment is usually in the form 

of using their logo on headed paper or on joint advertisements/materials and our website and 

company emails as per national guidelines.  

 

Company Insurances 

It is the responsibility of the Administrator to ensure that appropriate insurance and professional 

indemnity cover is in place and also that it is in line as per the guidelines within the annual 

DCYA/Pobal contract and addendum/s. 

 

Fixed Assets File: 

 It is the responsibility of the company Administrator that a current list of company fixed 

assets is up to date and has been kept on file and in line with our company insurance 

policy.  

 Items no longer in place should be removed from the asset register. Fixed Assets file is 

located in the Administrators financial filing cabinet.  

 The asset file is signed off annually by the Administrator and Manager jointly and stored 

with the annual project files. 

 

Passwords: 

All company passwords are retained by management. Passwords are changed periodically as part 

of the company risk management strategy. 

 

 

 

Cardholder Coordinator/Manager 

Transaction limit €3,000* 

Card limit €3,000  
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Section 9: ROSCOMMON COUNTY CHILDCARE COMMITTEE CHILD SAFEGUARDING 

STATEMENT and CHILD PROTECTION POLICY 

ROSCOMMON CCC’s strategic focus is to increase the provision of quality childcare facilities 

and services for children aged birth to 14 years, and to develop a coordinated approach to the 

delivery of childcare services in Co. Roscommon.  A child is a person up to the age of 18 years 

unless married. All children have a right to be respected, listened to and taking seriously.  

ROSCOMMON CCC endeavour to be inclusive of all children regardless of race, gender, 

disability age or religion. All Roscommon CCC staff are required to report any concerns about 

child protection and welfare to the designated liaison person (DLP).  

 

All children have the right to be protected from child abuse or neglect.  Roscommon CCC 

recognizes that the welfare of children is of paramount importance to the staff and board of 

management of Roscommon CCC. We do this by having the following procedures in place, 

reporting procedures, code of behaviour, confidentiality statement, and procedures for dealing 

with accidents, incidents and complaints. We have a mechanism for recording and storage of 

sensitive information, procedures for safe management activities, and procedures for dealing 

with allegations.  

We recognise the importance of providing staff/ board with a policy and procedures to support 

and protect children. We inform the HSE/TUSLA of any child protection or welfare concerns we 

have as guided by Children First: National Guidance for the Protection and Welfare of Children 

2011. The National Guidance is underpinned by a framework of legislation (see appendix 9).    

 

Overall responsibility of Roscommon CCC staff 

All staff will need to read, understand and sign off on this child protection policy (see appendix 

3)  

ROSCOMMON CCC board of management must ensure that all staff: 

 Are aware of their responsibilities and their obligations 

 Are aware of their responsibilities for reporting issues/incidents regarding children to the 

designated liaison person 

 Attend child protection awareness training as appropriate 

 Roscommon CCC will be guided by Children First: National Guidance for the Protection 

and Welfare of Children 2011.  

This policy must be observed by: 

 Staff 

 Board 

 Volunteers 

 Members of training panels  

 Members of  subcommittee of the board/members of the committee/ groups established to 

implement the ROSCOMMON CCC objectives 

 The public, parents, young people and service providers where appropriate.  
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Definition and Recognition of Child Abuse 

For the purpose of this policy there are four categories of abuse as outlined by Children First: 

National Guidance for the Protection and Welfare of Children 2011.  

1. Physical abuse of a child is that which results in actual or potential physical harm from an 

interaction, or lack of interaction, which is reasonably within the control of a parent or person 

in a position of responsibility, power or trust. There may be single or repeated incidents. 

2. Sexual abuse occurs when a child is used by another person for his or her gratification or 

sexual arousal, or for that of others. 

3. Emotional abuse is normally to be found in the relationship between a parent/carer and a 

child rather than in a specific event or pattern of events. It occurs when a child’s 

developmental need for affection, approval, consistency and security are not met. Unless 

other forms of abuse are present, it is rarely manifested in terms of physical signs or 

symptoms 

4. Neglect can be defined in terms of an omission, where the child suffers significant harm or 

impairment of development by being deprived of food, clothing, warmth, hygiene, 

intellectual stimulation, supervision and safety, attachment to and affection from adults, 

and/or medical care. 

 

Definition of a child  

Under the Childcare Act 1991, the legal definition of a child is a person under the age of 18 

years, but not someone who is or was married.   

 

Designated Liaison Person 

Roscommon CCC have appointed one designated liaison person (DLP) and a deputy designated 

liaison person to undertake a lead role in all matters where there is a child welfare & protection 

concern in accordance with Children First: National Guidance for the Protection and Welfare of 

Children 2011 and Our duty to Care: The principles of good practice for the protection of 

children and young people and the Child Protection and Welfare Practice Handbook 2011.  The 

deputy liaison person will be called upon in situations where the DLP is on leave or unavailable 

for a long period of time.  

 

Designated Liaison Person  

Name                Irene Cafferky 

Position  Manager, ROSCOMMON CCC 

Contact Address Knock Road, Castlerea, Co. Roscommon  

Office Telephone  0949622523 

Mobile    086 6039606   Email: 

irene.cafferky@roscommonchildcare.ie 

Deputy Designated Liaison Person  

Name   Carmel Dunne  

Position  Childcare Development Officer ROSCOMMON CCC 

Contact Address Knock Road, Castlerea, Co. Roscommon  

Office Telephone  0949622521 

Mobile    0877744405                   Email: 

carmel.dunne@roscommonchildcare.ie  
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The role of the Designated Liaison Person is: 

 Provide information and advice on child protection to the staff of ROSCOMMON CCC. 

 Be accessible to all staff. 

 Ensure that they are knowledgeable about child protection and that they undertake any 

training considered necessary to keep updated on new developments. 

 Ensure that the Childcare Committees child protection policy and procedures are followed. 

 Ensure that appropriate information is available at the time of referral and that the referral is 

confirmed in writing under confidential cover using the HSE Standard Report form (See 

Appendix 2). 

 Liaise with the Health Service Executive//Tusla/An Garda Síochána and other agencies as 

appropriate. 

 Keep relevant people within the organisation informed of relevant issues, whilst maintaining 

confidentiality. 

 Ensure that an individual case record is maintained of the action taken by the Committee, the 

liaison with other agencies and the outcome 

 Advise the organisation of child protection training needs.  

 Be responsible for reporting concerns of child abuse to the HSE Children and Family 

Services or to An Garda Síochána. 

 

Responsibilities of Roscommon CCC Staff and volunteers  

Roscommon CCC do not expect staff to deal with child protection concerns directly but where 

advice is sought of them, their role is to listen sympathetically and attentively to the person who 

is presenting the child protection concern. Roscommon CCC Staff’s overall responsibility is to 

identify that they are dealing with a child protection or child welfare concern and to ensure that it 

is handed over to the designated liaison person 

Reporting procedures for Roscommon CCC   

 Any staff member with a child abuse or neglect concern should contact the Designated 

Liaison Person (DLP) without delay.  

 The DLP, in deciding whether or not to make a formal report, may wish to discuss the 

concerns with a health professional or directly with the HSE Children and Family Services  

 Under no circumstances should a child be left in a situation that exposes him or her to harm 

or to risk of harm pending HSE intervention. In the event of an emergency where the DLP 

considers that a child is in immediate danger and she/he cannot get in contact with the HSE, 

she/he should contact the Gardaí. This maybe done through any Garda station. 

 The Standard Report Form for reporting child welfare and protection concerns to the HSE 

should be used by professionals, staff and volunteers in organisations working with or in 

contact with children, Completed by the DLP with the assistance of the staff member who 

raised the concern, when reporting child protection and welfare concerns to the HSE 

Children and Family Services. If a report is made by telephone, this form should be 

completed and forwarded without delay. 
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 The HSE will follow up on all referrals, even if the Standard Report Form has not been used. 

 In any case where the DLP, on behalf of ROSCOMMON CCC decides not to report 

concerns to the HSE or An Garda Síochána, the individual employee or volunteer who raised 

the concern should be given a clear written statement of the reasons why ROSCOMMON 

CCC is not taking such action. The employee or volunteer should be advised that if they 

remain concerned about the situation, they are free as individuals to consult with, or report 

to, the HSE or An Garda Síochána. The provisions of the Protections for Persons Reporting 

Child Abuse Act 1998 apply once they communicate ‘reasonably and in good faith’. 

 

Roscommon CCC Staff guidance for dealing with concerns raised by childcare services 

 If a person rings for advice on a child protection or welfare concern the staff member will 

refer the call to the designated liaison person or deputy. 

 

 The role of the DLP is to: 

o Reiterate the duty of care of the DLP 

o Reflect back to the provider their concern  

o Talk through the definitions/guidance on child protection concerns 

o Discuss the possible next steps 

o Reiterate the obligations of Roscommon CCC re duty of care 

o Provide contact details for the duty social worker  

 The DLP will keep a record of the conversation on the Record Template.  

 If the DLP believes that reasonable grounds for concern exist, and the provider/source 

refuses to call the duty social worker, the information should be forwarded to the Duty Social 

Worker regardless of whether the source wishes to be identified or not. The source must be 

made aware that you will be reporting the information and it will be acted upon in the usual 

manner. 

 Reporting a child protection or welfare concern should be made using the Tusla Standard 

Report form (See Appendix 2 & 5). 

 If a report is made by Roscommon CCC, the service should be informed by the DLP and 

parents should be informed by the service with the support of the DLP if required, unless 

doing so will endanger the child.  

 If a person rings for advice on a child protection or welfare concern and the DLP or Deputy 

DLP is not available, the staff member taking the call will give the person the contact details 

for the duty social worker. They will note the details of the call and pass them to the 

DLP/Deputy DLP. (See Appendix 5) 

What constitutes reasonable grounds for a child protection or welfare concern? 

 An injury or behaviour that is consistent both with abuse and an innocent explanation, but 

where there are corroborative indicators supporting the concern that it may be a case of 

abuse. 

 Consistent indication over a period of time that a child is suffering from emotional or 

physical neglect. 

 Admission or indication by someone of an alleged abuse. 

 A specific indication from a child that he or she was abused. 

 An account from a person who saw the child being abused. 
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 Evidence (e.g. injury or behaviour) that is consistent with abuse and unlikely to have been 

caused in any other way. 

Dealing with Disclosures 

It is possible that a child attending a childcare service or event sponsored by Roscommon CCC 

might disclose an incident of abuse to a ROSCOMMON CCC staff member. It is most important 

that they deal with the child in a sensitive, respectful and professional way as the child has 

placed their trust in the Roscommon CCC staff member. The incident might not involve a 

member of staff of Roscommon CCC.  It could be happening in their home or school for 

instance.  If the staff member ignores what the child has told them or do not act on it, this could 

result in the child or young person coming to more harm.  

 

Responding to a child who discloses abuse – suggested guidelines in accordance with the Child 

Protection and Welfare Practice Handbook. 

 Be as calm and natural as possible. 

 Remember that you have been approached because you are trusted and possibly liked. Do 

not panic. 

 Be aware that disclosures can be very difficult for the child. 

 Remember, the child may initially be testing your reactions and may only fully open up 

over a period of time. 

 Listen to what the child has to say 

 Conceal any signs of disgust, anger or disbelief. 

 Accept what the child has to say – false disclosures are very rare 

 Record the conversations as soon as possible 

 Inform the DLP immediately 

 

Retrospective Disclosures 

In relation to retrospective disclosures, it is imperative that all child protection concerns are 

examined and addressed. Section 3.6 of Children First: National Guidance (2011) outlines the 

requirements to establish whether there are current risks. 

 

An increasing number of adults are disclosing abuse that took place during their childhoods. If a 

staff member becomes aware of a retrospective concern they should follow the reporting 

procedure and speak with the DLP. If any risk is deemed to exist to a child who may be in 

contact with an alleged abuser, Roscommon CCC should report the concern to the HSE Children 

and Family Services without delay. A concern about a potential risk to children posed by a 

specific person, even if the children are unidentifiable, should also be communicated to the Tusla 

Children and Family Services. 

 

The Tusla National Counselling Service is in place to listen to, value and understand those who 

have been abused in childhood. The service is a professional, confidential counselling and 

psychotherapy service and is available free of charge in all regions of the country (see www.hse-

ncs.ie/en). The service can be accessed either through healthcare professionals or by way of self-

referral (Freephone 1800 477477).  
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Safe Management of Staff and activities 

 

Recruitment & Selection 

Roscommon CCC has a written policy and procedure in relation to the recruitment and selection 

of employees.  Roscommon CCC ensures best practice in the recruitment of staff or trainees 

through the following: 

 Recruitment of staff may be internal or by open competition and all positions will be 

interviewed for. 

 Existing staff who apply for an internal position will be treated on an equal basis.    

 A person specification & job description is be compiled prior to advertisement of all posts. 

 The Person Specification will contain details of experience, skills or other attributes required 

to carry out the job. 

 The Job description will detail the duties, tasks and responsibilities for the job. 

 Advertisements will be placed for the position.   

 Applicants will be forwarded an application form, job/person description and an information 

note about the organisation. 

 The Roscommon CCC County Childcare Coordinator/Manager on behalf of the company 

appoints an appropriately qualified team to review the applications and short list candidates 

for interview. 

 The interview panel will, where possible, comprise of different genders.  At least two 

members of the interview panel should have interviewing skills and experience. 

 All candidates will be asked the same core questions.  Interview notes may be taken and 

score sheet will be kept for each candidate. 

Reference Checking & Garda Vetting 

 References will be taken up for the agreed candidate and they are required to complete a 

Garda Vetting Form.   

 Phone references are taken and a written confirmation of the reference agreed with the 

referee.  Once all checks have been completed the selected candidate will be offered the 

position and a contract of employment will be issued. 

 Successful candidates are required to submit a validation of their qualifications and a copy of 

a photo id for their HR file. 

 All information and notes from the process are kept on file for a minimum of 12 months.   

 In the interim of obtaining Garda vetting the person recruited will sign a self-declaration 

form (Appendix 7). The employee or volunteer can sign to say that they have not committed 

a crime or to give details of any crimes committed. It should be signed and dated with a 

member of management present. This should also be kept on file. It should remain 

confidential and only used for purposes relating to their recruitment. This form can be used 

with employees, students and volunteers.  
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Employment Contracts  

All employees of Roscommon CCC Ltd. (Roscommon CCC) receive a written Contract of 

Employment outlining the general terms and conditions of employment.  

 

Induction  

The Board of Management is committed to ensuring an induction process is in place for new or 

returning employees to ensure they have the information and resources to meet the requirements 

of their position.  It is the responsibility of the Roscommon CCC County Childcare 

Coordinator/Manager or designated person to ensure that new employees receive an induction 

programme. In addition formal training/CPD may be provided in order to support employees in 

their daily job in accordance with the training and development policy of Roscommon CCC.  

 

Resources to support staff members during the process include: 

 Induction folder comprising staff handbook, company procedures and information including 

the Child Protection Policy and Procedure and contact details for the DLP 

 Staff will also be expected to undergo a level of child protection training as deemed 

appropriate for their role.  

See Appendix 7 - Garda Vetting Policy & Self Declaration Form 

 

Code of behaviour for engaging with children in services or at events 

 Avoid if at all possible, being alone with children, and particularly for excessive amounts of 

time 

  Avoid one to one situations with a child, it is better if their parent/carer or another worker is 

present 

 Do not single out a particular child for unfair favouritism, criticism or ridicule 

 Do not use/allow offensive or sexually suggestive physical conduct and/or verbal language 

 Do not hit or physically chastise children 

 Gain parent/carer signed informed consent if children are to be included in any promotional/ 

information material. 

 Roscommon CCC staff is required to visit the homes of childminders/ childcare providers in 

the course of their work. During these visits staff are expected to adhere to their 

responsibilities stated above and also ensure all situations involving children guided by the 

child protection policy. Staff should never engage in intimate care tasks, never allow 

themselves to be left in a position where they supervise children in the absence of parents and 

should also ensure that their visits are agreed with the coordinator, planned, and structured 

with a clear purpose.  

 It is the policy of Roscommon CCC that Parents are responsible for supervision of their own 

children at public RCCC run events 
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Meetings & Events involving children & families 

Roscommon CCC will make every effort to ensure that the selected venue is comfortable, fully 

accessible and suitable for the meeting or event. We will ensure that appropriate planning and 

supervision is in place before the event.  We will also ensure that the following has been 

addressed: 

 Insurance 

 Pre visit to the centre where appropriate 

 Programme of events 

 Review health and safety considerations 

 Ensure there is full awareness of the Accident and Emergency Procedures 

 Involve and consult with parents/ carers and or childcare provider in the planning of the 

event. 

 If any issue in relation to the welfare or safety of a child arises at an event the relevant 

accident/incident or complaint policy will be applied. 

 While it is recommended that staff should avoid physical contact with a child if at all 

possible, there are times when it would be acceptable to do so, for example, holding hands, 

comforting an upset child or carrying a young child where necessary. 

 The guardian/ carer of a child will be expected to intervene if the child is disruptive and 

the behaviour requires intervention. 

 

Procedure for reporting accidents & incidents  

At Roscommon CCC it is our policy to promote the health, wellbeing and personal safety of all 

our staff through developing and regularly reviewing accident prevention procedures and fire 

safety.  Although we adhere to all safety precautions and guidelines, accidents can occur. See 

appendix 4 for Roscommon CCCs Incident/Accident/Near Miss Investigation & Report Form.  

 

Complaints policy & procedure 

The Roscommon CCC offers information and support to childcare providers, parents, 

childminders and employers to increase the capacity and improve the quality of childcare places 

in the county. This policy aims to ensure optimum complaint management that is consistent with 

Roscommon CCC mission and ethos. Roscommon CCC aims to provide a service acceptable to 

all our clients, our partner organisations and our staff team.  The procedures set out in the 

complaints procedure are meant to provide a means to resolve a dispute between the Roscommon 

CCC and any of the complainants. It requires full commitment from all members of staff and 

management.  

 

Procedure for allegation of abuse against a member of staff   

If an allegation of abuse is received, it will be assessed promptly and carefully by Roscommon 

CCC. Action taken in reporting an allegation of child abuse against an employee should be based 

on an opinion formed ‘reasonably and in good faith’. It will be necessary to decide whether a 

formal report should be made to the HSE Children and Family Services, without delay. This 

decision should be based on reasonable grounds for concern. 
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 This will require a dual process, the DLP will follow the reporting procedures regarding the 

incident in relation to the child and the coordinator will follow HR procedures.  If the 

allegation is against the coordinator the Chairperson of Roscommon CCC will follow the 

procedure. 

 The first priority is to ensure that no child is exposed to unnecessary risk. Roscommon CCC 

should as a matter of urgency take any necessary protective measures. These measures 

should be proportionate to the level of risk and should not unreasonably penalise the 

employee, financially or otherwise, unless necessary to protect children. Where protective 

measures penalise the employee, it is important that early consideration be given to the case. 

 Any action taken should be guided by agreed procedures, the applicable employment 

contract and the rules of natural justice. The chairperson should be informed about the 

allegation as soon as possible. 

