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FOREWORD


The Guidance Note for ETBs is provided by way of a resource to ETB administration offices to support the ETB Complaint Procedure – A Procedure for processing complaints made by parents/guardians of students or adult learner(s) currently enrolled in an ETB school/centre against a staff member employed by an Education and Training Board (ETB).

The Guidance Note should always be read in conjunction with the actual procedure.  Wherever a disputed issue may arise with respect to interpretation, the procedure shall have primacy.  

The Guidance Note may be subject to review, modification and updates from time to time as may arise on direction of the ETBI/Unions’ Consultative Forum.

All references to ETB are understood to comprehend the appropriate Education and Training Board (ETB).
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Template A - Record of the Outcome of Mediation (Exemplar)
Note: Mediators can be drawn from any of the following approved websites: 
1. Mediators’ Institute of Ireland:  http://www.themii.ie/find-a-mediator.jsp
2. Mediation Forum Ireland: http://mediationforumireland.com/index.php
3. Workplace Mediation Service, Workplace Relations’ Commission: 
https://www.workplacerelations.ie/en/Workplace_Relations_Services/Mediation_Services/

Record of the Outcome of Mediation under the Procedure for processing complaints made by parents/guardians of students or adult learner(s) currently enrolled in an ETB school/centre against a staff member employed by an Education and Training Board (ETB)

Name(s) of complainant: 

Name(s) of ETB staff member:

Name of Mediator:

Dates of session/s undertaken:


The above-named parties have engaged in a mediated process involving <X number> of sessions.  
The outcome of these sessions has resulted in:
            An agreed outcome
OR
An agreed outcome not being achieved

Mediator’s signature: _________________		Date: _________________
This record should be furnished by the Mediator, to the HR department of the ETB (marked strictly private and confidential for the attention of the Head of HR) and copied to the parties to mediated process.  
A copy will be retained in a dedicated complaint file for a period of one year where mediation has been successful.  Where mediation has been unsuccessful, a copy will be retained on both files until the expiration of Formal Procedure (if invoked) and for a period not exceeding six years thereafter.
Template B - Statement of Outcome to Stage 2 Facilitation meeting/s at school/centre/section level

Statement of Outcome - Facilitation Stage 2
To be completed by the person conducting the stage 2 facilitation at the end of the process of facilitation.
This statement of outcome is used where the complaint is resolved or not resolved

	Name of Person conducting stage 2 facilitation:
	


	Title of person conducting stage 2 facilitation:
	

	Name(s) of complainant(s):
	


	Names of Persons present at meeting:

	

	If complainant is making a complaint on behalf of the student, please supply the name of the student/s concerned:
	

	Name of ETB staff member – the subject of the alleged complaint
	

	Role of ETB staff member – the subject of the alleged complaint
	

	Has there been engagement at stage 1?  
	YES/NO (Circle as appropriate)

	Outcome of engagement at stage 2:  
	Resolved/Not Resolved (Circle as appropriate)

	Signature of Stage 2 Facilitator:
	

	Signature of Complainant:
	

	Signature of ETB staff member:
	

	Date of statement:
	


This record should be furnished by the Facilitator to the parties to the complaint.  A copy will be provided to the parties to the complaint by the Facilitator. 
A copy will be retained in a dedicated complaint file for a period of one year where facilitation has been successful.  Where facilitation has been unsuccessful, a copy will be retained until the expiration of Formal Procedure (if invoked) and for a period not exceeding six years thereafter.
Template C1- Statement of Outcome of Stage 3 where resolution is reached

Statement of Outcome - Facilitation
To be completed by the person conducting the stage 3 facilitation at the end of the process of facilitation.
This statement of outcome is used where the complaint is resolved.
	Name of Person conducting stage 3 facilitation:
	


	Title of person conducting stage 3 facilitation:
	

	Name(s) of complainant(s):
	


	Names of Persons present at meeting:

	

	If complainant is making a complaint on behalf of the student, please supply the name of the student/s concerned:
	

	Name of ETB staff member – the subject of the alleged complaint:
	

	Role of ETB staff member – the subject of the alleged complaint:
	

	Outcome of engagement at stage 3:  
	Resolved 



	Signature of Facilitator:
	

	Signature of Complainant:
	

	Signature of ETB staff member:
	

	Date of statement:
	



This record should be furnished by the Facilitator to the parties to the complaint.  A copy will be provided to the parties to the complaint by the Facilitator. 
A copy will be retained in a dedicated complaint file for a period of one year where facilitation has been successful.

