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 INTRODUCTION FROM CHAIRPERSON  

Thank you for your support and interest in the work of FirstLight.  

Established in 1996 as Irish Sudden Infant Death Association, or ISIDA for short, the 

organisation has worked with considerable success to promote research into the cause 

of Sudden Infant Death Syndrome (SIDS), to reduce its incidence, and to support families 

following the devastating experience of the sudden, unexpected death of their child. The 

organisation now provides professional counselling and psychotherapeutic services to 

families that have suddenly lost their child up to 18 years of age.  The organisation 

rebranded in 2014 and adopted the name FirstLight to reflect more clearly its remit and 

values. 

FirstLight is committed to the maintenance of appropriate policies, processes and 

procedures to help direct and manage the organisation and to support the delivery of 

high quality and valued services. Included between these covers are the key policies and 

procedures adopted by FirstLight. They are reviewed periodically and revised and added 

to - to ensure currency and relevance. 

All suggestions for improvement will be seriously considered. 

Yours sincerely 

Oliver Blackwell,  
Chairperson      
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SECTION 1: ABOUT FIRSTLIGHT 

 
The Irish Sudden Infant Death Association (ISIDA) was established as a company limited by 
guarantee in 1976. The company is a registered charity and a national organisation with members 
throughout the country. It is affiliated to SIDS International, a worldwide federation of Sudden 
Infant Death Syndrome Parents Associations and the Global Strategy Task Force. 
 
The Association re-branded to FirstLight in 2014. Some 42 years following its establishment, 
FirstLight is the only organization in the State, either within or outside of the State services 
system, providing professional crisis intervention, counselling and therapeutic services to 
families who lose a child or young person suddenly. 

 
Professional Support Services 

FirstLight offers free professional support and provides information to families in Ireland that 
have experienced the sudden, unexpected death of their child if aged from 0 to18 years.  

 

A person’s normal coping mechanisms are often disrupted by the sudden death of a child. The 
intensity of emotion can be overwhelming, affecting a person cognitively, physically and 
behaviourally.  Disruption in sleep can fray one’s ability to cope, making everyday tasks difficult. 
Some people experience flashback and intrusive thoughts and images. Feeling lost, hopeless, 
numb or distressed can be very frightening. 

 

FirstLight is a trauma-informed organisation, offering a National 24-hour Helpline service, Crisis 
Intervention and a Psychotherapy service. Our services are provided nationwide by our team of 
professionally accredited, fully insured and Garda vetted psychotherapists and counsellors. Our 
team members are professionally trained to provide support to clients experiencing trauma 
associated with the sudden death of their child. All of our services to families are free of charge 
and confidential.  

 

Home Visits 

As soon as FirstLight receives a referral, and provided the permission of the family is agreed, 
contact will be made with the family to arrange a home visit.  Home visits are provided to 
bereaved parents, usually in the comfort and privacy of their own home. The visit is undertaken 
by a professionally trained psychotherapist who is also trained in Critical Incident Stress 
Management.   

 

The home visit gives parents an opportunity to speak about their child’s death and share their 
experience with a professional who can create a safe, contained environment. Usually, reactions 
that are causing fear and distress are normalised, and parents can ask any questions they may 
have about the grieving process. 

They will be informed of the services provided by FirstLight and the support options available to 
meet their needs.  There is no obligation to use FirstLight’s services; they will be made available 
if and when family members are ready to engage in them. 
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Couple Therapy  

Although the grief being experienced will feel the same, how each individual processes and copes 
with it will differ.  Some couples wish to go to therapy together to have a safe space to talk about 
their experience of their child’s death. Couple therapy offers couples a contained and safe space 
to explore together the impact of their child’s death on each other and on their relationship; it 
facilitates exploration of ways to understand and support each other through their individual 
grief, and what each individual needs within the relationship to help the healing process. 

 

Individual Psychotherapy  

When a child dies suddenly, the grief can feel very lonely, and it can feel like no one understands. 
The emptiness can feel unbearable. There is often a fear of burdening others or a fear of making 
them upset.  Yet, the pain of the sudden death of a child can feel too heavy to carry alone. It can 
be challenging to explore and process and feel this grief alone because it can often feel relentless. 
Disturbed sleep and longing to see and be with your child again, can make you feel like you are 
teetering on the edge.  Feelings of panic and dread can be debilitating.  All of these feelings are 
normal for the type of grief you are experiencing.  

 

Psychotherapy offers a safe, supportive space to explore your grief and to process it, making it 
easier to make sense of how you are feeling and what you are experiencing. The fear of the 
intensity of the pain is reduced when it is held and witnessed by another.  It is often challenging 
to self-regulate emotionally when the body and mind are suffering.  Psychotherapy offers a 
regulating space which builds the resilience to work through this unique grief. 

 

Play Therapy  

Sibling loss invokes a unique kind of grief. The impact on the surviving child will be different, 
depending on their developmental stage.  The pain the child feels will be intense and will usually 
not make sense and be confusing.  Children will build their defences around how they make sense 
of the death of their sibling and fit it into their narrative in a way in which they can cope with it. 
This process is natural and essential for the child to survive the trauma.  The sibling’s world has 
changed, and this can bring with it fears, self-blame, intrusive thoughts or thoughts that make 
meaning and sense of what happened even if not related to what actually happened. Anger, 
frustration and pain can be hard for the child to manage. Also, the longing for their sibling can feel 
very strong.  

 

A parent’s instinct is to help their child and get them help before they get help for themselves.  
The truth is that children don’t exist in isolation, like adults, and they need their family to function 
to feel safe. It is important that parents look after their own emotional wellbeing first, in this case, 
to facilitate their child’s grieving process.  As children look to their parents for permission to 
grieve, through a parent’s grieving process, a parent teaches their child how to grieve. 

 

Play therapy is a service provided by FirstLight and is usually not offered within the first 6 months 
following the bereavement.  When a child is referred for therapy, it is important that at least one 
parent has attended therapy themselves beforehand.  This will make the process for the child and 
parent easier.    

 

An exception to this approach is considered in instances where a child is extremely distressed or 
suffering in a way that requires an earlier intervention.  
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National 24-Hour Helpline 1800 391 391 

FirstLight provides an empathic, compassionate, friendly service by fully qualified 
psychotherapists, via its National 24-Hour Helpline, 1800 391 391.  

 

It is a safe place to call and share your story. 

 

The service supports callers in crisis; provides information; provides psychoeducation related to 
a sudden bereavement; and responds to queries one might have on the death of a child or the 
services provided by FirstLight. 

 

Facebook Peer Support Groups 

FirstLight’s online peer support groups are closed private groups providing the opportunity for 
bereaved mothers and fathers to connect with other mothers and fathers who are also grieving. 
These groups are monitored by an administrator and are a safe place for bereaved parents to 
share their stories, seek support from others and connect in their shared pain. 

  

Critical Incident Stress Management (CISM) Debriefing Service  

A number of FirstLight’s therapists have additional training in Critical Incident Stress 

Management (CISM). A CISM Debriefing service is available in the aftermath of a critical incident 

involving the sudden death of a child or children, within a school, crèche, club, or for any blue 

light organisation involved in the incident that requires an autonomous outsourced 

intervention. 

FirstLight will make available onsite two CISM certified psychotherapists to provide:  

 Individual crisis intervention 

 Onsite triage  

 Defusing services 

 Crisis management briefings 

 Debriefing services, and 

 Employee Assistance Programme (EAP) services. 

  

For further information about FirstLight’s CISM Debriefing service and costs, please contact 

FirstLight’s Clinical Director on 1800 391 391.  

FirstLight is a Member of CISM Network Ireland. 
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FirstLight’s Website 

FirstLight’s website includes up to date information on the organisation’s services and history. It 
provides links to useful information, and a means to contact FirstLight via its video counselling 
facility, Tawk.to. The video counselling facility enables FirstLight’s team of counsellors and 
psychotherapists to meet virtually with bereaved family members, provide counselling and 
psychotherapy sessions, chat with clients about their concerns, and respond to questions. These 
services are provided in a secure, safe and virtual space and clients can avail of these services 
from the comfort of their own homes. Like FirstLight’s Face to Face services, these online services 
are provided free of charge. 

 

How to Contact FirstLight 

Contact can be made with the FirstLight team by frontline professionals, family members, or 
concerned friends or relatives. This can be done by phone (1850 391 391), by email 
(info@firstlight.ie), or through the FirstLight Facebook Page messenger or by post (FirstLight, 
Carmichael Centre, 4 North Brunswick Street, Dublin 7, D07 RHA8). While not essential, it is 
helpful if contact is accompanied by a completed Referral Form, available for download from 
FirstLight’s website, www.firstlight.ie  

 

 

 

 

 

 

 

 

 

 

 

 

 
  

http://www.firstlight.ie/
mailto:info@firstlight.ie
mailto:info@firstlight.ie
http://www.firstlight.ie/


F i r s t L i g h t  P a g e  | 8 

Induction and Policy Manual 

FirstLight, Carmichael Ireland, 4 North Brunswick Street, Dublin 7 
  Website: www.firstlight.ie : E: info@firstlight.ie : P: 01-8732711 

Registered Charity No. CHY7716 
 

SECTION 2: FIRSTLIGHT CONSTITUTION  
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SECTION 3: FIRSTLIGHT’S VISION, MISSION,  AND VALUES  

FirstLight’s Vision 

The sudden loss of a child is one of the most unimaginable pains a family can experience. 

Every year in Ireland children die suddenly, unexpectedly and often without explanation. 

It is FirstLight’s vision that any parent or family that is suddenly bereaved will be treated 

with compassion and will be impacted positively through access to timely crisis 

intervention, professional counselling and therapeutic services.  

FirstLight’s Mission 

FirstLight’s mission is to support delivery of appropriate, professional and timely support 

services to bereaved parents and family members.  

FirstLight’s Values 

Compassion, empathy, respect and hope govern FirstLight’s work. 
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SECTION 4: FIRSTLIGHT STRATEGIC PLAN 2022-2024 

FirstLight’s Vision 

The sudden loss of a child is one of the most unimaginable pains a family can experience. Every 

year in Ireland children die suddenly, unexpectedly and often without explanation. It is 

FirstLight’s vision that any parent or family that is suddenly bereaved will be treated with 

compassion and will be impacted positively through timely access to crisis intervention and 

professional/clinical therapeutic services.  

FirstLight’s Mission 

FirstLight’s mission is to support delivery of appropriate professional/clinical therapeutic 

services to suddenly bereaved parents and family members in Ireland.  

FirstLight’s Values 

Compassion, empathy, respect and hope govern FirstLight’s work.                                                                                                                                           

FirstLight’s Strategic Goals 2022 – 2024  

1. To meet the needs of all families who are suddenly bereaved of a baby, infant or child who 
require professional/clinical therapeutic services in Ireland.  

2. Services meet best practice standards  

3. First encounters with suddenly bereaved families are treated appropriately and with 
compassion 

4. Assure the financial viability of the organisation so that it can meet timely the demand for its 
services. 

5. Effective and Efficient utilisation of resources support Services provision 

Actions enabling delivery of FirstLight’s Strategic Goals 

Enabler Key Actions 
Building and Developing 
FirstLight by: 

Assessing the size/scale of need for FirstLight’s services. 
 
Assessing FirstLight’s operational elasticity to: 
an increase in service demand; 
the operational impact of service demand, and 
the viability of meeting ongoing the level of service demand. 
 
Developing the capacity of FirstLight  - its people, processes 
and services to reflect an anticipated increased demand for 
services in the future. 
 
Developing and diversifying the funding portfolio. 
 
 
 
Reviewing FirstLight’s brand, marketing and communications 
to ensure they support delivery of the strategy. 
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Complying with good governance practice.  
 

Developing and 
Enhancing Engagement 
with our Stakeholders 
through: 

Collaboration, where appropriate, with bereavement support 
charities, blue light services and State agencies to develop step-
down and peer led supports for FirstLight clients. 
 
Implementation of a Stakeholder Communication and 
Engagement strategy and plan.  
 

Developing our Research, 
Evaluation and 
Monitoring capacity to: 

Support research with key stakeholders to gain: 
o independently sourced feedback from service users, 
o understanding of awareness/perception of the 

FirstLight brand, 
o usefulness of FirstLight marketing and 

communications; and 
o interest in volunteering with FirstLight.  

 
Confirm the scale of need for FirstLight’s services. 
 
Establish a baseline of organisational KPIs and metrics to 
measure, document, and communicate impact more effectively. 

 

Strategic Objectives and Actions to Deliver Strategic Goals.  

STRATEGIC GOAL 1: Timely Provision of Therapeutic Services that have a Beneficial Impact on 
Suddenly Bereaved Families 

Objectives Actions Measures 
Timely contact with families 
following referral 

Monitor time between 
referral and first contact with 
family 
 

Initial contact is made within 
3 days.  

Deliver client centred 
services from locations or via 
channels easily accessible to 
suddenly bereaved families. 
 
 
 

Maintain counselling room/s 
within the Carmichael Centre 
or in similar location/s. 
Maintain good geographical 
spread of outsourced 
counsellors. 
Offer face to face, tele and 
online counselling options. 

90 per cent of counties 
covered by outsourced 
counsellors on FirstLight’s 
Register. 
Counselling staff offer face to 
face, tele and online therapy 
channels to clients. 
90 per cent of outsourced 
counsellors offering clients 
all therapy channels. 
  

Services delivered have a 
positive, beneficial impact 

Review use of current client 
assessment tools and client 
outcomes.  
 
Commission research of key 
stakeholders to gain 
independently sourced 
feedback from service users. 
  

Implementation of 
recommendations from 
review. 
 
Implementation of 
recommendations/findings 
from stakeholder research.   
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STRATEGIC GOAL 3: First Encounters treated appropriately and compassionately 

 
Objectives Actions Measures  
Suddenly bereaved families 
are not negatively impacted 
by inappropriate 
communication and actions. 

FirstLight representative on 
National Working Group 
overseeing Implementation 
of National Bereavement 
Standards. 
 
Support the provision of 
training to enhance frontline 
professionals’ 
communications skills. 
 
Support and participate in, as 
appropriate, the 
development and roll out of 
Maternity Patient Experience 
Surveys. 
 
Communicate tips on 
appropriate communication 
via FirstLight’s 
communication platforms 
and channels. 

Participation in National 
Oversight Working Group 
meetings. 
 
Advocacy for implementation 
of actions identified in 
Maternity Hospital Audits, 
Patient Experience Surveys 
and annual Standards 
Reports. 
 
Feedback to FirstLight from 
bereaved family members 
and other stakeholders, via 
research and anecdotally. 
 
Articles containing tips on 
appropriate communication 
are published via FirstLight’s 
communication platforms 
and channels. 

 
Suddenly bereaved families 
are not isolated 

Offer a Home Visit, or 
depending on the family’s 
preference, a virtual Home 
Visit service. 
Offer additional services. 
 
 
Provide information to 
members of the public on the 
do’s and don’ts in relation to 
contact and communication 
with suddenly bereaved 
families. 
 
Distribute a regular 
Newsletter to all family 
members. 
 
Maintain a vibrant social 
media channel. 
 
Maintain and support vibrant 
private Facebook groups.  
 
 
 

Extent of services in place to 
reduce isolation: 
Home visits when preferred 
by client families; 
Availability of one to one or 
couple therapy service; 
Availability of child and 
adolescent therapy service. 
 
Evidence of communication 
through appropriate 
channels (digital and paper) 
of advice on how one might 
support a bereaved relative, 
friend or neighbour.  
 
Newsletter open rates 
monitored; feedback 
reviewed and acted upon. 
 
Evidence of engagement of 
members and their provision 
of support for each other. 
 
The number of Facebook 
followers increased by 2,000. 
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Support and promote Mile in 
Memory Remembrance 
Walks throughout the 
country. 

 
Other relevant digital 
communication channels 
introduced, e.g. Instagram.  
 
Support 14 Mile in Memory 
Walks p.a. 

 

 

STRATEGIC GOAL 4: Effective and Efficient utilisation of resources 

Objectives Actions Measures 
Partner/collaborate where 
appropriate to avoid 
duplication and enhance 
efficiency. 
 

 

Provide continued support 
for initiatives/networks to 
improve bereavement 
services signposting (e.g. 
participation in the HSE 
National Bereavement 
Standards initiative and IHF 
Bereavement Signposting 
service initiative. 
 
Maintain a watching brief in 
relation to the operating 
environment and maintain 
contact with other 
bereavement support 
organisations.  
Explore opportunities with 
other bereavement support 
organisations for a ‘step 
down’ or ‘step up’ service for 
bereaved families.   

 

Evidence of increased 
understanding of services 
provided by FirstLight 
 
Evidence of appropriate 
referrals to/from FirstLight 
and other agencies. 
 
Evidence of sharing of 
resources where appropriate 
 
Evidence of FirstLight’s 
collaborative activities and 
participation in bereavement 
support networks. 
 

 

Develop stronger regional 
presence 

Ensure information re. 
FirstLight’s services is 
available in all hospitals, to 
Tusla personnel and other 
relevant organisations. 

 

(i) Periodic review of 
FirstLight’s hospitals and 
other frontline services 
database to ensure it is 
current. 
(ii) Periodic distribution of 
FirstLight information 
resources to frontline 
professionals. 
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STRATEGIC GOAL 5: Ensuring the Financial Viability of FirstLight 

Objectives Actions Measures 
Diversity and increase 
income  

Develop quantum of State 
grant support. 
 
 
Develop a comprehensive 
funding strategy to support 
building out of funding 
pathways for: 
State, corporates, trusts, local 
organisations, and 
the general public. 
 
Consider establishment of a 
‘contribute what you can’  
payment option. 

Maintain and increase SSNO, 
Tusla and HSE grants to fully 
cover the cost of FirstLight’s 
core posts. 
 
Council has appropriate skills 
and experience amongst its 
members. 
 
Fundraising ambassadors are 
in place regionally 
 
Engagement with trusts and 
corporates re. funding 
opportunities and income 
increased from these sources. 
 
Development and execution 
of landmark fundraising 
event. 
 
New methods of donation 
(via legacies, direct debits 
etc) are in operation. 
 
Growth in usage of online 
channels for donation 
purposes. 
 
 

 Review FirstLight’s branding 
and messaging to effectively 
communicate FirstLight’s 
mission, services and impact. 
 

Refine high-level description 
of services provided by 
FirstLight.  
 
Develop and execute brand 
awareness plan. 
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Major Risks and Challenges Actions to Mitigate/reduce 

1. Securing sustainable funding on a 
year on year basis e.g. loss of 
funding from a statutory provider 
(Pobal, Tusla, HSE); insufficient 
and unpredictable level of funds 
from non-statutory sources. 

Actively apply for relevant statutory grants and 
honour grant criteria. 
 
Maintain substantial level of reserves to 
counterbalance absence of Working Capital line, 
alleviate income generation uncertainty and 
maintain duty of care to clients who have 
commenced programme of therapy.  
 
Proactively seek to secure additional lines of 
income/funding and build on progress made to 
diversify income sources. 

 
2. Insufficient capacity to manage 

demand and ensure the delivery 
of quality, client centred services. 

Ongoing research of need for services and of 
operational elasticity to an increase in service 
demand. 
 
Enhancing the capacity and capability of the 
organisation to respond to service demand in line 
with resources. 
 
Collaborate with other bereavement support 
organisations where appropriate to meet clients’ 
needs efficiently and effectively. 
 
Implementation of Waiting List Protocol if required 
to manage service demand. 

 

Approved by FirstLight Council 8 February, 2022 
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SECTION 5: ORGANISATIONAL STRUCTURE 
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SECTION 6: SCHEDULE OF MATTERS RESERVED TO THE BOARD OF 

FIRSTLIGHT 

Reviewed February 8, 2022 

The Board of Directors may delegate such of its powers as it sees fit to either a Board 

subcommittee, management, the Chairman or to the Chief Executive Officer, to ensure the orderly, 

efficient and effective running of FirstLight’s affairs. Notwithstanding that structure, certain 

matters are reserved for decision by the Board of Directors as follows:  

 1.0 Regulations and Control 

1.1 Responsibility for registering Irish Sudden Infant Death Association t/a FirstLight (the 

Company) and providing further relevant information, as requested, to the Statutory Authorities, 

the Companies Registration Office and the Revenue Commissioners where appropriate, or to 

advise if the Company ceases to exist.   

1.2   Approval of recommendations to change/amend the Company’s governing document, 

subject to the approval of the Charity Regulator, where applicable.   

1.3 Approval of standing orders (by-laws).  

1.4   Suspension of standing orders (by-laws).  

1.5 Alteration and amendment of standing orders (by-laws).  

1.6 Ratify any urgent and joint decisions taken by the Chair, Chief Executive Officer or board sub 

committees.    

1.7 Approve a scheme of delegation of powers from the Board of Directors to subcommittees and 

their terms of reference.   

1.8 Require and receive the declaration of Directors’ interests that may conflict with those of the 

Company and determining the manner in which such conflicts will be managed.  

1.9 Require and receive the declaration of interests of senior management that may conflict with 

those of the Company.   

1.10 Approve arrangements for dealing with complaints.   

1.11 Adopt/review/amend the organisational, management and control structures, processes 

and procedures required to further the aims of the Company’s objects.    

1.12 Receive reports from sub-committees, and agree/reject any recommendations presented to 

the Board of Directors.   

1.13 Authorise use of the seal.  

2.0 Strategy and Budgetary Matters 

2.1 Responsibility for the overall management of the Company ensuring compliance with the 

Company’s objects.  
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2.2 Approval of the Company’s long term objectives and strategy to achieve such objectives.   

2.3 Approval of the annual operating and capital expenditure budgets and any material changes 

to them.  

2.4 Oversight of the Company’s operations ensuring competent and prudent management, sound 

planning, an adequate system of internal control and risk management, adequate accounting and 

other records, compliance with statutory and regulatory obligations.  

2.5 Monitor and overview the performance in the light of the Company’s strategy, objectives, 

business plans and budgets and ensuring that any necessary corrective action is taken.    

2.6 Any decision to cease to operate all or any material part of the Company’s functions.   

2.7 Approve/reject proposals for the acquisition/disposal of land/buildings, or change in its use, 

following the receipt and consideration of professional guidance.   

2.8 Approve disposal of other assets with an estimated realisable value in excess of €20,000. 

2.9 Approve any individual item of expenditure in excess of €5,000 (excluding VAT).  

2.10 Approve fundraising and income generation programme strategies. Subsequent associated 

projects not materially different from the programmes do not need to be individually approved 

by the Board.  

2.11 Authorise delegated powers and limitations to the Chief Executive Officer and other 

members of the senior management team, where appropriate.  

2.13 On winding down, approve the transfer of the Company’s assets in line with the companies 

Memorandum and Articles of Association to another charity with substantially similar objects.   

3.0 Corporate Structure 

3.1 Major changes to the Company’s corporate structure  

3.2 Changes to the Company’s management and control structure.   

4.0 Audit arrangements and financial reporting 

4.1 Consideration of the external auditors, in line with legal requirements and those of the 

Company’s governing document.   

4.2 Approval of remuneration of external auditors, their re-appointment or removal, in line with 

legislation and the requirements of the Company’s governing document.   