 When the Roscommon CCC becomes aware of an allegation of abuse of a child or children 

by an employee during the execution of that employee’s duties, Roscommon CCC should 

privately inform the employee of the following: 

(i) the fact that an allegation has been made against him or her; 

(ii) the nature of the allegation. 

 The employee should be afforded an opportunity to respond. Roscommon CCC should note 

the response and pass on this information if making a formal report to the HSE Children and 

Family Services. 

 The DLP/Coordinator will take care to ensure that actions taken will not undermine or 

frustrate any investigations/assessments conducted by the HSE Children and Family Services 

or An Garda Síochána. Roscommon CCC will maintain a close liaison with the statutory 

authorities to achieve this. 

 The DLP/Manager should be notified of the outcome of an investigation and /or assessment. 

This will assist them in reaching a decision about the action to be taken in the longer term 

concerning the employee.  

 The parent will be informed if there is an allegation against a staff member in relation to their 

child. The parent will to be told from the outset, including if a report is being sent into the 

HSE.  The DLP will follow the reporting procedure in relation to the child, and keep the 

parent involved and updated 

 

Confidentiality 

 The effective protection of a child often depends on the willingness of the staff in statutory 

and voluntary organisations involved with children to share and exchange relevant 

information. It is therefore critical that there is a clear understanding of professional and legal 

responsibilities with regard to confidentiality and the exchange of information. 

 All information regarding concern or assessment of child abuse or neglect should be shared 

on ‘a need to know’ basis in the interests of the child with the relevant statutory authorities. 

 No undertakings regarding secrecy can be given. Those working with a child and family 

should make this clear to all parties involved, although they can be assured that all 

information will be handled taking full account of legal requirements. 

 Ethical and statutory codes concerned with confidentiality and data protection provide 

general guidance. They are not intended to limit or prevent the exchange of information 

between different professional staff with a responsibility for ensuring the protection and 
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welfare of children. The provision of information to the statutory agencies for the protection 

of a child is not a breach of confidentiality or data protection. 

 It must be clearly understood that information gathered for one purpose must not be used for 

another without consulting the person who provided that information. 

 

Recording  

 Records should be kept in accordance with the Company data management policies, within 

an agreed HR filing system and be available only to those directly involved and within the 

confines of the obligations and duties of the Data Protection Act, 2003. 

 Roscommon CCC is in contact with early years’ service providers and those providing 

services to children. Roscommon CCC have an overall corporate duty and responsibility to 

safe guard children by ensuring that clear procedures in relation to record-keeping of child 

protection and welfare concerns are in place and are operating effectively, taking appropriate 

account of the need to ensure that such records are kept securely. The DLP will be 

responsible for the storage of any child protection and welfare concerns. This information 

will be stored on the public drive under the category Child Protection Issue and will be 

password protected.  

 Roscommon CCC has a policy of cooperating with the Tusla Children and Family Services 

on the sharing of their records where a child welfare or protection issue arises. 

 

 

ROSCOMMON COUNTY CHILDCARE COMMITTEE CHILD SAFEGUARDING 

STATEMENT and CHILD PROTECTION POLICY 

 
 

This safeguarding statement is part of Roscommon CCC’s Child protection policy and together 

these statements and policy ensure the safeguarding of children.  

 

1. COMMITMENT TO SAFEGUARD CHILDREN FROM HARM 

Roscommon CCC’s strategic focus is to increase the provision of quality childcare facilities 

and services for children aged birth to 14 years, and to develop a coordinated approach to the 

delivery of childcare services in Co. Roscommon.  A child is a person up to the age of 18 

years unless married. All children have a right to be respected, listened to and taken 

seriously.   

ROSCOMMON CCC endeavour to be inclusive of all children regardless of race, gender, 

disability age or religion. All Roscommon CCC staff are required to report any concerns 

about child protection and welfare to the Roscommon CCC designated liaison person (DLP).   
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All children have the right to be protected from child abuse or neglect.  Roscommon CCC 

recognises that the welfare of children is of paramount importance to the staff and board of 

management of Roscommon CCC. We do this by having the following procedures in place, 

reporting procedures, code of behaviour, confidentiality statement, and procedures for 

dealing with accidents, incidents and complaints. We have a mechanism for recording and 

storage of sensitive information and procedures for dealing with allegations.   

We recognise the importance of providing staff/ board with a policy and procedures to 

support and protect children. We inform the TUSLA of any child protection or welfare 

concerns we have as guided by Children First: National Guidance for the Protection and 

Welfare of Children 2017. The National Guidance is underpinned by a framework of 

legislation (see appendix 9 in CP policy).     

2. RISK ASSESSMENT 

In accordance with the Children First Act 2015, Roscommon County Childcare Committee has 

carried out an assessment of any potential for harm to a child in relation to the role of the 

Roscommon CCC staff in supporting early years’ services and parents of children attending early 

year’s services in County Roscommon. A written assessment setting out the areas of risk identified 

and the Roscommon County Childcare Committee’s procedures for managing those risks is 

summarised below: 

 

Risk Identified 

 

Policies and/or Procedures in place to  

manage Risk 

Recruitment of staff to Roscommon 

CCC 

 

Induction and Recruitment Policy 

Support & Supervision Policy 

Phone advice given by Roscommon 

CCC staff to services regarding 

concerns 

 

 

Child Protection and Welfare Policy 

Child Safeguarding Statement 

Reporting form for Roscommon CCC Staff 

DLP and deputy DLP in place. 

Phone advice given by Roscommon CCC staff 

to  

to parents regarding concerns 

 

Child Protection and Welfare Policy 

Child Safeguarding Statement 

Reporting form for Roscommon CCC Staff 

DLP and deputy DLP in place. 

Advice given to visitors to the office with  

Concerns 

Child Protection and Welfare Policy 

Child Safeguarding Statement 

Reporting form for Roscommon CCC Staff 

DLP and deputy DLP in place. 
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Concerns raised in training Child Protection and Welfare Policy 

Child Safeguarding Statement 

Reporting form for Roscommon CCC Staff 

DLP and deputy DLP in place. 

Concerns raised on site visits 

 

Child Protection and Welfare Policy 

Child Safeguarding Statement 

Reporting form for Roscommon CCC Staff 

DLP and deputy DLP in place. 

Roscommon CCC Staff and Committee are 

 updated on new legislation 

Committee and staff updated on new legislation. 

All Roscommon CCC staff & board completed  

e-learning Online  

http://childrenfirstuniversal.hseland.ie/ 

and Tusla Children First Foundation Module. 

All Roscommon CCC staff to attend refresher half day training 

every 3 years having completed the Always Children First 

foundation training. 

Child Protection and Welfare Policy 

Child Safeguarding Statement 

DLP and deputy DLP in place. 

Early years services in Roscommon are  

aware of new responsibilities 

 

Briefings/Workshops on new legislation delivered in  

County Roscommon. 

One to one information giving on new legislation when requested. 

Information provided by email, phone, bulletin Roscommon CCC  

website & facebook page. 

National Children First training in line with  

legislative requirements delivered at local county 

level  

Roscommon CCC Staff  and board members 

Garda Vetting in place  

 

Garda Vetting of Board of Management and Staff to be reviewed 

 every 3 years. 

 

3. CHILD SAFEGUARDING POLICIES AND PROCEDURES 

Child Safeguarding Policies and Procedures 

 Key Roles in Safeguarding 

 A Relevant Person has been appointed for the Child Safe Guarding Statement 

 A Designated Liaison Person and Deputy have been appointed 

 Child Protection and Welfare Reporting Procedures 

 Confidentiality Policy 

 Dealing with Allegations of Abuse or Neglect Against Employees 

 Managing Child Protection Records 

 Recruitment Policy 

 Garda Vetting Policy 

 Code of Behaviour for Working with Children on Site Visits 

http://childrenfirstuniversal.hseland.ie/
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 Induction, Training, Supervision and Support of Staff 

 Complaints Policy 

 

4. IMPLEMENTATION AND REVIEW 

Roscommon County Childcare Committee recognise that implementation is an ongoing process. Our 

Committee is committed to the implementation of this Child Safeguarding Statement and the 

accompanying child safeguarding policies and procedures that support our intention to keep children 

safe from harm while availing of early year’s services in County Roscommon.  This Statement will be 

reviewed every 2 years or as soon as practicable after there has been a material change in any matter to 

which the statement refers. This statement has been published on the Roscommon CCC website and is 

displayed in the reception area of our office.   It has been provided to all staff, students and any other 

persons involved with the Roscommon County Childcare Committee. It is readily accessible to the 

public on request. A copy of this Statement will be made available to Tusla if requested.   

For further information on this Statement, contact Relevant Person: Irene Cafferky - Manager 

Roscommon County Childcare Committee  

Contact Address: Knock Road, Castlerea, Co. Roscommon  

Office Telephone: 0949622540/9622523 

Mobile: 086 6039606    

Email: irene.cafferky@Roscommonchildcare.ie 

Chairperson Roscommon County Childcare Committee, Knock road, Castlerea, Co. 

Roscommon.  

Office Telephone: 0949622540    
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Appendix 1: Standard Form for Report Child Protection / Welfare Concern 
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Appendix 2:  

 

 

This declaration should be completed by all staff, board members and volunteers in 

ROSCOMMON CCC once they have read and understand the Child Protection Policy 

 

 

Name (block capitals): 

  

      

      

 

Address: 

 

 

 

 

 

Position  

    

 

 

I have received a copy of the ROSCOMMON CCC Child Protection Policy.  I have read and 

understand the particulars outlined and I agree to follow the guidelines on procedures and 

practices contained within it. 

 

 

 

Signed: _______________________  Date: _______________________ 

 

 

  

 

 

This declaration must be signed and returned to Irene Cafferky, Manager, ROSCOMMON CCC, 

Knock Road, Castlerea, Co. Roscommon   

 

                                   Child Protection & Welfare Staff Declaration Form 
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Appendix 3:  

 

Name of event/meeting where 

the incident/accident occurred:  

 

Date:  

Location:    

Briefly describe what 

happened: 

 

 

 

Who was involved:  

Any injury sustained?   

 

Who dealt with the situation?   

How was it resolved/dealt 

with?  

 

 

 

Any follow up required?   

 

 

Please attach any additional 

information if required  

 

Signature:    

Name (block letters):    

Received by:  

Date: 

Incident/Accident/Near Miss Investigation & Report Form 
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Appendix 4: Guidance for responding to a call from a childcare provider to child 

protection/welfare concern                                                                            

Scenario 1: DLP/Deputy DLP takes the call  
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Scenario 2: If there is not DLP or Deputy available to take the call the following action should be 

taken                                                                                                                                                                  
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Appendix 5: Key Contacts  

Tusla Duty Social Worker Teams County Roscommon  

Check up to date contact details on http://www.tusla.ie/services/child-protection-welfare/contact-

a-social-worker/roscommon-duty-social-work-teams 

Address 
Child and Family Agency, Golf links Rd, Co. Roscommon. 

Phone 090 6637528 

Office Hours 9am - 5pm 

Address 
Child and Family Agency, Health Centre, Boyle, Co. 

Roscommon 

Phone 071 9662087 

Office Hours 9am - 5pm 

Address 

Child and Family Agency, Riverside House, Main St. 

Castlerea, Co Roscommon 

Phone 090 6637851 

An Garda Síochána County Roscommon 

District HQ: Roscommon 

District HQ Tel: +353 90 6638316 

District Officer: Superintendent Francis Nicholson 

Divisional HQ: Roscommon 

Divisional HQ Tel: +353 90 6638311 

Divisional Officer: Chief Superintendent P. Rattigan 

Emails are monitored during normal office hours.  

Call 999/112 or your local Garda Station if an immediate response is required.  

For a full list of all stations in County Roscommon refer to 

http://www.garda.ie/Stations/Default.aspx 

ROSCOMMON CCC Designated Liaison Person 

Name                Irene Cafferky 

Position  Manager, ROSCOMMON CCC 

Contact Address Knock Road, Castlerea, Co. Roscommon  

Office Telephone  0949622523 

Mobile 086 6039606  Email: irene.cafferky@roscommonchildcare.ie 

ROSCOMMON CCC Deputy Designated Liaison Person 

Name   Carmel Dunne  

Position  Childcare Development Officer ROSCOMMON CCC 

Contact Address Knock Road, Castlerea, Co. Roscommon  

Office Telephone  0949622521 

Mobile 0877744405       Email: carmel.dunne@roscommonchildcare.ie  

 

http://www.tusla.ie/services/child-protection-welfare/contact-a-social-worker/roscommon-duty-social-work-teams
http://www.tusla.ie/services/child-protection-welfare/contact-a-social-worker/roscommon-duty-social-work-teams
http://www.garda.ie/Stations/Default.aspx
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Appendix 6: Garda Vetting Policy & Self Declaration Form 

 

Purpose 

It is the purpose of ROSCOMMON CCC to ensure that appropriate vetting of all staff, board 

members, students and volunteers who have access to children is carried out.  This requires 

getting references from past employers and completing the Garda vetting/disclosure process 

through the Central Garda Vetting Unit (CGVU).  ROSCOMMON CCC process Garda Vetting 

for staff through Barnardos. 

 

Scope 

All employees, committee members, volunteers and students working in ROSCOMMON CCC 

must apply to be Garda vetted before they commence employment with ROSCOMMON CCC.  

Applicants who work unsupervised with children may not take up a post until a satisfactory 

outcome of the Garda vetting process in accordance with these guidelines is obtained. 

 

Policy 

Employees are required to complete a Garda Vetting Application Form in accordance with 

Guidelines for Completing Garda Vetting issued by the CGVU,   

 

Employment with ROSCOMMON CCC is subject to a satisfactory outcome of the Garda 

Vetting Process 

A Garda Vetting form will be sent out with each offer letter and processed with a clause in the 

contract to discontinue employment in the event an issue arises with Garda Vetting.  

 

Delay in Obtaining Garda vetting  

 ROSCOMMON CCC will follow and respect the Garda Vetting Procedures. If the Garda 

vetting is delayed for more than 3 months due to information not being provided by the 

employee, the employer has the right to suspend or terminate the contract of employment. 

Garda Vetting is not transferable from one employer to another.  With the permission of the 

employee, a previous employer may be requested to supply written confirmation that 

satisfactory Garda vetting was in place for the employee when employed by them.  

 In the interim of obtaining Garda vetting the person recruited will sign a self-declaration 

form. The employee or volunteer can sign to say that they have not committed a crime or to 

give details of any crimes committed. It should be signed and dated with a member of 

management present. This should also be kept on file. It should remain confidential and only 

used for purposes relating to their recruitment. This form can be used with employees, 

students and volunteers. During this interim period the employee will always be in the 

presence of another staff member when engaging with children. 
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Appendix 6:  

 

You must sign and date this declaration below. 

In the event that you are offered a position with ROSCOMMON CCC you will be subject to Garda 

Vetting.  

Declaration:  I declare that there is no reason why I would not be considered suitable to work with 

children or young people.  

Signature:

  
 

Date: 
 

 

 

 

 

 

Child Protection & Welfare  

Self-Declaration Form 
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Appendix 7:  

 

 

 

The ROSCOMMON CCC offers information and support to childcare providers, parents, 

childminders and employers to increase the capacity and improve the quality of childcare places 

in the county. 

 

Purpose  

This policy aims to ensure optimum complaint management that is consistent with 

ROSCOMMON CCC (ROSCOMMON CCC) mission and ethos. ROSCOMMON CCC aims to 

provide a service acceptable to all our clients, our partner organisations and our staff team.  

 

Scope 

The procedures set out in this document are meant to provide a means to resolve a dispute 

between the ROSCOMMON CCC and any of the complainants. It requires full commitment 

from all members of staff and management. 

 

Type of Complaint 

 Complaint against a staff member 

 Complaint regarding general service provision 

 Complaint against a Board member 

 

Complaints may be made by 

 Childcare services 

 Parent/ Children 

 Childminders 

 A partner agency 

 A member of the public 

 

It does not address complaints made by staff (these are dealt with through grievance and 

disciplinary policies and procedures) or Board of Management (dealt with using the principles of 

the Grievance Policy). Any complaints regarding job applications will be dealt with through the 

Recruitment and Selection Policy. 

 

Policy and Procedure 

A complaint can be defined as an expression of dissatisfaction, made by a service user or those 

acting on behalf of the user or a partner agency.  Complaints should be made in writing using our 

complaints form. 

 

 

                                                          ROSCOMMON CCC Complaint 

Procedure  
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Principles  

 Complaint handling procedures will be known and understood by ROSCOMMON CCC 

staff, management, clientele and partner agencies  

 ROSCOMMON CCC will provide a fair, full and impartial investigation without penalty in 

respect of quality of service to the complainant 

 The steps for making a complaint will be simple and transparent and are outlined below 

 Confidentiality will be maintained at all times  

 We aim to resolve complaints within a 28 day time frame 

 The complaints procedure is without prejudice to the complainant’s statutory right to make a 

complaint elsewhere 

 Acknowledgment should be as soon as possible. 

 

Procedure 

Persons designated to handle complaints: 

 The Manager 

 The Chairperson of the Board of Directors 

 All service users and any partner agencies will be informed that the above personnel who 

will be named will handle all complaints. 

 Employees of ROSCOMMON CCC are obliged to participate in any investigation relating to 

complaints as appropriate. 

 

Complaint against a staff member 

 This complaint will be made to the Roscommon CCC County Childcare 

Coordinator/Manager 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 

 The Manager will provide a standard complaint form to the complainant. This should be 

posted on the day of the complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The complaint will be investigated on receipt of the written complaint 

 The Manager will investigate the written complaint 

 The Manager should brief the Board on any complaints arising at Operational and Board 

meetings  

 

Complaint against the Manager  

 This complaint will be made to the Chairperson of the Board of Directors 

 If the complaint is made verbally it will be recorded and the complainant will be asked to put 

the complaint in writing within a seven day timeframe. The Chairperson will provide a 

standard complaint form to the complainant. This should be posted on the day of the 

complaint. 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Chairperson will investigate the written complaint 
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 The Chairperson should brief the Board on any complaints arising at Operational and Board 

meetings  

 

Complaint regarding general service provision 

 This complaint will be made to the Manager of ROSCOMMON CCC 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 

 The Manager will provide a standard complaint form to the complainant. This should be 

posted on the day of the complaint 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Manager and the Chairperson will investigate the written complaint 

 The Manager/Chairperson should brief the Board on any complaints arising at Operational 

and Board meetings  

 

Complaint against a Board member 

 This complaint will be made to the Chairperson of the Board of Directors. In the event that 

the complaint is against the Chairperson on the Board the complaint should be dealt with by 

another nominated Director of the Board. 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 

 The Nominated Director/Chairperson will provide a standard complaint form to the 

complainant. This should be posted on the day of the complaint 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Chairperson and/or another Director will investigate the complaint 

 The appropriate person should brief the Board on any complaints arising at Operational and 

Board meetings 

 

Investigation of complaints 

 Only complaints received on the ROSCOMMON CCC Complaints Form will be investigated 

(this may be via email or post, see appendix 8). 