Template C2 - Statement of Outcome of Stage 3 where resolution is not reached
Statement of Outcome - Facilitation Stage 3
To be completed by the person conducting the stage 3 facilitation at the end of the process of facilitation
This statement of outcome is used where the complaint fails to reach an agreed resolution.
Part I
	Name of Person conducting stage 3 facilitation:
	


	Title of person conducting stage 3 facilitation:
	

	Name(s) of complainant(s):
	


	Names of Persons present at meeting:

	

	If complainant is making a complaint on behalf of the student, please supply the name of the student/s concerned:
	

	Name of ETB staff member – the subject of the alleged complaint:
	

	Role of ETB staff member – the subject of the alleged complaint:
	

	Outcome of engagement at stage 3:  
	Not resolved 



Part II
	Number of meeting/s conducted at stage 3:
	

	Dates of meetings conducted at stage 3:
	


	Summary of the key points of the complaint raised by the complainant Parent/ Guardian/Adult Learner 
(Note: This is not expected to be detailed but should capture the essence of the complaint – it may be useful to use bullet points to document the key elements of the complaint)


















	Where no agreed resolution is achieved from Stage 3, is there a proposal on what should happen next?






Part III
	Signature of Stage 3 Facilitator:
	

	Signature of Complainant:
	

	Signature of ETB staff member:
	

	Date of statement:
	



This record should be furnished by the Facilitator to the parties to the complaint.  A copy will be provided to the parties to the complaint by the Facilitator. 
A copy will be retained in a dedicated complaint file for a period of one year where facilitation has been successful.  Where facilitation has been unsuccessful, a copy will be retained until the expiration of Formal Procedure (if invoked) and for a period not exceeding six years thereafter.

Template D - Panel of investigators under Stage 4 and protocol for selection of investigators

General 
The list of names and contact details are provided for ETB administrative use only to facilitate organising the investigation.  The full list of panels for investigators is therefore NOT to be supplied to the parties/witnesses to a complaint.

The ETB should select one nominee from panel A and one nominee from panel B in accordance with the protocol advised below.   Both management and union panels are approved at national level for use by ETBs.

Protocol for selection from Panels of Investigators under Stage 4 Formal Procedure

Nominees comprising both panels A and B are fully endorsed in their capacity to act as independent investigators empaneled for the purpose of conducting investigations in accordance with Formal Procedure Stage 4.  The role of the investigator is not an advocacy role but an independent investigation role irrespective of the body nominating them.

Conflict of Interest: There is no provision for the complainant (i.e. parent/guardian/adult learner) or the staff member who is party to a complaint proposed for investigation at Formal Stage 4, to reject a nominee proposed from either or both panels (Panel A or B) save in the very exceptional circumstance where an individual drawn from a panel is related to, or a personal friend of, either the complainant or the staff member concerned to the complaint. In such circumstances, it is the responsibility (whether complainant or staff member) to disclose such interests by contacting the ETB Human Resources Department by phone/email/in writing prior to any investigation commencing to facilitate the selection, by the ETB as employer, of an alternative investigator to conduct the Formal Stage 4 investigation.

Selection from the panel will be undertaken by the ETB as employer in accordance with this protocol:
· Where an investigation is required under Formal Stage 4, one nominee from Panel A (management nominees) and one nominee from Panel B (union nominees) will be selected to comprise the investigation team.  

For management nominees on Panel A
· For management nominees, select a nominee of your choice having regard to such matters as the investigator’s availability and geographical distance.

For union nominees on Panel B
· Where a staff member is a member of a specified trade union subscribing to this procedure, the nominee will be drawn from the respective subpanel.
· The ETB will advise the union head office of the respective nominee selected from Panel B.
· Where a staff member is not a member of a specified trade union, the nominee can be drawn from any of the subpanels on the full Panel B list, having regard to the investigator’s availability and other matters of geographical distance.
Other related matters:
· ETBs are encouraged to appoint from the panels so that the same nominees are not used for a number of investigations. 
· Fee structure for investigators: A fee not exceeding €650 gross is the recommended fee payable to each investigator conducting an investigation plus appropriate rates for travel and subsistence.  Costs arising from the preparation of an investigation report will be considered to be part of the fee of €650 gross and not an additional cost. The preparation of the final investigation report should be undertaken by agreement between the two investigators comprising the investigation team.  Mileage rates will be in accordance with public sector rates.  The ETB may request vouched evidence of any expenses incurred.