4.3 Receive and note the annual management letter from the external auditor and agree the 

proposed course of action, taking into consideration the recommendations of the Finance 

Committee, where appropriate.  

4.4 Approval of the annual report and accounts, including the corporate governance statement.   

4.5 File the annual report and accounts with the appropriate regulator.   
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4.6 Approval of any significant changes in accounting policies or practices.  

4.7 Hold an annual general meeting.  

5.0 Internal controls 

 5.1 Ensuring maintenance of a sound system of internal control and risk management including:  

Receiving and noting reports from the Finance Committee and agree remedial action, where 

appropriate; undertaking an annual assessment of risk management processes; and approving an 

appropriate statement for inclusion in the annual report.   

6.0 Contracts 

6.1 Approval of proposed capital expenditure including approval of overruns.   

6.2 Contracts which are material strategically or by reason of size, entered into by the Company 

in the ordinary course of business including acquisitions or disposals of fixed assets.   

6.3 Contracts of the Company not in the ordinary course of business including major acquisitions 

or disposals.  

6.4 The Board and Finance committee are responsible for all investments.   

6.5 Approval of all bank borrowings.   

7.0 Communication 

7.1 Approval of resolutions and corresponding documentation to be put forward to members at 

a general meeting.    

7.2 Approval of press releases concerning only matters decided by the board.  

8.0 Board membership and other appointments 

8.1 Changes to the structure, size and composition of the Board of Directors. 

8.2 Ensuring adequate succession planning for the Board and senior management of the 

Company.    

8.3 Selection of the Chairman, Vice Chairman, Secretary and Treasurer of the Board of Directors.    

8.4 Membership and Chairmanship of Board sub-committees.   

8.5 Continuation in office of directors at the end of their term of office, when they are due to be 

re-elected at the AGM and otherwise as appropriate in accordance with the organisation’s 

constitutional documents.    

8.6 Appointment of the Chief Executive Officer, including powers, duties and responsibilities, and 

terms and conditions.  

8.7 Continuation in office of any Director at any time, including the suspension or termination of 

service of the Chief Executive Officer as an employee of the Company, subject to the law and their 

service contract.    
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8.8 Appointment or removal of the Secretary or Treasurer. 

9.0 Remuneration 

9.1 Based on recommendations of the Finance Committee, determining the remuneration policy 

for, and performance evaluation of, the Chief Executive Officer.   

10.0 Delegation of Authority 

10.1   Reviewing the written Statement of the Division of Responsibilities between the Chairman 

and the Chief Executive Officer.   

10.2 Approval of the Chief Executive Officer’s job description.  

10.3 Approval of Board sub-committees’ terms of reference.  

11.0 Monitoring 

11.1 Receive and review such reports as the Board requires from the sub-committees and 

individuals with regard to the use of delegated powers.   

11.2 Receive and review reports from the Finance function on the financial performance of the 

Company against agreed budgets and strategy.   

11.3 Receive and review reports from the Chief Executive pertaining to meeting the Company’s 

goals as agreed in the strategic and business plans.  

11.4 Ensure all reports received, other than those of Board sub-committees, have been endorsed 

by the Chief Executive Officer who will be held accountable to the Board for their content.  

12.0 Corporate governance matters 

12.1 Undertaking a formal and rigorous review of collective Board and Chairman performances 

and that of its sub-committees.   

12.2 Review of the Company’s overall corporate governance arrangements.   

12.3 Receiving reports on the views of the Company’s stakeholders.  

12.4 Declaring compliance with the Charities Governance Code 2018.  

13.0 Policies 

13.1 Approval of all Company policies.  

13.2 Determining the Company’s adherence to policies set by Authorities or Regulators within 

the Company’s sphere of operation.   

14.0 Other Matters 

14.1 Approval of the appointment of the Company’s principal professional advisers.   

14.2 Approval of the appointment of bankers and of bank mandates.  
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14.3 Prosecution, defence or settlement of litigation.   

14.4 Approval of the overall levels of insurance for the Company including Directors’ and Officers’ 

liability insurance.  

14.5 Approval of this schedule of matters reserved for board decisions.  

Matters which the Board of Directors considers suitable for delegation are contained in the terms 

of reference of its sub-committees.  
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SECTION 7: FINANCE COMMITTEE TERMS OF REFERENCE  

1 Objectives  

The Finance Committee is a Committee of the Board of FirstLight, responsible for all matters 

relating to the financial affairs of FirstLight and encompassing the areas of strategic financial 

planning, resource management, financial monitoring and policy related issues.  

The Finance Committee will provide timely advice to the Board on areas within its remit.     

2 Membership of the Committee   

The Committee will be appointed by the Board and will comprise 2 members of the Board. At 

least one member of the Board will have relevant financial expertise. 

Membership of the Committee will normally be for an initial term of three years, with the 

possibility of an extension of a further three years. The general aim is to change the membership 

from time to time to ensure an appropriate balance between continuity and fresh perspectives.   

3. Finance Committee  

The Committee will meet at least quarterly throughout the year, or more frequently if the 

business requiring its attention should so dictate.   

The CEO will act as secretary to the Committee and be responsible for the preparation and 

distribution of the agenda, papers, minutes and reports following consultation with the 

Chairperson of the Committee.  

An agenda and papers will normally be circulated one week in advance of each meeting via Email.  

Meetings require a quorum of 2 of the members.  

The Committee may also invite other people to attend meeting(s) of the Committee, as it may 

from time to time consider desirable, to assist the Committee in achieving its objectives.   

The draft minutes of the Finance Committee will be circulated to the Board as soon as possible 

for noting and/or discussion as necessary. Items, if any, of concern to the Board will be 

highlighted in the minutes.  

The main functions of the Finance Committee are to:   

(i) Develop and review policies relating to the financial management of FirstLight and 

recommend them to the Board for approval.   

(ii) Review financial policy issues in the context of legislative and regulatory requirements  

(iii) Monitor FirstLight’s Financial Strategy arising from FirstLight’s Strategic Plan.  

(iv) Monitor and oversee the efficient use of FirstLight’s resources.  

(v) Receive monthly Management Accounts and annual reports from the Chief Executive Officer.   
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(vi) Receive reports and report to the Board on internal financial controls to ensure that financial 

risk management is addressed on an ongoing basis.   

(vii) Oversee compliance with the financial elements of the Code of Governance for the 

Community, Voluntary and Charity sector through the use of financial processes, procedures and 

controls.  

(viii) Monitor the effective application of strategic risk management in the management of 

FirstLight’s finances through reports from the Chief Executive Officer and FirstLight’s Auditors.   

(ix) Review expenditure on all major projects, from their inception to the settlement of final 

accounts, in the context of the approved business cases, budgets and programmes.  

(x) Receive briefing on relevant legislative and regulatory issues and review arrangements to be 

established by FirstLight for compliance with relevant legislative, regulatory and Board policies.  

FirstLight’s Board is ultimately responsible for all matters relating to the property and financial 

affairs of FirstLight, and may expressly:   

a) Delegate to the Committee such functions as it thinks fit  

b) Grant to the Committee the authority to exercise such functions on its behalf as it thinks fit  

c) Entrust to the Committee such other functions as it thinks fit, and  

d) The Committee may take such decisions as are necessary to exercise such authority, functions 

and duties. 

The Committee will, at least once a year, review its own performance and its terms of reference 

and will report its conclusions and recommend any changes it considers necessary to the Board.    

The attendance record of Finance Committee members will be considered as part of the self-

evaluation process.  

13 November 2017 
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SECTION 8: FIRSTLIGHT FUNDRAISING SUB-COMMITTEE  

TERMS OF REFERENCE 

The mandate of the Fundraising sub-committee is to assist FirstLight in planning, co-ordinating 
and implementing all fundraising activities in support of the delivery of the services and activities 
of the organisation. In particular, the sub-committee will, on the request of, or with the 
permission of FirstLight’s Council, perform the following tasks: 

Objectives 

 
1. Advise the Council on any fundraising matters; 
2. Develop a fundraising strategy for the organisation; 
3. Monitor and evaluate the strategy once it is adopted; 
4. Assist the executive members in their interactions with sponsors/funders; 
5. Obtain funds or services in kind. 

 

Sub-committee composition 

Any member is eligible to join the sub-committee upon nomination by the Council. A chairperson 
will be nominated who ideally should be a member of the Council. Individuals who are not 
members of Council are eligible to be members. The maximum number of participants should be 
6 and never less than 3 for decisions to be made; the participants to include the designated 
member of the Executive with lead responsibility for fund-raising. 

 

Meetings 

The Fundraising sub-committee will meet at least 4 times per year, but may meet more 
regularly at the discretion of the Chairperson. 

 

Reporting Relationship 

The sub-committee will report regularly to the Council through the Chairperson of the 
subcommittee. Any proposals for action to be costed and presented in writing. 

 

A fundraising report will be prepared and presented at the Annual General Meeting. 

 

10 March 2018 
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SECTION 9: ROLE OF THE CHAIRPERSON  

Charity trustees are the people who ultimately exercise control over, and are legally responsible 
for, the charity. Each board of charity trustees should have a chairperson whose duties include:  
 

 Leading the board;  

 Ensuring smooth running of board meetings;  

 Promoting good governance among fellow charity trustees;  

 Providing supervision and support to the manager/CEO (where applicable);  

 Acting as a figurehead or spokesperson where required.  
 
The duties and responsibilities of the chairperson are as follows:  
 
To lead the board  

Prioritising the governance role:  

At meetings of the board, the chairperson must be clear on whether a matter being considered by 
the board relates to an operational issue i.e. the day-to-day work of the charity, or whether the 
issue is strategic in nature and thus relates to the longer term plans or governance of the charity.  

 

Ensuring that the charity is managed effectively:  

The chairperson must co-ordinate the board of charity trustees to ensure that appropriate 
policies and procedures are in place for the effective management of the charity. The chairperson 
should ensure that where the Board delegates authority to carry out any of its functions, to the 
CEO or other employee of the charity, that such delegations are subject to regular reporting 
requirements. Delegations of authority by the Board and the associated reporting requirements 
should be documented, understood and applied.  
 

Driving charity trustee recruitment and succession planning:  
Successful recruitment of charity trustees requires thought, planning and effort. It is essential that 
the chairperson takes the lead in this process. The chairperson will give some consideration to 
succession planning for both their role as chairperson and other trustees who may be nearing the 
end of their term of office. The chairperson should also consider how they will be replaced when 
they step down as chairperson and how new charity trustees with the necessary skills and 
experience will be recruited.  
 

The chairperson will support new charity trustees through the induction process. 
 
Leading board development:  
It is part of the chairperson’s role to make sure that the board of charity trustees is operating as 
effectively as possible. This may involve the induction of new charity trustees and on-going 
training and development to ensure that all charity trustees understand their role and have the 
necessary skills to carry it out.  
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To ensure smooth running of board meetings  
 
Preparation:  
The chairperson and secretary should agree the agenda ensuring the focus is always on strategy 
and governance. In all cases the agenda itself should tell the trustees as much as possible about 
what to expect at the meeting. They will also draw up a calendar of annual items such as agreeing 
the budget, approving the annual report and financial statements and preparing for the AGM.  
 

Managing the meeting process and behaviour of charity trustees:  
The chairperson chairs the board meetings and works through the agenda in a timely fashion, 
whilst allowing for the necessary discussion and ensure that everyone has an opportunity to 
speak. Should the need arise, the chairperson will challenge difficult or inappropriate behaviour 
in an objective manner.  
 
Decision-making:  
The chairperson will ensure that all trustees understand what decisions, if taken, will mean for 
the charity. It may be necessary for the chairperson to put the decision to a vote, in accordance 
with the charity’s governance procedures and/or its constitution. The chairperson will follow up 
with the trustees on items or actions outstanding throughout the year.  
 
Checking and signing the minutes:  
The chairperson should work closely with the secretary and read over the draft minutes prepared 
after each meeting, before they are circulated to the board in order to correct any major 
inaccuracies. Minutes are draft minutes until they are approved and signed at the following board 
meeting by the chairperson.  
 
Supervise and provide support to the CEO   
The chairperson will oversee the recruitment process of the CEO and ensure that all steps are 
taken to find the best possible person for the role. The chairperson and CEO will meet regularly 
to discuss and agree work priorities. The chairperson will give consideration to succession in the 
event of the departure of the current CEO.  
 

Acting as figurehead or spokesperson  
The CEO is the main spokesperson for the charity. However, there will be certain meetings that 
require the presence of the chairperson, such as meetings with regulatory bodies including the 
Charities Regulator, significant funders or politicians. It may also be the case that the media will 
want a comment from the chairperson if the charity is receiving adverse publicity.  
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SECTION 10: ROLE OF THE SECRETARY 

 
 The secretary is a trustee with a specific role on the board. 

 The secretaries’ duties include: Administration and compliance; 

 Preparing for board meetings;  

 Taking meeting minutes;  

 Other meetings. 

 
No formal qualifications are required for a secretary of a charity, however, the charity trustees 
need to satisfy themselves that the person has the skills and resources to perform these duties. 
As FirstLight is a company, the secretary has additional duties under company law and common 
law in his or her capacity as a company secretary, for example preparing and filing annual returns 
with the Companies Registration Office. 
 
The general duties and responsibilities of the secretary are outlined below:  
 
Administration and compliance  
 
The secretary, together with all other charity trustees, are responsible for the efficient 
administration of a charity, particularly with regard to ensuring compliance with statutory and 
regulatory requirements.  
 
The role of the secretary includes:  
 

 Maintaining the register of any members, the register of trustees / directors and 

secretaries, the register of trustees’ and secretary’s interests;  

 Being familiar with the charity’s governing document, the legal responsibilities of 

FirstLight under the Charities Act 2009 and the charity’s internal governance rules;  

 Helping to ensure that FirstLight files all relevant statutory returns and information with 

the Charities Regulator (e.g. annual reports, changes to the charity’s details and/or 

trustees’ details); 

 Ensuring that the board of charity trustees are aware of the requirements to comply with 

the relevant codes such as the charity’s Code of Conduct for Charity Trustees and the 

Charities Governance Code;  

 Ensuring that decisions and actions of the board are accurately recorded and 

implemented;  

 Tracking progress with the FirstLight’s risk register/ business plan/ strategic plan and 

making sure any correspondence for the charity trustees is brought to the attention of the 

board. 
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Preparing for board meetings. A certain amount of preparation is necessary to ensure that board 
meetings are as effective as possible. The secretary should assist the Chairperson of the board 
with the planning of and the agenda for each board meeting.  

In this regard, the role of the secretary includes:  
o Making sure the timetable of board meetings for the year ahead is agreed;  
o Sending out notification of board meetings to the trustees (and others where 

applicable);  
o Working with the Chairperson of the board to set each board meeting agenda, 

including the management of any agenda items received from other charity 
trustees;  

o Circulation of board papers/pack at least five days in advance of meetings;  
o Dealing with any issues the trustees have regarding board papers/pack;  
o Checking that a quorum is present (and that it is present throughout the meeting 

if required) and being aware of any proxy voting arrangements if allowed by 
FirstLight’s governing document;  

o Ensuring the venue/room is prepared appropriately for the meeting.  
 

Taking meeting minutes: The role of the secretary includes:  
 Taking the minutes at board meetings and maintaining the records of all meeting minutes;  

 Keeping a record of all issues discussed, decisions taken and any actions required to 

implement a decision;  

 Working closely with the Chairperson to ensure that the draft minutes are accurate;  

 Issuing draft minutes to charity trustees for consideration after board meetings and 

dealing with any subsequent requests for corrections to be made before they are formally 

approved;  

 Ensuring that minutes are stored safely and are accessible by the Chairperson of the board 

and any other charity trustee if required.  

Other meetings:  
The secretary will normally play a support role in setting up and running any Annual General 
Meeting (AGM) or Extraordinary General Meetings (EGMs) where required. The secretary may 
delegate some or all of these duties, but responsibility for his or her performance remains with 
the secretary. 
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SECTION 11: STATEMENT OF DIRECTORS’ RESPONSIBILITY  

The purpose of this policy is to outline the roles and responsibilities of the Directors (Council 

Members) of the Company. 

The Directors of the Company are responsible for the preparation of the Annual Report and the 

Financial Statements in accordance with applicable law and Generally Accepted Accounting 

Practice in Ireland including the accounting standards issued by the Accounting Standards 

Board and promulgated by the Institute of Chartered Accountants in Ireland and in accordance 

with SORP, the Statement of Recommended Practice on accounting and reporting for charities  

Company Law requires the Directors of the Company to prepare financial statements for each 

financial year which give an accurate view of the state of affairs of the Company and of the 

income and expenditure of the Company for that period. In preparing those financial 

statements, the Directors are required to: 

 Select suitable accounting policies and then apply them consistently 

 Make judgements and estimates that are reasonable and prudent 

 Prepare the financial statements on the going concern basis unless it is inappropriate to 

presume that the Company will continue in business. 

 

The Directors are responsible for keeping proper books of account which disclose with 

reasonable accuracy at any time the financial position of the Company and to enable them to 

ensure that the financial statements comply with the Companies Acts, 2014 and the European 

Communities Regulations, 1992, as amended from time to time. They are also responsible for 

safeguarding the assets of the Company and hence for taking reasonable steps for the 

prevention and detection of fraud and other irregularities. 

Board Leadership 

The Company should be led and controlled by an effective board of directors which collectively 

ensures delivery of its objectives, sets its strategic direction and upholds its values. 

 Directors have and must accept ultimate responsibility for directing the affairs of the 

Company, ensuring it is solvent, well-run, and delivering the outcomes for which it has 

been set up. 

 Directors should focus on the strategic direction of the Company and avoid becoming 

involved in day to day operational decisions and matters. 

Board Accountability 

The directors as a board should collectively be responsible and accountable for ensuring and 

monitoring that the Company is performing well, is solvent, and complies with all its 

obligations. 

 The board must ensure that the Company complies with its own governing documents, 

relevant laws, and the requirements of any regulatory bodies. 
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 The board should maintain and regularly review the Company’s system of internal 

controls, performance reporting, policies, procedures and the need for an internal audit. 

 The board must act prudently to protect the assets, property and the founding 

objectives of the Company.   

 Review the risks to which the Company is subject, and take action to mitigate risks 

identified. 

Board Responsibilities 

The board should have clear responsibilities and functions and should compose and organise 

itself to discharge them effectively.  

 Directors should understand their duties and responsibilities and should have a 

statement defining them. 

 The Chairperson should run the board and set its agenda along with the Secretary.  The 

agenda should take full account of the issues and the concerns of all board members.  

Agendas should be forward looking and concentrate on strategic matters. 

 The board should make proper arrangements for the supervision, support, appraisal 

and remuneration of the Company’s personnel. 

 The board should organise its work to ensure that it makes the most effective use of the 

time, skills and knowledge of directors. 

 Directors should ensure that they receive the advice and information they need in order 

to make good decisions. 

 The directors should have the diverse range of skills, expertise and knowledge needed 

to run the organisation effectively. 

 Directors should ensure that they receive the necessary induction, training and ongoing 

support needed to discharge their duties. 

Board Review and Renewal 

The Board should periodically review its own and the Company’s effectiveness, and take any 

necessary steps to ensure that both continue to work well. 

 The board should assess its own performance, that of individual directors, and of sub-

committees, standing groups and other bodies. 

 The board should have a strategy for its own renewal. Recruitment of new directors 

should be open and transparent, and focused on creating a diverse and effective board. 

 The board should periodically carry out strategic reviews of all aspects of the 

organisation’s work, and use the results to inform positive change and innovation. 

Board Delegation 

The Board should set out the functions of subcommittees, officers, the chief executive, other 

staff and agents in clear delegated authorities, and should monitor their performance. 

 The board should define the roles and responsibilities of the chair and other honorary 

officers, in writing. 
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 The board should ensure that staff, volunteers and agents have sufficient delegated 

authority to discharge their duties.  All delegated authorities must have clear limits 

relating to budgetary and other matters. 

 The board should set clear terms of reference for subcommittees, standing groups, 

advisory panels. 

 All delegated authorities must be subject to regular monitoring by the Board. 

Board and Directors  

Integrity: The Board and individual directors should act according to high ethical standards, 

and ensure that conflicts of interest and conflicts of loyalty are properly dealt with. 

 Directors are precluded from making any personal profit from their roles as board 

members and ensure that no conflict of interest or conflict of loyalty arises between 

their own personal interests and those of the Company. 

 There should be clear guidelines for receipt of gifts or hospitality by directors. 

 The board should provide directors with clear guidelines as to their collective standard 

of behaviour, responsibilities and best practice in fulfilling their obligations. 

Board Openness: The Board should be open, responsive and accountable to its users, 

beneficiaries, members, partners and others with an interest in its work. 

 The board should identify those with a legitimate interest in its work (stakeholders) and 

ensure that there is a strategy for regular and effective communication with them about 

the organisation’s achievements and work. 

 The board should be open and accountable to stakeholders about its own work, and the 

governance of the organisation. 

 The board should encourage and enable appropriate engagement of key stakeholders, 

such as funders and beneficiaries, in the Company’s planning and decision-making. 

The board needs to develop clear objectives and measures of performance. 

 

The board, made up of the Chairman and directors has authority for, and is accountable to, the 

members and the public at large for ensuring that the Company is appropriately managed and 

achieving the strategic objectives agreed by the Board. 

The Board discharges these responsibilities by supervising the overall budgetary planning and 

strategies. The Board reviews the company’s internal controls and risk management policies 

and approves its governance structure. It further appraises and approves major financing, 

investment and contractual decisions in excess of defined thresholds. In addition to these, the 

Board evaluates and monitors the performance of the Company as a whole. 

The Board must also monitor the key significant risks facing the Company. At all times, the 

Board acts collectively.  
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Directors sit on the Board of Directors and manage the Company’s business on behalf of its 

members. They have statutory duties under Company Law and Insolvency legislation. The 

directors act collectively and their duties are specifically set out in the Articles of Association 

and the Companies Acts. Directors and, in turn, the Board provide leadership of the Company. 

Acting collectively, they must ensure the Company delivers what it was set up to achieve, 

upholds its values, remains solvent and is properly managed.  The Board of Directors should 

meet regularly (approximately six times per year). 

 

A director can be appointed for a fixed term after which he/she will retire, though he/she can be 

re-appointed. Best practice recommends potential directors considering joining the board of the 

Company should carry out a due diligence on the state of the Company’s affairs. The Company is 

committed to operating in compliance with the Charities Governance Code 2018.  Potential 

directors are referred to this Code. 

 

Not for profit leaders must learn to effectively navigate and build consensus amongst its 

multiple and diverse stakeholders. The Company has a volunteer Board of Directors who do not 

depend on the Company for income and may choose to leave at any time. Notification in writing 

should be provided prior to resigning as a board member and it is desirable that 3 months’ 

notice be provided. 

 

Board members are expected to give of their time, skills and resources as often as possible. 

There is also an expectation that board members will be actively involved in participating and 

contributing at board/council meetings, events, fundraising/PR activities and to utilize their 

own network of contacts to proactively raise the profile of the Company at every opportunity. 

 

A summary of the expectations related to being a director of the Company are outlined as 

follows:  

 All directors will be required to complete the on-line Children First Programme. 