 All investigations will take place within a 28 day period  

 Any extension to the 28 day period will be mutually agreed by both parties 

 All communication/meetings/interviews relating to a complaint will be recorded in writing 

 The outcome of the complaint will be communicated to the complainant in writing within 

two weeks of completing the investigation 

 

Note: In certain circumstances the outcome of the complaint may require the invoking of another 

company policy and procedures such as the discipline or grievance policy 

 

Record Keeping 

Complaint Forms, correspondence, minutes of meetings and any paperwork relating to 

complaints are retained by the appropriate designated person for a period of two years following 

resolution of the complaint 
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This complaint form should be used in line with ROSCOMMON CCC’s Complaints Policy. 

Name of 

Complainant: 

  

Address:   

Email:   

Contact Number:   

Details of complaint :  Please be as descriptive as possible, include dates, locations, full names, names of any 

witnesses etc 

 

 

 

Who have you informed – name, title (if relevant) and date 

Name Title Date 

   

   

 

Complaint Received By: ____________________________________  Date: _________________________ 

Appendix 8: Complaint Form 
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Appendix 8 – Relevant Legislation 

 

(Relevant Legislation taken from Children’s First 2011) 

Children Act 2001 

The Children Act 2001 replaced provisions of the Children Act 1908 and associated legislation 

with a modern comprehensive statute. 

The 2001 Act covers three main areas of the law. Firstly, and predominantly, it provides a 

framework for the development of the juvenile justice system. Secondly, it re-enacts and updates 

provisions in the 1908 Act protecting children against persons who have the custody, charge or 

care of them. Thirdly, it provides for family welfare conferences and other new provisions for 

dealing with children where there is a real and substantial risk to their life, health, safety, welfare 

and development. 

Child Care Act 1991 

The purpose of the Child Care Act 1991 is to ‘update the law in relation to the care of children 

who have been assaulted, ill-treated, neglected or sexually abused, or who are at risk’. The main 

provisions of the Act are: 

(i) the placing of a statutory duty on the HSE to promote the welfare of children who are not 

receiving adequate care and protection up to the age of 18; 

(ii) the strengthening of the powers of the HSE to provide child care and family support services; 

(iii) the improvement of the procedures to facilitate immediate intervention by the HSE and An 

Garda Síochána where children are in danger; 

(iv) the revision of provisions to enable the Courts to place children who have been assaulted, ill-

treated, neglected or sexually abused, or who are at risk, in the care of or under the supervision 

of the HSE; 

(v) the introduction of arrangements for the supervision and inspection of pre-school services; 

(vi) the revision of provisions in relation to the registration and inspection of residential centres 

for children. 

Criminal Justice Act 2006 

Section 176 of the Criminal Justice Act 2006 introduced the criminal charge of ‘reckless 

endangerment of children’. It states: 

‘A person, having authority or control over a child or abuser, who intentionally or recklessly 

endangers a child by – 

(a) causing or permitting any child to be placed or left in a situation which creates a substantial 

risk to the child of being a victim of serious harm or sexual abuse, or 

(b) failing to take reasonable steps to protect a child from such a risk while knowing that the 

child is in such a situation, is guilty of an offence.’ 

The penalty for a person found guilty of this offence is a fine (no upper limit) and/or 

imprisonment for a term not exceeding 10 years. 

Domestic Violence Act 1996 
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The Domestic Violence Act 1996 introduced major changes in the legal remedies for domestic 

violence. There are two main types of remedies available: 

(i) Safety Order: This Order prohibits a person from further violence or threats of violence. It 

does not oblige that person to leave the family home. If the parties live apart, the Order prohibits 

the violent person from watching or being in the vicinity of the home. 

(ii) Barring Order: This Order requires the violent person to leave the family home. 

The legislation gives the HSE the power to intervene to protect individuals and their children 

from violence. Section 6 of the Act empowers the HSE to apply for Orders for which a person 

could apply on his or her own behalf but is deterred from doing so through fear or trauma. The 

consent of the victim is not a prerequisite for such an application, although he or she must be 

consulted. Under 

Section 7 of the Act, the Court may, where it considers it appropriate, adjourn proceedings and 

direct the HSE to undertake an investigation of the dependent person’s circumstances with a 

view to: 

(i) Applying for a Care Order or a Supervision Order under the Child Care Act 1991; 

(ii) Providing services or assistance for the dependent person’s family; or 

(iii) Taking any other action in respect of the dependent person. 

Protections for Persons Reporting Child Abuse Act 1998 

This Act came into operation on 23 January 1999. The main provisions of the Act are: 

(i) the provision of immunity from civil liability to any person who reports child abuse 

‘reasonably and in good faith’ to designated officers of the HSE or to any member of An Garda 

Síochána; 

(ii) the provision of significant protections for employees who report child abuse. These 

protections cover all employees and all forms of discrimination up to, and including, dismissal; 

(iii) the creation of a new offence of false reporting of child abuse, where a person makes a 

report of child abuse to the appropriate authorities ‘knowing that statement to be false’. This is a 

new criminal offence, designed to protect innocent persons from malicious reports. 

Data Protection Acts 1988 and 2003 

The Data Protection Act 1988 applies to the processing of personal data. It gives a right to every 

individual, irrespective of nationality or residence, to establish the existence of personal data, to 

have access to any such data relating to him or her, and to have inaccurate data rectified or 

erased. It requires data controllers to make sure that the data they keep are collected fairly, are 

accurate and up-to-date, are kept for lawful purposes and are not used or disclosed in any manner 

incompatible with those purposes. It also requires both data controllers and data processors to 

protect the data they keep, and imposes on them a special duty of care in relation to the 

individuals about whom they keep such data. 

Education Act 1998 

The Education Act 1998 places an obligation on those concerned with its implementation to give 

practical effect to the constitutional rights of children as they relate to education and, as far as 
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practicable and having regard to the resources available, to make available to pupils a level and 

quality of education appropriate to meeting their individual needs and abilities. 

Education (Welfare) Act 2000 

The Education (Welfare) Act 2000, which was fully commenced in July 2002, replaced previous 

school attendance legislation and provided for the creation of a single national agency, the 

National Educational Welfare Board (NEWB), which has statutory responsibility to ensure that 

every child either attends school or otherwise receives an education or participates in training. 

The NEWB also assists in the formulation and implementation of Government education policy, 

Non-Fatal Offences against the Person Act 1997.  The two relevant provisions of this Act are: 

(i) it abolishes the rule of law under which teachers were immune from criminal liability in 

respect of physical chastisement of pupils; 

(ii) it describes circumstances in which the use of reasonable force may be justifiable. 

Non-Fatal Offences against the Person Act 1997 

The two relevant provisions of this Act are: 

(i) it abolishes the rule of law under which teachers were immune from criminal liability in 

respect of physical chastisement, of pupils; 

(ii) it describes circumstances in which the use of reasonable force may be justifiable. 

Freedom of Information Acts 1997 and 2003 

The Freedom of Information Acts 1997 and 2003 enable members of the public to obtain access, 

to the greatest extent possible consistent with the public interest and the right to privacy, to 

information in the possession of public bodies. The specific provisions of the Acts include: 

(i) to provide for a right of access to records held by such public bodies, for necessary exceptions 

to that right and for assistance to persons to enable them to exercise it; 

(ii) to enable persons to have corrected any personal information relating to them in the 

possession of such bodies; 

(iii) to provide for independent review by an Information Commissioner both of decisions of 

such bodies relating to that right and of the operation of the Acts generally; 

(iv) to provide for the publication by public bodies of guides to their functions and national 

guidelines, such as these, for the public. 

Under the Acts, a person about whom a public body holds personal information has: 

(i) right of access to this information, subject to certain conditions; 

(ii) the right to correct this information if it is inaccurate. 

Where a public body makes a decision that affects an individual, that individual has a right to 

relevant reasons and findings on the part of the body reaching that decision. 

The Acts are also designed to protect the privacy of individuals and, in general, requires the prior 

consent of an individual before releasing personal information about them. Where the release of 

social work or medical records contains information that would be harmful to a person’s well-

being, the release may be made to a health professional who acts on the person’s behalf. Under 

the Acts, there are regulations and guidelines relating to access by parents to their children’s 

records; these emphasize that the overriding concern is the best interests of the child. 
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The exemptions and exclusions that are relevant to child protection include the following: 

(i) Protecting records covered by legal professional privilege; 

(ii) Protecting records that would facilitate the commission of a crime; 

(iii) Protecting records that would reveal a confidential source of information. 

 

 

 

 

Section 10: ROSCOMMON COUNTY CHILDCARE COMMITTEE COMPLAINTS 

PROCEDURE & STAFF CODE OF BEHAVIOUR  

 

Tusla Unsolicited information  

Unsolicited information is defined as any piece of information that relates to the operation of an 

early years’ service that has been brought to the attention of the inspectorate but has not been 

sought or requested. 

Information, including concerns, complaints and comments provides a valuable source of 

information by which service delivery standards can be monitored and reviewed by the Early 

Years Inspectorate.  Information can come from a number of sources including; parents, 

guardians or relatives of a child attending the service, staff of the service, visiting professionals 

or the general public. 

The Early Years Inspectorate will screen and assess all unsolicited information received but it 

must fall within the remit of the Child Care Act 1991 (Early Years Services) Regulations 2016 in 

order for specific actions to be taken. If the information that you provide does not meet this 

requirement you will be so advised and redirected appropriately. 

For more information please see Tusla website  

 

(Complaints received by Roscommon CCC about childcare services) 

1. All staff has a responsibility to respond to any complaint received by them.  Complaints 

received in relation to Childcare Services should be referred to the relevant RCCC 

Childcare Development Officer for that area or if unavailable to the RCCC Manager. 

2. Where possible, details of the complaint should be taken only by the RCCC Childcare 

Development Officer or RCCC Manager, so that the person does not have to repeat the 

details of the complaint. 

3. If the relevant RCCC Childcare Development Officer is not available, the complaint 

should be referred to another RCCC Childcare Development Officer or the RCCC 

Manager.  If none of these are available, details of the complaint should be recorded by 

another member of staff. 

4. Complaints may be received verbally or in writing.  All complaints should be recorded on 

the RCCC Complaints Form below on page 9.  Only hard copies of the forms should be 

retained and filed by the relevant RCCC Childcare Development Officer and/or RCCC 

https://www.tusla.ie/services/preschool-services/where-to-get-advice-if-i-have-a-difficulty-or-a-complaint-about-a-service/
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Manager in a complaints folder stored in the Roscommon CCC Managers office for 

confidentiality.  Electronic copies of completed complaints forms will not be stored on a 

computer. 

5. If the complaint is judged to be a minor one, the complainant will be encouraged to 

resolve the issue directly with the service, with recommendations from the RCCC 

Childcare Development Officer and/or RCCC Manager about best practice such as 

Communication, Managing and Supervising Activities, Use of technology and images 

(photograph/video), One to one work and Touch  

6. If the complaint cannot be resolved between the two parties themselves, the RCCC 

Childcare Development Officer will contact the service and investigate the complaint.  

Every effort will be made to resolve the issue as soon as possible. If appropriate, advice 

will be sought from an expert in the relevant field. 

7. If the complaint cannot be resolved at this point, RCCC will recommend that the parties 

take up the matter with a formal appeal authority and/or seek legal advice. 

8. Complaints alleging breaches of the Childcare (Preschool Services) Regulations must be 

referred to TUSLA Preschool Services (This is part of an agreed protocol with the 

RCCC/HSE/TUSLA).  A written referral form (2) should be completed and forwarded 

through the RCCC Manager.  If the Manager is not available complaints may be 

forwarded directly and reported to the Manager afterwards. 

 

Complaints made about Roscommon County Childcare Committee. 

Complaints about Roscommon County Childcare Committee Board and/or Staff will be dealt 

with in accordance with the Customer Complaints Procedure contained in the Roscommon 

County Childcare Committee Customer Charter & Complaints procedure below. 

 

 Complaints about an RCCC Staff Member 

1.    If a staff member has a complaint regarding another staff member they should inform 

their line manager. 

 

2. Where a complaint is made against a named staff member, specific details such as dates 

and locations must be given to the line manager.  Every effort will be made to resolve the 

issue at an informal level. 

 

3. Where there is an issue that cannot be resolved by the line manager, the issue will be 

referred to the RCCC Board of Directors.  
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Section 11: Roscommon County Childcare Committee Customer Charter & Client 

Complaints Procedures 

 

Who we are? 

Roscommon County Childcare Committee CLG (Roscommon CCC) acts as local agent on 

behalf of the DCYA and co-ordinates and supports the local implementation of national early 

learning and care programmes at a local level Under the National Childcare Investment 

Programme.  Roscommon CCC has increased responsibility for the further development of 

quality childcare provision as the local agent of the Department of Children and Youth Affairs.   

 

Our commitments to you 

In the local implementation of National Early Learning and Care Programmes, Roscommon 

CCC is committed to the processes, principles and practices of developing quality affordable 

childcare delivered through a customer-focused approach that reflects the ethos of Roscommon 

County Childcare Committee. We make the following commitments to you, our customer: 

 

1. Timeliness 

 Roscommon CCC will:  

 Offer you a prompt, accurate & efficient response in all our dealings with you 

appropriate to the service you are availing.   

 All processes involved in National Early Learning and Care Programmes and 

funding applications will be followed accurately.   

 Due process will be given to all funding applications processed by Roscommon 

CCC.  

2. Access 

 Roscommon CCC will:  

 Endeavour to use methods of communication which are accessible  

 Meet customers in a mutually convenient/suitable location that facilitates people 

with specific requirements and which meets occupational and safety standards. 

 Our offices including Reception, Waiting and Interview Rooms will be safe, 

clean and well maintained and accessible for people with disabilities.  

 We recommend that you make an appointment if you wish to meet a particular 

member of Staff 

When you telephone our Office: 

 We will answer all calls promptly during office hours.  

 When answering the telephone, the name of the Committee is given together 

with the name of the person to whom you are speaking.         

 We will deal with your call in a courteous manner.  

 You will be given details of the name and section of the staff member to 

whom you wish to speak.                   

 The aim of our Staff is to be as helpful and informative as 

possible.                                         
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 If we are unable to provide the information you need immediately, we will 

take your contact details and call you back or issue the information to you in 

writing as soon as possible 

When you email/write to us:         

 We will endeavour to reply to routine enquiries within seven working days.  

 Should your enquiry require research or consultation, we will acknowledge 

your query and we will further reply to you within 21 working days.  

 We will reply to all correspondence in a clear, concise way that will answer 

the issues raised by you.  

 Your correspondence will be treated in confidence.  

 We aim to use forms that are clear and well presented.  

3. Choice 

                  Roscommon CCC will endeavour to: 

 Provide you with choice in order to gain maximum access to our services through 

the provision of a staff structure with named contact personnel.  

 All information will be available in a user-friendly format and will utilize 

emerging technologies e.g. website, social media, electronic format, email, online 

applications or conferencing. 

 

4. Courtesy 

Roscommon CCC will 

 Approach all our interactions with you in a professional manner,  

 Promote an environment of courtesy, sensitivity and mutual respect. 

 

5. Transparency 

 Roscommon CCC is committed to transparency in all of its decision-making 

processes (in line with the Freedom of Information and Data Protection Acts) and 

will deal with customers in a conscientious and honest manner ensuring 

impartiality at all levels. 

 

6. Better Co-ordination 

 Roscommon CCC commits to linking and co-ordination in a flexible manner with 

other structures at national/regional/local level as appropriate to help advance 

better co-ordination of the types of services we deliver, particularly those that 

target the provision of local early learning and care services. 

 

7. Equality/Diversity 

 Roscommon CCC will conduct its business in accordance with Equality 

Legislation and Roscommon County Childcare Committee’s Employment Policy.   
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8. Feedback to you 

 In our approach to implementing the National Childcare Programmes locally 

Roscommon CCC will endeavour to provide you with useful feedback 

appropriate to the service you are availing of. 

 

9. Feedback from you 

 Roscommon CCC will welcome and take on board as appropriate any feedback 

you may provide to help us to continuously improve our service delivery and in 

our role of identifying good practice for others. 

 

10. Complaints 

 What is a complaint? We define a complaint as an expression of dissatisfaction 

concerning the provision of a service or services by the Roscommon County 

Childcare Committee, as laid out under the commitments in our Customer 

Charter. 

 All complaints will be handled within specified timeframes in a fair, impartial 

and confidential manner, mindful of our obligations under the Freedom of 

Information Act. 

  

How to make a complaint: 

 All complaints must be made in writing (email or letter) and must state clearly 

that a complaint is being made, the basis for the complaint and what follow up 

action is envisaged as a result of the complaint. 

 For the purpose of the Freedom of Information Act, you should also state whether 

you require your complaint to be treated in a strictly confidential manner.  Please 

also note that your complaint should be sent in the first instance by post to:   

The Manager, Roscommon County Childcare Committee, Knock Road, 

Castlerea, Co. Roscommon marked confidential and private or emailed to 

irene.cafferky@roscommonchildcare.ie  marked confidential and private. 

 Legitimate complaints will be dealt with impartially, sympathetically and speedily 

and within the policy and regulations governing the Board. 

 

The Roscommon CCC offers information and support to childcare providers, parents, 

childminders and employers to increase the capacity and improve the quality of childcare places 

in the county. 

 

Purpose  

This policy aims to ensure optimum complaint management that is consistent with Roscommon 

CCC mission and ethos. Roscommon CCC aims to provide a service acceptable to all our clients, 

our partner organisations and our staff team.  

 

Scope 

The procedures set out in this document are meant to provide a means to resolve a dispute 

between the Roscommon CCC and any of the complainants. It requires full commitment from all 

members of staff and management. 

 

mailto:irene.cafferky@roscommonchildcare.ie
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Type of Complaint 

 Complaint against a staff member 

 Complaint regarding general service provision 

 Complaint against a Board member 

 

Complaints may be made by 

 Childcare services 

 Parent/ Children 

 Childminders 

 A partner agency 

 A member of the public 

 

It does not address complaints made by staff (these are dealt with through grievance and 

disciplinary policies and procedures) or Board of Management (dealt with using the principles of 

the Grievance Policy). Any complaints regarding job applications will be dealt with through the 

Recruitment and Selection Policy. 

 

Policy and Procedure 

A complaint can be defined as an expression of dissatisfaction, made by a service user or those 

acting on behalf of the user or a partner agency.  Complaints should be made in writing using our 

complaints form. 

 

Principles  

 Complaint handling procedures will be known and understood by Roscommon CCC staff, 

management, clientele and partner agencies  

 Roscommon CCC will provide a fair, full and impartial investigation without penalty in 

respect of quality of service to the complainant 

 The steps for making a complaint will be simple and transparent and are outlined below 

 Confidentiality will be maintained at all times  

 We aim to resolve complaints within a 28 day time frame 

 The complaints procedure is without prejudice to the complainant’s statutory right to make a 

complaint elsewhere 

 Acknowledgment should be as soon as possible. 

 

Procedure 

Persons designated to handle complaints: 

 The Manager 

 The Chairperson of the Board of Directors 

 All service users and any partner agencies will be informed that the above personnel who 

will be named will handle all complaints. 