Panel lists:

Panel A – Management Nominees
	Name
	Postal Address
	Phone/Email contacts

	Seán Ó Longáin
	Cornagill
Letterkenny
Co. Donegal
	Mobile: 
086 2578626
Email: solongain3@gmail.com


	Denis Rowan
	Denis Rowan and Associates
Training and Conflict Resolution Consultant
111 Ardilaun
Portmarnock
Co Dublin
	Mobile:
087 2381543
Email:
denisrowan1@gmail.com


	Jacinta Stewart
	2, Ashgrove
Maynooth Road
Celbridge
Co. Kildare
	Mobile: 0872562875
Email: Jacintastewart55@gmail.com


	Billy Reidy
	8 Browningstown Park East
Douglas
Cork
	Mobile: 0861203874
Email:  billreidy@eircom.net

	Kevin O’Riordan


	17 Blackdeath Drive
Clontarf
Dublin 3

	Mobile: 087 9953109

Email:Kevorio17@hotmail.com


	Peter Kierans
	Popes Cross
Killinees 
Drogheda
Co. Louth
	Mobile: 041 9833506
Tel: 087 2313830
Email: pkierans@gmail.com

	Mary Lane Heneghan
	Caherdevane
Craughwell
Co. Galway

	Mobile: 087 6689284
Email: 
marylaneheneghan@eircom.net


	Pat O’ Connor
	53 Willow Road
Dundrum
Dublin 16
	Mobile: 0862455028
Email: patoconnor53@gmail.com


	Niall Bradley
	42 The Village
Green Road
Newbridge
Co. Kildare
	Mobile: 0872847929
Email: niall.bradley@yahoo.com


	Eddie O’ Riordan
	49 Ballally Park
Dundrum
Dublin 16
	Mobile:0860712953
Email: oriordan.eddie@gmail.com


	John O’ Regan
	Dromkeen East
Causeway
Co. Kerry
	Mobile:
0877967779
Email:
joregan45@eircom.net
Email updated 25/5/2017

	Caitlín Mhic Cárthaigh
	Clonburrin House
Fenagh
Muine Bheag
Co. Cheatharlach
	Mobile:
087-6813659
Email:
caitlin.mhiccarthaigh@gmail.com

	Diarmuid O’ Neill
	Acantha
Durrow
Tullamore
Co. Offaly
	Mobile:
0872663669
Email: diarmuidponeill@gmail.com


	Sheila Maloney
	32 Glendaniel
Sragh Road
Tullamore
Co. Offaly
	Mobile:
0866013914
Email: sgalmaloney@gmail.com


	Eamonn Gaffney
	18 Roselawn View
Castleknock
Dublin 15
	Mobile:
087 8235385
Email: egaffney@lmetb.ie

	Gearóid Ó’ Brádaigh
	The Rubrics
Irishtown
Mullingar
Co. Westmeath
Or
The Law Library
Four Courts
Dublin 7
	Mobile:
0872217818
Email: gobradaigh@gmail.com


	Dan Toole
	Castletown
Kilpatrick
Navan
Co. Meath
	Mobile: 087952280
Tel: 0469052280
Email:
danieltoole@gmail.com

	Séan Fegan
	Carn
Ballyjames
Co. Cavan
	Mobile: 0877912567
Email: carnlane@gmail.com


	Jack Lynch
	Hazelwood,
Sligo
[bookmark: _GoBack]Co. Sligo
	Mobile: 087 2531346.
Email: jacklynch@gmail.com


	Mary Ryan
	Ballinabolla
Halfway House
Co. Waterford X91 R6E8

	Mobile: 087 8348916
Tel: 051382121

Email: marycryan356@gmail.com

	Senan Lillis
	Coláiste Abbain
Adamstown
Co. Wexford
	Mobile: 0861681429
Tel: 0539240564
Email: senanlillis@wwetb.ie