 Meeting Attendance 

o There are typically six scheduled board meetings per year. They are normally 

scheduled for 1 ½ hours duration. Meetings can take place in a physical location or 

virtually via e.g. Teams/Zoom. As the Company is a national organisation, the 

location of the physical meetings can vary (e.g. Portlaoise, Cork or Dublin). The 

Company directors agree by consensus the days/evenings on which meetings take 

place. Physical meetings generally take place on a Saturday. 

o Directors are required to attend all meetings where possible. In order to remain as a 

director, you will be required to attend at least five board meetings per year.  
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 As a director, you will need to be prepared to spend the equivalent of a day a month on 

Company related tasks, outside of meetings and scheduled events (e.g.  mile in memory 

and fundraising events). 

 As a director, you will need to be prepared to champion the Company amongst your own 

networks with a view to garnering support for the Company and promoting its work and 

reputation. 

I have read and understand the details contained in this document and I agree to adhere to the 

principles above: 

 

Signed: _____________________________________________________ 

 

Name: ______________________________Date: ____________________ 
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SECTION 12: CONFLICT OF INTEREST PERSONAL DECLARATION FORM 

At this time, I am a Board member, a Committee Member, or an employee of the following 

organisations: 

Name of Organisation Current Status (e.g. board member) 

  

  

  

This is to certify that I, except as described below, am not now or at any time during the past year 

have been: 

1. A participant, directly or indirectly, in any arrangement, agreement, investment, or other 

activity with any vendor, supplier, or other party; doing business with FirstLight which has 

resulted or could result in personal benefit to me. 

2. A recipient, directly or indirectly, of any salary payments or loans or gifts of any kind or any 

free service or discounts or other fees from or on behalf of any person or organisation 

engaged in any transaction with FirstLight. 

Any exceptions to 1 or 2 above are stated below with a full description of the transactions and of 

the interest, whether direct or indirect, which I have (or have had during the past year) in the 

persons or organisations having transactions with FirstLight. (Please attach additional sheet(s) as 

necessary) 

Name of Organisation Type of Transaction/Nature of Interest 

  

  

  

I declare that the above reflects any conflicts of interest within the past 12 months and undertake 

to inform FirstLight of any changes to my circumstances, which may represent a conflict of 

interest as soon as I am aware of this fact. 

 

Signature:      Date:     
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SECTION 13: CONFLICT OF LOYALTY  

A conflict of loyalties is when a charity trustee’s loyalty to another group could prevent them, or 

even just appear to prevent them, from making a decision in the best interests of the charity. 

Example: This might happen when the charity trustee has joined the board as a nominee of a 
particular group, such as members in a particular county, a funding body, or staff. This situation 
could cause the charity trustee to think that they should act in the interests of the group that 
nominated them, rather than the charity as a whole. 

SECTION 14: GARDA VETTING  

Introduction 

FirstLight has reviewed its Garda Vetting Policy and Procedures in light of the cross 

Governmental Agency review completed in 2021. FirstLight’s revised Policy and Procedures are 

set out below. 

Garda Vetting Policy and Procedures 

FirstLight nominates Dublin City Volunteer Service (DCVS) to apply for and receive vetting 

applications on behalf of FirstLight.  FirstLight will enter into a Service Level Agreement with 

DCVS and pay a fee for this service. 

FirstLight’s General Manager will act as Liaison Person/Garda Vetting Officer and will receive all 

vetting enquiries, process forms to the National Vetting Bureau (NVB) and receive returns from 

the NBV. He will act as direct contact with DCVS and all correspondence and communications will 

go through him. 

FirstLight will comply with the statutory requirements as outlined in the National Vetting 

(Children and Vulnerable Persons) Acts 2012 to 2016 (the Acts) in respect of all applications 

made to DCVS and all data received via DCVS from the NVS. 

The roles submitted by FirstLight to DCVS will constitute ‘relevant work’ as defined in the Acts. 

FirstLight’s Garda Vetting Officer will attend a training session prior to commencement of the 

vetting services and will undertake further training and information sessions in relation to any 

changes to legislation or the e-vetting process. 

Any information received by FirstLight is for its sole use. All data received will be managed and 

protected within the statutory provisions of the General Data Protection Regulation 2016 and any 

other legislation that may be enacted in respect of data protection and under the Acts.  

Prior to any vetting application being made, the Garda Vetting Officer will establish the identity 

of the vetting subject including date of birth, full current address, full name and current ID. 

The signed vetting invitation form and photocopies of the identification will be retained by 

FirstLight for the length of time the vetting subject is with FirstLight or until the vetting subject 

is re-vetted. 
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If the vetting subject is 16 or 17 years of age when completing the vetting invitation form, 

FirstLight will keep the signed parent/guardian consent form for the length of time the vetting 

subject is with FirstLight or until the vetting subject is re-vetted. 

The result of vetting will be kept on file until the purposes for which it is sought is expired. 

A copy of the vetting disclosure will be made available to the vetting subject on request. 

FirstLight will decide on the suitability of an applicant for Garda vetting on a fair, balanced and 

equitable basis and by reference to the requirements of the Acts, in particular Schedule 1 Parts 1 

and 2 which define Relevant Work and Vulnerable Persons. These provisions are set out in full in 

the attached Appendix. 

It is noted that Relevant Work or Activities must be a regular and consistent part of a person’s 

role; someone cannot be vetted on the basis that they may be carrying out Relevant Work or 

Activities. 

Part 1 of Schedule 1 refers to Relevant Work or Activities relating to children. A child is anyone 

under the age of 18. 

Part 2 refers to Relevant Work or Activities relating to Vulnerable Persons, i.e. a person other 

than a child, who – 

(a)Is suffering from a disorder of the mind, whether as a result of mental illness or dementia 

(b)Has an intellectual disability 

(c)Is suffering from a physical impairment, whether as a result of injury, illness or age 

(d)Has a physical disability 

(e)Which is of such a nature or degree as to 

(f)restrict the capacity of the person to guard himself/herself against harm by another person, or, 

(g)that results in the person requiring assistance with the activities of daily living, including 

dressing, eating, walking, washing and bathing. 

(Note – the vulnerability may be “temporary” e.g. person in need of emergency first aid.) 

FirstLight’s Liaison Officer will ensure that correct documentation is forwarded in a prompt 

manner to DCVC. 
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Appendix 1 

SCHEDULE 1 PART 1 Relevant work or activities relating to children 

1. Any work or activity which is carried out by a person, a necessary and regular part of which 

consists mainly of the person having access to, or contact with, children in—  

(a) an establishment which provides pre-school services within the meaning of Part VII of the 

Child Care Act 1991,  

(b) a school or centre of education, both within the meaning of the Education Act 1998,  

(c) any hospital or health care centre which receives, treats or otherwise provides services to 

children,  

(d) a designated centre within the meaning of section 2 of the Health Act 2007, in so far as it 

relates to an institution at which residential services are provided in accordance with the Child 

Care Act 1991, 

 (e) a special care unit provided and maintained in accordance with section 23K of the Child Care 

Act 1991, (f) a children detention school within the meaning of section 3 of the Children Act 2001. 

2. Any work or activity which consists of the provision of home tuition by a person pursuant to 

the Scheme administered and funded by the Department of Education and known as the Home 

Tuition Scheme.  

3. Any work or activity which consists of treatment, therapy or counselling provided to a child by 

a person in the course of that work or activity.  

4. Any work or activity which consists of care or supervision of children unless the care or 

supervision is merely incidental to the care or supervision of persons who are not children. 

 5. Any work or activity which consists of the provision of educational, training, cultural, 

recreational, leisure, social or physical activities (whether or not for commercial or any other 

consideration) to children unless the provision of educational, training, cultural, recreational, 

leisure, social or physical activities is merely incidental to the provision of educational, training, 

cultural, recreational, leisure, social or physical activities to persons who are not children.  

6. Any work or activity which consists of the provision of advice, guidance, developmental, or 

counselling services, (including by means of electronic interactive communications) to children 

unless the provision of the advice, guidance, developmental or counselling service is merely 

incidental to the provision of those services to persons who are not children. 

 7. Any work or activity as a minister or priest or any other person engaged in the advancement 

of any religious beliefs. 8. Work as a driver of a public service vehicle which is being used only for 

the purpose of conveying children. 

8. Work as a driver of a public service vehicle which is being used only for the purpose of 

conveying children. 
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9. The provision by a person, whether or not for commercial or other consideration, of 

accommodation for a child in his or her own home.  

10. Any research work or activities (howsoever described) carried out in a university, institute of 

technology or other establishment at which third level education is provided where a necessary 

and regular part of the research work or activity involves contact with or access to children.  

11. Any application by a person to carry on or manage a designated centre within the meaning of 

section 2 of the Health Act 2007.  

12. Any application by a person for a declaration of eligibility and suitability within the meaning 

of section 3 of the Adoption Act 2010.  

13. Any assessment of a person’s suitability to act as a foster carer by or under section 39 of the 

Child Care Act 1991.  

14. Any assessment by or under section 41 of the Child Care Act 1991 of a person’s suitability to 

act as a carer of a child in respect of whom he or she is a relative. 

 15. Any work or activity which is carried on by a person, a necessary and regular part of which 

requires the person to have access to, or contact with, children pursuant to the following 

enactments: (a) Medical Practitioners Act 2007; (b) Nurses Act 1985; (c) Nurses and Midwives 

Act 2011; (d) Dentists Act 1985; (d) Health and Social Care Professionals Act 2005; (e) Pharmacy 

Act 2007; (f) Pre-Hospital Emergency Care Council Order 2000 (S.I.No. 109 of 2000); (g) Pre-

Hospital Emergency Care Council (Establishment) Order 2000 (Amendment) Order 2004 (S.I. No. 

575 of 2004). 

 

SCHEDULE 1 PART 2 Relevant work or activities relating to vulnerable persons 

1. Any work or activity which is carried out by a person, a necessary and regular part of which 

consists mainly of the person having access to, or contact with, vulnerable persons in—  

(a) a school or centre of education, both within the meaning of the Education Act 1998, unless, in 

the case of a centre of education, the work or activity is merely incidental to work or activities 

undertaken in relation to persons who are not vulnerable persons, 

 (b) any hospital or care centre which receives, treats or otherwise which provides services to 

vulnerable persons,  

(c) a designated centre within the meaning of section 2 of the Health Act 2007, in so far as it relates 

to an institution at which residential services are provided to vulnerable persons, 

 (d) an approved centre within the meaning of Part 5 of the Mental Health Act 2001,  

(e) any organisation or facility which provides educational, training, cultural, recreational, 

leisure, social or physical activities (whether or not for commercial or any other consideration) 

for vulnerable persons,  

http://www.firstlight.ie/
mailto:info@firstlight.ie


F i r s t L i g h t  P a g e  | 59 

Induction and Policy Manual 

FirstLight, Carmichael Ireland, 4 North Brunswick Street, Dublin 7 
  Website: www.firstlight.ie : E: info@firstlight.ie : P: 01-8732711 

Registered Charity No. CHY7716 
 

(f) in any organisation or facility which provides welfare, advice, guidance, developmental, or 

counselling services for vulnerable persons.  

2. Any work or activity which consists of treatment, therapy or counselling provided to a 

vulnerable person by a person in the course of that work or activity.  

3. Any work or activity which consists of the care (including the provision of health and personal 

social services and essential domestic services) of vulnerable persons unless the care is merely 

incidental to the care of persons who are not vulnerable persons. 

 4. Any work or activity which consists of the provision of educational, training, cultural, 

recreational, leisure, social or physical activities (whether or not for commercial or any other 

consideration) to vulnerable persons unless the provision of educational, training, cultural, 

recreational, leisure, social or physical activities is merely incidental to the provision of 

educational, training, cultural, recreational, leisure, social or physical activities to persons who 

are not vulnerable persons. 

 5. Any work or activity which consists of the provision of advice, guidance, developmental, or 

counselling services, (including by means of electronic interactive communications) to 

vulnerable persons unless the provision of the advice, guidance, developmental or counselling 

service is merely incidental to the provision of those services to persons who are not vulnerable 

persons. 

 6. Work as a driver of a public service vehicle which is being used only for the purpose of 

conveying vulnerable persons 

Approved: at 23 November, 2021 Council Meeting 

For Review by: End October, 2024 

  

  

SECTION 15: CHILDREN’S  FIRST ACT 2015 

All staff members in the employment of FirstLight including volunteers, trainees, interns are 
required to complete the Children First e-learning programme developed by Tusla. It can be 
accessed on Tusla’s website at www.tusla.ie. Directors of FirstLight are also required to complete 
the e-learning programme. 
 

SECTION 16: COMPANY REGISTRATION OFFICE: B10 FORM 

 
 
Registration of Directors with the Companies Registration Office (CRO), all incoming 
directors of FirstLight are required by the Companies Act 2014 to be registered with the 
CRO. A B10 Form must be completed, see example below. FirstLight’s General Manager 
liaises with all incoming Directors in relation to the completion of the B10 Form and its 
transmission to the CRO.  
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SECTION 17: BENEFICIAL OWNERSHIP OF CHARITIES REGULATION  

 

Background 
The charity sector has been captured by EU anti-money laundering legislation (AML) and 
FirstLight’s Directors must make declarations of beneficial ownership (BO). The objective of the 
AML regulations is to combat money laundering and terrorist financing and not to regulate 
charities. However, the upshot is that charities must comply with the new regulations, if they are 
registered companies 
 
Obligation 

 The regulations apply to “every corporation or other legal entity, incorporated in Ireland 
and limited by guarantee, and also to CLGs (Company Limited by Guarantee) and DACs (a 
Designated Activity Company)”. 

 The register must detail the human or ‘natural person’ who ultimately owns or controls 
this legal entity. Irish Sudden Infant Death Association t/a FirstLight (FirstLight) is a 
company limited by guarantee not having a share capital. 

 Though charity administrators are not in any way beneficial owners, they are considered 
under the regulations to be ‘in control’ if they hold more than a 25% shareholding. 

 Therefore, if there are three or fewer shareholders, these will be considered beneficial 
owners. This does not take account of the fact that membership of a company is strictly 
for charitable purposes.  

 FirstLight’s Articles state that “For the purposes of registration the number of members of 
the Company is taken to be four (4) but the Company may from time to time register an 
increase of members. The members of the Company shall be (i) the subscribers to the 
Memorandum of Association and (ii) such other persons as the Directors shall from time to 
time admit to membership and as shall sign a written consent to become a member.”  

 The number of subscribers to FirstLight’s Memorandum of Association is seven (7). 
 No ‘natural person’ has sufficient control of FirstLight to be listed as a beneficial owner. 

In this situation, the “senior managing officials” become relevant and must be listed in the 
BO register. Senior managing officials “includes a director and a chief executive officer.” 

 
Information for Register 
Charities must keep an internal BO register in their office (either on a hard drive or on paper) 
containing the information below.   
 
They must also submit this information to a Central Register controlled by the Charity Regulator. 

 Name 
 Date of birth 
 Nationality 
 Residential address 
 PPS number, if the person has one. Each PPS number will be “hashed”, meaning that once 

the number is submitted it becomes protected by an algorithm. This keeps it secure and 
ensures it will not be available for inspection 

 Nature and extent of the interest held or control exercised 
 Date the beneficial owner was first added to the Register, and 
 Date of cessation of beneficial ownership 

 
Information is retained for ten years after the dissolution of any entity and there are two tiers of 
access – restricted public access, and full access which is available to CAB, An Garda Síochána, 
fraud investigators and the Revenue Commissioners. 
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SECTION 18.1: RESERVES POLICY  

Approved by FirstLight’s Council, 8 February, 2022 

Introduction  

FirstLight’s reserves policy is periodically reviewed by the Board in the context of the 

organisation’s strategic planning, budgetary processes and relevant external factors. 

The organisation’s reserves stood at €641,067 at 31 December, and 2021 €577,656 at end 

December, 2020. 

The organisation’s ambition to breakeven/return a surplus was achieved in 2020 and 2021, 

following a period of 4 years when deficits were returned (€164,594 in 2016, reduced to €40,618 

in 2019). 

The Pandemic Impact on Service Demand and Income Generation 

The Covid-19 pandemic from March, 2020 significantly impacted on the operation of FirstLight’s 

services and fundraising activities. The scale of demand for FirstLight’s services grew 

substantially over the course of the pandemic culminating in an unprecedented level of demand 

by end 2021, having dipped in the earlier stages of the pandemic. 162 families sought support in 

2021 and an additional 45 bereaved persons in crisis also sought support; this compares with 45 

families requiring support in 2015. 56 cases referred in 2021 have required continuing support 

in 2022. 

Curtailment of Home Visits, face to face and play therapy (due to social distancing regulations and 

family preferences) reduced the cost of the services provided in 2020 and 2021, and this, coupled 

with the support from the Covid-19 Stability Fund and other State grants contributed to the end 

of year positive balances. 

Looking ahead 

Demand expected to continue/grow: 

FirstLight’s ambition is to provide professional/clinical support services to any family requiring 

this service following the sudden loss of their child.  

Awareness of FirstLight’s services has grown. It is the only bereavement support charity 

providing professional clinical/therapeutic services to families who lose their child suddenly and 

State agency/hospital supports are inadequate for many.  

The level of demand for FirstLight’s services, experienced in 2021, is expected to continue or grow 

further: 56 cases from 2021 have been carried into 2022 (30 in January, 2021), and referrals to 

date in January (11) exceed the January 2021 (full month) level. Those expert in bereavement 

believe that post the pandemic, there will be a spike in demand for services from people deprived 

during the pandemic of the normal rituals and human contacts that provide comfort and support. 

From a duty of care perspective, it is essential that FirstLight, on responding to a referral for 

support, is in a position to follow through with the provision of services. Due to the relatively high 
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incidence of complicated grief amongst FirstLight’s clients, this means, in a number of cases, 

providing, for example, more than a cycle of therapy. 

FirstLight’s in-house counselling resources require immediate augmentation (c. €65,000 p.a.  to 

cover salary, PRSI and travel) to support the current level of service demand. Outsourced 

counselling resources, the return of a greater proportion of face to face services (which cost more 

than virtual services) and income generation activities (promotional costs, t-shirts, etc) require 

allocation of additional budget in 2022. 

As a result, FirstLight’s 2022 budgetary requirement (€410,000 low range - €432,000 high range) 

exceeds that required in each of the last 2 years (€268,872 (2020)) and (€303,000 (2021, subject 

to audit). 

Income Uncertainty: 

The pandemic (almost 2 years in duration) has demonstrated the exposure of the charity sector 

to income uncertainty and has underscored the need for retention of substantial reserves. The 

Covid-19 Stability Fund, now suspended, has been a life line for many charities.  

The 2022 grant from Tusla to FirstLight has been confirmed at €82,389 – the same level as pre 

pandemic.  

The SSNO grant to FirstLight (€90,000 p.a., 2019 – 2022) ends on 30 June, 2022. A new iteration 

of the SSNO scheme has been launched. The application process is very competitive. There is no 

guarantee that FirstLight will be successful in this new round commencing 1 July, 2022.  

Other State Agency grants (HSE National Lottery and PPN grants have to be applied for annually, 

assuming they continue, and the grant awarded varies from year to year. 

A one off grant of €50,000 from the HSE is expected in 2022 – the timing of this is, at present, 

uncertain. 

Diversifying and expanding income sources is a FirstLight strategic objective. Progress has been 

made on this front. However, the pandemic has disrupted fundraising and it will take time for 

FirstLight to develop and implement a scaled up fundraising plan. The health of the economy and 

extent of disposable income will affect its implementation. 

Demand increase and Income Uncertainty – Need to retain Substantial Reserves   

It is recommended that the Board continues to require a level of reserves to protect FirstLight 

from future challenges and uncertainties and changes in economic circumstances, and to set 

that level in light of the following. 

o The absence of a working capital line and high dependence on public donations and once 

off non State grants, which are unpredictable in availability, size and timing. 

o The potential for shortfall in Tusla income or non-renewal of this income source which is 

not multiannual; this position also applies to HSE National Lottery, PPN and other State 

grants. grants. 

o The position concerning continued access to the SSNO grant scheme which amounts to 

€90,000p.a. 
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o The anticipated level of demand for the organisation’s services and supports, which are 

required more than ever as State agency/hospital services are inadequate and the 

impacts of the Covid-19 pandemic continue to be experienced. 

o The importance, from FirstLight’s duty of care perspective, of continued availability of 

services and supports to very vulnerable persons once a cycle/s of therapy are 

commenced. In relation to new clients, it is noted that FirstLight has a Protocol in place to 

manage a Waiting List, should it be necessary. 

o The need to have the capacity to fund unexpected events requiring extra services at short 

notice.  

o The need for investment, going forward, in the development of regional hubs to support 

anticipated demand for services nationwide. 

o The need to designate funds for investment in the short to medium term in capacity 

development, e.g. in research and enhanced systems to support the provision of service. 

o Designation of funds to meet FirstLight’s contractual obligations and any other associated 

costs that would arise from the winding up of the organisation, in the event that this was 

necessary. 

o For reasons of good governance and proper financial management, reserves are not to be 

employed into the future to cover the costs of core posts. 

The above objectives can be expressed quantitatively, as follows: 

                                                                                                                                                 € 

General Funds: Reserve 1 year’s gross expenditure (assuming 

 upper range)                                                                                                                  432,000                                                                           

Designated Funds: Contingency to meet Contractual obligations 

 in the event of wind-up:                                                                                                35,000 

Development of regional hubs:                                                                                     70,000 

Investment in systems and research                                                                            70,000 

 

Total Reserves provision:                                                                                              607,000 
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SECTION 18.2: FIRSTLIGHT INVESTMENT POLICY                        

Publication Date:  
Approved by: Finance Committee Meeting 16 March, 2021 

Council Meeting 23 March, 2021 
Effective from: 24 March, 2021 
Review Date: 1 July, 2022 
Nominated Executive: CEO 

 

FirstLight has adopted a risk averse position in relation to the management of its cash surpluses. 

The State deposit guarantee scheme limits its guarantee to €100,000 per investor, per institution. 

It is increasingly likely that the current policy operated by banks in Ireland of charging corporates 

for deposits in excess of a €1m will embrace smaller deposit holders. 

Further to the decision of FirstLight’s Council on 26 January, 2021, FirstLight will invest a 

substantial proportion of its cash balances in An Post State Savings Options and retain sufficient 

funds in its AIB current account to address expenditure requirements and income uncertainty. 

Investments in State Savings investment products will generate a return for FirstLight (albeit, an 

historically low one). There is no penalty for early redemption.  A range of maturities are 

available. Counterparty risk when investing in State Savings is Irish sovereign risk and there is a 

maximum investment cap of €120,000 per product, per investor. 