 Employees of Roscommon CCC are obliged to participate in any investigation relating to 

complaints as appropriate. 
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Complaint against a staff member 

 This complaint will be made to the Roscommon CCC County Childcare 

Coordinator/Manager 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 

 The Manager will provide a standard complaint form to the complainant. This should be 

posted on the day of the complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The complaint will be investigated on receipt of the written complaint 

 The Manager will investigate the written complaint 

 The Manager should brief the Board on any complaints arising at Operational and Board 

meetings  

 

Complaint against the Manager  

 This complaint will be made to the Chairperson of the Board of Directors 

 If the complaint is made verbally it will be recorded and the complainant will be asked to put 

the complaint in writing within a seven day timeframe. The Chairperson will provide a 

standard complaint form to the complainant. This should be posted on the day of the 

complaint. 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Chairperson will investigate the written complaint 

 The Chairperson should brief the Board on any complaints arising at Operational and Board 

meetings  

 

Complaint regarding general service provision 

 This complaint will be made to the Manager of Roscommon CCC 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 

 The Manager will provide a standard complaint form to the complainant. This should be 

posted on the day of the complaint 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Manager and the Chairperson will investigate the written complaint 

 The Manager/Chairperson should brief the Board on any complaints arising at Operational 

and Board meetings  

 

Complaint against a Board member 

 This complaint will be made to the Chairperson of the Board of Directors. In the event that 

the complaint is against the Chairperson on the Board the complaint should be dealt with by 

another nominated Director of the Board. 

 If the complaint is made verbally it will be recorded and the complainant will  be asked to put 

the complaint in writing within a seven day timeframe 
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 The Nominated Director/Chairperson will provide a standard complaint form to the 

complainant. This should be posted on the day of the complaint 

 The complaint will be investigated on receipt of the written complaint 

 Confirmation of receipt of written complaint will be posted to complainant 

 The Chairperson and/or another Director will investigate the complaint 

 The appropriate person should brief the Board on any complaints arising at Operational and 

Board meetings 

 

Investigation of complaints 

 Only complaints received on the Roscommon CCC Complaints Form will be investigated 

(this may be via email or post, see appendix 9). 

 Roscommon CCC will acknowledge receipt of your complaint no later than 7 working days 

after receipt. 

 All investigations will take place within a 28 day period  

 Any extension to the 28 day period will be mutually agreed by both parties 

 All communication/meetings/interviews relating to a complaint will be recorded in writing 

 The outcome of the complaint will be communicated to the complainant in writing within 

two weeks of completing the investigation 

 

Note: In certain circumstances the outcome of the complaint may require the invoking of another 

company policy and procedures such as the discipline or grievance policy 

 

 

If you are not satisfied with the outcome of the investigation by the Roscommon County 

Childcare CLG, you have a right to appeal to the Office of the Ombudsman. 

The Ombudsman is completely independent of the Government and the service is free. 

Nothing in this complaint procedure affects your statutory rights under Freedom of Information, 

Data Protection or other relevant legislation. 

 

 

Record Keeping 

Complaint Forms, correspondence, minutes of meetings and any paperwork relating to 

complaints are retained by the appropriate designated person for a period of two years following 

resolution of the complaint 

 

How to contact us: 

The Manager 

Roscommon County Childcare Committee Limited 

Knock Road 

Castlerea 

Co. Roscommon 

Registered Number: 360103 

Tel: 09496 22540 

Email: irene.cafferky@roscommonchildcare.ie  

Web: www.roscommonchildcare.ie 

mailto:irene.cafferky@roscommonchildcare.ie
http://www.roscommonchildcare.ie/
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Appendix 9: Roscommon County Childcare Committees COMPLAINTS RECORDING TEMPLATE 
Private and Confidential 

 

Complainants Name: 
Address:  
Address:  
E- Mail Address: 
Telephone Number 

 

Name of Service involved in Complaint:  
Name of person dealt with (if known):   
Nature of Complaint:    

What follow up action is envisaged as a result of the complaint? 
                    

 
 
Date of Receipt of Complaint……………………………… 
 
Complaint received via:  Telephone   Verbal          Written            Other  
 
Action taken: 
 
 
 
………………………………………………………  Date: ……………… 
 
Roscommon CCC Manager and/or Board Chairperson/Director Signature  
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SECTION 12: GENERAL DATA PROTECTION REGULATIONS POLICY 

 

Roscommon County Childcare Committee CLG (Roscommon CCC), strives to comply with 

applicable laws and regulations related to Data Protection in Ireland. While conducting its day to 

day business, needs arise to gather and use certain information about individuals. These 

individuals can include parents, childcare staff, committee members, clients, suppliers, business 

contacts, employees and other people that Roscommon CCC have a relationship with or may 

need to contact. 

This policy describes how this personal data must be collected, handled and stored to 

meet data protection standards and to comply with General Data Protection Regulation 

(GDPR). 

This policy aims to ensure that Roscommon County Childcare Committee CLG: 

 Complies with Data Protection laws and follows good practice, 

 Protects the rights of staff, clients and partners, 

 Is open about how it stores and processes individuals’ data, 

 Protects itself from the risks of a data breach. 

Policy Scope 

This policy applies to: 

 All staff & Committee members of Roscommon CCC, 

 All volunteers and students on work experience, 

 All contractors, suppliers and other people working on behalf of Roscommon 

CCC, 

 All clients and or Data subjects Roscommon CCC obtain data on.  

 

It applies to all data that the company holds and has access to relating to identifiable individuals 

and can include: 

 

 Names of individuals 

 Postal addresses/Eircodes 

 Email addresses 

 Telephone numbers 

 Dates of birth  

 PPSN Numbers 

 Bank details 

 Financial information including social welfare payments as part of CCSP 

eligibility 

 Medical information  

 Any other information relating to individuals. 
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Data protection risks 

This policy helps to protect Roscommon CCC from data security risks including: 

 

 Breaches of confidentiality. For instance, information being given out 

inappropriately. 

 Failing to offer choice. For instance, all individuals should be free to choose how 

their personal data is used. 

 Reputational damage. In case of a data breach, data used for fraud or if hackers 

gained access to sensitive data. 

Responsibilities 

Everyone working for or with Roscommon County Childcare Committee CLG has a 

responsibility to ensure that data is collected, stored and handled appropriately. Each staff 

member must ensure that they handle and process data in line with this policy and Data 

Protection principles (see Appendix 12.5). 

General Staff Guidelines 

 Roscommon CCC strives to collect the least amount of personal data possible. 

Only data needed for Roscommon CCC work should be accessed.  

 If personal data is collected from a third party, Roscommon CCC must ensure that 

the personal data is collected lawfully and consent is obtained.  

 Data should not be shared informally and should not be disclosed to unauthorised 

people. 

 Management will support staff to understand their responsibilities in regards to 

the implementation of this policy. 

 All data should be kept secure by taking sensible precautions. 

 Strong passwords are in use, passwords should never be shared, and desktop 

computers should not be set to remember passwords. 

 Data should be regularly reviewed and updated if it is found to be out of date. If 

no longer required it should be deleted and disposed of. 

 Staff should request help from the manager or Data Protection Officer if they are 

unsure about any aspect of data protection. 

The board of directors is ultimately responsible for ensuring that Roscommon County Childcare 

Committee meets its legal obligations. 

 

Data Protection Officer 

The responsibility for ensuring appropriate personal data processing lies with everyone who 

works for or with Roscommon CCC and has access to personal data processed by Roscommon 

CCC. The key areas of responsibilities in relation to personal data lie with the Data Protection 

Officer (DPO). 
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The Data Protection Officer is responsible for: 

 Informing and advising colleagues and the Committee of their Data Protection 

obligations and keeping them aware about data protection responsibilities, 

risks and issues. 

 Monitoring the organisation’s GDPR compliance and reviewing all Data 

Protection procedures and related policies in line with an agreed schedule. 

 Handling Data Protection questions from staff and anyone else covered by this 

policy. 

 Working with other staff as necessary to ensure initiatives abide by Data 

Protection principles and approving any Data Protection statements attached 

to communications such as emails and letters. 

 Dealing with requests from individuals to see the data Roscommon CCC 

holds about them (also called “subject access requests”). 

 Provide advice regarding privacy impact assessments. 

 Checking and approving any contracts or agreements with third parties that 

may handle the company’s sensitive data and evaluating third party services 

used to store or process data (e.g. cloud computing services). 

 Addressing any Data Protection queries from outside of the organisation. 

 Acting as a point of contact and co-operate with the data protection authority 

as required. 

Responsibilities of IT services contracted by Roscommon CCC 

 Ensuring all systems, services and equipment used for storing data meet 

acceptable security standards. 

 Providing Roscommon CCC with verification statements and information in 

regards to the computer systems provided. 

 Performing regular checks and scans to ensure security hardware and software is 

functioning properly. 

Data Collection 

Roscommon CCC ensures that data is collected lawfully, fairly and transparent by considering 

that consent is freely given, that there are opportunities offered to withdraw consent and to 

correct data held. 

Roscommon CCC will carry out a data inventory on a regular basis to establish that all data is 

held in accordance with GDPR. 

Any collection of personal data will be completed with the data subject directly so that consent 

can be given prior to the collection of the data. Data will not be shared informally and will not be 

disclosed to unauthorised people. Management and the DPO will support staff to understand 

their responsibilities in regards to the implementation of this policy. All data will be kept secure 

by taking sensible precautions.  
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Data Storage 

Data stored on paper should be kept in a secure place where unauthorised people cannot see it. 

This also applies to data usually stored electronically that has been printed: 

 When not required the paper or files should be kept in a locked drawer or 

filing cabinet. 

 Staff must ensure that paper or printouts are not left where unauthorised 

people could see them, e.g. on the printer. 

 Data printouts should be shredded and disposed of securely when no longer 

required. 

 

Data stored electronically must be protected from unauthorised access, accidental deletion 

and malicious hacking attempts: 

 Data should be protected by strong passwords that are changed regularly and 

never shared. 

 Desktop computers should not be set to remember passwords.  

 It is our policy that service’s data will not be stored on removable media such as 

CD, DVD and USB.  

 Data should only be stored on or uploaded to designated drives and servers. 

 Servers containing personal data should be sited in a secure location away from 

public office space. 

 Data should be backed up frequently, backups should be tested regularly in line 

with backup procedures. 

 Data should never be saved directly to laptops or mobile devices like tablets or 

smart phones. 

 All servers and computers containing data should be protected by approved 

security software and a firewall. 

 

Physical Security of the premises: 

 Alarm system on the premises. 

 Offices locked. 

 Locked filing cabinets. 

 Online data management systems are password protected. 

 Computers/laptops are password protected and encrypted.  

 Files are stored in appropriate places. 

 Shredder used to dispose of documents and printed data. 
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Access Control, data Security: 

 Roscommon CCC are particularly aware that as part of our work we have 

access to children’s data. 

 Accessing computers, accessing portals, access needs of internal staff will be 

monitored.  

Data use 

It is when personal data is accessed and used that it can be at the greatest risk of loss, corruption 

or theft: 

 When working with personal data staff should ensure that computers screens are 

always locked when left unattended. 

 Personal data should not be shared informally.  

 Precautions need to be put in place before transferring data electronically (i.e. 

encryption and using PDF) 

 Staff should not save copies of personal data to their own computers or devices, 

always access the central copy of any data instead on the Roscommon CCC 

shared drive.  

 Personal data should never be transferred outside of the European Economic 

Area. 

Data accuracy 

Roscommon CCC maintains the accuracy, integrity, confidentiality and relevance of personal 

data based on the processing purpose. Roscommon CCC will take reasonable and proportionate 

steps to ensure data is kept accurate and up to date. This responsibility is shared by all staff.  

 Data will be held in as few places as necessary, staff should not create any 

unnecessary additional data sets. 

 Staff should take every opportunity to ensure data is updated (i.e. as soon as they 

become aware of a change or an inaccuracy, checking details with clients 

routinely). 

 Roscommon CCC aims to make it easy for data subjects to update the information 

we hold about them, this is facilitated by regular reviews and ongoing updates as 

requested by email or letter. 

Data Access requests 

All individuals who are the subject of personal data held by Roscommon CCC are entitled to ask 

what information is held about them and why, find out how to gain access to it, be informed how 

to keep it up to date and have information on how Roscommon CCC is meeting its Data 

Protection obligations. Roscommon CCC is responsible to provide a data subject with a 

reasonable access mechanism to enable them to access their personal data and must allow them 

to update, rectify, erase or transmit their personal data if appropriate or required by law.  
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Any such request will be dealt with in line with GDPR aiming for a response time of 30 calendar 

days. (See appendix 12.3C) 

Disclosing data for other reasons 

In certain circumstances (i.e. Child Protection and Welfare) the Data Protection Act allows 

personal data to be disclosed to relevant agencies in an appropriate manner without the consent 

of the data subject.  

Data Retention and Erasure 

The DPO defines the time period for which documents and electronic records should be retained 

in line with the Data Retention Schedule below. These retention periods are predominately 

determined by statutory obligations. Roscommon CCC aim to keep data for the least amount of 

time that is necessary in accordance with other requirements we are obliged to adhere to. As an 

exemption, retention periods with the data schedule will be prolonged in such cases as ongoing 

investigations from Irish authorities, if there is a chance records of personal data are needed by 

Roscommon CCC to prove compliance with any legal requirements or when exercising legal 

rights during legal cases or similar court proceedings recognised under Irish law. Appropriate 

controls are in place to prevent the permanent loss of essential information as a result of 

malicious or unintentional destruction of information. These controls include restricting access to 

the filing cabinet to only those who are permitted to access the data and also include password 

protected access to the IT equipment that stores the data. Please see below: 

Data Set Description Documentation Retention 

Period 

Final 

Action: 

Archive or 

Dispose 

Agreements & 

Contracts 

Pobal Grant Agreements 

to Roscommon  County 

Childcare Committee 

 

 Hard copies in locked 

Administrator filing 

cabinet. 

 Soft copies on 

Roscommon CCC  

Shared Drive 

 Email on encrypted 

laptop.   

7 Years after 

the delivery 

period 

Dispose 

 

 

 

 

Agreements & 

Contracts 

 

Agreements with Trainers 

 
 Hard copies in locked 

Administrator/CDO 

filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

Grants 

 

Parent & Toddler grants 

Guidelines,  

Application forms,  

Recommendations,  

 Hard copies in locked 

Administrator/CDO 

filing cabinet. 

7 Years after 

the delivery 

period 

 

Dispose 
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List of refusals   

Acknowledgements of 

funding correspondence 

Minutes of meetings 

E mails  

 Soft copies on 

Roscommon CCC shared 

Drive. 

 Emails saved on shared 

drive on encrypted 

laptop.  

 

Grants 

 

Childminding 

Development Grants 

Guidelines,  

Application forms,  

Recommendations,  

List of refusals   

Acknowledgements of 

funding correspondence 

Minutes of meetings 

E mails 

 Hard copies in locked 

Administrator/CDO 

filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Emails shared on shared 

drive and on encrypted 

laptop.  

7 Years after 

the delivery 

period 

 

Dispose 

 

Grants 

 

Small Scale Capital Grants 

Guidelines,  

Application forms,  

Recommendations,  

List of refusals   

Acknowledgements of 

funding correspondence 

Minutes of meetings 

E mails 

 Hard copies in locked 

Administrator /CDO 

filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop.  

 

7 Years after 

the delivery 

period 

 

Dispose 

 

Grants 

 

Large scale capital grants 

Guidelines,  

Application forms,  

Recommendations,  

List of refusals   

Acknowledgements of 

funding correspondence 

Minutes of meetings 

E mails 

 Hard copies in locked 

Administrator/CDO 

filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop. 

 

7 Years after 

the delivery 

period 

 

Dispose 

 

Grants 

 

Learner Fund Bursary 

Guidelines,  

Application forms,  

Recommendations,  

List of refusals   

Acknowledgements of 

funding correspondence 

Minutes of meetings 

E mails 

 Hard copies in 

Administrators /CDO 

locked filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

Grandfathering Grandfathering declaration  Hard copies in locked 7 Years after Archive 
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declarations forms Administrators/CDO 

filing cabinet. 

 Emails on encrypted 

laptop. 

 Soft copies saved on 

Roscommon CCC shared 

drive.  

the delivery 

period 

 

Reports Annual Local 

Implementation Plans 

(LIP) 

 

 Hard copies in Managers 

locked Office.  

 Soft copies on 

Roscommon CCC 

Shared Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Individual staff reports  Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Project work reports  Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Roscommon CCC  

strategy documents 
 Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Mid-Year reports  Soft copies on 

Roscommon CCC shared 

Drive. 

 Hard copies in Managers 

locked office. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 End of Year Reports 

 
 Hard copies in Managers 

locked office. 

 Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Pobal Audit Reports  Hard copies in Managers 

locked office. 

7 Years after 

the delivery 

Dispose 
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 Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop.  

period 

 

 National Siolta Aistear 

Initiative  
 Hard copies in 

Administrator/CDO 

filing cabinet.  

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

Contact details  Roscommon  CCC 

members 

 

 Hard copies in Managers 

filing cabinet and 

Administrators filing 

cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop.  

 Data Base – Password 

encrypted.   

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 Roscommon  CCC 

working group 

members/Sub Committees 

 

 Hard copies in Managers 

locked office and 

Administrators filing 

cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop.  

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 Roscommon  CCC Staff 

 
 Hard copies in Managers 

locked office. 

 Soft copies on Manager 

hard drive. 

 Email on encrypted 

laptop. 

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 Registered Early Years 

Services in Roscommon. 

 

 

 Hard copies in 

Administrators/CDO 

filing cabinets. 

 Soft copies on 

Roscommon CCC shared 

drive. 

Keep 

indefinitely 

 

Minimise 

data  

and archive 
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 Email on encrypted 

laptop. 

 Database password 

encrypted.  

 Early years staff members 

employed in Co 

Roscommon.  

 

 Hard copies in 

Administration filing 

cabinet. CDO  

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop.  

 Soft copy lists on 

Roscommon CCC shared 

drive. 

 Database password 

encrypted.  

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 School Age Childcare 

Services in Co 

Roscommon with a DCYA 

reference number 

 

 Hard copies in 

Administrators /CDO 

locked filing cabinets. 

 Soft copies on 

Roscommon CCC shared 

drive.  

 Email on encrypted 

laptop. 

 Soft copy lists on web 

site. 

 Database password 

encrypted.  

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 Voluntary Notified 

Childminders in Co 

Roscommon  

 

 Hard copies in 

Administrators/CDO 

locked filing cabinet.  

 Soft copies on 

Roscommon CCC shared 

Drive. 

 Email on encrypted 

laptop. 

 Soft copy lists on web 

site. 

 Data base password 

encrypted.  

Keep 

indefinitely 

 

Minimise 

data  

and archive 

 

 Parent & Toddler Groups 

in Co Roscommon.  
 Hard copies in 

Administrators/CDO 

locked filing cabinet.  