Panel B – Union Nominees 
(Listed in alphabetical order of nominating union)
Refer to Subpanel
	Subpanel A – Nominated by AHCPS
	Postal Address
	Phone/Email contacts

	Mr Peter Clifford

	44 Monaleen Park
Castletroy
Limerick
	Mobile 087 2577378
Email: pbclifford@eircom.net


	Mr Mark Crowther
	23 Brian Ave 
Marino
Dublin 3
	Mobile: 087 6949824
Email: marktcrowther@gmail.com

	Subpanel B – Nominated by ASTI
	Postal Address
	Phone/Email contacts

	Mr Michael Corley

	3 Four Season’s Drive
Roselevan
Ennis
Co. Clare
	Tel.: 065 6822567  
Mobile: 087 7987579           
Email: Michaelcorley.ennis@eircom.net


	Ms Niamh Walker

	46 Bancroft Park
Tallaght
Dublin 24
	Tel.: 01 4520319 (Home)
Mobile: 083 3354828
Email: walkerniamh@yahoo.co.uk

	Subpanel C – Nominated by INTO 
	Postal Address
	Phone/Email contacts

	Ms Joan Ward
	22 Osprey Avenue
Templeogue
Dublin 6W
	Mobile: 086 8318037
Email : joanhurleyward@gmail.com


	Mr Michéal Ó Griofa
	26 Osprey Avenue
Templeogue
Dublin 6W
	Tel.  087 1390034
Email: michaelgriffin26@gmail.com


	Mr Tom O’ Sullivan
	76 Ard Coillte
Ballina,
Co. Tipperary
	Mobile: 085 8756655
Email:  cajet18@gmail.com


	Ms Anne Fay
	4 Blackthorn Way
Forest Glen
Fermoy
Co. Cork
	Mobile: 087 9215236
Home: 025 32151
Email - fayam14@gmail.com


	Subpanel D – Nominated by FÓRSA (formerly IMPACT)
	Postal Address
	Phone/Email contacts

	John McGrath


	80 Ballaly Drive
Dundrum
Dublin 16
	Mobile: 087 2390347
Email: John.mcgrath1@hotmail.com

	Eileen Coman


	21Coill Aoibhinn
Newtown Road
Wexford
	Mobile: 0876698821
Email: eileencoman@gmail.com

	Subpanel E – Nominated by TUI 
	Postal Address
	Phone/Email contacts

	Mr Michael McNulty


	Mount Pleasant
Ballymackey
Nenagh
Co. Tipperary
	Mobile: 087 950 8017
Email: macballinree@hotmail.com

	Ms Martha Williamson - Hunter


	7 Rockfield Rise
Station Road
Cootehill
Co. Cavan
	Mobile: 087 283 7479
Email: marthawhunter7@gmail.com

	Ms Mary Friel

	28 Lohunda Park
Clonsilla
Dublin 15
	Mobile: 087 836 1957
Email: marytfriel@gmail.com

	Mr Tony Deffley

	Glenisland
Castlebar
Co. Mayo
	Mobile: 087 798 4740
Email: cnocrua@gmail.com

	Subpanel F – Nominated by UNITE
	Postal Address
	Phone/Email contacts

	Mr Jerry Shanahan    
	19A Delaford Avenue
Knocklyon
Dublin 16
	Mobile: 087 2430332
Email: shanahanjerh@gmail.com

	Subpanel G – Nominated by SIPTU
	Postal Address
	Phone/Email contacts

	Mr John Kane 
	29 Clonile 
Old Cratloe Road
Limerick
	Mobile: 0876794428
Email: johnkevinkane@gmail.com

	Mr Jimmy Jordan 
	17 St. Catherine's Park 
Glenageary 
Co. Dublin
	Mobile: 0876776746
Email: mayojimmy@gmail.com  


	Ms Chris Rowland
	Harbour View
Connaught Street
Kilcock
Co. Kildare
	Mobile: 0876776744
Email: crowland@ampersand.ie 


	Mr Michael Halpenny
	3 Fortfield Gardens
Rathmines
Dublin 6
	Mobile: 087 2857687
Email: mhalpenny2@gmail.com
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