FirstLight will invest its cash surpluses in the 3, 4, 5 and 10-year State Savings products while 

retaining sufficient funds in its AIB and PTSN accounts to meet its expenditure needs and to 

manage uncertainty of income in the short term 
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SECTION: 18.3: FIRSTLIGHT RISK ASSESSMENT POLICY  

Author: CEO 
Publication date: 23 June 2018 

Reviewed by: 
Approved by: 

Finance Committee 7 March 2018 
Council Meeting 23 June 2018 

Effective from: 23 June 2018 

For attention of and action by: Directors, Members of the Senior 
Management Team, staff, contracted staff and 
volunteers; 

Review: Annually 

Nominated Manager: 
(Fionnuala Sheehan, Ph. 086 858 1268) 

CEO 

 
Introduction 
FirstLight’s Risk Management Policy has been primarily developed to set out the Organisation’s 
key aims and objectives for risk management. Risk identification is defined as "the process of 
determining what, where, when, why, and how something could happen". Risk identification is a 
deliberate and systematic effort to understand and document all of the key risks facing the 
employee, service user and the organisation. 
 
The objective of risk identification is to generate a comprehensive record of risks based on those 
events and circumstances that might enhance, prevent, damage or delay the achievement of the 
organisation or service objectives. The risk assessment is then used to guide the service delivery 
and monitoring of key risks.  
 
The risk identification process identifies events/activities and emerging threats and the actions 
to mitigate for undesirable outcomes. It also supports compliance with legal and statutory 
requirements, with the requirements of external regulators and other relevant bodies; and 
supports FirstLight in its approach to ensuring the safety of staff, service users and others affected 
by the organisation’s activities. 
 
Failure to manage risks effectively can lead to harm/loss/damage in terms of both personal injury 
but also in terms of loss or damage to FirstLight’s reputation; financial loss; potential for 
complaints; litigation and adverse or unwanted publicity. 
 
Scope 
This policy applies to all FirstLight staff, contracted service providers, students and volunteers. 
 
Aims and Objectives. 
The overall aim of this policy is to achieve a culture where risk management and safety is 
everyone’s business, incidents are reported openly and honestly, organisation wide learning 
occurs and risks are continuously identified, assessed and minimised. 
 
Dissemination and Communication 
This Policy and associated procedures are to be communicated to all staff at induction. 
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Risk Register 
FirstLight will identify risks /activities and emerging threats under the following categories: 
strategic, financial, operational, physical and reputational. (See Appendix 1). It will rate risks in 
terms of the likelihood of they occurring and the impact they would have, should they occur. 
Actions to control or mitigate risk will be identified and an overall risk rating, coded in terms of 
green (no or low risk), orange (medium risk), and red (high risk) will be attributed. From this 
exercise, fundamental and non-fundamental risks will be identified so as to enable risk 
management resources to be targeted to the most important areas whilst still recognising less 
important risks. 
 
The Board of FirstLight will review the Risk Register at least twice per annum in light of 
on-going developments and any emerging risks.  
 

SECTION: 18.4: FIRSTLIGHT BRIBERY POLICY  

 

Author: CEO 

Initial Publication date: 23 June2018  

Reviewed by: 
Approved by: 

16 March, 2021 Meeting of Finance 
Committee 
 23 March, 2021Meeting of Council 

Effective from: 24 March, 2021 

For attention of and action by: Members of FirstLight ‘Council and FirstLight 
staff  

Review date: End July, 2023 
Nominated Manager CEO 

 
Introduction 
 
The purpose of this policy is to state FirstLight’s position on bribery and corruption and to 
provide information and guidance on recognising and dealing with bribery and corruption. Since 
integrity is key to how FirstLight conducts itself in relationships with its internal and external 
stakeholders, the organisation has adopted a zero tolerance approach to bribery and corruption. 
This is due to the fact that should bribery and/or corruption be substantiated, this may have 
severe financial, legal and reputational consequences for FirstLight. 
 
This policy has been written in line with the terms of the Prevention of Corruption (Amendment) 
Act 2010. The policy applies to all employees and Directors of FirstLight and should be read in 
conjunction with other relevant FirstLight policies.  
 
Aims of the Bribery Policy 
 
The aims of the policy are to: 
 

 Encourage a “best practice” approach across FirstLight. 
 Define what is meant by bribery and provide examples. 
 Outline what is and what is not acceptable in terms of the acceptance and offering of gifts 

and hospitality. 
 Outline how to raise issues or concerns concerning bribery and corruption. 
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What is bribery? 
 
Bribery is a specific offence, defined as the offering, promising, giving or receiving a financial (or 
other) reward to/from another party with the intention of gaining an illicit advantage or 
inducing/being induced to act in a way which a reasonable person would consider improper in the 
circumstances. 
 
Corruption is any form of abuse of entrusted power for one’s own gain or for the gain of another 
party and may include, but is not limited to, bribery. 
 
Bribes do not necessarily involve money or cash. Gifts, hospitality and any other forms of 
entertainment can be construed as bribes if they are intended to influence a decision. 
 
FirstLight prohibits the offering, giving, solicitation or the acceptance of any bribe or inducement, 
whether in monetary or in any other form: 
 

 to or from any person or company; 
 by any individual employee, director, consultant, contractor or other person or body acting 

on FirstLight’s behalf;  
 in order to gain any commercial, contractual, or regulatory advantage for FirstLight in any 

way which is unethical or to gain any personal advantage, for the individual or anyone 
connected with the individual. 

 
Examples of bribery may include: 
 

 Offering or accepting bribes (monetary or otherwise) to/from funders or suppliers in 
order to facilitate the commencement or extension of a business relationship with 
FirstLight or provide any other kind of business advantage to either party; 

 Accepting bribes from service users or their carers which necessitates more favourable 
treatment in terms of general practice e.g. recording false information, making false 
and/or incorrect referrals to external bodies; 

 Offering bribes to external stakeholders to prevent them reporting concerns around 
business or social or counselling care practices to FirstLight management. 

 
Gifts and Hospitality 
 
Although FirstLight expressly prohibits the receipt of money or gifts which could be construed as 
bribes, the organisation does permit normal and appropriate gifts and hospitality (given or 
received) to or from third parties. These are acceptable only on the grounds that neither the 
employee, Director or the third party feel any obligation from this. 
 
Employees and Directors should adhere to the following guidelines: 
 

 Where gifts are offered more frequently from the same source or if the gift is wholly 
inappropriate (i.e. cash), these should be refused. 

 If an employee or Director receives gifts of value, they should either return them in the first 
instance or on receipt of certain items such as gift baskets, in consultation with the CEO or 
Chairperson, as appropriate, they may choose to share the contents with their team, raffle 
the whole item off or donate it to charity. 

 Employees should never offer gifts to service users or their carers. An exception to this rule 
is the offering of a FirstLight candle when a Home Visit is being undertaken or when 
expressing gratitude for a donation to FirstLight.  
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 Employees or Directors should not accept gifts or hospitality from outside agencies with an 
agenda to start a business relationship with FirstLight e.g. recruitment agencies, IT service 
providers, unless this is specifically approved by the CEO or Chairperson, as appropriate. 

 Corporate hospitality such as business lunches and attendance at events by invitation is 
permissible provided the significant purpose of the employee’s or Director’s attendance is 
business-related and FirstLight already has an existing, working relationship with the party 
in question. 

 
Where an employee or Director feels that taking receipt of a gift or any other form of 
hospitality may constitute a bribe or inducement, presents a conflict of interest and/or 
impacts their professional judgement (e.g. regarding a case they are currently working 
on), they should raise this immediately with the CEO or Chairperson, as appropriate. 
 
 
Reporting 

 
The prevention, detection and reporting of bribery and other forms of corruption are the 
responsibility of all those working for or serving FirstLight. All employees and Directors are 
required to avoid any activity that might lead to, or suggest, a breach of this policy. 
 
You must notify the CEO as soon as possible if you believe or suspect that a conflict with this policy 
has occurred, or may occur in the future; the CEO and Directors should notify the Chairperson. 
Any breach of this policy, whether through direct action or inaction, may necessitate the 
engagement of the disciplinary process against the employee in question and may lead to 
dismissal for gross misconduct, if substantiate, or in the case of a Council member, may 
necessitate their removal from Council. 
 
Employees should refer to FirstLight’s Whistleblowing policy for more details on how to raise any 
relevant concerns in confidence. FirstLight will act to protect and support any employee who 
raises genuine concerns in good faith under this policy. 
 
Recording 
 
Employees are required to inform the CEO who will keep a record of all gifts or hospitality 
accepted or offered, and will review the position for compliance with this policy.  
 
The CEO and Directors are required to inform the Chairperson who will keep a record of all gifts 
or hospitality accepted or offered, and will review the position for compliance with this policy 
 
Any purchases of gifts or hospitality and claims for the same should be carried out in line with 
FirstLight’s expenditure and expenses policies. 
 
Monitoring and Review 
 
FirstLight’s CEO will monitor the implementation of this Policy and report annually to the Board. 
 
This policy will be reviewed periodically to ensure continuing compliance with statutory 
requirements or when changes to relevant legislation and/or codes 
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SECTION 18.5 FIRSTLIGHT FINANCIAL MANAGEMENT PROCESS 

 

Section Content Page 

1. Procurement 3 

2. Budgeting 3 

3. Accounts Preparation 4 

4. Payroll 4 

5. Fixed Assets 4 

6. Inventory 4 

7. Invoice Processing 4 

8. Transfers between FirstLight’s Bank Accounts 5 

9. Processing of cheques, postal orders and cash 5 

10. Processing of discretionary contributions by clients attending 
for counselling 

6 

11. Cash received in buckets, counter-tops Pop-up shops etc 6 

12. Grant Income 7 

13. Gifts and Donations 7 

14. Income Recognition and Reporting 7 

15. Expenditure incurred by employees and its reimbursement 8 

16. Petty Cash 8 

Appendix 
2.1.A.1 

2.1.A.2 

Sage Expense Codes 

 

Grant Income Codes 

9 

 

10 

Appendix 
2.1.B 

Cash count sign-off template 11 

Appendix 
2.1.C 

Carmichael Financial Services Financial Management Processes 
and Internal Controls 

12 

Appendix 

2.1.D 

New Employee Form 16 
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Publication date: 24 March, 2021   

Approved by: Finance Committee Meeting, 16 March, 2021 

Council Meeting, 23 March, 2021 

Effective from: 24 March, 2021 

For attention of and action by: Managers and leaders; staff and volunteers; 

Review date: Before 31 July, 2022 

Nominated Executive CEO 

1.Procurement – Tendering Procedures 

This procedure is used for purchases with an estimated value greater than €1,000 and less than 
€5,000 

 Allocation (budget) must be in place before proceeding with purchase, 
 Expenditure approval of Board of Directors is sought by the CEO, 
 Minimum of three competitive quotations are sought based on specification, 
 Advertising of tenders is performed when deemed necessary, 
 All contract award procedures include a verifiable audit trail, 
 Relevant backing documentation is kept on file. 

 

For purchases greater than €5,000, Council will specify the tendering procedures to be followed. 

 

2.Budgeting and Budget Monitoring 

Budgets are prepared on an annual basis by the CEO. They are considered in the first instance by 
the Finance Committee and then considered and approved by Council in advance of the 
commencement of the calendar year to which the Budget applies. The Budget is compared against 
the monthly management accounts. Any significant variances against the budget are investigated 
and explanations are sought. The review of Management accounts and variance analysis is a 
standing item on the Agendas of the Finance Committee and Council. 
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The timelines and key actions are summarised below. 

 
 Action Timeline Responsibility 
1. Preparation of draft budget and 

statement of budgetary assumptions. 
By end October CEO 

2. Consideration of draft budget and of 
underlying assumptions. 

By end November Finance Committee 

3. Review of draft budget and approval of 
budget. 

By end December Council 

4. Preparation of monthly Management 
Accounts and variance analysis. 

By the 15th of the 
following month  

Carmichael Financial 
Services 

5. Review of Monthly Management 
Accounts and Variances. 

On receipt of the 
Management 
Accounts 

CEO 

6. Review of Monthly Management 
Accounts and Variances. 

Quarterly Finance Committee 

7. Immediate Notification of Variance/s  In addition to the 
above, negative 
variances in excess of 
€10,000 (for 
individual items) or 
10% of total annual 
income/expenditure 
to be notified 
immediately to the 
Finance Committee. 

CEO 

8. Review of Financial Position Bi-monthly Council 

 

3. Accounts Preparation 

Accounts preparation is outsourced to Carmichael Financial Services (CFS) and prepared on a 
monthly basis. CFS’s documented processes are provided to the CEO and to the Finance 
Committee for their review. See Appendix 2.1.C. CFS confirm to the CEO on a monthly basis, such 
confirmation to be shared with the Finance Committee, that they have followed their processes 
and provide evidence that they have performed their checks and balances. 

4. Payroll  

Payroll is outsourced to CFS. CFS’s documented payroll process (See Appendix 2.1.C) is provided 
to FirstLight’s CEO and to the Finance Committee. CFS attend the Finance Committee once a year 
when the payroll process is reviewed and confirmation is provided that they have followed their 
payroll process.  

 

5. Fixed Assets 

A fixed asset register is maintained containing details of the date of the asset purchase, its cost, 
depreciation, net book value and location. Any movement on the fixed assets is noted and the 
register is updated accordingly by CFS.  
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6. Inventory 

The organisation does not normally hold inventory however there are occasionally stocks of 
merchandise and literature. In the event that the company is holding inventory the below controls 
apply.  

 

Inventories are stored securely in the office at Carmichael Centre or in a similar secure location. 
They are purchased in accordance with the procurement procedures (where applicable). 
Inventory is counted by the General Manager in November each year and a report is provided by 
him to the CEO and CFS. CFS undertake spot checks and perform lower of cost or market value 
calculations at the end of each financial year, in order to provide an accurate reflection of 
inventory being included in the Financial Statements. CFS provide a report on their inventory 
review and the calculations performed to the CEO. 

 

Obsolete or damaged goods are disposed of or scrapped as soon as possible.  

7. Invoice Processing Procedures  

Invoices are received either through the post or via Email and are paid via electronic transfer 
from FirstLight’s current account to the payee. FirstLight encourages all suppliers to Email their 
invoices to FirstLight. The intention is to move entirely to receipt of invoices via Email. 

Invoices received via Email are printed on the day they are received and date stamped. Similarly, 
invoices received via surface mail are date stamped the day they are received. Invoices relating 
to clinical activity are coded and referred by the General Manager (GM) to the Director of Clinical 
Services for initial approval for payment. The current list of expenditure codes which are utilised 
in the approval process of invoices and presentation of the accounts is attached.  All invoices 
(including those relating to clinical activity) are directed by the GM to the CEO for approval and 
when so approved are forwarded to the General Manager for further processing. Invoices 
received by the 20th of the month are processed for payment at the end of the month. Bills payable 
by Direct Debit and all invoices are reviewed, coded and recorded manually on an Excel 
spreadsheet under the following headings: 

 Date  
 Invoice Number  
 Name of invoicing party  
 Amount Due  
 Description 
 Expenditure Code 
 If funded by a Restricted Grant, the grantee, Income Code, the amount of the relevant grant 

and purpose of the grant (e.g. PPN/Newsletter) 
 Notes 

In circumstances where staff are working remotely, the spreadsheet and invoices are scanned 
and Emailed to the appropriate person for approval; following approval, the relevant person 
scans and returns via Email the approved documents to the GM. 
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The spreadsheet and approved invoices are then sent by the GM via Email to FirstLight’s 
Treasurer (Rita O’ Reilly) for review and payment. Furthermore, a copy of these documents is 
Emailed to CFS (Mary Molloy) for uploading on to iBusiness Banking. 

 

All suppliers are set up on online banking for electronic payments. Mary Molloy advises the persons 
authorised to approve payments (the Treasurer and CEO) when this has been done. FirstLight’s 
Treasurer conducts a cross check of the invoice with the spreadsheet and queries any anomalies.  
In addition, she creates a new beneficiary for any new suppliers/providers. Before an invoice is 
processed for electronic payment, a second authoriser (as per the FirstLight Council resolution 
governing FirstLight current account banking transactions) is contacted via Email by the 
Treasurer to advise that a batch of payments needs authorisation. When the second authorised 
signatory confirms the payment(s), electronic payment of the invoice is completed. It is then 
recorded as “Paid” on the spreadsheet.  

The paper invoices and a copy of the Excel spreadsheet are retained in FirstLight’s main office by 
the GM. When remote working is in operation, electronic copies of invoices and the Excel 
spreadsheet are stored on SharePoint. 

8. Transfers between FirstLight’s Bank Accounts 

Only those approved by a current FirstLight Resolution and recorded on the relevant bank 
mandate form are authorised to transfer funds from one bank account to another. Bank 
statements referring to transfers are to be date stamped by the GM following their receipt and 
then filed in the Statements’ file. When remote working is in operation, they will be date stamped 
and filed on receipt and retained for return to FirstLight’s Office as soon as practicable. 

9. Processing of Cheques, postal orders and cash 

Correspondence accompanying cheques, postal orders and cash is date stamped on receipt and a 
‘thank you’ letter is prepared for signature by the CEO (or whoever she appoints to deputise for 
her). The ‘’thank you” letter should be posted without delay and filed within the Office or when 
remote working is in operation, a copy should be retained on SharePoint and the original filed in 
the Office as soon as practicable.  

Similarly, cheques, postal orders or cash should be lodged to FirstLight’s current account on the 
day they are received. If this is not practical, they should be retained overnight in FirstLight’s safe 
and lodged the following morning. The lodgement slip should be returned to the Office for filing 
with the “thank you” letter and any other correspondence relating to the donation. Details of the 
donor, purpose of the donation (if specified), date received, and amount should be recorded in 
the monthly Excel spreadsheet created for this purpose. Cash should always be placed in the safe 
for the period between receipt in the Office and its lodgement in FirstLight’s current account.  

At the earliest possible date, cash banked and income summaries are to be reconciled. This is 
undertaken by the CFS’s representative.  

Records are made of donations for specific purposes (to certain appeals or projects) to ensure 
that the terms of donations are complied with.  

Where FirstLight is in receipt of funds restricted to certain purposes or projects and where 
FirstLight cannot realistically apply the funds within a reasonable timeframe to that purpose or 
project, FirstLight, in consultation with the Charities Regulator, will allocate those funds to a 
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purpose as close as possible to the original intended purpose. Where practical, this change will 
be communicated to the specific donor(s). 

All funds will be used reasonably and prudently in the interest of FirstLight. FirstLight makes 
clear to all volunteers that anyone raising money must ensure that FirstLight receives all the 
money. Volunteers are reimbursed only their out-of-pocket expenses, on the basis of receipts 
provided in accordance with FirstLight’s Expenses Policy. 

FirstLight operates a culture of zero tolerance to theft or fraud and any suspicions relating to such 
matters will be immediately raised by FirstLight with An Garda Síochána. 

10. Processing of discretionary, voluntary contributions by clients attending for 

counselling 

Contributions given by clients to therapists should be recorded in the receipt books provided by 
FirstLight for this purpose. The carbon paper incorporated into the receipt should be correctly 
used so as to record the contribution in triplicate. The receipt should record the client ID number, 
date, amount received and therapist’s signature. A copy of the receipt should be given to the client, 
a copy should be posted to FirstLight and the third copy should remain within the receipts book. 
The therapist should arrange for electronic transfer of the contribution/s to FirstLight’s current 
account. 

11. Cash received in buckets, counter-tops, in Pop-up shop etc. 

Cash receipts should be kept to a minimum. Electronic payment devices, such as SumUp and on-
line channels such as iDonate and Facebook should be utilised where possible.  

Public collections should be undertaken in accordance with legal requirements, including 
obtaining the necessary permits. Collection boxes are to be individually numbered and details 
recorded of whom the box was issued to. All collection boxes should be sealed with locks or 
security seals so that it is apparent if they have been opened before they are returned. Staff 
responsible for custody of the keys to the boxes are separate from the staff assigned to collect 
donations. Collections are counted in the presence of the collector and a receipt is to be given to 
him/ her. Alternatively, for larger collection events, two unrelated people should be involved in 
counting and recording the income as per the template documentation attached at Appendix 
2.1.B.  As noted above, cash is to be banked as soon as possible and without deduction of expenses. 
Regular, independent reconciliations should be performed to ensure that public collection 
income records agree with the bank paying-in books and statements by the CFS representative. 

12. Grant Income 

A master record of grants maintained by FirstLight (including details of funder, total grant 
amount, timing of payments, date received/receivable and related bank account used to receive 
the grant income) should be maintained.  

Grant agreements, which contain terms and conditions of funding, signed by both the appropriate 
person on behalf of FirstLight and the funder are to be filed. Arrangements should be set up to 
ensure that the receipt of income is easily identifiable and is in line with the stated funding 
arrangements. 

All grant income should be appropriately classified in the accounting system so that it is 
appropriately reported upon at year end (including in accordance with any stated conditions 
within funding agreements. See Restricted Grant Income codes at Appendix 2.1. A.2. An 
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independent reconciliation is performed by the CFS representative between grant income 
records, grant income received and the bank paying-in books and statements? 

13. Gifts and Donations 

FirstLight should maximise the allowable tax relief on donations. Applicable ‘Enduring 
Certificates (CHY3 Cert)’ or ‘Annual Certificates (CHY4 Cert)’ are to be obtained from donors. 
Regular checks should be made to ensure all eligible tax repayments are obtained. FirstLight 
should keep the records of the eligible tax repayments claimed. 

14. Income Recognition and Reporting 

FirstLight should identify and report upon income in line with its stated income recognition 
policy and generally accepted accounting principles (including best practice financial reporting). 
FirstLight should identify, distinguish and report upon unrestricted, restricted & designated 
income to enable adequate reporting upon both income and reserves. FirstLight’s Income 
Recognition Policy is set out below. 

Classification of Income 

All incoming resources to FirstLight are designated as “restricted” or “unrestricted”. 

Income is treated as restricted when the donor or grant making institution has specified that the 

monies may only be used for a particular purpose.  

Where the donor or grant making institution does not specify a particular purpose for the 

monies, the income is treated as unrestricted. 

Recognising Income from Donations, Legacies and Fundraising 

Income from donations, legacies and fundraising is recognised in the Statement of Financial 

Activities (i.e. Income & Expenditure Account) when: 

 FirstLight is entitled to the income; 

The amount can be quantified with reasonable accuracy; and 

 It is probable that the income will be received. 

Recognising Income from Government and Other Grants 

Income from government and other grants, whether capital or revenue, is recognised when: 

 FirstLight has entitlement to the funds; 

 Any performance conditions attached to the grants have been met; 

 It is probable that the income will be received; and 

 The amount can be measure reliably. 

Where a grant, which is subject to performance-related conditions, is received in advance of 

FirstLight delivering the goods and services required, it is accounted for as a liability and shown 

on the balance sheet as deferred income. 

Deferred income is released into income in the reporting period in which the performance-

related conditions are met.  

15. Expenditure incurred by FirstLight employees and its reimbursement 
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Expenditure should not be committed to without the prior approval of the CEO and Expenses, 
travel and subsistence claims should be in compliance with FirstLight policy. The Board are 
responsible for the review and approval of the policy. 

Applications for reimbursement of expenditure incurred should be set out in an Expenses Excel 
Sheet and receipts should be numbered and attached. The CEO approves Expenses by signing and 
dating the Expenses Sheet.  Expenses claimed by the CEO require the authorisation of FirstLight’s 
Chair. The Expenses Sheet is passed to the GM for coding and further processing in line with the 
procedure outlined at 7 above. Expenditure items should be aggregated within the Expenses 
spreadsheet by expenditure type and the total figure per type should be coded by the GM. It is not 
necessary to include an expenditure code in the stamped section on the expenses cover sheet.  