 Soft copies on 

Keep 

indefinitely 

 

Minimise 

data  

and archive 
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Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop.  

 Soft copy lists on web 

site. 

 Data base password 

encrypted.  

Meetings Co Roscommon CCC & 

it’s working groups 

Minutes of meetings 

Agendas 

Supporting documents 

 Hard copies in Managers 

locked office. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email Soft copies on 

Roscommon CCC shared 

drive. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Childcare Committees 

Ireland & it’s working 

group  

Minutes of meetings 

Agendas 

Supporting documents  

 Hard copies in Managers 

locked office.  

 Soft copies on 

Roscommon CCC hard 

drive 

 Email encrypted laptop.  

7 Years after 

the delivery 

period 

 

Dispose 

 

 Co Roscommon CCC 

team meetings  

Minutes of meetings 

Agendas 

Supporting documents 

 Hard copies in Managers 

locked office. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email encrypted laptop.  

7 Years after 

the delivery 

period 

 

Dispose 

 

 Pobal Performance 

Dialogue meetings 

Minutes of meetings 

Agendas 

Supporting documents 

 Hard copies in Managers 

locked office. 

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 DCYA  

Minutes of meetings 

Agendas 

Supporting documents 

 Hard copies in Managers 

locked office.  

 Soft copies on 

Roscommon CCC shared 

drive. 

 Email on encrypted 

laptop 

7 Years after 

the delivery 

period 

 

Dispose 

 

 CYPSC & it’s working 

groups meetings 

Minutes of meetings 

 Hard copies in Managers 

locked office. 

7 Years after 

the delivery 

period 

Dispose 
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Agendas 

Supporting documents 
 Soft copies on 

Roscommon CCC shared 

drive 

 Email on encrypted 

laptop.  

 

Action Files Extract from LIP showing 

summary of Action, target 

group, budget allocation 

Extract from Co 

Roscommon CCC minutes 

stating that the LIP (and 

action) were approved 

Evidence that Public 

Procurement guidelines 

were complied with. 

Documented progress & 

final report on the project 

(this would include 

attendance sheets, venue 

location; subject matter of 

meeting / training / 

information session etc.) 

 Hard copies in 

Administrator/CDO 

filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

drive 

 Emails on encrypted 

laptop.  

 

7 Years after 

the delivery 

period 

 

Dispose 

 

 National Síolta Aistear 

Initiative 

Extract from LIP showing 

summary of Action, target 

group, budget allocation 

Extract from Co 

Roscommon CCC minutes 

stating that the LIP (and 

action) were approved 

Evidence that Public 

Procurement guidelines 

were complied with. 

Documented progress & 

final report on the project 

(this would include 

attendance sheets, venue 

location; subject matter of 

meeting / training / 

information session etc.) 

 Hard copies in 

Administrators/CDO 

locked filing cabinet.  

 Soft copies on 

Roscommon CCC shared 

drive 

 Emails on encrypted 

laptop.  

 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Access Inclusion Model 

Extract from LIP showing 

summary of Action, target 

group, budget allocation 

Extract from Co 

 Hard copies in 

Administrators /CDO 

locked filing cabinet. 

 Soft copies on 

Roscommon CCC shared 

7 Years after 

the delivery 

period 

 

Dispose 
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Roscommon CCC minutes 

stating that the LIP (and 

action) were approved 

Evidence that Public 

Procurement guidelines 

were complied with. 

Documented progress & 

final report on the project 

(this would include 

attendance sheets, venue 

location; subject matter of 

meeting / training / 

information session etc.) 

drive 

 Emails on encrypted 

laptop.  

 

 Child Protection Training 

Extract from LIP showing 

summary of Action, target 

group, budget allocation 

Extract from Co 

Roscommon CCC minutes 

stating that the LIP (and 

action) were approved 

Evidence that Public 

Procurement guidelines 

were complied with. 

Documented progress & 

final report on the project 

(this would include 

attendance sheets, venue 

location; subject matter of 

meeting / training / 

information session etc.) 

 Hard copies in 

Administrators / CDO 

locked filing cabinet.  

 Soft copies on 

Roscommon CCC shared 

drive 

 Emails on encrypted 

laptop.  

 

7 Years after 

the delivery 

period 

 

Dispose 

 

Financial 

Records 

Invoices 

 
 Administrator’s / CDO 

locked filing cabinet. 

 Soft Copy on 

Roscommon CCC shared 

drive. 

7 Years after 

the delivery 

period 

 

Dispose 

 

 Fixed Assets Register  Administrator’s / CDO 

locked filing cabinet. 

 Soft Copy on 

Roscommon CCC shared 

drive. 

7 Years after 

the delivery 

period 

 

Dispose 

 

Early Years 

Services 

documentations 

Records on individual 

early years’ service in Co 

Roscommon  

Files of records on 

meetings with early years 

 Hard copies in 

Administrators/CDO 

locked filing cabinets.  

 Soft Copy on 

7 Years after 

the delivery 

period 

 

Dispose 

 



Roscommon CCC CLG From Governance to Practice – A Guide for Board Members V3 11/03/2020  119                                                                   

 

 

services Observations of 

these service’s practise. 

Details of the service, 

committee details etc (e.g. 

their DCYA registration 

number) 

Roscommon CCC shared 

drive 

 Email on encrypted 

laptops 

 Soft copies on encrypted 

database.  

ROSCOMMON 

CCC  internal 

database 

Parents  Soft copy lists on 

Roscommon CCC 

password encrypted 

database.  

Review yearly  Minimise 

data  

and archive 

 

 Pobal   Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive  

 Better Start   Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 DCYA  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

 

Review yearly Minimise 

data and 

archive 

 ROSCOMMON CCC  

Board 
 Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Roscommon County 

Council 
 Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 CYPSC  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Tusla  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 GRETB  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Local Collaborators/ 

Interagency  
 Soft copy lists on 

Roscommon CCC 

Review yearly Minimise 

data and 
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password encrypted 

database. 

archive 

 Childminders  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Parent & Toddler Groups  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 General Enquirer  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Potential Provider  Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

 Roscommon Integrated 

Development Company  
 Soft copy lists on 

Roscommon CCC 

password encrypted 

database. 

Review yearly Minimise 

data and 

archive 

     

 

Procedures for data to be deleted, erased, wiped etc. will be reviewed annually by staff and 

reported to Roscommon CCC to ensure this is done at the correct time. The specific deletion or 

destruction process may be carried out either by an employee or by an internal or external service 

provider that the DPO subcontracts for this purpose. Destruction of data is always approved by 

the DPO and the details recorded. Any applicable general provisions under relevant Data 

Protection laws and Roscommon CCC’s Data Protection policy shall be complied with.  

Data Breach Reporting: 

Breaches must be reported to the relevant supervisory authority within 72 hours of discovering 

the breach, unless the breach is unlikely to result in a risk to the rights of data subjects. Data 

subjects will be notified if the breach results in “high risk” to them. Records of all breaches will 

be kept by data controllers and processors. (See appendix 4) 

Providing Information: 

Roscommon CCC aims to ensure that individuals are aware that their data is being processed and 

that they understand how the data is being used and how to exercise their rights. This is 

communicated through Roscommon CCC’s Privacy Statement and Roscommon CCC’s Data 

Protection Policy.  
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Privacy Impact Assessments 

Roscommon CCC must decide whether to perform a Data Protection Impact assessment (see 

below) for each data processing activity according to the above data retention policy.  Data 

Processing – Data mapping: Maps is the flow of data through the organisation. Each 

Roscommon CCC staff member will process data relevant to their Job role using various 

systems: 

Staff name Purpose Type of data Level of 

risk 

Systems used Retention 

and 

deletion 

 

All staff Supporting 

Childcare 

Services and 

DCYA with the 

implementation 

and delivery of 

national childcare 

programmes and 

compliance with 

contractual 

obligations 

Personal data High risk PIP (user level 

and CRM) 

 

7 years  

Shredded 

 

 

 

 

 

 

 

Dispose 

All staff Supporting 

DCYA in the 

delivery of 

Capital Grants, 

Learner Fund, 

CMDG, P&T 

Grants 

Word and 

Excel 

documents 

Organisational 

data  

Contact details  

 

Medium  Microsoft Word 

& Excel  

Data Base  

7 years  

Shredded  

Dispose 

 

 

All staff  

 

Organising and 

delivery of 

Training for 

childcare staff  

Excel &  

Word 

documents  

Medium  Data base 7 years  Dispose 

 

 

All staff 

Support to parents 

in relation to 

childcare 

(accessing 

services, queries 

on DCYA 

programmes,  

No names held 

Telephone 

numbers 

deleted after 

query is dealt 

with  

Low  Recorded on 

database “as a 

parent” 

7 years  Dispose 

 

All staff  Support to 

services to meet 

new regulations 

and implementing 

National Practice 

Frameworks and 

TUSLAs Quality 

Hard copy 

held on file 

Soft copy on 

computer   

Low  Recorded on 

database “as a 

service 

interaction”  

Copy of report 

sent to Manager. 

Destroyed after 

7 years Dispose 
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and Regulatory 

Framework 

reading. 

Hard copy kept on 

file  

Manager and 

development 

officer. 

Support to 

services with HR 

issues 

  Hard 

copy 

held on 

file 

Soft 

copy on 

computer   

Recorded on data 

base “as a service 

interaction”  

Copy of report 

sent to Manager. 

Destroyed after 

reading. 

Hard copy kept on 

file 

7 years  Dispose 

 

Manager and 

development 

officer. 

Support to 

management 

committees and 

crisis management 

supports 

  Hard 

copy 

held on 

file 

Soft 

copy on 

computer   

Recorded on 

sendmode “as a 

service 

interaction”  

Copy of report 

sent to Manager. 

Destroyed after 

reading. 

Hard copy kept on 

file 

7 years  Dispose  

CDO Team  

 

Supporting the 

delivery of AIM 

Names, email 

addresses & 

telephone 

numbers of 

attendees   

Hard 

copy 

held on 

file 

Soft 

copy on 

computer   

Recorded on data 

base. Hard copy 

in Action files  

7 years  Dispose  

Manager  

 

Implementing 

Children First 

National Training 

Programme and 

support to 

services in 

relation to this 

Names, email 

address, 

telephone 

numbers of 

attendees   

Hard 

copy 

held on 

file 

Soft 

copy on 

computer   

Recorded on data 

base. Hard copy 

in Action files 

7 years Dispose 

CDO team 

& Manager 

Supporting and 

Promoting Parents 

Training 

Names & 

telephone 

numbers of 

attendees   

 Excel sheet of 

names and phone 

numbers of 

parents 

7 years Dispose 
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Data Protection statement  

Roscommon County Childcare Committee CLG will collect, retain and process your personal 

data (including your sensitive personal data) about you on computer and in manual files/paper 

files. This data will only be used to efficiently manage the business of Roscommon CCC; so that 

we can monitor our compliance with the law and best practice; for staff administration purposes 

and for other legitimate purposes consequent to your employment with Roscommon CCC. For 

these purposes, it may be from time to time necessary to disclose relevant personal data to third 

parties, including (but not limited to) payroll processors, pension brokers/trustees, or insurers. It 

may also be necessary to process data in order to comply with any legal or regulatory 

obligations. Roscommon CCC will process all personal data in accordance with the Data 

Protection Acts 1998 and 2003, and the General Data Protection Regulation. Should your 

personal circumstances change, you should notify Roscommon CCC immediately of any changes 

in your personal data.  

This policy is intended to comply with the laws and regulations in Ireland in which Roscommon 

CCC operates. In the event of any conflict between this policy and applicable laws and 

regulations, the latter shall prevail.  

Validity and document management 
 

The owner of this document is Roscommon County Childcare Committee CLG, who must check 

and, if necessary, update the document at least once a year. 

 

 

Appendix 12(A)  

Roscommon County Childcare Committee CLG 

 

PRIVACY NOTICE 

 

1. Opening Statement  

Roscommon County Childcare Committee CLG (Roscommon CCC) has created this privacy 

statement in order to demonstrate our firm commitment to your privacy. We respect your privacy 

and your rights to control your personal data. We will be clear about what data we collect and 

why we collect it. This privacy statement explains the personal information we collect from you, 

why we collect it, how we will use it and how we protect it.  

 

Roscommon CCC collects personal data about you in order to deliver local programmes and 

actions on behalf of the Department of Children and Youth Affairs (DCYA). By agreeing to this 

statement and Data Protection policy, Roscommon CCC will hold your personal data as 

described in this Statement.  
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Roscommon CCC is a Controller of the personal data you (the data subject) provide us with. We 

may collect the following types of personal data from you, about you depending on programme 

requirements:  

Personal Data: date of birth, your address, email address, telephone number, PPS number, 

social welfare status, bank account details, DCYA reference number, Túsla reference 

number, and any other relevant data required.  

 

2. Why We Collect Your Personal Data? 

We use the personal data you share with us so we can communicate with you and disseminate 

information on behalf of the DCYA and Pobal and other relevant agencies and stakeholders.  

 

3. Sharing & Disclosure 

Roscommon CCC strive to keep your personal data safe and only share it when necessary. 

Roscommon CCC will collect, retain and process your personal data (including your sensitive 

personal data) about you on computer and in some instances manual files/paper files. This data 

will only be used to efficiently manage the business of Roscommon CCC; so that we can monitor 

our compliance with the law and best practice; for staff administration purposes and for other 

legitimate purposes. It may also be necessary to process data in order to comply with any legal or 

regulatory obligations. Roscommon CCC will process all personal data in accordance the Data 

Protection Acts 1998 and 2003, and the General Data Protection Regulation. Should your 

personal circumstances change, you should notify Roscommon CCC immediately of any changes 

in your personal data. We recognise that you have a right to know that the information you share 

with Roscommon CCC is maintained confidentially. We only disclose your information as 

authorised in this statement.  We do not rent or sell your Personal information to anyone. We 

may share your personal information with the third parties listed below. 

Who We May Share Your Personal Information With: 

 Department of Children & Youth Affairs (DCYA) 

 Pobal PIP System & Pobal Compliance Officers 

 Department of Education 

 An Garda Síochána 

 Tusla Early Years Inspectorate 

 Health & Safety Authority 

 National Employment Rights Authority 

 The Revenue Commissioners  

 Tusla - Child and Family Agency 

 Roscommon County Childcare Committee CLG’s auditor and/or legal advisor.  

 

Protection of Roscommon CCC & others and Disclosures for Law Enforcement 

Under certain circumstances Roscommon CCC may be required to disclose your Personal 

Information in response to valid requests by public authorities to meet law enforcement 

requirements.         
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4. What we do with your data? 

Your personal data is stored and processed in Roscommon CCC located at Knock Road, 

Castlerea, Co. Roscommon. Your personal data is held on Roscommon CCC database on an 

encrypted computer system and or hard copies stores in our locked cabinets. Please see 

Roscommon CCC’s Data protection policy to see what details are held and retained for how 

long.  

 

5. How long we keep your personal data? 

Your records will be kept in line with our Data Retention table within our Data Protection policy.  

 

6. What are your rights? 

We use appropriate technical, organisational and administrative security measures to protect all 

personal data we hold in our records and keep them secure. Unfortunately, no organisation can 

guarantee complete security.       

 

Right of Access 

Individuals have the right to access their personal data and supplementary information. Please 

use the Subject Access Request Form attached and contact the Data Protection Officer (DPO) / 

Deputy DPO at: info@roscommonchildcare.ie  entitling Data Protection in the subject bar or in 

writing to Roscommon County Childcare Committee CLG, Knock Road, Castlerea, Co. 

Roscommon. We will acknowledge your request and respond to you within 30 calendar days.  

 

Right to Rectification 

Please advise Roscommon CCC of any changes in your or your service’s personal information, 

as soon as possible. Should you believe that any personal data we hold on you is incomplete or 

incorrect, you have the ability to request to see this information and have it rectified. 

 

Right to Erasure 

In certain circumstances, data subjects have the right to erasure of their data. Please contact the 

DPO/Deputy DPO at info@roscommonchildcare.ie  or in writing at Roscommon County 

Childcare Committee CLG, Knock Road, Castlerea, Co. Roscommon. We will acknowledge 

your request and respond to you within 30 calendar days. This is not an absolute right and only 

applies in certain circumstances. 

 

Right to Restrict Processing 

Individuals have the right to request the restriction or suppression of their personal data. Please 

contact the DPO/Deputy DPO at info@roscommonchildcare.ie or in writing at Roscommon 

County Childcare Committee CLG, Knock Road, Castlerea, Co. Roscommon. We will 

acknowledge your request and respond to you within 30 calendar days. This is not an absolute 

right and only applies in certain circumstances. 

 

Right to Object  

You have the right to object and be removed from any direct marketing emails. 

 

Right to be informed  

This privacy policy explains what information we need to collect and how we use it. 

mailto:info@roscommonchildcare.ie
mailto:info@roscommonchildcare.ie
mailto:info@roscommonchildcare.ie
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Right to Portability  

Data subjects can ask that their personal data be transferred to them or a third party in machine 

readable format (Word, PDF, etc.). However, such requests can only be fulfilled if the data in 

question is: 1) provided by the data subject to Roscommon CCC, 2) is processed automatically 

and 3) is processed based on consent or fulfilment of a contract.  

 

 

In the event, that you wish to complain about how we have handled your personal data, please 

contact the DPO /Deputy DPO of RCCC at info@roscommonchildcare.ie or in writing at 

Roscommon County Childcare Committee CLG, Knock Road, Castlerea, Co. Roscommon. The 

DPO will then investigate your complaint and work with you to resolve the matter.  

 

If you still feel that your personal data has not been handled appropriately according to the law, 

you can contact Irish Data Protection Authority and file a complaint with them. 

 

Validity and document management 

This document is valid from 10th September 2018. 

The owner of this document is Roscommon CCC CLG, who must check and, if necessary, 

update the document at least once a year. 
 

Appendix 12 (B) 

PRIVACY STATEMENT (WEBSITE) 

Website of Roscommon County Childcare Committee 

Roscommon County Childcare Committee (Roscommon CCC) has created this privacy 

statement in order to demonstrate our firm commitment to your privacy. By visiting 

www.roscommonchildcare.ie you are accepting the practices described in this Privacy Notice. 

This statement relates to our privacy practices in connection with Roscommon CCC website. We 

are not responsible for the content or privacy practices of other websites. Any external links to 

other websites are clearly identifiable as such. 

Roscommon CCC may occasionally change this statement, so please review it from time to time. 

Roscommon CCC last amended this statement in September 2018.  

General Statement 

Roscommon CCC fully respects your right to privacy, and we will not collect any personal 

information about you on this website without your clear permission. Any information which 

you volunteer to Roscommon County Childcare Committee’s website will be treated with the 

highest standard of security and confidentiality, strictly in accordance with the Data Protection 

Acts, 1988 & 2003 and Regulation (EU) 2016/679. 

What personal information about customers does Roscommon CCC gather? 

mailto:info@roscommonchildcare.ie
http://www.roscommonchildcare.ie/
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The information we learn from customers helps us personalise and continually improve your 

online experience at www.roscommonchildcare.ie. Here are the types of information we may 

gather: 

Information you give us: 

Roscommon CCC receive and store any information you enter on our website on our internal 

data base send mode (EG. If Roscommon CCC team reply to a comment that is left on a post). 