16. Petty Cash 

Petty Cash should be kept to a minimum. Requests for Petty Cash cheques should be channelled 
via the CEO accompanied by a record demonstrating how the last issued cheque for Petty Cash 
purposes was spent. Drawings from Petty Cash should be vouched/receipted and recorded by the 
GM. All receipts should be retained in the Petty Cash box. The Petty Cash box should be kept in 
the Office safe. 

The CEO requests the Treasurer to issue cheques for Petty Cash purposes. It is only the FirstLight 
Treasurer and a second signatory authorised in accordance with the Council resolution provided 
to the bank issuing the cheque book, that can sign cheques for Petty Cash purposes. 
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Appendix 2.1.A.1 

Code Service    

68055 Audit Fees EXPENDITURE 

68060 Bank Charges EXPENDITURE 

69020 Board Development & Governance EXPENDITURE 

65010 Clerical Support EXPENDITURE 

66040 Computer Consumables EXPENDITURE 

60010 Counselling Services EXPENDITURE 

67011 Couriers EXPENDITURE 

65050 Depreciation EXPENDITURE 

63020 Employers PRSI Contribution EXPENDITURE 

63021 Employers PRSI Contribution-Counsellor EXPENDITURE 

62010 Evaluation/ Research EXPENDITURE 

68030 Garda Vetting EXPENDITURE 

61090 Governance & Training Seminars EXPENDITURE 

68020 HR Fees EXPENDITURE 

66030 ICT Maintenance EXPENDITURE 

65040 Insurance EXPENDITURE 

61740 Materials EXPENDITURE 

65020 Meetings EXPENDITURE 

68050 Monthly Accounts Fee EXPENDITURE 

61700 Newsletter EXPENDITURE 

67020 Office Supplies EXPENDITURE 

68040 Payroll Services EXPENDITURE 

63030 Pension Contribution EXPENDITURE 

67025 Photocopying EXPENDITURE 

61730 Photography EXPENDITURE 

62020 Policy & Research Support EXPENDITURE 

67015 Postage EXPENDITURE 

61010 Printed matter EXPENDITURE 

68010 Professional Fees EXPENDITURE 

61760 Promotion of Organisation EXPENDITURE 

61720 Publications EXPENDITURE 
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65030 Rent EXPENDITURE 

63011 Salaries-Counsellor EXPENDITURE 

63010 Salaries-Staff EXPENDITURE 

61710 Seminars & Conferences EXPENDITURE 

64020 Staff Development EXPENDITURE 

64030 Staff Recruitment EXPENDITURE 

68080 Subscriptions EXPENDITURE 

68070 Sundry Expenses EXPENDITURE 

60110 Support services EXPENDITURE 

66010 Telephone EXPENDITURE 

63040 Transfer CC EXPENDITURE 

64010 Travel & Subsistence-General EXPENDITURE 

60030 Travel-Awareness & Fundraising EXPENDITURE 

60020 Travel-Counselling EXPENDITURE 

66020 Website Costs EXPENDITURE 

   

   

Appendix 2.1.A.2 

Grant Codes 

 CCC        CORK CITY COUNCIL 

 CFI          COMMUNITY FOUND IRELAND 

 COU       COUNSELLING 

 CRR        COMIC RELIEF 

 HQ          UNRESTRICTED (INCLUDES DTABILITY GRANTS) 

 HSF        HOSP SAT FUND 

 NAT       NATIONAL LOTTERY 

 PPN       PPN GRANTS 

 ROS        ROSABEL FUND 

 SSN        SSNO/POBAL 

 TUS        TUSLA 

 COR       CORK STREET FUND 
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Appendix 2.1.B 

Cash Count Sign-off Template 

Date Event Donor Amount 
(€) 

Signature 
1 

Signature 2  

       
       
       

 

 

Appendix 2.1.C. 

CARMICHAEL 

 

Irish Sudden Infant Death Association 

t/a FirstLight 

FINANCIAL MANAGEMENT PROCESSES & INTERNAL CONTROLS 

Note: 

This is not a comprehensive compendium or a walkthrough of the processes. This is an internal 

document and stands to provide an overview of process and controls in the provision of 

accounting services to the Organisation. The information contained in this document is private 

and confidential. This document may not be reproduced or further distributed to any individual, 

group of individuals, regulator or body corporate without the prior written consent of Carmichael 

Centre. 

Accounts Preparation 

The following procedures are performed on the Exchequer software in the office in Carmichael 
Centre: 

PURCHASES/ ACCOUNTS PAYABLE 

o Creditor invoices are posted to Exchequer to the appropriate supplier code.  
o A supplier code is set up for new suppliers.  
o The invoices are posted using the expenditure codes outlined on the invoices 

during the approval process. 
o CARMICHAEL perform a Creditor’s reconciliation to ensure the nominal balance 

is recorded accurately. Any variances between the ledger and the creditor 
statements are investigated and amended by CARMICHAEL accounts staff. 
Significant issues with creditors or unreconciled ledgers are highlighted to the 
CEO for further investigation.  

o CARMICHAEL staff conduct a full and thorough reconciliation of the Aged 
Creditors listing during the statutory audit.  
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o CARMICHAEL staff complete substantive testing on the purchases ledgers and the 
controls therein.  

BANK RECONCILIATION.  

o Lodgements and payments are posted to the relevant codes.   
o The closing balance per the nominal is matched to the closing balance on the bank 

statement and a bank reconciliation is conducted through Sage Micropay.  
o CARMICHAEL complete the bank reconciliation as a matter of course. All 

differences are investigated and resolved.  
o CARMICHAEL have zero tolerance for misbalance bank control accounts.  
o CARMICHAEL staff conduct a full and thorough reconciliation of the Bank during 

the statutory audit.  
o CARMICHAEL staff complete substantive testing on the payments & receipts 

ledgers and the controls therein during the statutory audit. 

WAGES & SALARIES 

o Wages and salary costs are journaled in the Accounts on a monthly basis from the 
detailed payroll summary report.  

o The Gross costs are posted to the income & expenditure and the net costs are 
posted to the Wages Control Account.  

o Net wages payments are posted to the Wages Control Account.  
o The salaries are paid by EFT or Bankfile (BACS) from the wages summary report.  
o Any balance or discrepancy is immediately investigated.  
o The CEO is informed of any issues or unexplained variances. 
o CARMICHAEL staff complete audit testing on the wages and salaries control 

account and also the wages and salaries expenses in the income and expenditure.  
o CARMICHAEL complete detailed testing of payroll records including recalculation 

of wages computations; CARMICHAEL reconcile wages and salaries to contracts 
where practicable; Carmichael review minutes of Finance Committee Meetings 
where applicable. 
 

ACCOUNTS REPORTING  

o Management accounting reports including; the profit and loss account, balance 
sheet and bank reconciliations are emailed to the CEO for review.   

o These are further reviewed by the Finance Committee and Council. 
 

- CARMICHAEL prepare monthly variance analysis against the previous year’s reporting 
results. This is emailed to the CEO for review. These are further reviewed by the Finance 
Committee and Council.  
 

- CARMICHAEL prepare a variance analysis of actual monthly expenditure against the 
budget and this is sent to the CEO for review. These are further reviewed by the Finance 
Committee and Council. 

AUDIT + OVERVIEW 

CARMICHAEL assist the Statutory Audit for the Company.  
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PAYROLL 

PROCESSING  

- Salaries are processed on a monthly basis on SAGE Micropay payroll software.  
o CARMICHAEL receive confirmation of the wages and salaries on or before the 20th 

of the month.  
o They are paid through online banking on the 3rd last working day of the month.  
o CARMICHAEL upload and review the Revenue RPN document for amended/ 

updated tax certificates before processing the current month’s salaries.  
 

- Gross salaries are inputted into SAGE Micropay and they are reviewed to ensure they are 
in line with previous period as an initial test on processing and period end procedures.  

o Wages (hourly/ part-time) rates are reviewed against the employee record where 
possible to ensure consistent application of pay-rates. Any variance in hourly 
rates are queried with the CEO before the processing is complete.   

 
- Employees on sick leave are paid in accordance with FirstLight’s sick leave policy. 

CARMICHAEL obtain conformation from the CEO before the payroll is processed for an 
employee on sick leave.  
 

- The CEO informs CARMICHAEL of any employees leaving or starting during the period. 
o For employees starting the CEO completes a New Starter form (see Appendix 

2.1.D)  and issues to Carmichael, their relevant details are inputted onto the 
software. CARMICHAEL informs the employee to register the new employment 
through MyAccount in order to notify Revenue of their employment and obtain an 
RPN.  

o Employees who have not received their RPN are taxed on emergency basis and 
are reminded to complete the registration process.  

o CARMICHAEL notifies Revenue of any employees leaving by inputting the leave 
date on SAGE Micropay software and uploading the monthly return. The CEO 
informs CARMICHAEL of holiday pay due back to them if any and this is inputted 
onto the payslip. 

APPROVAL & REPORTING  

- CARMICHAEL email the payroll summary report to the CEO for review and final approval 
of the gross salaries and taxes deducted.  

- Salary payments are uploaded to IBB by CARMICHAEL on the 5th last working day of the 
month and require authorisation by the Treasurer and one of the two other people noted 
on the Bank Mandate approved by FirstLight’s Council before payment is processed from 
the bank account.  

- Payslips are emailed to all employees with password protection on the 5th last working 
day of the month.  

REVENUE UPLOADS  

- The monthly return is submitted, by CARMICHAEL, to Revenue using the up-to-date RPN 
on the 5th last working day of the month, before payments are made from the bank, to 
avoid interest and late filing penalties.  

-  
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Fixed Assets Register 

 

A fixed asset register is maintained containing details of the date of the asset purchase, its 
cost, depreciation, net book value and location. Any movement on the fixed assets is noted 
and the register is updated accordingly by CFS.  

 

Appendix 2.1.D 

Organisation: FirstLight 

 

NEW EMPLOYEES     

Name:  
 

  
Address:  

 
  
  
Date started:  
PPS No.  
Date of Birth  
Contact Number  
Email Address For payslip: 
  
Job Title  
Annual Salary  
Number of hours per 
week 

 

Number of days per 
week 

 

Annual Leave  
  
  
 Please request new Employee to register you as their employer in MyAccount on 

ROS 
Issued by:  
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SECTION 18.6: MEDIA RELATIONS POLICY  

To ensure the quality and consistency of information distributed to the media on behalf of 

FirstLight, the following policy will be apply: 

 

MEDIA INQUIRY PROCEDURES 
 Primary Contact: Andrew Mernagh, General Manager  

 Secondary Contact: Fionnuala Sheehan, CEO  

Description 

How to handle inquiries from any media i.e. print, broadcast, online media, professional or trade 

bodies, and public or semi-state bodies. 

Background 

FirstLight strives to advance its mission by communicating openly and honestly using consistent 

messages with its service users, including the media. It is important for all FirstLight staff and 

board members to reinforce these messages by referring all media inquiries to the appropriate 

senior staff. 

Procedure 
All media inquiries are to be handled by Andrew Mernagh or Fionnuala Sheehan, regardless of  
who the media representative is, whom he or she represents, or how innocuous the request. 
If Andrew Mernagh or Fionnuala Sheehan are unavailable, take the following steps: 

 Request the journalist’s name, phone number, and deadline. 
 Request the journalist to email his/her enquiry to andrew@firstlight.ie and to 
include fionnuala@firstlight.ie  and his/her deadline and best contact number.  

 
Let the journalist know that Andrew Mernagh or Fionnuala Sheehan will return the call by stated 
time and date. Contact Andrew Mernagh or Fionnuala Sheehan 

 Andrew Mernagh Mobile: 087-2911028   
 Fionnuala Sheehan Mobile:086-8581268. 

 
Please do not offer information to media — even if you know the answer. It is helpful to FirstLight 
that all media enquires be handled by senior staff and documented. Also, it is too easy to get 
quoted as an organization spokesperson if you volunteer something the journalist wants to use. 
Assure the journalist that someone will respond in time to meet the deadline. 
 
 
If you cannot reach Andrew Mernagh or Fionnuala Sheehan to respond in time for the deadline, 
call the journalist back, explain the situation, apologise, but still decline to answer the question 
yourself. In no case should you let the deadline come and go without any response. Then, please 
leave a detailed message for Andrew Mernagh and Fionnuala Sheehan so that they can follow up 
with the journalist. It is never advisable to say “no comment,” since that constitutes a form of an 
answer that may be used against the organisation in some instances. 
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Key Points to Remember When Dealing with the Media: 
 Always be polite 
 Always be helpful 
 Find out what the journalist needs to know and what his or her deadline is. 
 Don’t let a deadline pass without a response. 
 Never get drawn into providing information or opinions that you don’t have the authority 

to provide.  
 Always inform Andrew Mernagh or Fionnuala Sheehan of the call for follow-up. 

Failure to comply with FirstLight’s media policy will be grounds for disciplinary action.  

Thank you for helping FirstLight provide accurate, timely, honest, and thoughtful assistance to 

the media. 

Yours sincerely  

Fionnuala Sheehan  
CEO  
FirstLight  
 

Updated 3 September, 2018 

SECTION 18.7: REVIEWING SERVICE PERFORMANCE  

Development and review of services activity  
The information contained in the attached Activity Report to be updated on a quarterly basis and 
compared against the activity assumptions underpinning the organisation’s annual budget, 
service agreements and restricted funds. The information required to complete Activity Reports 
to be modified as necessary to enable the above-mentioned comparison to be undertaken.  
Activity Reports to be completed by end of the second week following a quarter end.  
 
Inputs into the Activity Report to be provided by the Director of Clinical Services and by the 
General Manager. The CEO is responsible for finalising the Activity Reports, undertaking the 
comparisons referred to in paragraph 1 above and explaining any differences.  
 
Review of Activity Reports  
Activity Reports will be circulated to the Management Team for consideration at Team Meetings 
and will be circulated to Council members for consideration at the Council meeting following 
Quarter end. Decisions made at Council will be communicated by the CEO to the Management 
Team for action and review.  
 
Review  
The format of the Activity Report will be reviewed periodically in the light of any feedback from 
Council, the Management Team, stakeholders and changing circumstances or reporting 
requirements.  

 

5 March, 2019 
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SECTION 19: FIRSTLIGHT EMPLOYEE HANDBOOK  
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SECTION 20: WORKING AT HOME HYBRID POLICY AND PROCEDURES 

 
1. Policy Statement 

 
FirstLight (the Employer) recognises that there may, on occasion, be circumstances when it 
would be more beneficial or flexible for staff to work at home, in order to complete a 
particular task, for example a unique project. However, it is not possible to offer home 
working to all staff as the requirements of some jobs will not be suitable for such 
arrangements.   

 

In summary, this policy will only be applied when it has been agreed in advance and will be 

purely at the Employer’s discretion and can be suspended and/or abandoned at any time should 

business needs dictate this. 

 

This policy deals with situations where: 

 the member of staff is not feeling well, in these circumstances this will be limited to 3 
days in any one year and single days only 

 the member of staff is based at home but works mainly ‘on the road’ 

 occasional one-off home working 

 preassigned days working from home 

 

 

2. Agreement to work from home 

 

Where an employee makes a request, prior permission is required before an employee can work 

at home.  The employee should make the request to their Manager.  Serious consideration will 

be given to any such requests and a decision regarding the suitability of working at home will 

take into account all relevant circumstances.  The decision of the Manager is final.  The Employer 

reserves the right to withdraw their approval for home working if they believe its use is being 

abused or for any other reasonable needs of the Employer to carry out its business. 

 

3. Qualifying Conditions 

 

Working at home is dependent upon specific criteria being fulfilled, these being that the 

employee: 

 

 Has obtained prior agreement for home working from their manager 
 Has agreed with their manager the day(s) that will work from home each week in advance 
 Does not have other commitments with the employer, or elsewhere at that time, 

including dependent care responsibilities that would conflict with the requirement to 
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work.  It is not considered appropriate to combine home-based working with dependent 
care. Employees are expected to make suitable arrangements for the care of any 
dependents during working hours.  Home working should not be viewed as an alternative 
to paid dependant care. 

 Has notified their manager of their work and location, which must be within the Republic 
of Ireland. 

 Has a contact telephone number and is available to be contacted during the nominated 
times  

 Has a video conference and is available to be contacted during the nominated times  
 Has sufficient WIFI to perform tasks from home 
 Agrees to attend the office when asked in advance for business purposes 
 Agrees to complete the Acknowledgement and Agreement 

 

 

4. Working Arrangements 

 

4.1 Workload, reporting and monitoring 

 

All arrangements for monitoring, supervision, setting workloads, etc., will be agreed upon 

with the employee’s Manager in line with routine procedures. Key performance 

indicators (KPI’s) will be reviewed. 

 

For one-off home working, the specific project or task must be agreed upon beforehand. 

 

4.2 Equipment 

 

Employees required to work from home would normally have all equipment and 

associated costs covered by the employer. 

 

Any equipment provided by the employer to work at home will be inspected and 

maintained by the employer.  The staff member is required to take reasonable care of all 

equipment and keep it secure, and use it in accordance with operating instructions and 

FirstLight’s IT policy.  They must ensure that any such equipment provided is returned at 

the end of the arrangement.  Any equipment must NOT be left unattended in any vehicle 

at any time. 

 

4.3 Insurance Cover 
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Employees are advised that working from home may affect any home contents insurance. 

They are advised to inform their insurers before commencing working from home.  

Computer equipment will be insured through FirstLight’s insurance policies.  Laptops are 

insured while in suitable secured premises or on the person.  They are not insured when 

left unattended in vehicles. 

 

4.4 Personal Details and Safety 

 

Employees are advised not to release their home address and telephone number to non-

members of staff.  Employees are also strongly advised not to meet volunteers, clients, 

or customers at home.  If any employee feels this is essential they must gain prior 

approval from their Manager. 

 

4.5 Confidentiality and access 

 

Equipment and files should only be accessible to the employee and safeguarded from 

access by other members of the household and visitors 

 

4.6 Review of home working arrangement 

 

At any time, the agreement to work from home may be reviewed by the Manager.  This 

policy is also subject to review and does not form part of any contract of employment. 

 

 

5. Health and Safety 

 

The Employer has a duty to protect its staff’s health and safety at work per the provisions of 

The SAFETY, HEALTH and Welfare ACT 2005 and the regulations made under it. 

 

Employees are required to comply with the Employer’s Health and Safety policy while they are 

at work and to take reasonable care of their own health and safety and that of any third party 

(where applicable) with whom they come into contact during the course of their employment. 

 

6. Reporting Sickness Absence 
 

In the event that the member of staff is sick during a period of working at home then the normal 

Employer’s sickness reporting rules must be followed. 
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7. Travel costs and other expenses 

 

Claims may be made for travel to appointments from and to the ‘normal place of work’. This 

does not include the employees home place or their usual place of work (for example, the office 

at the Carmichael Centre). However, claims for occasional meetings will be paid outside of the 

above, but must be agreed in advance and must be for business purposes only.  

 

Employees based at home are expected to provide their own furniture, heating, lighting, etc. 

FirstLight will cover the costs of consumables, e.g. stationery, and pay the employee a non-

taxable per diem of €3.20 in line with Revenue rules. 

 

8. Compliance 

   

Failure to comply with any aspect of this policy or related policies such as Health & Safety and 

the IT policies may constitute a disciplinary offence. 

Should you require additional information, please consult with your Manager. 

 

<Employee Name>. 

<Employee Address>, 

<Employee Address>, 

<Employee Address>, 

 

<Date> 

RE: Working from Home Hybrid Policy 

I ______________ have received a copy of the Working from Home Hybrid Policy for General Logistics Systems. 

I agree and understand to the terms and conditions contained within this policy.  

 

Following are the terms that have been agreed between <employee Name / title> and <manager’s name / title>.  

 <insert terms> 

 <insert terms> 

 <insert terms> 

 

I understand that this agreement will be reviewed at this <date>. 
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ACKNOWLEDGEMENT AND AGREEMENT 

 

I (full name) _______________ agree and fully understand the Working from Home Hybrid Policy and that these 

terms and conditions are agreed and that they can be changed depending on business needs at any point in 

time. 

 

Signed:  __________________________  Date: ________________ 

 

   Employee 

 

 

Print:    _______________________ 

 

 

 

 

Signed: ___________________________  Date: ________________                                          

   Manager 

 

Approved at 23 November, 2021 Council Meeting 

For Review: By end October, 2024 
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SECTION 21: FIRSTLIGHT CLINICAL MANUAL  
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SECTION 23: FIRSTLIGHT’S PROTOCOL FOR SELECTION AND 

APPOINTMENT OF OUTSOURCED  

THERAPISTS/COUNSELLORS (INDEPENDENT CONTRACTORS) 

             APPROVED BY FIRSTLIGHT COUNCIL 8 FEBRUARY, 2022 

 
 
Appointment is subject to Terms and Conditions  
 
The appointment of an Independent Contractor by FirstLight is subject to the execution of The 
Independent Contractor’s Agreement and Sessional Therapist Non-Disclosure Agreement 
incorporated in FirstLight’s Clinical Manual, as amended from time to time. In  particular, The 
Independent Contractor will comply with all legal and statutory requirements in relation to the 
provision of services and will hold all licenses required by law for the provision of the said 
services. In addition, the Independent Contractor will comply with the policies and procedures 
outlined in FirstLight’s Clinical Manual, be Garda vetted to work for FirstLight, will be a fully 
accredited member of a Regulatory Body approved by FirstLight and will have Professional 
Indemnity cover in an amount and from an insurer approved by FirstLight; all of the foregoing 
requirements will be current for the duration of the performance of Work given to the 
Independent Contractor by FirstLight.  
 

Identification of Independent Contractors  
 
Following contact by FirstLight’s Director of Services (DOS) with the bereaved family, and the 
family’s expression of interest in availing of FirstLight’s counselling services, the DOS will review 
the FirstLight Register of Sessional Therapists to establish if there is a suitable therapist operating 
in the area where the family resides. If this is not a feasible option, online therapy will be offered. 
If online therapy is not sufficient for the client, the DOS will check the register of accredited 
therapists maintained by relevant regulatory bodies, such as the Irish Association of Counsellors 
and Psychotherapists (IACP) and the Irish Association of Humanistic and Integrative 
Psychotherapy (IAHIP), to identify suitably qualified and fully accredited therapists operating 
close to where the family resides.  
 

Selection of Independent Contractors  
The DOS will contact the therapist/s so identified and will:  

 check the position in relation to qualifications, accreditation, Indemnity Insurance and 
Garda vetting;  

 outline FirstLight’s requirements in relation to Garda Vetting specifically for FirstLight 
and FirstLight’s requirement for completion of the Children First E-Programme;  

 outline the circumstances of the FirstLight client, the specific service/s and number of 
sessions required, the payment offered, and possible commencement dates; 

 the family’s details are given to the therapist and the therapist details are given to the 
client once the client has requested a therapist.  The family will be given two weeks to 
contact the therapist; if the family have not made contact with the therapist within this 
time period, the therapist will contact the DOS to discuss the appropriateness of 
contacting the family to confirm if and when they wish to proceed with availing of 
counselling services. This ensures a contract therapist is not holding space for the 
FirstLight client indefinitely. 

 If the client is not in a position to commence therapy at this time they are advised by the 
DOS to contact her if and when they are ready and that therapy will then be made 
available to them. 
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Next Steps  
If the DOS is satisfied with the therapist and the therapist is interested in the provision of services 
to FirstLight, the DOS will contact the family and provide the therapist’s contact details. The 
family will be requested to let the DOS know if and when they wish to undertake therapy. When 
the family make known that they wish to undertake therapy, the DOS will interact with the 
therapist and request completion of the Independent Contractor’s Agreement (the Contract) and 
the Sessional Therapist Non-Disclosure Agreement (NDA). Arrangements for Garda Vetting for 
FirstLight will be put in train.  
 

Specifically, the therapist will be provided with:  
 

 FirstLight’s Clinical Manual, the Contract and the NDA, and soft copies of:  the appropriate 
FirstLight Client Psychotherapy Contract/s; 

 The Client Closure Form (incorporated in the Clinical Manual);  
 Client assessment forms;  
 Guidelines for Client Assessment procedures;  
 PIP Guidelines; 
 Counsellors’ Checklist.;  
 Garda Vetting forms and a link to the Children’s First E-Programme; and 
 FirstLight’s invoicing requirements. 

 
The therapist will be required to complete the Contract and the NDA and to provide evidence of 
their qualifications, accreditation, Professional Indemnity and PPS number.  

 
The number of sessions, as outlined in the FirstLight Client Contracts, (8) in the case of 
adult/adolescent therapy and (up to 12) in the case of child therapy, and the fee per session 
payable by FirstLight will be advised to the therapist by the DOS. The DOS will also advise the 
therapist that while FirstLight does not charge for its services it welcomes voluntary donations 
from the families supported; clients should be directed to contact the General Manager if they 
express a desire to donate. 

 
The DOS will also advise that additional sessions are provided only following review by the 
therapist and the DOS.  
 
The DOS will also outline FirstLight’s Client Notes, and invoicing policy to the therapist.  
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SECTION 24: PROTOCOL TO MANAGE INCREASED CASELOAD   

APPROVED BY FIRSTLIGHT COUNCIL, 8 FEBRUARY, 2022  

All families referred to FirstLight will receive a Home Visit or its virtual equivalent by a FirstLight 

counsellor. 

In the course of the Home Visit (or its virtual equivalent) the family’s needs will be assessed by 

the FirstLight counsellor.  

 

The family will be advised: 

 Of the additional services provided by FirstLight and that, should a family member/s wish 
to avail of one to one/couple counselling, he/she should, subsequent to the visit, contact 

the FirstLight counsellor. The FirstLight counsellor will then contact FirstLight’s Director 

of Services (DOS) or his/her representative. FirstLight will endeavour to arrange one to 

one/couple counselling as soon as possible, in accordance with the following: 

 In light of the increased caseload being managed by FirstLight, there may be a waiting 

period before such counselling can be offered. (See 2. below) 

 In addition, the family will be advised that FirstLight offers a cycle of 8 counselling 
sessions to adults/adolescents. At the end of the cycle of counselling the position will be 

reviewed by the DOS in consultation with the client’s therapist. 

 In relation to support for siblings, FirstLight can arrange for psycho-education of parents. 

Additional support of one to one Play Therapy may be available after a 6-month period 

has passed following the bereavement, under the condition that at least one parent has 

availed of personal therapy. In the event that Play therapy is offered a maximum of up to 

12 sessions will be available.   

 The family will be advised at the Home Visit (or its virtual equivalent) that FirstLight’s 
services are provided free of charge; if the family wish to fundraise or make a donation 

they will be directed to FirstLight’s General Manager.  

 The DOS will commit to provision of counselling/therapy sessions, provided there is 

adequate budget available to cover the cost of such counselling/therapy. A therapist will 

then be assigned by the DOS to undertake such sessions. The DOS will advise the sessional 

therapist of the number of sessions being made available. 

 The sessional counsellor appointed to provide a cycle of sessions to family member/s will 
also advise the family of the arrangements concerning number of sessions and the policy 

regarding no charge and the facility for the client to contract privately once the cycle of 

sessions have been completed and the situation has been reviewed by FirstLight. 

 The sessional counsellor counsellor will also advise the family of the private Facebook 

support groups facilitated by FirstLight and how to access them. 

The CEO will monitor on an on-going basis the budgetary position with the support of the 

Administration and Marketing Manager. The DOS will be advised of the position and it will be 

reviewed at weekly Team Meetings. In the event that there is insufficient budget available, a 

Waiting List will be operated. Priority for allocation of a cycle of one to one/couple therapeutic 

sessions will be determined by the DOS taking into account the extent to which the following 

factors are present: 
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 Date of referral of child’s death to FirstLight; 

 Date of contact, subsequent to the Home Visit, requesting sessional 
counselling/therapy support; 

 Existence of pre-existing aggravating factors; 

 Degree of trauma being experienced; 

 Availability of other support services to the family member/s concerned; 

 Period of time on the Waiting List. 

Availability of in person Group therapy will be reviewed periodically by the CEO and DOS in light 

of anticipated or actual demand, public health social distancing guidelines, and availability of 

budget and therapist with appropriate skills.  

Monitoring: It will be necessary to monitor the position on a regular (minimum, monthly) basis 

to ensure that FirstLight remains compliant with Budget and with any grant givers requirements. 

 

SECTION 25: FIRSTLIGHT LONE WORKING POLICY GUIDELINES  

 

Author: CEO 

Publication date: 3 September 2018  

Reviewed by: 

Approved by: 

Further review:  

Approved by: 

Management Team 

1 September 2018 Meeting of Council 

January, 2022 

8 February, 2022 Council Meeting 

Effective from: 3 September 2018  

For attention of and action by: Members of the Management Team,  

staff, interns, contracted counsellors. 

Nominated Manager: 

Fionnuala Sheehan, Ph 086 858 1268) 

CEO 
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Introduction 

In health and safety terms lone workers fall into the vulnerable group category.  As lone 

workers are more at risk than other employees, extra risk control measures may be required to 

ensure the safety of the lone worker.  

FirstLight recognises this and endeavours to provide a safe working environment for all 

employees, including lone workers. These guidelines should be read in addition to existing 

controls and any necessary arrangements must be taken to enhance the safety of the lone 

worker’s working environment.  

The principal purpose of these guidelines is to ensure a safe and healthy working environment 

for all lone workers employed by FirstLight. 

In addition, FirstLight will bring about the reduction so far as is reasonably practicable, of all 

reasonably foreseeable risks associated with lone working and to implement any necessary 

arrangements to achieve this reduction in line with legislative requirements.  

Guidelines 

These guidelines are applicable to all FirstLight lone workers. 

The General Safety and Health Provisions and the General Applications regulations 2007, require 

employers to take the necessary measures to ensure the Safety, Health and Protection of 

Employees. These regulations require that employers must take account of changing 

circumstances and carry out risk assessments accordingly. Training on matters of Health and 

Safety must also be provided to ensure the Safety Health and Welfare of employees. 

“Lone Workers” are those who work by themselves without close or direct supervision. (Source The 

Health and Safety Authority). 

For the purpose of these guidelines a lone worker is anyone who works alone, without a colleague. 

Lone workers include those who:  

• work outside normal hours  

• work away from their base  

• work separately from others  

• are the only person on the premises  

• work outside in the community  

• visit people in their homes 

“Reasonably practicable” in relation to the duties of an employer, means that an employer has 

exercised all due care by putting in place the necessary protective and preventive measures, 

having identified the hazards and assessed the risks to safety and health likely to result in 

accidents or injury to health at the place of work concerned and where the putting in place of any 

http://www.firstlight.ie/
mailto:info@firstlight.ie


F i r s t L i g h t  P a g e  | 272 

Induction and Policy Manual 

FirstLight, Carmichael Ireland, 4 North Brunswick Street, Dublin 7 
  Website: www.firstlight.ie : E: info@firstlight.ie : P: 01-8732711 

Registered Charity No. CHY7716 
 

further measures is grossly disproportionate having regard to the unusual, unforeseeable and 

exceptional nature of any circumstance or occurrence that may result in an accident at work or 

injury to health at that place of work. (Source: Section 2(6), Safety, Health & Welfare at Work Act 

2005).  

Employee’s duties include:  

• To take reasonable care of their own safety and the safety of others when working alone; 

• To co-operate with their employer to enable him/her comply with safety and health legislation; 

 • To report any defect in the place of work, the systems of work without unreasonable delay;  

• To report any work being carried on, or likely to be carried on, in a manner which may endanger 

the safety, health or welfare at work of the employee or that of any other person;  

• Having regard to his or her training and the instructions given by his or her employer, make 

correct use of any article or substance provided for use by the employee at work or for the 

protection of his or her safety. 

It is not always possible to identify all the hazards relating to lone working, especially where the 

workplace or area is outside of the employer’s immediate control. In such situations lone workers 

should continually assess the work location, taking account of hazards that cannot necessarily be 

detected in advance such as the influence of alcohol, drugs or the threat posed by animals or other 

hostile elements. It is vital that in such circumstances workers are empowered to make the 

decision as to whether or not it is safe to continue working, or whether to withdraw from the 

situation. In addition each member of staff must: 

• Obtain as much background information as possible on the service user before visiting;  

• Prioritise any concerns arising from the information before the visit takes place;  

• Always report any incident, no matter how trivial it may seem.  

In order to carry out their job safely and efficiently it is important that all lone workers have 

access to appropriate information. Good quality information in relation to contacts and locations 

can prove very helpful.  

The lone worker, those at the contact point and nominated individuals should ensure that there 

is an appropriate flow of information to and from each other, and that appropriate record sharing 

protocols, in accordance with FirstLight policies and procedures, are followed. Lone workers 

should be made aware that if, at any stage during a visit they encounter aggression they should 

promptly reassess the situation and withdraw from the visit if necessary.  

All referrals, or requests for a visit, should be made through the Clinical Director or an authorised 

source where possible. This may not always be possible given the ethos and practice of self 

referral. The practice and ethos of self referral highlights the need to do all that is reasonably 

practical to ensure a safe system of work is in place. It is the responsibility of the Clinical Director 

and each individual lone worker to obtain as much information as is possible prior to the 

consultation. 
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If the lone worker is in any doubt of his/her safety prior to a Home Visit, the meeting with the 

family can be arranged to take place in the Carmichael Centre.  

Lone workers should never provide their personal telephone numbers to client’s relatives or 

carers.  

At all times a person nominated by the CEO should be aware of where and when employees are 

in client’s homes and when they leave. 

A control point should be established for the employee to leave details of their lone working visits. 

This will assist in the implementation of appropriate action being put in place should an employee 

be in difficulty. In the likelihood of a service user, address or area giving cause for concern, the 

lone worker should be able to advise the nominated person of any deviation from their planned 

itinerary.  

In light of the above, it is necessary for the CEO to establish an appropriate control point to 

manage lone working visits.  

The following options used individually or collectively may prove effective. Selection should be 

guided by risk assessment and consultation: 

• Office base staffed at all times when staff are lone working;  

• An answer phone that is regularly checked;  

• Nominated person with a mobile phone.  

The control point should also hold details of all the lone workers to ensure that in the unlikely 

event of a lone worker failing to return to/contact the control point at the end of a visit, 

appropriate steps can be taken i.e. the escalation procedure: If the base/control point becomes 

sufficiently concerned for the safety of the lone worker an escalation procedure must be put in 

place.  

The escalation could be to:  

• CEO  

• Clinical Director; 

• Nominated buddy 

• The Gardaí  

For each lone worker the details should include: 

• Name  

• Address, home telephone number and emergency contact  

• Mobile phone number  

• Work start time  

• Itinerary of visits: 

• Name, address and telephone number of each service user 
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• Expected time of visit or call-in    

• Car registration make and model 

 

In order to reduce the risk to the lone worker all visits should be notified. The method of 

notification should be by mutual agreement between the Clinical Director and the lone workers 

and in the case of the Clinical Director between the CEO and the Clinical Director. No matter what 

the reason that planned visits are missed/changed the control point should be informed. It is also 

important that the lone worker operates a notification protocol when they have completed their 

visit.  

Community Visits: 

• Is the service user unknown to you/others?  

• Check all available records/reports on the person prior to your visit.  

• Ensure the nominated person knows where you are going, who you are visiting and when you 

are expected to leave.  

• When the door is answered check who you are talking to. Under no circumstances enter the 

house if the appropriate person is not available. 

 • Inform the people you visit how much of their time you will require.  

• Acknowledge that it is their home and allow them lead the way.  

• If the person appears to be under the influence of drugs/alcohol or acting aggressively it would 

be prudent to immediately leave.  

• On entry, check how the front door locks.  

• Study your surroundings and try to sit nearest the door.  

• Take only what you need into the house.  

• Remain alert at all times. Watch for changes in moods, movements or expressions.  

• Arrange to call/contact base after each meeting, as the lack of a call will alert someone to a 

potential problem.  
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Personal Safety P.L.A.N. -  Prepare Yourself  

• Know exactly where you are going and how to get there;  

• Be alert, walk tall, keep your head up and be aware of your surroundings; 

 Keep fit – stamina and strength are aids to self-protection;  

 Avoid Risk; 

• When leaving to visit a client, leave details with the nominated person of your movements 
and when you expect the visit to be completed;  

• If you change your plans, contact base;  

• If anything seems dubious, contact base first;  

• In consultation with the CEO an appropriate notification protocol for weekends/out of 
hours should be agreed;  

• Avoid taking potentially dangerous shortcuts particularly when on foot;  

• Assess the potential risk of a situation. Always aim to get away fast if confronted with 

violence or aggression.  

Never assume : 

• it won’t happen to you;  

• Your fears are unfounded;  

• People are what they seem  

Remember always to report any incident, however trivial it may seem. Not doing so could 

put others at risk. 

Updated 8 February, 2022 
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SECTION 26: HOME VISITS PROTOCOL POST COVID-1 

9 
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SECTION 27: SUICIDE, SELF-HARM AND SELF INJURY INTERVENTION 

POLICY 

 

 Approval date 22 June, 2021 

 Revision date: 1 June, 2023 

1. Policy Statement 
1.1. FirstLight acknowledges that suicidal ideation, the action of suicide and the desire to self-

harm are issues which affect many people.   The organisation is committed to responding 
to these issues in a way which is direct, supportive and informed by good practice. 

2. Purpose 
2.1. The purpose of this policy is to outline how Staff/Staff Members should respond to: 

someone who they suspect may be contemplating suicide; someone who has expressed 
an intention to complete suicide; an individual who has attempted suicide.  

2.2. The policy also outlines how the service can respond to a person who is considering or 
engaging in self-harm and self-injury behaviours. While self-injury and suicide are not 
mutually inclusive behaviours, responses to both these behaviours are contained within 
this policy. 

3. Scope 
3.1. The policy outlines the steps to be undertaken by FirstLight Staff/Staff Members.  
 

4. Glossary of Terms and Definitions 
4.1. Suicide first aid training or clinical qualification: the qualifications and training 

undertaken to ensure the counsellor/psychotherapist has the skills to deal with 
suicidality and self-harm risk. 

4.2. Suicide: the act of deliberately or intentionally taking one's own life.    
4.3. Self-harm: Self-harm includes attempted suicide, overdoses, swallowing objects, 

starvation, or excessive amounts of a substance such as alcohol or drugs.  
4.4. Self-injury: the various methods by which people deliberately harm themselves, 

including self-cutting and taking overdoses. Varying degrees of suicidal intent can be 
present; sometimes there may not be any suicidal intent, although an increased risk of 
further suicidal behaviour is associated with all self-injury. 

4.5. Suicidal ideation: refers to having thoughts of and/or the intent to complete suicide, 
including planning how it will be done. 

4.6. Staff/Staff Member: FirstLight’s Clinical Services Director and the outsourced 
counsellors and psychotherapists on FirstLight’s Register. 

 

5. Principles    
5.1. It is widely confirmed through research that asking someone directly about suicide will 

not encourage a person who is not thinking about suicide to consider it.  It is always 
better if you have concerns to raise these directly and empathetically with the person.  If 

1.Responsibility for approval of policy FirstLight Council 

2.Responsibility for implementation Clinical Services Director 

3.Responsibility for ensuring review CEO 
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a Staff Member feels ill equipped to do this, they should raise the issue at the earliest 
possible time with the Clinical Services Director so that other supports can be put in 
place.   

5.2. FirstLight only employ fully accredited, Garda vetted and insured 
psychotherapists/counsellors to liaise with clients directly, this is to ensure that the 
service can provide effective interventions for services users and also that Staff are 
protected from undertaking work for which they are not equipped.    

5.3. Concerns that an individual may be contemplating suicide or self-reported issues of 
suicidal thoughts should never be dismissed and must always be dealt with as serious 
and in the way described in this policy. 

5.4. Suicide interventions will be undertaken by Staff with clinical training. If the issue arises 
in one-to-one sessions and the individual is unable to manage, the client will be informed 
that another counsellor/psychotherapist is being involved who will support the process 
as required. 

5.5. All Staff who have dealt with a suicide intervention will be offered a de-briefing session 
to ensure they are able to professionally contextualise the experience. This will be 
undertaken by the Clinical Services Director who is CISM certified. 

5.6. While this policy refers to clients experiencing suicidal thoughts, self-harm and self-
injury, it is noted that these experiences can affect all people and it may be the case that 
the principles and actions in this policy need be applied to an administrative staff 
member or other individual within the work setting. 

 

6. Roles and Responsibilities 
6.1. The Clinical Services Director is responsible for ensuring that Staff: 

6.1.1. have appropriate training in relation to risk assessment and management of 
suicide, self-harm and self-injury, 

6.1.2. have a clear understanding of the processes outlined in this policy, and 
6.1.3. have formal de-briefing following a suicide intervention. 

6.2    Staff are responsible for: 

6.2.1     managing suicide first aid intervention in the way described in this policy and in 

their clinical training. 

6.2.2 ensuring that the Clinical Services Director is informed of all decisions throughout 
the course of the suicide intervention. 

6.3  Administrative staff who have not been trained in suicide and self-harm intervention are 
responsible for:  

6.3.1 informing the Clinical Services Director or another clinically trained Staff Member 
when they have suspicion that someone maybe experiencing thoughts of suicide. 
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Part one - Suicide 

7 Initial Risk Assessment – Suicide 
7.1 Risk assessment should be taken by a Staff Member. 
7.2 As part of the service’s initial risk assessment the individual should be asked if they have:  

7.2.1        tried suicide before  

7.2.1 had or have thoughts of suicide  
7.2.2 self-harmed/self-injured or has had or has thoughts of self-injury   

7.3 In the instance that someone answers yes to either question, the following response is 
undertaken: 
7.3.1 A plan that outlines what will happen should the individual have thoughts of 

suicide/self-injury should be agreed between the Staff Member and client.   This 
should be written into the care plan.  A plan will also look at what supports are 
available, such as family and friends, medical and professional.   A regular check-
in may be agreed by the Staff Member. 

7.3.2 The Clinical Services Director should be in contact with the Staff Member and 
should be informed of the outcome of the risk assessment. 

 
8 Procedures – Staff Suspect an Individual of Suicidal Intent 

8.1 Concerns about an individual in relation to suicide should never be ignored, it is better to 
ask and for the client to say no than for a high risk situation not to be responded to.  Suicidal 
indicators could be described as one or more of the factors listed below, although it should 
be noted that there are no hard and fast rules and circumstances will differ for different 
people: 
8.1.1 Changes in behaviours: crying, emotional outbursts, increased alcohol or drug use, 

withdrawal from usual networks, friends or interactions, change in 
appetite/weight, reduced interest in life events and activities, talking about 
suicide or dying. 

8.1.2 Preparation: giving away possessions, putting affairs in order. 
8.1.3 Expression of the following feelings/thoughts: hopelessness, no future, loneliness, 

confusion, overwhelming sadness, desperation, rage, worthlessness, helplessness, 
guilt, need to escape, thoughts of death or suicide. 

8.1.4 A quick and unexplained improvement from a period of sadness, withdrawal or 
depression that may denote a private decision to undertake suicide. 

8.2 Any and all interactions or correspondence with clients in which they express suicidal 
ideation or cause the Staff Member to reasonably believe that there is a risk of suicide or 
self-harm, shall be treated seriously. This includes but is not limited to mediums such as 
phone, text, e-mail or letter.  

8.3 If an administrative staff member is not clinically trained and has concerns about an 
individual in relation to suicide they should raise this with the Clinical Services Director, 
who will directly deal with the client. 

8.4 If the Staff Member has concerns, and is clinically trained then they should directly ask the 
client whether they are thinking about suicide.  This should be done in an open, non-
judgemental and empathetic way - using active listening skills.   In some cases, the Staff 
Member may wish to lead in with questions concerning how the person is feeling, whether 
they feel hopeless or other introductory questions.   All efforts should be made to ensure 
that the environment is appropriate for a confidential one-to-one discussion. 
8.4.1 If the answer is yes, then the Staff Member should follow the steps outlined in 

section 9.   
8.4.2 If the answer is no then this will be respected.  It may be useful to explain what 

observations / occurrences lead to the question being asked.   Ideally the 
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discussion will be managed to allow other needs to be identified by the client and 
supports to be offered.   

 

9 Procedures – Service User Identifies Suicidal Intention 
9.1 Suicide interventions should be undertaken by the Clinical Services Director or Staff 

Member. If a client identifies suicidal thoughts or intentions the following should be 
observed: 
9.1.1 The Clinical Services Director or Staff Member should remain calm and should 

address the issue in a confident and empathetic manner. 
9.1.2 The client should be asked to stay on the premises so that they can be supported. 

If the individual wishes to leave then they must be allowed to, although all efforts 
should be made to have them remain in the service or have them escorted to 
another supportive environment.  If the suicidal client is in contact via the phone 
it is necessary to ask the client to stay on the line to work through the intervention 
steps below. 

9.1.3 The client should not be left alone if at all possible.  
9.1.4 The Clinical Services Director or Staff Member should utilise the following suicide 

intervention model.  In general, the following steps will be undertaken: 
9.1.4.1 The first step is to listen without judgement to the client.  The client 

should be encouraged to discuss what is wrong and any plans / thoughts 
they have.  Active listening skills should be employed (paraphrasing, 
reflecting back, summarising, open ended questions).    

9.1.4.2 The person dealing with the client needs to be aware of the dangers of 
dissuading the client from suicide too early in the intervention as this can 
lead to the client feeling unheard and may act as a barrier to honest 
and/or continued communication. 

9.1.4.3 The person dealing with the client should work with feelings of ambiguity, 
i.e. not caring about living or dying.  The purpose of this is to help the 
individual to agree that they are not one hundred per cent sure about 
suicide or that they are able to acknowledge some reasons for living. Once 
the person is able to do this then agreement should be made that the 
person will not act on the suicidal thoughts/plans for an agreed period of 
time.  

9.1.4.4 A safe plan should be agreed between the client and person undertaking 
the intervention.  A safe plan would include the following, if relevant:   

9.1.4.4.1 A commitment from the person to hold off on undertaking suicide for 
an agreed period time. 

9.1.4.4.2 A disablement of the suicide plan, this may involve handing over the 
method of suicide (pills, rope, weapons). 