You can choose not to provide certain information, but then you may not be able to take 

advantage of some of our features. We use the information that you provide for such purposes as 

responding to your requests, customising our online services for you, improving our online 

services, and communicating with you. 

Where a user voluntarily provides personal information, the data will be used for analysis, 

research or customer service purposes only. Any personal data provided by you to us will be held 

in accordance with the Data Protection principles set out in the Data Protection (Amendment) 

Act, 2003, the Data Protection Act, 1988, Electronic Commerce Act, 2000, and other relevant 

E.U. and Irish legislation. 

Roscommon CCC uses mailing lists to pass on information to you, we will always have a clear 

mechanism for you to remove yourself from future mailings. (Subscription service via mail 

chimp). 

Roscommon CCC assures you that the identity of all who contact us through this website is kept 

confidential: we do not rent, sell, or exchange mailing lists, or otherwise disclose such 

information to third parties, except as may be required by law, or through voluntary cooperation 

with law enforcement authorities if we judge that such cooperation is necessary to combat fraud 

or other crime. 

Automatic Information: 

For general web browsing no personal information is revealed to us, although certain statistical 

information is available to us from our website logs. For example, like many websites, we obtain 

certain types of information when your web browser (browsers are pieces of software that allow 

you to access the internet; examples include: Internet Explorer, Netscape, Opera, Mozilla, etc.) 

accesses www.roscommonchildcare.ie. See below for examples. 

Examples of information collected: 

 Internet Protocol (IP) address used to connect your computer to the internet (for example 

192.168.88.21) 

 Email address - if you email any of our public email addresses 

 Computer and connection information such as browser type and version, operating 

system, platform, referring url and pages visited 
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Roscommon CCC will make no attempt to identify individual visitors or to associate the 

technical details listed above with any individual, except in cases where criminal activity has 

taken place (i.e. in response to a "hacking" incident). It is the policy of Roscommon CCC never 

to disclose such technical information in respect of individual website visitors to a third party 

(except for law-enforcement bodies and then only in response to illegal activity such as 

"hacking"; also our Internet Service Provider which records such data on our behalf and which is 

bound by confidentiality provisions in this regard), unless obliged to disclose such information 

by a rule of law. The technical information will be used only by Roscommon CCC, and only for 

statistical and other administrative purposes. You should note that technical details, which we 

cannot associate with any identifiable individual, do not constitute "personal data" for the 

purposes of the Data Protection Acts, 1988 & 2003. 

Cookies 

Roscommon CCC website currently uses cookies. Cookies are small text files which are 

downloaded to your computer or mobile device when you visit a website or application. Your 

web browser (such as Internet Explorer, Mozilla Firefox or Google Chrome) then sends these 

cookies back to the website or application on each subsequent visit so that they can recognise 

you and remember things like user preferences. By continuing to use our website without 

changing the settings, you are agreeing to our use of cookies. 

The "Help" portion of the toolbar on most browsers will tell you how to prevent your browser 

from accepting new cookies, how to have the browser notify you when you receive a new 

cookie, or how to disable cookies altogether. However, cookies allow you to take full advantage 

of some features, and we recommend that you leave them turned on. 

www.roscommonchildcare.ie  uses Analytics, a web analytics service provided by Google, Inc. 

(“Google”).   Analytics uses “cookies”, which are text files placed on your computer, to help the 

website analyse how users use the site. The information generated by the cookie about your use 

of the website (including your IP address) will be transmitted to and stored by Google on servers 

in the United States. Google will use this information for the purpose of evaluating your use of 

the website, compiling reports on website activity for website operators and providing other 

services relating to website activity and internet usage.  Google may also transfer this 

information to third parties where required to do so by law, or where such third parties process 

the information on Google’s behalf.  

Google will not associate your IP address with any other data held by Google. By using 

www.roscommonchildcare.ie, you consent to the processing of data about you by Google in the 

manner and for the purposes set out above. 

Does www.roscommonchildcare.ie Share the information it receives? 

Rarely. In cases where there is a statutory requirement to share information with a government 

agency or other local authority or where your information must be shared with another agency in 

http://www.roscommonchildcare.ie/
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order to answer a customer query, then the minimum amount of information required will be 

shared in an appropriate manner. Generally, information is shared with other agencies as an 

aggregate rather than as a specific piece of data. We may choose to release automatic 

information (see above) and other information received to the website to companies and 

organizations for fraud protection and credit risk reduction. Information of this type will only be 

shared about users who have caused or attempted to cause damage to 

www.roscommonchildcare.ie. This type of information would be shared only as a result of 

"hacking" attacks, fraud or other illegal activities. 

This document is valid from 17th September 2018. 

The owner of this document is Roscommon CCC CLG, who must check and, if necessary, 

update the document at least once a year. 

 

Appendix 12 C 

PRIVACY STATEMENT FOR STAFF 

Introduction  

Roscommon County Childcare Committee CLG (Roscommon CCC) strives to comply with 

applicable laws and regulations related to Personal Data protection in Ireland. While conducting 

its business, Roscommon CCC needs to gather and use certain information about individuals. 

This can include parents, childcare staff and committee members, clients, suppliers, business 

contacts, employees and other people that the company may have a relationship with or need to 

contact.  

This policy document outlines the principles by which Roscommon CCC handles personal data 

of parents, children, suppliers, employees and other individuals who are involved with the 

company. This policy indicates the responsibilities of its employees, contractors, volunteers and 

students while processing personal data. 

Employees will consider the personal data held on their computers and on file. It applies to all 

data that the company holds and has access to relating to identifiable individuals and can include: 

• Names of individuals 

• Postal addresses/ Eircode 

• Email addresses 

• Telephone numbers 

• Dates of Birth  

• PPSN Numbers 

• Bank details 

• Financial information including social welfare payments as part of CCSP eligibility 

• Medical information  

• Plus any other information relating to individuals 

 

This policy helps to Protect Roscommon CCC from some very real data security risks including: 

 Breaches of confidentiality. For instance, information being given out inappropriately 
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 Failing to offer choice. For instance, all individuals should be free to choose how their 

personal data is used 

 Reputational damage. In case of a data breach, data used for fraud or if hackers gained 

access to sensitive data  

 

Roscommon County Childcare Committee will collect, retain and process your personal data 

(including your sensitive personal data) about you on computer and in manual files/paper files. 

This data will only be used to efficiently manage the business of Roscommon CCC; so that we 

can monitor our compliance with the law and best practice; for staff administration purposes. It 

may be necessary to process data in order to comply with any legal or regulatory obligations. 

Roscommon CCC will process all personal data in accordance the Data Protection Acts 1998 and 

2003, and the General Data Protection Regulation 2016. 

Who is this policy for? 

All employees either permanent or temporary, all contractors, all volunteers, students, suppliers 

and other people working on behalf of Roscommon CCC are obliged to read and understand this 

document so they are fully aligned with the policy of Roscommon CCC. This policy is available 

on request to outline how our service obtains, holds and processes personal data. 

This policy aims to ensure that Roscommon County Childcare Committee CLG: 

 Complies with data protection law and follow good practice 

 Protects the rights of staff, clients and partners 

 Is open about how it stores and processes individuals’ data 

 Protects itself from the risks of a data breach 

 

Definitions 

Roscommon CCC have listed below a number of key definitions of terms that are used in this 

document for your information.  These definitions are specifically drawn from Article 4 of the 

European Union’s General Data Protection Regulation: 

 

Personal Data 

Any information relating to an identified or identifiable natural person (data subject); an 

identifiable natural person is one who can be identified, directly or indirectly, in particular by 

reference to an identifier such as a name, an identification number, location data, an online 

identifier, or to one or more factors specific to the physical, physiological, mental, economic, 

cultural, or social identity of that natural person. (Regulation (EU) 2016/679, 2016).  

Personal Data includes a natural person's email address, telephone number, biometric 

information (such as fingerprint), location data, IP address, health care information, religious 

beliefs, Social Security number, marital status etc. 
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Sensitive Personal Data  

Particularly sensitive data includes data in relation to fundamental rights and freedoms, where 

disclosure of such data could lead to physical damage, financial loss, damage to the reputation, 

identity theft or fraud or discrimination etc. Sensitive personal data usually includes but not 

limited to personal data revealing racial or ethnic origin, political opinion, religious or 

philosophical belief, or trade union membership, as well as genetic data, biometric data 

(fingerprint) for the purpose of uniquely identifying a natural person, and data concerning a 

natural person's health or sexual orientation. 

Processing  

Processing means any operation or set of operations which is performed on Personal Data, 

whether or not by automated means, such as collection, recording, organisation, structuring, 

storage, adaptation or alteration, retrieval, consultation, use, disclosure, transmission, 

dissemination, restriction, erasure, or destruction of the data (Regulation (EU) 2016/679, 2016). 

 

Data Controller  

The natural or legal person, public authority, agency or any other body, which alone or jointly 

with others, determines the purpose and means of the Processing of Personal data. Where the 

purposes and means of such processing are determined by Union or Member state law, the 

controller or the specific criteria for its nomination may be provided for by Union or member 

state (Regulation (EU) 2016/679, 2016). 

 

       Data Processor 

A natural or legal person, public authority, agency or any other body which processes personal 

data on behalf of a Data Controller  (Regulation (EU) 2016/679, 2016). 

 

Basic Principles 

Roscommon CCC is considered a Data Controller. Therefore Roscommon CCC are responsible 

for the data that they obtain and have to demonstrate compliance with the data protection 

principles as listed below. 

Everyone working for or with Roscommon CCC has a responsibility to ensure that data is 

collected, stored and handled appropriately. Each staff member must ensure that they handle and 

process data in line with this policy and data protection principles. The principles listed below 

outline the basic responsibilities for Roscommon CCC when handling personal data.  

 

Lawfulness, Fairness and Transparency 

Personal data must be processed lawfully, fairly and in a transparent manner in relation to the 

data subject. (Regulation (EU) 2016/679, 2016). 

There are three components to this principle; Lawfulness, Fairness and Transparency and they 

are all linked.  The data subject will be told what processing will occur (Transparent), the actual 

processing will match this description (Fair), and finally the processing will match one of the six 
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purposes specified in the GDPR (Lawful).  Roscommon CCC relies on a GDPR fundamentals 

which are contractual and consent for processing data.  

 

Purpose limitation 

Personal data must be collected for specified, explicit and legitimate purposes and not further 

processed in a manner that is incompatible with those purposes. Further processing for archiving 

purposes in the public interest, scientific or historical research purposes or statistical purposes 

shall, in accordance with article 89(1), not be considered to be incompatible with the initial 

purposes. Regulation (EU) 2016/679, 2016). 

Roscommon CCC will define up front what personal information we collect, how it is going to 

be used, for what purpose and we will limit using that information for these purpose(s) only. 

This process will be completed through our privacy notice, our terms and conditions and our 

consent forms. These documents can be found in Roscommon CCC staff handbook, our data 

protection policy and on our website.  

 

Data minimisation 

Personal data must be adequate, relevant, and limited to what is necessary in relation to the 

purposes for which they are processed. Regulation (EU) 2016/679, 2016). 

Roscommon CCC will only collect/hold enough data to carry out the process, Roscommon CCC 

will not collect/hold what you don’t need. Please refer to Roscommon CCC Retention policy for 

information on how long data is kept.  

 

Accuracy  

The accuracy of the personal data is contested by the data subject, for a period enabling, the 

controller to verify the accuracy of the personal data. . Regulation (EU) 2016/679, 2016). 

Any data that is being held needs to be accurate. Roscommon CCC strives to keep the personal 

information we hold up to date and accurate. Data Subjects, can request any information held on 

them, as this is their right, they can also request correction or completion of information relating 

them. (Please see Data Subject Access Request Procedure). 

Storage period limitation  

Personal data must be kept for no longer than is necessary for the purposes for which the 

personal data are processed. Processed in a manner that ensures appropriate security of the 

personal data, including protection against unauthorised or unlawful processing and against 

accidental loss, destruction or damage, using appropriate technical or organisational measures. 

Regulation (EU) 2016/679, 2016). 

If the information is no longer required it should be securely disposed of. Please refer to the 

“Data Retention Policy’ for information on why Roscommon CCC keep data and for how long. 

It is taken into account the legal and contractual requirements and retention periods for 

information.   
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Integrity and confidentiality  

Processed in a manner that ensures appropriate security of personal data, including preventing 

unauthorised access to or use of personal data and the equipment used for the processing. 

Regulation (EU) 2016/679, 2016). 

Every employee does not need access to the personal information that Roscommon CCC 

collects.  Only those that require access should have it. The physical security of the filing 

cabinets and rooms are to be considered and access to any electronic devises that hold personal 

data will be restricted accordingly. 

Accountability  

The controller shall be responsible for, and be able to demonstrate compliance with (principles 

relating to processing of personal data). Regulation (EU) 2016/679, 2016). 

Roscommon CCC is responsible for and must be able to demonstrate compliance with the 

principles outlined above.   

If a third-party contractor, for example, a computer contractor, provides Roscommon CCC with 

services, Roscommon CCC have a contract of services with that third-party provider, and this 

contract will include processes that outline that any personal information processed by the third 

party is being done so in compliance with the six principals outlined above. This is very 

important as Roscommon CCC remain responsible for the personal data even if the third party 

are responsible for a data breach. 

 

Building Data Protection into Roscommon CCC CLG  

In order to demonstrate compliance with the principles of data protection, Roscommon CCC 

build and engrain data protection into its day to day activities.  

Notification to Data Subjects (Privacy Notice) 

See the Fair Processing Guidelines section below. 

Data Subject’s Choice (Consent) 

See the Fair Processing Guidelines section below. 

 

Collection of Data 

Roscommon CCC ensures that data is collected lawfully, fairly and transparent by considering 

that consent is freely given, that there are opportunities offered to withdraw consent and to 

correct data held. Staff of Roscommon CCC will carry out a data inventory on a regular basis to 

establish that all data is held in accordance with GDPR. Roscommon CCC strives to collect the 

least amount of personal data possible. Only data needed for our work should be accessed. If 

personal data is collected from a third-party such as a neighbour or friend of the data subject, 

Roscommon CCC must ensure that the personal data is collected lawfully and consent is 

obtained.  

 Any collection of personal data will be done from the data subject, the person, directly so 

consent can be given prior to the collection of data. Data will not be shared informally 

and will not be disclosed to unauthorised people. Management will support staff to 
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understand their responsibilities in regards to the implementation of this policy. All data 

will be kept secure by taking sensible precautions. Strong passwords will be used, 

passwords are not be shared, and desktop computers should not be set to remember 

passwords. Data will be regularly reviewed and updated if it is found to be out of date. If 

data is no longer required it will be deleted and disposed of. Staff should request help 

from the data protection officer (DPO)  if they are unsure about any aspect of data 

protection 

 

The board of Roscommon CCC is ultimately responsible for ensuring that Roscommon County 

Childcare Committee meets its legal obligations. 

 

Using the Data, Retaining the Data and Disposing of the Data 

The purposes, methods, storage limitation and retention period of personal data must be 

consistent with the information contained in Roscommon CCC Privacy Notice.  

Roscommon CCC maintains the accuracy, integrity, confidentiality and relevance of personal 

data based on the processing purpose. Adequate security mechanisms designed to protect 

personal data must be used to prevent personal data from being stolen, misused, or abused, and 

prevent personal data breaches.  

The Board of Roscommon CCC is responsible for compliance with the requirements listed in this 

section.  

It is when personal data is accessed and used that it can be at the greatest risk of loss, corruption 

or theft: 

 When working with personal data staff should ensure that computers screens are always 

locked when left unattended 

 Personal data should not be shared informally. It should never be sent by email, as this 

form of communication is not secure 

 Precautions need to be put in place before transferring data electronically (i.e. encryption) 

 Staff should not save copies of personal data to their own computers or devices, always 

access the central copy of any data instead 

 Personal data should never be transferred outside of the European Economic Area 

 Data stored on paper should be kept in a secure place where unauthorised people cannot 

see it. This also applies to data usually stored electronically that has been printed. When 

not required the paper or files should be kept in a cabinet. Staff must ensure paper or print 

outs are not left where unauthorised people can access them. EG. Printer. Data printouts 

should be shredded and disposed of securely when no longer required.  

 Data stored electronically must be protected from unauthorised access, accidental 

deletion and malicious hacking attempts. Data should be protected by strong passwords 

that are changed regularly and never shared. Data stored on removable media (CD, DVD, 

USB) should be kept locked away securely when not being used. Data should only be 

stored on or uploaded to designated drives and servers. Servers containing personal data 
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should be sited in a secure location away from public office space. Data should be baked 

up frequently, backups should be tested regularly in line with backup procedures. Data 

should never be saved directly to laptops or mobile devices like smart phones. All servers 

and computers containing data should be protected by approved security software and a 

firewall.  

 Physical security of the premises includes an alarm on the premises, offices are locked, 

locked filling cabinets, online data management systems that are password protected, 

files are stored in appropriate places and a shredded is used to dispose of documents and 

printed data.  

 

Disclosure to Third Parties 

Whenever Roscommon CCC uses a third-party supplier to process personal data on its behalf, 

the Data Protection Officer (DPO) must ensure that this processor will provide security measures 

to safeguard personal data that is appropriate to the associated risks.  

Roscommon CCC must contractually require the supplier to provide the same level of data 

protection. The supplier must only process personal data to carry out its contractual obligations 

for Roscommon CCC or upon the instructions of Roscommon CCC and not for any other 

purposes.  

Examples of the responsibilities of third parties contracted by Roscommon CCC especially, IT 

companies: 

 To ensure all systems, services and equipment used for storing data meet acceptable 

security standards 

 Provide Roscommon CCC with verification statements and information in regards to the 

computer systems provided 

 Perform regular checks and scans to ensure security hardware and software where 

personal data may be stored is functioning properly 

 

Rights of Access by Data Subjects 

When acting as a data controller, Roscommon CCC is responsible to provide data subjects with a 

reasonable access mechanism to enable them to access their personal data, and must allow them 

to update, rectify, erase, or transmit their Personal Data, if appropriate or required by law. The 

access mechanism will be further detailed in the Data Subject Access Request Procedure. 

In certain circumstances (i.e. Child Protection and Welfare) the Data Protection Act allows 

personal data to be disclosed to relevant agencies in an appropriate manner without the consent 

of the data subject.  

 

Data Portability 

All individuals who are the subject of personal data held by Roscommon CCC are entitled to ask 

what information is held about them and why, find out how to gain access to it, be informed how 

to keep it up to date and have information on how Roscommon CCC is meeting its data 
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protection obligations. Any such request will be dealt with in line with GDPR aiming for a 

response time of 30 calendar days.  

 

Right to be forgotten 

Upon request, data subjects have the right to obtain from Roscommon CCC the erasure of its 

personal data. This must be done only in compliance with any legal or statutory obligations.   

Fair Processing Guidelines  

Personal data must only be processed when explicitly authorised by the DPO. 