9.1.4.4.3 A commitment to make contact through an agreed mechanism if there 
are further issues or the individual feels that they want to change the 
plan.  

9.1.4.4.4 The immediate and future supports should be explored; this may 
include the following: doctor, psychiatrist, family members, friends, 
other relevant  

9.1.4.4.5 professionals (services they are engaged with, other counselling 
services etc.), and suicide support services. 

9.1.4.5 An agreement for the next steps in regard to follow up.   
9.1.4.6 If the intervention is via the FirstLight Helpline, following the above intervention 

steps details should be taken about the client’s location. If possible, enquire if 
there is someone you can contact to be with the client. If in immediate danger 
the Gardaí should be called keeping the client on the line if the client is at 
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immediate risk (near a river or canal, standing on a bridge, rope in hand, weapon 
in hand).     

 

10 Onwards Referral 
10.1 In the following situations the individual should be facilitated to access professional 

services: 
10.1.1 The client should be referred immediately. 
10.1.2 The service user is not willing to undertake a safe plan and so poses an immediate 

risk to themselves. In such cases, the Clinical Services Director or Staff Member 
may phone the Gardaí. 

10.1.3 The Clinical Services Director or Staff Member makes an assessment that there are 
mental health issues which require a specific mental health intervention, then the 
client should be referred appropriately to meet their need. 

10.2 Where possible, consent for a referral should be sought, it should outline to the client why 
it is thought that a referral is necessary and what supports may be provided. Note that in 
accordance with FirstLight’s Confidentiality Policy if the individual is at risk to themselves 
then information may be passed on to relevant professionals without the individual’s 
agreement, although time should always be taken to clearly explain the rationale for the 
referral and to seek agreement. 

10.3 Where possible a family member should be contacted and the client notified, so as to 
accompany the service user to the referred service, to provide support and ensure 
appropriate handover. 

10.4 In cases where there is a referral to medical / mental health services, one of the following 
referral pathways should be undertaken: 
10.4.1 If the individual has a psychiatrist, contact should be made.  If this cannot be done 

or the individual does not have a psychiatrist, then; 
10.4.2 An emergency appointment should be made with the client’s GP or prescribing 

doctor.  The doctor will conduct an assessment and if they deem it necessary will 
write a referral letter to a psychiatric service.  If this cannot be done; 

10.4.3 Referral into a psychiatric service can be managed through A&E, or in some cases 
through direct contact with the service.  To find out what service is most 
appropriate. A call should be made to the psychiatric provider in the catchment 
area where the client lives.   

10.5 In the case of under 18s contact should be made with the under 18 Consultant Psychiatrist 
- see case management guidebook or www.casemanagementguidebook.ie. 

 

11 Referral Following Overdose  
11.1 If the individual has taken an overdose of medication, then they should either be taken to 

A&E in an ambulance or if the overdose was taken in the last 24 hours and there is no 
immediate risk of unconsciousness then all efforts should be made to obtain an emergency 
GP appointment.  See overdose policy for additional information on procedures in the 
event of an overdose. 

11.2 In the instance that an individual has taken an overdose within the last 24 hours and 
requires referral to a psychiatric service, in all cases they will need to be taken to A&E prior 
to admission into any medical/psychiatric service. 
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12 Follow up After a Suicide Intervention 
12.1 Follow-up to a suicide intervention plan should be a priority for the Clinical Services 

Director and Staff Members involved.  Once initial actions have been undertaken the 
individual should be offered ongoing formal support. 

12.2 If the client has a risk assessment the intervention should be recorded with details of the 
referral made and any follow up. 

12.3 The team should be informed by the Clinical Services Director so that they can plan for 
provision of an appropriate service into the future. 

 

13 Suicide Interventions for the Under 18s 
13.1 In the case of an individual under the age of 18, the same process should be followed. 

However, the following must be noted: 
13.1.1 At some point in the intervention the Staff Member (an outsourced Play Therapist 

on FirstLight’s Register in this case) must ask whether the individual’s parent/s 
or guardian/s can be contacted.   If consent is not granted see below: 

13.1.2 For individuals under sixteen years where there is a danger to the youth’s life or 
physical safety there is an onus FirstLight to contact a guardian or parent in the 
case of risk to safety of the child. In the case that this is not possible the HSE child 
protection services or the Gardaí should be contacted. 

 

14  Staff Supports Following a Suicide Intervention 
14.1 A Staff Member who has engaged in a suicide intervention will be debriefed by the Clinical 

Services Director. The purpose of a de-brief is to ensure the Staff Member is able to 
professionally contextualise the intervention and to offer the chance to talk through what 
may have been a difficult or stressful experience, as well as highlighting any learning for 
future interventions of this nature. 

14.2 If required, a further formal supervision session will be arranged as soon as possible to 
provide an opportunity to address any remaining issues and concerns. 

14.3 If a Staff Member finds that due to a suicide intervention issues have arisen for them in 
the course of their work, they should raise this through supervision.   

14.4 In the case of a Staff Member, if, following supervision, it is identified that there is a need 
for additional support the Staff Member has a responsibility to engage in personal therapy 
to work through the impact of the incident on them personally. 

 

15 Staff and Community Supports Following a Completed Suicide 
15.1 If a current or ex-client of FirstLight completes suicide, then supports should be made 

available to impacted Staff Members and other individuals within the workplace.  
15.2 Appropriate supports should be offered to the family if known to FirstLight. These should 

be provided based on what is considered appropriate within the context of current service 
delivery: 
15.2.1 Counselling referral or service provision to be offered immediately after the 

suicide.  The offer should also be re-iterated after a few weeks when individuals 
may be more aware of their needs and able to avail of services. 
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Part two – Self Harm 

16 Self-Harm - Overview  
16.1 Self-harm includes: overdoses, swallowing objects, high risk drug and alcohol use 

and starvation.  It should be noted that there is a link between completion of suicide and 
individuals previous experience of self-harm. 

16.2 Conversely self-injury can be an act done to oneself with the intention of helping oneself 
rather than killing oneself.   It is understood that damage is done to the body as an attempt 
to preserve the integrity of the mind1. Individuals self-injuring may cut themselves, burn 
their body, bang their head, throw their body against something hard, punch themselves 
or stick things in their body. Self-injury can be occasional events or frequently repetitive 

16.3 A key feature of self-injuring behaviour is the inability of the individual to resist the 
impulse once the decision has been made, which may have been building for hours or days. 

 

17 Interventions – Overview 
17.1 Intervention by Staff Members when conducted in an appropriately non-judgmental and 

empathetic way can have a significant impact on an individual’s behaviour and ability to 
make change. 

17.2 In any case of suspected self-harm or self-injury the Staff Member should seek to clarify 
whether the individual is engaged in self-injury or whether the individual is having 
thoughts of suicide.   

17.3  If there are thoughts of suicide then this should be dealt with as outlined in the earlier 
sections of this policy, otherwise the issues should be dealt with initially through a one-to-
one intervention, with the focus being dependent on the needs and views of the individual.  
Generally, the session’s focus will fall into one of two categories: 

17.3.1 Supporting the individual to stop self-injury/self-harm or, 

17.3.2 Providing a harm reduction session that facilitates the individual to engage in self-

injury more        safely.  It may need to be clarified that the purpose of an intervention is 

not necessarily to stop the individual from self-injuring if they do not want to.  The purpose 

is to support them to make the safest and best choices for themselves.   

17.4 Through open discussion try to ascertain the method of self-injury and whether the 
individual wishes to continue or stop/reduce self-harm /injury.   Guidelines for specific 
interventions are detailed below. 

 

18 Reducing or Stopping Self Injury / Self Harm 
18.1 Generating alternative behaviours that the sufferer can engage in instead of self-injury/ 

self-harm is one successful behavioural method that can be employed.  The following may 
be useful: 
18.1.1 Help them to think about their self-injury/self-harm not as a shameful secret, but 

as a problem that they can be assisted to sort out. 
18.1.2 Explore other activities or coping mechanisms not related to self-injury/self-harm 

that can be engaged in when the individual feels an urge to do this.  These will be 
particular to each individual but may include:  

18.1.2.1 communication such as talking to a friend, family member or professional;  
18.1.2.2 physical activity such as walking or running;  
18.1.2.3 creative activity such as writing a diary, dancing or drawing;  

                                                             
1 Refer to National Institute for Clinical Excellence (NICE) Guidelines, 2004 
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18.1.2.4 relaxation activities such as controlled breathing, meditation, focusing on 
peaceful or  
positive images or thoughts etc.   

18.1.3 It may be possible for the individual to change the self-injuring behaviour to an 
activity that is less physically harmful although provides a similar release, such as: 

18.1.3.1 using rubber bands that can be pulled and released on the skin, 
18.1.3.2 rubbing ice on the area the individual would usually harm or submerging 

hands into a bowl 
of ice,  

18.1.3.3 using a punching bag or pillows to punch, 
18.1.3.4 ‘harmless’ pain can be engaged in, such as eating a chilli or taking a cold 

shower, 

                      18.1.3.5 using marker to mark the skin or using plasters or bandages on the area. 

19 Harm Reduction in Relation to Self-Harm / Self-Injury 
19.1 An individual may not wish to stop self-injury/self-harm; in this case the Staff Members 

role may be to provide immediate harm reduction support and to keep the door open to 
further interventions when/if the individual is ready to seek change and support.  The 
session may usefully include: 

                                19.1.1 Supports to use alcohol or drugs in a safer way i.e. to reduce overdose. 

19.1.2 Information on what parts of the body are dangerous to cut, i.e. near 
arteries.   

19.1.3 Use of sterile equipment, including information on how to sterilise 
equipment. 

19.1.4 Use sharp or appropriate tools, i.e. in the case of cutting to use clean and 
sharp blades to ensure clean wounds.     

19.1.5 To provide first aid information to enable the individual to appropriately 
clean and dress any wounds. 

19.2 In the case that harm reduction is being undertaken the Staff Member should clearly 
outline their obligations in regard to confidentiality and their duties to protect the 
individual.  The discussion should clarify what actions would mean they would need 
to extend confidentiality.  

 

20  Referrals in Relation to Self-Harm / Self-Injury 
20.1 In the following situations the individual should be facilitated to access professional 

services: 
20.1.2 There are no Staff Members available who are competent to undertake a self-harm 

/self-injury intervention, therefore necessitating a referral. 
20.1.3 The Staff Member makes an assessment that there are mental health issues which 

require a specific mental health intervention. 
20.2 Where possible consent for a referral should be sought, although it needs to be noted 

that in accordance with FirstLight’s Confidentiality Policy, if it is assessed that the 
individual is at risk to themselves then information may be passed on to relevant 
professionals without consent.  In occasions where there is significant risk of harm to 
self, staff may contact Gardaí. 

20.3 Where possible the Staff Member should accompany the client to the referred service, 
to provide support and ensure appropriate handover. 

20.4 In cases where a referral to medical / mental health services is required, one of the 
following referrals pathways should be undertaken: 
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20.4.2 If the individual has a psychiatrist, contact should be made. If this cannot be done 
or the individual does not have a psychiatrist, then: 

20.4.3 An emergency appointment should be made with the services user’s GP or 
prescribing doctor.  The doctor will conduct an assessment and if they deem it 
necessary will write a referral letter to a psychiatric service.   If this cannot be 
done: 

20.4.4 Referral into a psychiatric service can be managed through A&E, or in some cases 
through direct contact with the service.  To find out what service is most 
appropriate a call should be made to the psychiatric provider in the catchment 
area where the service user lives.   

20.5 In the case of under 18s contact should be made with the under 18 Consultant 
Psychiatrist, see case management guidebook for details. 

 

21 Follow up in Relation to Self-Harm 
21.1 If Staff Members requires support following an intervention in regard to self-harm 

they should inform their supervisor as soon as possible. 
21.2 Follow up with the client should take place at least weekly, Staff Members should be 

direct in dealing with the issue and ensuring the individual is supported and the care 
plan is followed up with. 
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SECTION 28: TRUSTEE APPRAISAL FORM  
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SECTION 29: FIRSTLIGHT COMPLAINTS POLICY 
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1. INTRODUCTION 

FirstLight is committed to dealing with all complaints in relation to services, service delivery, 

staff, volunteers and service users in a timely, transparent and professional manner. 

FirstLight accepts complaints when it is claimed that our activities have not accorded with fair or 

sound administrative practice and adversely affect the person by whom or on whose behalf the 

complaint is made. 

Complaints are accepted from: 

 Any person who has received or sought services from our organisation; 

 Any person who legally has the care of the affairs of that person;  

 Any legal representative of the person;  

 Any other person with the consent of the person;  

 If a person is entitled to make a complaint but is unable to do so because of age, illness or 
disability, the complaint may be made on that person’s behalf by a close relative or carer 

of the person (parent, guardian, son, daughter or spouse or is cohabiting with the person);  

 Any person who is engaged with organisation as a volunteer, member, benefactor or 

supporter; 

 A member of the public. 

Anonymous Complaints 

Complainants must provide contact details to enable appropriate validation, follow up and 

investigation of their complaint - unless there is sufficient reason for withholding this 

information.  

If the complaint is made my phone, or in person, the member of staff taking the complaint should 

encourage the complainant to provide a name and telephone number at which they may be 

contacted. 

All anonymous complaints, both written and verbal, should be brought to the attention of the 

relevant line manager for a decision as to whether further action is needed. 

Advocacy 

All complainants have a right to appoint an advocate to assist them in making their complaint and 

to support them in any subsequent processes in the management of that complaint.  

Any form of advocacy used must be agreeable to both the complainant and FirstLight.  

2. HOW CAN A COMPLAINT BE MADE? 

Complaints to be made by letter, by email or verbally, in face-to-face or telephone communication. 

All complaints will be documented and dated. 

Complainants may lodge a complaint with either a staff member, Senior Manager or the 

Complaints Officer. 

3. TIME LIMIT 
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A complaint must be made within 12 months of the date of the action giving rise to the complaint 

or within 12 months of the complainant becoming aware of the action giving rise to the complaint. 

The FirstLight Complaints Officer may extend the time limit for making a complaint if in the 

opinion of the Complaints Officer special circumstances make it appropriate to do so. The 

Complaints Officer must give a decision of extending/not extending the time allowed in writing 

to the Complainant within 5 working days of making a decision.  

TIMEFRAMES FOR FIRSTLIGHT’S RESPONSE 

In the case of a verbal complaint a verbal response should be issued as soon as is practically 

possible and definitely within a 24-hour period. 

In the case of written complaints, a written acknowledgement should be issued by the Complaints 

Officer within 5 working days and investigation should be carried out within 30 working days of 

the acknowledgement date. 

The Complaints Officer should update the Complainant every 20 working days if the investigation 

exceeds 30 days.  

FirstLight must endeavour to conclude the investigation of complaints within 3 months of the 

receipt of the complaint. 

4. MATTERS EXCLUDED 

The following matters are excluded from investigation under the complaints policy: 

 A matter that is or has been the subject of legal proceedings before a court or tribunal; 

 A matter relating to staff recruitment and selection; 

 A matter relating to or affecting the terms or conditions of a contract of employment; 

 A matter that could prejudice an investigation being undertaken by the Garda Síochána.  

5. REPORTING 

The Complaints Officer will provide the Officers of FirstLight’s Council with a monthly report 

detailing: 

 The total number of complaints received; 

 The nature of the complaints; 

 The number of complaints resolved by informal means; 

 The outcome of any investigations into the complaints. 

6. FIRSTLIGHT PROCEDURES FOR THE MANAGEMENT OF COMPLANITS 

STAGE 1 

Local resolution at the point of contact. This is the preferred option. 

STAGE 2a 

Informal resolution 
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STAGE 2b 

Formal investigation 

STAGE 3 

Internal review 

STAGE 4 

Review by a Review Officer (i.e. by a member of the Board of Directors of FirstLight appointed by 

the Board.) 

STAGES 1 and 2a: LOCAL RESOLUTION AT POINT OF CONTACT 

A verbal complaint may be received by a Staff member/Service Manager or the Complaints 

Officer. 

Listen, Empathise, Acknowledge, Identify the issues; 

Confirm the details of the complaint with the Complainant; 

Identify what outcome the Complainant would wish to result from their complaint; 

The recipient of the complaint determines the appropriate management of the complaint; 

A complaint form will be completed for all complaints and where possible this will be signed by 

the Complainant. 

STAGES 2b and 3 

If the complaint is not resolved at Stages 1 or 2a it will be formally investigated by the Complaints 

Officer. If the complaint concerns the Complaints Officer, the CEO will appoint an alternative 

person to formally hear and seek to resolve the complaint. 

STAGE 4 

If a resolution is not forthcoming at Stages 2 and 3, the complaint and all matters relating to it will 

be reviewed by the Review Officer who will make a finding and seek a resolution. 

A record of all complaints is maintained by the Complaints Officer. 
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SECTION 30: CHILD SAFEGUARDING STATEMENT 
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SECTION 31: DONOR CHARTER 

As a charity seeking donations from the public FirstLight aims to comply with the Statement of Guiding 

Principles for Fundraising. 

Our pledge is to treat all our donors with respect, honesty and openness.  

We commit to being accountable and transparent so that donors and prospective donors can have full 

confidence in FirstLight.  

We promise we will effectively apply your gifts to us for their intended purposes. 

We commit that you, our donors and prospective donors will: 

 Be informed of the organisation’s mission, and of the way the organisation intends to use  donated 

resources. 

 Be informed of the identity of those serving on the organisation’s governing board, and that the 

board will exercise prudent judgement in its stewardship responsibilities. 

 Have access to the organisation’s most recent financial statements. 

 Be assured your gifts will be used for the purposes for which they were given. 

 Receive appropriate acknowledgement and recognition. 

 Be assured that information about your donation is handled with respect and with  confidentiality 

to the extent provided by law. 

 Expect that all relationships with individuals representing the charity will be dealt with 

professionally. 

 Be informed whether those seeking donations are volunteers, employees of the organisation or 

hired third party agents. 

 Have easily available the agreed procedures for making and responding to complaints. 

 Respect your privacy in line with FirstLight’s Privacy Policy which can be accessed here.  

 Receive prompt, truthful and forthright answers to questions you might have of the organisation. 

What to do if you have feedback 

If you do have a comment about any aspect of our work, you can contact FirstLight by Email to 

info@firstlight.ie, by letter (see below), or by telephone. In the first instance, your comment will be dealt 

with by Andrew Mernagh, andrew@firstlight.ie   

Please give us as much information as possible and let us know how you would like us to respond,  

providing relevant contact details.  

We are open 9h00 to 17h30, Monday to Friday. 

Write to: 

Andrew Mernagh, FirstLight, Carmichael Centre, 4 North Brunswick Street, Dublin 7. 
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SECTION 32: FUNDRAISING POLICY  

(Incorporating Code of Good Practice) 

Introduction 

The purpose of this policy is to enable FirstLight to have a clear and consistent ethical policy in 

relation to fundraising. 

Irrespective of any internal delegation procedures within FirstLight, the ultimate responsibility 

in respect of fundraising practices rests with the legally appointed Council. 

The first part of this policy statement will deal with the general governance and ethical position 

of FirstLight in relation to fundraising and specifically acceptance/refusal of donations, while the 

second part will deal with our relationship with business, the most common area where ethical 

issues arise. 

The Charities Act 2009 provides guidance in relation to this.  However, there are other relevant 

legal principles that the Board and their advisors should ensure are met when deciding whether 

or not to accept donations. 

The law requires trustees, in deciding whether to accept or refuse a particular donation, to 

consider which course will, taking an overall view, be in the charity’s best interests.   The law 

allows practical and ethical factors to be taken in to account as long as they are ones that are likely 

to affect the interests of the charity. 

Given the difficulties of predicting all the various scenarios that may arise, this policy seeks to 

provide some general guidance. 

 

The overriding principles are that FirstLight will; 

o conduct all fundraising within the law and not damage FirstLight’s good name in the 
pursuit of raising money 

o Fundraising methods will never be allowed to exploit our clients or staff or to compromise 
their situation or reputation. 

 

The first of these overriding principles are a given and may lead to external sanction if fundraising 

is conducted outside the law.   The second principle is an internal matter for FirstLight and is at 

the core of this paper. 

 

Establishing a policy on the acceptance/refusal of donations 

A clear policy on the acceptance/refusal of donations is important for all charitable organisations. 

Such a policy, acceptable to all those associated with FirstLight and agreed formally by the Council 

will: 

http://www.firstlight.ie/
mailto:info@firstlight.ie


F i r s t L i g h t  P a g e  | 297 

Induction and Policy Manual 

FirstLight, Carmichael Ireland, 4 North Brunswick Street, Dublin 7 
  Website: www.firstlight.ie : E: info@firstlight.ie : P: 01-8732711 

Registered Charity No. CHY7716 
 

 

o Ensure compliance with legal regulations where appropriate 
o Clarify the legal obligations with regard to the acceptance/refusal of donations 
o Avoid confusion as to who has the authority to take decisions in differing circumstances 
o Help to ensure that decisions are not made on an ad hoc basis but are grounded in the 

mission and agreed objectives of the organisation 
o Provide a clear objective standard against which external regulatory bodies can judge the 

actions of the charity in cases of potential or actual dispute 
o Provide a clear, unambiguous policy statement making decisions intelligible, easier to 

justify and credible to the public at large 
o Protect the reputation of the charity against adverse public reaction from existing or 

potential supporters 

 

Policy for the acceptance/refusal of donations 

1. Responsibility for all decisions rests with the legally appointed Council of FirstLight. 
2. The Council will at all times endeavour to take all decisions relating to the 

acceptance/refusal of donations in the best interests of FirstLight. 
3. The Council will aim to demonstrate that they have acted in the best interests of FirstLight 

irrespective of any individual or collective personal interest or predilection, in each and 
every case. 

4. The Council will be particularly careful when refusing donations based solely on the 
grounds of expediency, as judged by themselves. 

5. The Council will derive no personal benefit (individually or collectively) from donations, 
loans or other material support offered to FirstLight.   Where material personal benefit is 
tied to support, the support, the benefit, or both will be declined. 

6. Where it is clear that the activities of a donor are directly inimical to the objectives of 
FirstLight, the agreed policies of FirstLight, or to the beneficiaries of FirstLight, the 
Council may decide to refuse a donation. 

7. Where it can be clearly shown that the cost to FirstLight of accepting a donation will be 
greater than the value of the donation itself, the Council may decide to refuse the donation. 

8. Where the offer of support is dependent upon the fulfilment of certain conditions placed 
upon FirstLight, the Council have the right and may decide to refuse that support. 

9. Such cases might exist where; 
a. any condition linked to the support is, in itself, contrary to the objectives of 

FirstLight 
b. any condition linked to the support is regarded as unreasonable in relation to the 

nature of the support in terms of its size or impact on the work of FirstLight 
c. where conditions linked to the support will divert FirstLight from pursuing its 

current objectives, policies or work priorities as a necessary result of the 
fulfilment of the conditions alone 

d. where the conditions linked to the support tie the funds and/or property offered 
to a specific activity, that activity must itself be; 

e. charitable in nature 
f. within the scope of legitimate action permitted by the charitable objects of 

FirstLight and the powers granted to achieve those objects and 
g. be practically achievable by FirstLight 
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10. Where an offer of support is itself dependant upon FirstLight first spending its own 
money or resources in order to facilitate the execution of the original offer of support, 
great care will be taken by the Council to avoid placing charitable  assets under undue 
and inappropriate risk. 