The Company must decide whether to perform the Data Protection Impact Assessment for each 

data processing activity according to the Data Retention Policy and Data Protection Impact 

Assessment Guidelines.  

Simply put if an employee decides to process, use personal data, that employee must get 

authorisation from the DPO. The DPO will then confirm if they have the consent to carry out that 

activity and should that employee have access to that personal information. 

Notices to Data Subjects – Privacy Notice 

At the time of collection, or before, collecting personal data for any kind of processing activities 

the DPO is responsible to properly inform data subjects of the following:  

 the types of personal data collected 

 the purposes of the processing 

 processing methods 

 the data subjects’ rights with respect to their personal data,  

 the retention period,  

 if the data will be shared with third parties  

 RCCC security measures to protect personal data.  

 

This information is provided through the Privacy Notice. Where personal data is being shared 

with a third-party, the DPO must ensure that data subjects have been notified of this through a 

Privacy Notice. Where sensitive personal data is being collected, the DPO must make sure that 

the Privacy Notice explicitly states the purpose for which this sensitive personal data is being 

collected. 

 

Obtaining Consent 

The DPO is responsible for retaining a record of consent. The DPO is responsible for providing 

data subjects with options to provide the consent and must inform and ensure that their consent 

can be withdrawn at any time. Where collection of personal data relates to a child under the age 

of 16, the DPO must ensure that parental consent is given prior to the collection using the 

Parental Consent Form. Personal data must only be processed for the purpose for which they 

were originally collected. In the event that Roscommon CCC wants to process collected personal 

data for another purpose, Roscommon CCC must seek the consent of its data subjects in clear 

and concise writing for that new process. Any such request should include the original purpose 
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for which data was collected, and also the new, or additional, purpose(s). The request must also 

include the reason for the change in purpose(s). Once consent is obtained, if Roscommon CCC 

decides in the future it wants to use that collected data for advertising a new service, they have to 

obtain consent again specifically for that. 

 

Organisation Responsibilities 

The responsibility for ensuring appropriate personal data processing lies with everyone who 

works for or with Roscommon CCC and has access to personal data processed by Roscommon 

CCC. 

The key areas of responsibilities for processing personal data lie with the DPO. 

 

Data Protection Officer 

 

The Data Protection Officer is responsible for: 

 Informing and advising colleagues and the committee of their data protection obligations 

and keeping them aware about data protection responsibilities, risk and issues 

 Monitoring the organisations GDPR compliance and reviewing all data protection 

procedures and related policies in line with an agreed schedule.  

 Handling data protection questions from staff and anyone else covered by this policy.  

 Working with other staff as necessary to ensure initiatives abide by data protection 

principles and approving any data protection statements attached to communications such 

as emails and letters.  

 Dealing with requests from individuals to see that data Roscommon County childcare 

Committee CLG holds about the data subject.  

 Checking and approving any contracts or agreements with third parties that may handle 

the company’s sensitive data and evaluating third party services used to store or process 

data (E.g.: send mode) 

 Addressing any data protection queries from outside of the organisation 

 Acting as a point of contract and co-operate with the data protection authority as 

required.  

 

Response to Personal Data Breach Incidents 

In Roscommon CCC we strive to ensure confidentiality in all of our communications with data 

subjects via email, post and text. When Roscommon CCC learns of a suspected or actual 

personal data breach, the DPO must perform an internal investigation and take appropriate 

remedial measures in a timely manner, according to the Data Breach Policy.  

Where there is any risk to the rights and freedoms of data subjects, Roscommon CCC must 

notify the Irish Data Protection Authorities (Data Commissioner) without undue delay and within 

72 hours. Data subjects will be notified if the breach results in ‘high risk’ to them. Records of all 

breaches will be kept by data controllers and processors. 
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What is a data breach?  

There are many types of data breaches. For example, staff may be emailing a list of service 

providers an important notice from DCYA, you prepare the email and you accidently add all of 

the service providers email addresses into the “To” field or the “Cc” field of the email and you 

send it – That is considered a data breach as you have emailed all on the list everyone else’s 

email address. If you Bcc (Blind Carbon Copy) all email addresses this would be acceptable, as 

other email addresses cannot be seen. 

 

 Audit and Accountability  

The DPO is responsible for auditing how well individuals implement this Policy.  Checks will be 

carried out on the implementation of this policy regularly. 

Any employee who violates this Policy will be subject to disciplinary action and the employee 

may also be subject to civil or criminal liabilities if his/her conduct violates laws or regulations.  

 

 Conflicts of Law 

This Policy is intended to comply with the laws and regulations in Ireland in which Roscommon 

CCC operates. In the event of any conflict between this Policy and applicable laws and 

regulations, the latter shall prevail. 

 

Reference Documents 

There are certain legal documents that are relevant to this policy and we refer to these documents 

throughout.  For your information these documents are listed below: 

 EU GDPR 2016/679 (Regulation (EU) 2016/679 of the European Parliament and of the 

Council of 27 April 2016 on the protection of natural persons with regard to the 

processing of personal data and on the free movement of such data, and repealing 

Directive 95/46/EC) 

 

 Irish Data Protection Act, 1988 and Amended Act 2003 

  

Validity and document management 

The owner of this document is the Board of Roscommon County Childcare Committee CLG, 

who must check and, if necessary, update the document at least once a year. 

 

I confirm that I have received a copy of Roscommon County Childcare Committee CLG Data 

Protection Policy which is now included as an addendum to my Staff handbook and contract of 

Employment.   
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Appendix 12.2(A)  

ROSCOMMON CCC CLG’S LETTER TO COMMUNITY SERVICES  

Subject: Data protection and you  

Dear Early Years’ Service,  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 and in our role as the local agent of the Department of Children and Youth Affairs 

(DCYA), to support and advise Early Years services in County Roscommon we are currently 

reviewing and updating our database.   

We would also like to attach Roscommon County Childcare Committee CLG’s (Roscommon 

CCC) Data Protection policy. Roscommon CCC’s privacy notices, consent forms and data 

subject request forms are attached as an appendix within Roscommon CCC’s Data Protection 

policy. We urge you to be aware of Roscommon CCC’s Data Protection policy and sign the 

below consent form and return it as soon as possible.  

Roscommon CCC collects personal data about your service in order to deliver local programmes 

and actions on behalf of DCYA. Roscommon CCC will hold your data as described throughout 

our Data Protection policy. Roscommon CCC has been updating and developing policies to 

allow all our data subjects to be aware of what data we hold on them. For the above reasons we 

would like to amend the following data we hold on your Early Years’ service.  

Please see below your contact details as well as your committee member’s details as they are 

currently on our database and we would like to update them. We would appreciate if you could 

enter any changes in the blank space provided and return this to us as soon as possible. This data 

base is reviewed annually and updated on an ongoing basis if requested by childcare services.  

DCYA Reference Number   (PRE – POPULATED) 

Service Name    

Service Address   

Eircode  

Service Phone Number  

Service email  

 

Committee member details 

Role  Contact Number  Email Address Please tick 

if member 

is director 

Chairperson  

Name:  

   

Secretary  

Name: 

 

 

  

Treasurer 

Name: 

 

 

  

Staff Liaison 

Name: 
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Other Members 

Name: 

   

Other Members 

Name: 

   

 

We/I consent for these details to be continued to be included on Roscommon CCC database. 

___________________________________________________ (Chairperson’s signature) 

Please note: If you are stepping down from a committee or you no-longer sit on a committee, you 

can request to withdraw your data. Please submit a ‘Data subject consent withdrawal form’ to 

Roscommon CCC. 

Please note that only the service details  above are in the public domain and may be shared with 

parents and other interested parties and included on Roscommon CCC directory of childcare 

services which are published on Roscommon County Childcare Committee CLG website 

(www.roscommonchildcare.ie ) and to be included in Roscommon County Childcare Committee 

CLG publications.  

I /We consent for these details to be continued to be included in the “Directory of Childcare 

Services for County Roscommon” provided by Roscommon CCC and to be included in RCCC 

publications.  

_________________________________________________ (Chairperson Signature) 

 

Important: 

In line with our role of providing support, guidance and information to all childcare service 

providers in regards to the delivery of DCYA Programmes, AIM and other statutory regulations, 

national policy and quality standards we use various methods of communication.  

While emails to services are used regularly, calling directly also provides a way for us to notify 

services, remind them of upcoming events or deadlines and to ensure that all services in our area 

are aware of updates and new information. 

Please note: The contact details below are stored on our secure data management system and will 

not be shared with any third parties.  

Out of hours phone number for service :  

 

We /I consent to be contacted for the purposes outlined above on the mobile phone number 

provided here 

______________________________________________________ (Signature) 

Thank you for helping us with this task, please contact Manager/Data Protection Officer or 

Deputy Data Protection Officer for any queries in relation to this.  

Kind Regards,     

Data Protection Officer        

Roscommon County Childcare Committee GLG    

 

 

http://www.roscommonchildcare.ie/
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Appendix 12.2 (B)  

ROSCOMMON CCC CLG LETTER TO PRIVATE EARLY YEARS SERVICES 

Subject: Data protection and you  

Dear Early Years’ Service,  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 and in our role as the local agent of the Department of Children and Youth Affairs 

(DCYA), to support and advise Early Years services in County Roscommon we are currently 

reviewing and updating our database.   

 

We would also like to attach Roscommon County Childcare Committee CLG’s (Roscommon 

CCCC) and our Data Protection policy. Roscommon CCC’s privacy notice, consent forms and 

data subject request forms are attached as an appendix within Roscommon CCC’s Data 

protection policy. We urge you to be aware of Roscommon CCC’s Data protection policy and 

sign the below consent form and return it as soon as possible.  

Roscommon CCC collects personal data about your service in order to deliver local programmes 

and actions on behalf of DCYA. Roscommon CCC will hold your data as described throughout 

the Data Protection policy. Roscommon CCC has been updating and developing policies to allow 

all our data subjects to be aware of what data we hold on them. For the above reasons we would 

like to amend the following data we hold on your Early Years’ service.  

Please see below your contact details as well as your committee member’s details as they are 

currently on our database and we would like to update them. We would appreciate if you could 

enter any changes in the blank space provided and return this to us as soon as possible. This data 

base is reviewed annually and updated on an ongoing basis if requested by childcare services.  

DCYA Reference Number  (PRE- POPULATED) 

Service Name    

Service Address   

Eircode  

Service Phone Number  

Service email  

 

Please note that the  service details above are in the public domain and maybe shared with 

parents and other interested parties and included on Roscommon CCC directory of childcare 

services which are published on Roscommon County Childcare Committee CLG website ( 

www.roscommonchildcare.ie) and to be included in Roscommon County Childcare Committee 

CLG publications.  

I /We consent for these details to be continued to be included in the “Directory of Childcare 

Services for County Roscommon” provided by Roscommon CCC and to be included in 

Roscommon CCC publications.  

___________________________________________________ (Signature) 

Important: 

http://www.roscommonchildcare.ie/
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In line with our role of providing support, guidance and information to all childcare service 

providers in regards to the delivery of DCYA Programmes, AIM and other statutory regulations, 

national policy and quality standards we use various methods of communication.  

While emails to services are used regularly, calling directly also provides a way for us to notify 

services, remind them of upcoming events or deadlines and to ensure that all services in our area 

are aware of updates and new information. 

Please note: The contact details below are stored on our secure data management system and will 

not be shared with any third parties.  

Out of Hours Phone   

 

We /I consent to be contacted for the purposes outlined above on the mobile phone number 

provided here 

______________________________________________________ (Signature) 

Thank you for helping us with this task, please contact Data Protection Officer or Deputy Data 

Protection Officer for any queries in relation to this.  

Kind Regards, 

Data Protection Officer       

Roscommon County Childcare Committee GLG    

 

Appendix 12.2 (C)  

 

ROSCOMMON CCC CLG LETTER TO PARENT AND TODDLER GROUPS  

Subject: Data protection and you  

Dear Parent and Toddler group,  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 and in our role as the local agent of the Department of Children and Youth Affairs 

(DCYA), to support and advise Parent and Toddler groups in County Roscommon as well as 

administrate the Parent and Toddler grant initiative we are currently reviewing and updating our 

database.   

We would also like to draw your attention to Roscommon County Childcare Committee CLG’s 

(Roscommon CCCC) Data Protection policy. Roscommon CCC privacy notice, consent forms 

and data subject request forms are attached as an appendix within Roscommon CCC’s Data 

protection policy. We urge you to be aware of Roscommon CCC’s Data protection policy and 

sign the below consent form and return it as soon as possible.  

Roscommon CCC collects personal data about your group in order to deliver local programmes 

and actions on behalf of DCYA. Roscommon CCC will hold your data as described throughout 

the Data Protection policy. Roscommon CCC has been updating and developing policies to allow 

all our data subjects to be aware of what data we hold on them. For the above reasons we would 

like to amend the following data we hold on your service.  
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We would appreciate if you could enter any changes to your Parent and Toddler group 

information in the blank space provided and return this to us as soon as possible. This data base 

is reviewed annually and updated on an ongoing basis if requested by Parent and Toddler groups.  

Parent and Toddler group name 

Address (PRE-POPULATED) 

Group email  

 Contact number  Email 

Chairperson 

Name: 

  

Treasurer 

Name: 

  

Day that group is on   

 

Please note that the details above are in the public domain and maybe shared with parents and 

other interested parties through our directory of Parent and Toddler groups on Roscommon 

County Childcare Committee CLG website (www.roscommonchildcare.ie) and to be included in 

Roscommon CCC publications. 

I /We consent for these details to be continued to be included in the “Directory of Parent and 

Toddler groups for County Roscommon” provided by Roscommon CCC and to be included in 

Roscommon CCC publications.  

___________________________________________________ (Signature) 

Important: 

In line with our role of providing support and information to all Parent and Toddler groups in 

regards to the delivery of DCYA Programmes and other statutory regulations, national policy 

and quality standards we use various methods of communication.  

While emails to groups are used regularly, calling directly also provides a way for Roscommon 

CCC to notify groups, remind them of upcoming events or deadlines and to ensure that all 

groups in our area are aware of updates and new information. 

Please note: The contact details below such as mobile phone numbers provided to us are stored 

on our secure data management system and will not be shared with any third parties.  

Alternative Contact number  

 

We /I consent to be contacted for the purposes outlined above on the mobile phone numbers 

provided above. 

______________________________________________________ (Signature) 

Thank you for helping us with this task, please contact Data Protection Officer for any queries in 

relation to this,  

Kind Regards,    

Manager / Data Protection Officer      

Roscommon County Childcare Committee CLG  

  

 

 

 

 

http://www.roscommonchildcare.ie/
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Appendix 12.2 (D)  

ROSCOMMON CCC CLG LETTER TO CHILDMINDERS 

Subject: Data protection and you  

Dear Childminder,  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 and in our role as the local agent of the Department of Children and Youth Affairs 

(DCYA), to support and advise childminders in County Roscommon we are currently reviewing 

and updating our database.   

We would also like to attach Roscommon County Childcare Committee CLG’s (Roscommon 

CCCC) Data Protection policy. Roscommon CCC’s privacy notice, consent forms and data 

subject request forms are attached as an appendix within Roscommon CCC’s Data protection 

policy. We urge you to be aware of Roscommon CCC’s Data protection policy and sign the 

below consent form and return it as soon as possible.  

Roscommon CCC collects personal data about your childminding service in order to deliver 

local programmes and actions on behalf of DCYA. Roscommon CCC will hold your data as 

described throughout the Data Protection policy. Roscommon CCC has been updating and 

developing policies to allow all our data subjects to be aware of what data we hold on them. For 

the above reasons we would like to amend the following data we hold on your service.  

Please enter below your contact details as they are currently on our database and we would like 

to update them. We would appreciate if you could enter your information in the blank space 

provided and return this to us as soon as possible. This database is reviewed annually and 

updated on an ongoing basis if requested by childminders.  

Name of Childminder 

Address (PRE-POPLUATED)  

Eircode  

Phone number  

Email address  

 

Please note that the details above are in the public domain and will be shared with parents and 

other interested parties through our directory of childminders on Roscommon County Childcare 

Committee CLG website (www.roscommonchildcare.ie ) and to be included in Roscommon 

CCC publications.  

I /We consent for these details to be continued to be included in the “Directory of childminders 

in County Roscommon” provided by Roscommon CCC and to be included in Roscommon CCC 

publications.  

___________________________________________________ (Signature) 

Important: 

In line with our role of providing support and information to all childcare service providers in 

regards to the delivery of DCYA Programmes, AIM and other statutory regulations, national 

policy and quality standards we use various methods of communication.  

http://www.roscommonchildcare.ie/
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While emails to childminders are used regularly, calling directly also provides a way for 

Roscommon CCC to notify childminders, remind them of upcoming events or deadlines and to 

ensure that all childminders in our area are aware of updates and new information. 

Please note: The contact details below such as mobile phone numbers provided to us are stored 

on our secure data management system and will not be shared with any third parties.  

Out of hours contact details  

 

We /I consent to be contacted for the purposes outlined above on the mobile phone number 

provided here 

______________________________________________________ (Signature) 

Thank you for helping us with this task, please contact Data Protection Officer (DPO) for any 

queries in relation to this.  

Kind Regards,    

Manager / Data Protection Officer       

Roscommon County Childcare Committee CLG    

 

 

 

Appendix 12.2 (E)  

ROSCOMMON CCC CLG LETTER TO SUPPLIERS 

Subject: Data protection and you  

Dear Supplier,  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 we are currently reviewing and updating our database.  

We also attach Roscommon County Childcare Committee CLG’s (Roscommon CCCC) Data 

Protection policy. Roscommon CCC’s privacy notice, consent forms and data subject request 

forms are attached as an appendix within Roscommon CCC’s Data protection policy. We urge 

you to be aware of Roscommon CCC’s Data Protection policy and sign the below consent form 

and return it as soon as possible. 

Roscommon CCC collects data about your service in order to deliver local programmes and 

actions on behalf of DCYA. Roscommon CCC will hold your data as described throughout our 

Data Protection policy. Roscommon CCC has been updating and developing policies to allow all 

our data subjects to be aware of what data we hold on them. For the above reasons we would like 

to amend the following data we hold on your service.  

Please ensure your contact details are correct as they are currently on our database and we would 

like to update them. We would appreciate if you could enter your information in the blank space 

provided and return this to us as soon as possible. This database is reviewed annually and 

updated on an ongoing basis if requested.  
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Supplier name inserted 

Address  PRE-POPULATED  

Eircode  

Supplier phone number  

Alternative mobile number   

Email address   

Bank details for payment  

IBAN   

BIC  

I /We consent for the above details to be continued to be included in Roscommon CCC database 

to conduct business to contact our service and continue contact with Roscommon 

CCC.___________________________________ (Signature) 

Thank you for helping us with this task, please contact Data Protection Officer (DPO) for any 

queries in relation to this,  

Kind Regards,  

Data Protection Officer,  

Roscommon County Childcare Committee CLG  

 

 

   

Appendix 12.2 (F) 

ROSCOMMON CCC CLG LETTER TO NATIONAL SCHOOLS 

Subject: Data protection and you  

Dear National Schools  

As part of our work for the General Data Protection Regulation which came into force in May 

2018 and in our role as the local agent for the Department of Children and Youth Affairs 

(DCYA), to support and advise Early Years services, Parents, Childminders and Parent and 

Toddler groups in County Roscommon we are currently reviewing and updating our database.   