 

11. Practical considerations might mean that an otherwise acceptable donation must be 
refused. 

Such cases might exist: 

 

a. Where support is tied to a particular project or activity which whilst reflecting the 
charitable objectives of FirstLight, is nevertheless impractical, given the current 
standing of the organisation. 

b. Where the support is presented in an unconventional manner and the cost of 
processing the donation exceeds the value of the donation. 

c. Where the support consists of goods, services or property which FirstLight cannot 
lawfully use, convert, exchange or sell in direct support of its charitable objects. 

 

12. Where a change in the donor’s circumstances prompts a request for the return of all or 
part of the donation, great care will be exercised by the Council. 

 

13. On occasion, the Council may wish to refuse a donation, or delay its acceptance, with a 
view to inviting the donor to make the gift in a more tax efficient manner. 

 

Relationship with Business and Corporate Partnerships 

 

The purpose of this section is to enable the staff and management within FirstLight to make clear 

and consistent decisions regarding the formation of partnerships with the corporate sector. 

 

The fundraising strategy for FirstLight makes reference to the formation of partnerships with the 

corporate sector. All of FirstLight’s relationships with the corporate sector will need to be guided 

by the organisation’s commitment to supporting families that experience the sudden death of a 

child.    

At the same time, opportunities for corporate partnerships are being created by the 

o widening role of the private sector in civil society 
o growth in mutually beneficial alliances between the corporate and voluntary sectors 
o increasing potential to secure corporate support for FirastLight’s work 
o ability of companies to promote FirstLight’s services to a wider audience 
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There is no single, specific statute to guide FirstLight’s Council in law in this area. However, there 

are relevant ethical and other principles that the Council and staff will wish to consider when 

deciding whether or not to establish a partnership with a particular company.  In addition, the 

Voluntary Fundraising Code arising from the Charities Act 2009 offers high level guidance   

 

Definitions: 

 

For the sake of clarity the following definitions apply in this document: 

 

The “Corporate Sector” means any registered business in Ireland or abroad. 

 

“Corporate Partnership” means a public, active and on-going association with a business, which 

has been solicited either by FirstLight or the business and has been established for the mutual 

benefit of the business and FirstLight. 

 

Establishing a policy on the formation of corporate partnerships. 

A clear policy on the formation of corporate partnerships is important for all charitable 

organisations. 

Such a policy, acceptable to all those associated with FirstLight and agreed formally by the Council 

will: 

o clarify the considerations which the Council see as determining FirstLight’s relations with 
the private sector 

o ensure compliance with legal regulations where appropriate 
o help to ensure that decisions are not made on an ad hoc basis but are grounded in the 

mission and agreed policy objectives of FirstLight 
o provide a clear objective standard against which external regulatory bodies can judge the 

actions of the charity in cases of potential or actual dispute 
o provide a clear, unambiguous policy statement making decisions intelligible, easier to 

justify and credible to the public at large 
o protect the image and reputation of FirstLight against adverse public reaction from 

existing or potential supporters 

 

While the policy cannot anticipate every situation, it can be used as a reference point, against 

which decisions can be made in the best interests of FirstLight. 
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Policy for the Formation of Corporate Partnerships 

1. The formation of corporate partnerships is an important element of the fundraising 
strategy of FirstLight. Partnerships may be formed as a result of proactive targeting of 
specific companies or as a result of companies approaching FirstLight. 

2. A corporate partnership is defined as a public, active and on-going association with a 
business, which has been solicited either by FirstLight or the business and has been 
established for the mutual benefit of the business and FirstLight. 

3. All significant new partnerships must be notified and approved by the Council. 
4. Partnerships with corporate partners may encompass a range of activities such as; 

a. Cause related marketing 
b. Employee Fundraising 
c. Promotion of FirstLight brand on or with its products 
d. Joint or sponsored events 
e. Research projects 
f. Sponsorship of aspects of FirstLight’s services 
g. Sponsorship of FirstLight publications 
h. Gifts in kind, such as equipment, vehicles and the use of premises 

 

5. Before forming a partnership with a company an assessment will be made by FirstLight’s 
CEO of the potential benefit and the risks attached to the association. This assessment will 
take account of the following; 

a. The financial stability of the company.   This may involve scrutiny of the company 
accounts and an assessment of its financial stability. 

b. The reputation of the company. If there are any concerns regarding the public 
image of the company they will be considered with regard to any negative effect 
this could have on the image of FirstLight – whether or not a negative public image 
may be justified. 

c. Exclusions: Companies whose business includes the following will be excluded 
from a partnership with FirstLight because partnerships with such companies will 
pose a potentially serious threat to FirstLight’s integrity: 

 

i. Manufacturers of appliances the purpose of which is to inflict torture 
ii. Producers of pornographic material or material which may be judged to 

be abusive of individuals 
iii. Companies involved in the nuclear industry 
iv. Any Companies whose activities are inimical to children as decided by the 

Council from time to time . 
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SECTION 33: PUBLIC COMPLIANCE POLICY  

 

 FirstLight is committed to complying with the Statement for Guiding Principles for 

Fundraising and has formally discussed and adopted the Statement at a meeting of the 

governing body.  

 FirstLight confirms its commitment to the principles set out in the Statement of Guiding 

Principles for Fundraising by a statement to that effect in its annual report.  

 FirstLight has a Donor Charter which is consistent with the Statement of Guiding 

Principles for Fundraising. 

 FirstLight regularly monitors compliance with the Statement of Guiding Principles for 

Fundraising and compliance reports are received regularly by the governing body.  

 FirstLight considers the Statement of Guiding Principles for Fundraising when planning 

all fundraising activity.  

 FirstLight has a policy on working with third party fundraisers. 

 FirstLight provides honest, open and transparent disclosure when fundraising from the 

public.  

 FirstLight has appointed a member of the governing body and/or a senior member of 

staff to be responsible for compliance with the Statement of Guiding Principles for 

Fundraising. 

 FirstLight ensures that fundraising staff are provided with information and training on 

the Statement of Guiding Principles for Fundraising and its implementation.  

 FirstLight has a feedback and complaints procedure consistent with the Statement of 

Guiding Principles for Fundraising. Feedback is recorded for review by relevant staff 

including the governing body. Feedback is responded to promptly and appropriately.  

 FirstLight prepares financial reports consistent with the requirements of the Charities 

Act 2009 which include a statement concerning the extent to which control of the 

organisation is independent of its funding sources.  

 FirstLight ensures that all donations are tracked and recorded and complies with data 

protection requirements.  

 FirstLight is accessible to the public through a number of readily available contact 

options. 
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SECTION 34: GDPR POLICY  

INTRODUCTION 

The General Data Protection Regulation 2018 (“The Regulation”) provides rules which apply to 

the collection, use, disclosure and transfer abroad of information about individuals which 

includes employee and client personal data. The Regulation set out the principles that First 

Light must follow when processing personal data about individuals and also gives individuals 

certain rights in relation to personal data that is held about them. 

The aims of this policy are: 

• To assist First Light in meeting its obligations under The Regulation 

• To regulate First Light’s use of information relating to employees and others who work for 

First Light, and 

• To ensure that employees and others working for First Light are aware of both their rights in 

relation to the personal data that First Light holds about them, and their responsibilities with 

regards to personal data they may process about clients and other individuals as part of their 

job 

For ease of reference, this policy refers to “employees”, but it applies equally to others working 

for First Light. 

DEFINITIONS 

Below are definitions under The Regulation: 

DATA CONTROLLER: the person or organisation that determines when, why and how to process 

Personal Data. It is responsible for establishing practices and policies in line with the GDPR. We 

are the Data Controller of all Personal Data relating to First Light Personnel and Personal Data 

used in our business for our own organisational purposes. 

DATA PROCESSOR: ‘processor’ means a natural or legal person, public authority, agency or 

other body which processes personal data on behalf of the controller. 

PERSONAL DATA: any information identifying a Data Subject or information relating to a Data 

Subject that we can identify (directly or indirectly) from that data alone or in combination with 

other identifiers we possess or can reasonably access. Personal Data includes Sensitive Personal 

Data and Pseudonymised Personal Data but excludes anonymous data or data that has had the 

identity of an individual permanently removed. Personal data can be factual (for example, a 

name, email address, location or date of birth) or an opinion about that person’s actions or 

behaviour. 

DATA SUBJECT: a natural person whose personal data is processed by a controller or processor 

GENERAL DATA PROTECTION PRINCIPLES 

The Regulation places an obligation on data controllers, such as First Light, to observe the data 

protection principles. In summary these include that personal data must: 
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• Be obtained and processed lawfully and fairly in order to serve a lawful purpose 

• Be used and disclosed for specified, explicit and legitimate purposes and not in any manner 

incompatible with those purposes 

• Be adequate, relevant and not excessive in relation the purposes for which they are processed  

• Be accurate, complete and up-to-date, any information that is inaccurate in relation to purpose 

for which it is kept and processed, will be rectified or deleted without delay 

• Not be kept for longer than is necessary for the purpose(s) for which it was obtained 

• Be processed in line with the rights given to individuals under The Regulation 

• Be kept safe and secure in line with The Regulation using the appropriate technical and 

organisational measures that will ensure appropriate security against unlawful processing and 

accidental loss, destruction or damage and 

• Not be transferred to countries without adequate levels of data protection 

FIRST LIGHT GENERAL DATA PROTECTION POLICY 

All employees have an obligation to comply with these principles where appropriate and must 

ensure that all data stored by First Light is accurate. 

WHAT IS PERSONAL DATA? 

Personal data is data relating to a living individual who is or can be identified either from the 

data or from the data in conjunction with other information that is in, or is likely to come into, 

the possession of the data controller. The data protection principles apply to any sort of 

personal data, which is either electronically processed (e.g. on a database) or which is held or 

intended to be in a structured filing system (e.g. a set of personnel files). 

Certain personal data is classified as “sensitive personal data”. This is personal data relating to a 

person’s racial or ethnic origin, political opinions, religious or philosophical beliefs, membership 

of a trade union, physical or mental health, sexual life or any criminal offence or related 

proceedings. For example, First Light may, where necessary in connection with employment, 

collect and process sensitive personal data in respect of your health. 

Any Personal Data processed by First Light will be kept secure in line with The Regulation and 

will only be kept for as long as it meets its required purpose. 

FIRST LIGHT’S OBLIGATIONS 

“Processing” includes the obtaining, recording, keeping and disclosing of data. Generally, 

processing of employee personal data may only be done with the employee’s consent. However, 

such consent is not required in certain circumstances, for example where the processing is 

necessary for compliance with a legal obligation or where the processing is necessary for the 

performance of a contract to which the employee is a party e.g. an employment contract. 

NATURE OF EMPLOYEE INFORMATION 
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First Light holds and processes certain personal information about you as part of its general 

employee records. The records may include your address, contact details, payroll details, 

educational history, position, etc. This sort of information is known as “personal data” under 

The Regulation. Employee information is also held on HR and operational databases. In some 

cases, the CEO / Manager might also hold employee information in their own files. 

Sensitive personal data may include but is not limited to records of sickness absence, medical 

certificates and medical reports. The purpose of processing this type of information is generally 

to manage the application process, to administer benefit plans, to monitor and manage sickness 

absence and to comply with health and safety legislation. If sensitive personal data relating to 

you is being processed for reasons otherwise than those set out above or otherwise permitted 

by law, your explicit consent will be sought. 

PURPOSE OF PROCESSING GENERAL EMPLOYEE INFORMATION 

First Light needs to collect and use personal data about employees for a variety of personnel, 

administration, work and general business management purposes. These include 

administration of the payroll system, the administration of employee benefits (such as leave 

entitlements), facilitating the management of work and employees, carrying out appraisals, 

performance and salary reviews, operating and checking compliance with First Light’s 

employment rules and policies, operating First Light’s IT and communications systems, 

checking for unauthorised use of those systems and to comply with record keeping and other 

legal obligations. 

KEEPING EMPLOYEE INFORMATION 

First Light will take steps to ensure that the employee information it holds is accurate and up-

to-date. For example, you will be asked to inform First Light of any changes which we need to 

make to update your employee information (such as a change of address). From time to time 

you will be asked to supply updated personal information as part of our annual review of 

personal data held to ensure that First Light meets its data protection obligations. First Light 

will also take steps to ensure that it does not keep any information about employees for longer 

than is necessary under the Regulation and other relevant legislation. First Light will put in 

place a policy for the archiving and/or removal of any personal data that is no longer required 

as per the relevant legislation and regulation in order to ensure data minimisation. 

TRANSFER OF EMPLOYEE INFORMATION 

First Light may make some information about you available to First Light’s advisers and/or data 

processors such as lawyers, accountants, payroll administrators, benefits providers (for 

example, pension scheme providers), to those providing products or services to First Light 

(such as IT and other outsourcing providers) and to government and/or regulatory authorities. 

Personal data will only be shared with such parties if they have a need to know the information 

for the purposes of providing the contracted services. These recipients may be located outside 

the European Economic Area. In this case, First Light will agree that the recipients of the 

information, both within and outside First Light, comply with the contents of this policy and The 

Regulation. 
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YOUR RIGHTS UNDER THE DATA PROTECTION RULES 

The Regulation gives you (and anyone else about whom personal data is held) specific rights in 

relation to the information that is held about you. The GDPR introduces a right for individuals to 

have personal data erased (‘the right to be forgotten’). Some of these rights are summarised 

below. 

Under The Regulation, you are able to: 

• Obtain confirmation that First Light holds personal information about you, as well as a written 

description of the information, the purposes for which it is being used, the sources of the 

information and the details of any recipients 

• Obtain access to the personal information, which is held about you 

• Rectify any inaccurate data held without delay 

• Request that personal data be removed/deleted where no compelling reason exists to 

continue processing such data 

• Restrict the processing of personal data under certain circumstances as laid down in The 

Regulation 

• Object to the processing of personal data where First Light does not have compelling 

legitimate grounds as laid down in The Regulation 

• It is important to note that this is not an absolute right to review all the information that is 

held about you, as there are various exceptions to this right contained in The Regulation. These 

include: 

(a) where personal data is kept for the purpose of preventing, detecting or investigating 

offences and related matters; and 

(b) where the data is an expression of opinion about you given by another person in confidence. 

YOUR RESPONSIBILITIES UNDER THE DATA PROTECTION RULES 

As well as having rights under The Regulation, all employees when processing personal data 

must comply with the general data protection rules set out in this Policy. Failure to comply with 

the rules and requirements in relation to data protection may result in disciplinary action being 

taken against you. 

  YOUR PERSONAL INFORMATION 

First Light requires certain personnel information which may include but is not limited to the 

below list. In order to assist First Light in ensuring that your personal information is kept up to 

date, you should inform the CEO of any changes as they arise; 

• CV / Application form 

• Qualifications/ Education 
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• Address and other contact details 

• Emergency contact name and number 

• Bank account details 

• Attendance records 

• Health and Safety documentation 

PERSONAL INFORMATION RELATING TO EMPLOYEES AND CLIENTS 

• If as part of your job, you hold any personal information about other employees of First Light, 

clients or about anyone else, then you also need to take steps to ensure that you are following 

the guidelines set out below. Please note that the following guidelines apply equally to 

documents containing personal information, which are kept in files, as well as information, 

which is kept electronically 

• You should not keep personal information about people, which you no longer need, or which is 

out of date or inaccurate. You should therefore review any personal information that you hold 

annually, bearing these principles in mind 

• All personal information must be kept securely and should remain confidential 

• If you receive a request from someone to give them any personal data about an employee or 

other individual you should refer them to the CEO. If the request relates to a client, you should 

refer them to First Light’s Clinical Director. First Light needs to verify the identity of the person 

making such a request and has to balance various considerations when deciding whether and 

how to respond to such request, including compliance with The Regulation. It is therefore 

important to refer such requests to the CEO or the Clinical Director, as appropriate, so that s/he 

can ensure First Light’s obligations are complied with 

• Accessing, disclosing or otherwise using employee records or other personal data without 

authority will be treated as a serious disciplinary offence and may result in disciplinary action 

being taken in accordance with First Light’s disciplinary procedure up to and including 

dismissal 

If you are unsure about the application of these guidelines to the information you hold as part of 

your job, you should contact the CEO for further guidance. 

BREACH 

In the event of a breach of security leading to the accidental or unlawful destruction, loss, 

alteration, unauthorised disclosure of, or access to, personal data, First Light shall promptly 

assess the risk to people’s rights and freedoms and if appropriate report this breach to 

Management. 

VARIATION 

First Light may issue further guidance or make amendments to this Policy from time to time, 

which will be notified to you. 
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SECTION 35: WEBSITE POLICY  

Introduction 

FirstLight is committed to protecting and respecting your privacy. This Policy explains when and 
why we collect personal information about people who visit our website, how we use it, the 
conditions under which we may disclose it to others and how we keep it secure. We may change 
this Policy from time to time so please check this page occasionally to ensure that you are happy 
with any changes. By using our website, you are agreeing to be bound by this Policy.  Any 
questions regarding this Policy and our privacy practices should be sent by email to 
info@firstlight.ie or by calling us on 01-8732711.      

 

FirstLight, formerly the Irish Sudden Infant Death Association is a registered charity established 

some 40 years ago (CHY 7716 with the Irish Revenue Commissioners, Registered Charity 

No.20017651 with the Charities Regulatory Authority and company number 113349). The 

registered address is Carmichael Centre, 4 North Brunswick Street, Dublin 7.  FirstLight’s purpose 

is to provide professional, qualified support to parents and families who have lost a child 

suddenly. Through understanding their grieving process and receiving help in dealing with 

bereavement from appropriately trained professionals, families can learn to live with their loss 

and begin rebuilding their lives.  They can find the FirstLight. 

FirstLight’s services are provided nationwide, free of charge, and include crisis intervention, 

individual counselling and psychotherapy, couple counselling and psychotherapy, structured 

group therapy, home visits, a befriending service and National Lo-Call helpline.  

FirstLight provides training in bereavement to frontline health, paramedic, Gardai, and related 

service providers. FirstLight receives some State funding and relies substantially on the 

generosity of its corporate supporters, volunteers and the general public to provide its critical 

services.  

How do we collect information from you? 

We obtain information about you when you use our website, for example, when you fill in forms 
on our site, when you contact us about FirstLight and our services, or purchase products and 
services, to make a donation, or if you register to receive information from us. We may collect and 
process data about you from information that you provide when placing an order with us by 
telephone (this includes your name, address and payment details). If you contact us in writing or 
by telephone, we may keep a record of that correspondence, and we may also ask you to complete 
surveys that we use for research purposes, although you do not have to respond to them.     

What type of information is collected from you? 

The personal information we collect might include your name, address, email address, IP address, 
and information regarding what webpages are accessed and when. If you make a donation online 
or purchase a product from us, your card information is not held by us, it is collected by our third 
party payment processors, who specialise in the secure online capture and processing of 
credit/debit card transactions, as explained below.  

 

How is your information used? 
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We may use your information to:  

 process a donation that you have made which will include administrative functions such 

as receipting the donation and contacting you for the purposes of the governments 

Charitable Donation Scheme if you have donated over €250 in a tax year; 

 process orders that you have submitted; 

 send you communications which you have requested and that may be of interest to you, 

where you have consented to be contacted for such purposes. These may include our 

Newsletter, information about our conferences, campaigns, appeals, other fundraising 

activities, education, training and events that we hold; 

 process a job application. 

We review our retention periods for personal information on a regular basis. We are legally 
required to hold some types of information to fulfil our statutory obligations. We will hold your 
personal information on our systems for as long as is necessary for the relevant activity.  

   

Who has access to your information? 

We will not sell or rent your information to third parties. We will not share your information with 
third parties for marketing purposes. We may pass your information to our third party service 
providers for the purposes of completing tasks and providing services to you on our behalf (for 
example to process donations, claim tax back from the Revenue Commissioners or send you 
mailings). However, when we use third party service providers, we disclose only the personal 
information that is necessary to deliver the service and we have a contract in place that requires 
them to keep your information secure and not to use it for their own direct marketing purposes. 
When you are using our secure online donation pages, your donation is processed by a third party 
payment processor, who specialises in the secure online capture and processing of credit/debit 
card transactions.  

 

We use appropriate technical and organisational measures to protect your information. For 
example, your personal data held by us is subject to access restriction. Our employees must use 
password-protected log-in screens to gain entry to such restricted information. All employees are 
provided with training to help keep them up-to-date on our security and privacy practices.  

 

Unfortunately, the transmission of information via the internet is not completely secure. We will 
do our best to protect your personal data, but cannot guarantee the security of your data 
transmitted to the Website; any transmission is at your own risk. 

 

If you have any questions regarding secure transactions, please contact us.  

   

Your choices and how you can access, update and delete your information 

You have a choice about whether or not you wish to receive information from us and you have 
the right to ask for a copy of the information we hold about you. If you do not want to receive 
direct marketing communications from us about the vital work we do and our range of products 
and services, then you can select your choices by ticking the relevant boxes situated on the form 
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on which we collect your information. We will not contact you for marketing purposes by email, 
phone or text message unless you have given your prior consent. We will not contact you for 
marketing purposes by post if you have indicated that you do not wish to be contacted. You can 
change your marketing preferences at any time by contacting us by email on info@firstlight.ie or 
by telephone on 01-8732711. The accuracy of your information is important to us. If you change 
email address, or any of the other information we hold is inaccurate or out of date, please contact 
us by email on info@firstlight.ie or by telephone on 01-8732711. 

  

Security precautions in place to protect the loss, misuse or alteration of your information 

When you give us personal information, we take steps to ensure that it’s treated securely. Credit 
or debit card details are encrypted and protected. When you are on a secure page, a lock icon will 
appear on the bottom of web browsers such as Microsoft Internet Explorer.  Non-sensitive details 
(your email address etc.) are transmitted normally over the Internet, and this can never be 
guaranteed to be 100% secure. As a result, while we strive to protect your personal information, 
we cannot guarantee the security of any information you transmit to us, and you do so at your 
own risk. Once we receive your information, we make our best effort to ensure its security on our 
systems.  

   

Use of 'cookies' 

Like many other websites, FirstLight uses cookies. 'Cookies' are small pieces of information sent 
by an organisation to your computer and stored on your hard drive to allow that website to 
recognise you when you visit. They collect statistical data about your browsing actions and 
patterns and do not identify you as an individual. 

    

Links to other websites 

 

Our website may contain links to other websites. This privacy policy applies only to our website‚ 
so we encourage you to read the privacy statements on the other websites you visit. We cannot 
be responsible for the privacy policies and practices of other sites even if you access them by 
using links from our website.   In addition, if you linked to our website from a third party site, we 
cannot be responsible for the privacy policies and practices of the owners and operators of that 
third party site and recommend that you check the policy of that third party site. 

    

Review of this Policy 

We keep this Policy under regular review.  
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