We attach Roscommon County Childcare Committee CLG’s (Roscommon CCCC) Data 

Protection policy. Roscommon CCC’s privacy notice, consent forms and data subject request 

forms are attached as an appendix within Roscommon CCC’s Data protection policy. We urge 

you to be aware of Roscommon CCC’s Data protection policy and sign the below consent form 

and return it as soon as possible. 

Roscommon CCC has been updating and developing policies to allow all our data subjects to be 

aware of what data we hold on them. For the above reasons we would like to amend the 

following data we hold on your service.  
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Please ensure your contact details are correct as they are currently on our database. We would 

appreciate if you could enter your information in the blank space provided and return this to us 

as soon as possible. This database is reviewed annually and updated on an ongoing basis if 

requested.   

School name  

School address   

Eircode  

School phone number  

School Email   

 

We /I consent to be contacted for the purposes outlined above on the contact details provided 

above. 

______________________________________________________ (Signature) 

Thank you for helping us with this task, please contact the Data Protection Officer (DPO) for any 

queries in relation to this,  

Kind Regards,    

Data Protection Officer        

Roscommon County Childcare Committee CLG   

_____________________________________________________________________________________ 

(12.3) Data subject consent 

(12.3) (A) ROSCOMMON CCC CLG DATA SUBJECT CONSENT FORM 

I, _______________________ hereby give consent to Roscommon County Childcare Committee 

CLG (Roscommon CCC) to process my personal data for the purpose of the company’s role to 

support and advise this service/group.  

I am aware and I was informed that I may withdraw my consent at any time by using the Data 

Subject Consent Withdrawal Form and contacting Roscommon CCC Data Protection Officer at 

info@roscommonchildcare.ie or in writing to: 

Roscommon County Childcare Committee CLG, 

Knock Road,  

Castlerea, 

Co. Roscommon.  

 

Signature:       Date: 

_______________________________    _____________________ 

Received by DPO, Roscommon County Childcare Committee CLG 

Signature:       Date: 

____________________________     ____________________  

(12.3) Data subject consent 

mailto:info@roscommonchildcare.ie
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(12.3) (B) ROSCOMMON CCC CLG DATA SUBJECT CONSENT WITHDRAWAL FORM  

 

I ____________________________, would like to withdraw the consent to process my personal 

data by Roscommon County Childcare Committee CLG (Roscommon CCC). 

Thus, Roscommon CCC no longer have my consent to process the personal data or the sensitive 

personal data for the purpose of all processing purposes, which was previously granted using the 

“DATA SUBJECT CONSENT FORM.” 

This withdrawal of consent does not affect the lawfulness of the processing activities up to this 

point.   

Please send this form to Roscommon CCC Data Protection Officer (DPO) at 

info@roscommonchildcare.ie or post to: 

Roscommon County Childcare Committee CLG, 

Knock Road,  

Castlerea, 

Co. Roscommon.  

  

Signature:       Date: 

______________________________    ____________________ 

Received by DPO, Roscommon County Childcare Committee CLG 

Signature:       Date: 

____________________________     ____________________  

  

 

(12.3) Data subject consent 

12.3(B) (I) ROSCOMMON CCC CLG ACKNOWLEDGEMENT OF YOUR DATA SUBJECT 

CONSENT WITHDRAWAL  

 

Date 

 

Subject: Acknowledgement of your Data Subject consent withdrawal  

 

Dear [insert name] 

 

Roscommon County Childcare Committee CLG acknowledge receipt of your Data Subject 

consent withdrawal form received on [date].  

Roscommon CCC no longer have your consent to process the personal data or the sensitive 

personal data for the purpose of all processing purposes, which was previously granted using the 

“DATA SUBJECT CONSENT FORM.” This withdrawal of consent does not affect the 

mailto:info@roscommonchildcare.ie
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lawfulness of the processing activities up to this point.  If you should require further support 

please do not hesitate to contact our office on 094 96 22540.  

Yours sincerely, 

 

__________________ 

 Data Protection Officer (DPO)  

Roscommon County Childcare Committee CLG.  

 

(12.3) Data subject consent 

 (12.3) (C) ROSCOMMON CCC CLG DATA SUBJECT ACCESS REQUEST FORM 

You have the right to request personal data Roscommon County Childcare Committee CLG 

(Roscommon CCC) may hold about you. This is known as a Data Subject Access Request 

("DSAR"). A data subject is an individual who is the subject of the personal data. If you wish to 

make a DSAR, please complete the following form and return to Roscommon CCC by post or 

email. 

Post Details 

If sending by post, please use the following address: 

Data Protection Officer, 

Roscommon County Childcare Committee CLG 

Knock Road,  

Castlerea,  

Co. Roscommon. 

Email Information 

If sending by Email, please use the following address info@roscommonchildcare.ie   

 

Please write "Data Subject Access Request" in the subject field of the email so it is 

brought to our attention without delay. 

1. Data Subject’s Full Name 

 

2. Data Subject’s Current Address 

 

3. Data Subject’s Telephone Number 

 

Work Phone No: 

 

Mobile Phone No: 

4. Details of data requested: To help us search for the information you require, please give 

us as much detail as possible (e.g. type of record) If Roscommon CCC does not receive 

sufficient information to locate the data you require, we may be unable to comply with 

your request. 

 

mailto:info@roscommonchildcare.ie
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5. Is the information going to be sent to the data subject or his/her representative? 

To the data subject   ☐            To the representative ☐ 

 

Please note, if the data is sent to the representative, then sections 7 and 8 need to be filled 

out.  

6. I confirm that I am the Data Subject. 

 

Signature:     _______________________ 

  

Print Name:  _______________________ 

Date:              _______________________ 

I enclose a copy of my ID and address proof documents (including a government issued 

ID document). 

7. The Data Subject written authorisation for the information to be released to an authorised 

representative. 

 

I hereby give my authorisation for 

________________________________________________ (name of the authorised 

representative) to request access to my personal data. 

 

Signature of Data Subject:________________________________________________  

 

Print name: ___________________________________________________________ 

8. (To be filled out by the representative of the data subject) Confirmation of the authorized 

representative of the Data Subject.   

 

Name of authorized representative and address where personal data is to be sent: 

________________________________________________________________________ 

 

Signature:     _______________________ 

 

Print Name: _______________________ 

 

Date:             _______________________     

We will make every effort to process your data subject access request as quickly as 

possible within 30 calendar days.  

If you have any queries while your request is being processed, please do not hesitate to 

contact us on 094 96 22540 where the member of staff dealing with your request can 

advise.  
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(12.3) Data subject consent 

12.3 (C) (I) ROSCOMMON CCC CLG ACKNOWLEDGEMENT OF YOUR DATA SUBJECT 

ACCESS REQUEST 

Date 

 

Subject: Acknowledgement of your Data Subject Access Request 

 

Dear [insert name] 

 

Roscommon County Childcare Committee CLG acknowledge receipt of your Data Subject 

Access Request form received on [date]. We have now received all necessary information 

required to proceed with your request. 

 

We will endeavour to provide the requested information within 30 calendar days. 

If you should require further support please do not hesitate to contact our office on 094 96 

22540.  

 

Yours sincerely, 

__________________ 

 Data Protection Officer (DPO)  

Roscommon County Childcare Committee CLG.  

 

 

 

(12.3) Data subject consent 

(12.3)(D) ROSCOMMON CCC CLG REQUEST FOR IDENTIFICATION 

LETTER 

Date 

Subject: Request for Identification 

Dear  

In order to enable Roscommon County Childcare Committee CLG (Roscommon CCC) to 

respond to your Subject Access Request dated, we need to 

 

i. Ensure we have received sufficient information to be able to verify the identity of the 

person making the request. Please provide us with a photo ID and proof of address in 

order to verify the request. 
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ii. In the event of the request coming from somebody other than the data subject, acting on 

their behalf, Roscommon CCC would like to establish that the request is coming from 

somebody with the appropriate authority to do so. Please provide verification of this. 

 

Yours sincerely, 

__________________ 

Data Protection Officer (DPO),Roscommon County Childcare Committee CLG. 

 

(12.3) Data subject consent 

(12.3)(E) ROSCOMMON CCC CLG RESPONSE TO A DATA SUBJECT ACCESS 

REQUEST 

Date: 

Subject: Response to your Data Subject Access Request 

Dear [Name],  

In response to your Data Subject Access Request, Roscommon County Childcare Committee 

CLG can confirm that RCCC holds the following information on your service/parent and 

Toddler group/ childminding service/staff members/supplier/other; 

Name:    

Date of Registration: 

Date finished in the Service: 

DOB:  

Contact Details: 

Address 

Telephone 

Email  

Other / Additional Information:  

If you sound require further support or clarification on this subject, please do not hesitate to 

contact our office on  

094 96 22540. 

Yours sincerely, 

_________________ 

Data Protection Officer (DPO), Roscommon County Childcare Committee CLG  

(12.4)  Data Breach 
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(12.4) (A) ROSCOMMON CCC CLG DATA BREACH NOTIFICATION FORM  

DATA BREACH NOTIFICATION FORM TO DATA SUBJECTS 

 

Dear   

 

Roscommon County Childcare Committee CLG regret to inform you that we have been the 

subject of a personal data breach. 

 

1. Please be informed that a data breach occurred, the details are outlined below. 

Brief Description of 

Incident: 

 

 

Date of Incident:  

 

Location of Incident 

(if known): 

 

 

As a result of the 

above-mentioned 

breach, the personal 

data concerning you 

/ your child might 

have been: 

 

 Disclosed 

 Destroyed 

 Lost 

 Modified 

 Accessed 

 Other [Detail……] 

The following 

measures have been 

taken/will be taken 

to address the data 

breach and prevent 

similar situations 

from occurring: 

[Review Data Protection Policy] 

 

Additional actions 

implemented: 
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2. If you have any questions or concerns regarding the data breach, please contact: 

Contact Person: Data Protection Officer  

 

Contact details: 094 96 22540  

 

 

Date issued: _____________________ 

 

Signed ___________________________ 

 Data Protection Officer  

Roscommon County Childcare Committee CLG. 

 

(12.4)  Data Breach 

(12.4) (B) NATIONAL BREACH NOTIFICATION FORM 

Please download from Data Protection Commission website here:  

https://www.dataprotection.ie/documents/gdpr_forms/National_Breach_Notification_Form.pdf  

 

 

(12.4)  Data Breach 

(12.4) (C) ROSCOMMON CCC DATA BREACH REGISTRATION  

 Roscommon County Childcare Committee CLG  

Data Breach Form 

Date of 

breach 

Type/Nature of the 

breach
Description of the breach Personal data affected

Number of data 

subjects affected 

Number of data 

records affected

Details of Data 

protection officer 

Consequences of 

the breach 

Has data subjects been 

informed?

Actions implemented to 

prevent similar breaches 

in the future

Date of 

remediation 

completion 

Additional 

information
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(12.5) DATA PROTECTION PRINCIPLES  

Roscommon CCC is considered a Data Controller. Therefore Roscommon CCC are responsible 

for the data that they obtain and have to demonstrate compliance with the data protection 

principles as listed below. 

Everyone working for or with Roscommon CCC has a responsibility to ensure that data is 

collected, stored and handled appropriately. Each staff member must ensure that they handle and 

process data in line with this policy and data protection principles. The principles listed below 

outline the basic responsibilities for Roscommon CCC when handling personal data.  

(A) Lawfulness, Fairness and Transparency 

Personal data must be processed lawfully, fairly and in a transparent manner in relation to the 

data subject. (Regulation (EU) 2016/679, 2016). 

 

There are three components to this principle; Lawfulness, Fairness and Transparency and they 

are all linked.  The data subject will be told what processing will occur (Transparent), the actual 

processing will match this description (Fair), and finally the processing will match one of the six 

purposes specified in the GDPR (Lawful).  Roscommon CCC relies on a GDPR fundamentals 

which are contractual and consent for processing data.  

 

(B) Purpose limitation 

Personal data must be collected for specified, explicit and legitimate purposes and not further 

processed in a manner that is incompatible with those purposes. Further processing for archiving 

purposes in the public interest, scientific or historical research purposes or statistical purposes 

shall, in accordance with article 89(1), not be considered to be incompatible with the initial 

purposes. Regulation (EU) 2016/679, 2016). 

Roscommon CCC will define up front what personal information we collect, how it is going to 

be used, for what purpose and we will limit using that information for these purpose(s) only. 

This process will be completed through our privacy notice, our terms and conditions and our 

consent forms. These documents can be found in Roscommon CCC staff handbook, our data 

protection policy and on our website.  

(C) Data minimisation 

Personal data must be adequate, relevant, and limited to what is necessary in relation to the 

purposes for which they are processed. Regulation (EU) 2016/679, 2016). Roscommon CCC will 

only collect/hold enough data to carry out the process, Roscommon CCC will not collect/hold 

what you don’t need. Please refer to Roscommon CCC Retention policy for information on how 

long data is kept.  
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(D) Accuracy  

The accuracy of the personal data is contested by the data subject, for a period enabling, the 

controller to verify the accuracy of the personal data. . Regulation (EU) 2016/679, 2016). 

Any data that is being held needs to be accurate. Roscommon CCC strives to keep the personal 

information we hold up to date and accurate. Data Subjects, can request any information held on 

them, as this is their right, they can also request correction or completion of information relating 

them. (Please see Data Subject Access Request Procedure). 

(E) Storage period limitation  

Personal data must be kept for no longer than is necessary for the purposes for which the 

personal data are processed. Processed in a manner that ensures appropriate security of the 

personal data, including protection against unauthorised or unlawful processing and against 

accidental loss, destruction or damage, using appropriate technical or organisational measures. 

Regulation (EU) 2016/679, 2016). 

If the information is no longer required it should be securely disposed of. Please refer to the 

“Data Retention Policy’ and the “Appendix – Data Retention Table” for information on why 

Roscommon CCC keep data and for how long. It is taken into account the legal and contractual 

requirements and retention periods for information.   

(F) Integrity and confidentiality  

Processed in a manner that ensures appropriate security of personal data, including preventing 

unauthorised access to or use of personal data and the equipment used for the processing. 

Regulation (EU) 2016/679, 2016). 

Every employee does not need access to the personal information that Roscommon CCC 

collects.  Only those that require access should have it. The physical security of the filing 

cabinets and rooms are to be considered and access to any electronic devises that hold personal 

data will be restricted accordingly. 

(G) Accountability  

The controller shall be responsible for, and be able to demonstrate compliance with (principles 

relating to processing of personal data). Regulation (EU) 2016/679, 2016). 

Roscommon CCC is responsible for and must be able to demonstrate compliance with the 

principles outlined above.  If a third-party contractor, for example, a computer contractor, 

provides Roscommon CCC with services, Roscommon CCC have a contract of services with that 

third-party provider, and this contract will include processes that outline that any personal 

information processed by the third party is being done so in compliance with the six principals 

outlined above. This is very important as Roscommon CCC remain responsible for the personal 

data even if the third party are responsible for a data breach.  
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(6) DEFINITIONS  

Roscommon CCC have listed below a number of key definitions of terms that are used in this 

document for your information.  These definitions are specifically drawn from Article 4 of the 

European Union’s General Data Protection Regulation: 

(i) Personal Data 

Any information relating to an identified or identifiable natural person (data subject); an 

identifiable natural person is one who can be identified, directly or indirectly, in particular by 

reference to an identifier such as a name, an identification number, location data, an online 

identifier, or to one or more factors specific to the physical, physiological, mental, economic, 

cultural, or social identity of that natural person. (Regulation (EU) 2016/679, 2016).  

Personal Data includes a natural person's email address, telephone number, biometric 

information (such as fingerprint), location data, IP address, health care information, religious 

beliefs, Social Security number, marital status etc. 

(ii) Sensitive Personal Data  

Particularly sensitive data includes data in relation to fundamental rights and freedoms, where 

disclosure of such data could lead to physical damage, financial loss, damage to the reputation, 

identity theft or fraud or discrimination etc. Sensitive personal data usually includes but not 

limited to personal data revealing racial or ethnic origin, political opinion, religious or 

philosophical belief, or trade union membership, as well as genetic data, biometric data 

(fingerprint) for the purpose of uniquely identifying a natural person, and data concerning a 

natural person's health or sexual orientation. 

(iii) Processing  

Processing means any operation or set of operations which is performed on Personal Data, 

whether or not by automated means, such as collection, recording, organisation, structuring, 

storage, adaptation or alteration, retrieval, consultation, use, disclosure, transmission, 

dissemination, restriction, erasure, or destruction of the data (Regulation (EU) 2016/679, 2016). 

(iv) Data Controller  

The natural or legal person, public authority, agency or any other body, which alone or jointly 

with others, determines the purpose and means of the Processing of Personal data. Where the 

purposes and means of such processing are determined by Union or Member state law, the 

controller or the specific criteria for its nomination may be provided for by Union or member 

state (Regulation (EU) 2016/679, 2016). 

 

(v)         Data Processor 

A natural or legal person, public authority, agency or any other body which processes personal 

data on behalf of a Data Controller  (Regulation (EU) 2016/679, 2016). 

 

 



Roscommon CCC CLG From Governance to Practice – A Guide for Board Members V3 11/03/2020  158                                                                   

 

 

 

 

 

SECTION 13. IMPLEMENTATION REVIEW & VERSION CONTROL 

  

Version 

Number  

Reason  Date  

V3 Roscommon CCC From Governance to practice – A Guide for 

Board Members  was revised in line with best governance 

guidelines and practice 

11/03/2020 

 

IMPLEMENTATION AND REVIEW 

 

Roscommon County Childcare Committee recognise that implementation is an ongoing process. Our 

Committee is committed to the implementation of this guide for board of board of directors/members.   

 

This guide will be reviewed every 2 years or as soon as practicable after there has been a material 

change in any matter to which the guide refers. 

 

This guide is published on the Roscommon CCC website and is available on request from the 

Roscommon CCC County Childcare Coordinator/Manager. 

Ratified at the Roscommon CCC Board Meeting of 11/03/2020 

Signed: Sean Crehan   Date: 11/03/2020        Signed: Irene Cafferky        Date: 11/03/2020  

RCCC Board Chairperson/Director           RCCC County Childcare Coordinator/Manager 

 

 

For further information on this guide, contact Relevant Person: 

 

Irene Cafferky - Manager Roscommon County Childcare Committee  

Contact Address: Knock Road, Castlerea, Co. Roscommon  

Office Telephone: 0949622540/9622523 

Mobile: 086 6039606    

Email: irene.cafferky@Roscommonchildcare.ie 

 

Or 

Chairperson Roscommon County Childcare Committee, Knock road, Castlerea, Co. 

Roscommon.  

Office Telephone: 0949622540    

mailto:irene.cafferky@Roscommonchildcare.ie

