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We are Dublin Zoo.

We save wildlife and inspire a passion for nature —
one person, one family at a time.

Dear colleague,
WELCOME TO THE TEAM HERE AT DUBLIN ZOO!

Welcome

Established in 1831, Dublin Zoo is the fourth-oldest zoo in the world. We are proud of our
190-year history, which has seen many world-class achievements in advancing the
husbandry and care of some of the world’s rarest animals.

Dublin Zoo’s vision is a world where people live in harmony with nature. Our animal collection
comprises more than 500 animals in 80 species, about half of which are threatened with
extinction and part of regionally-coordinated conservation breeding programmes. In addition,
Dublin Zoo supports more than 20 field conservation projects, both here in Ireland and
globally. Our Discovery & Learning Team welcome 60,000 school children per year as part of
our formal and informal education programmes.

Dublin Zoo’s visitor experience is based on state-of-the-art animal habitats that are organised
along with biogeographic criteria and presented in a pleasant park landscape. With 1.27m
visitors in 2019, we are Ireland’s biggest family attraction and the third-biggest tourist
attraction in the country.

You, our employees, are what makes Dublin Zoo — a committed and dedicated team, willing
to give their best.

Congratulations on your appointment, and a very warm welcome to you!

Dr Christoph Schwitzer
Director
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Introduction

The purpose of this handbook is to give you an insight and understanding into how Dublin Zoo operates and
to help you function more efficiently in your day-to-day work.

Please take the time to familiarise yourself with the contents of this handbook as it contains some general
information about your employment, policies and procedures and some benefits that might be available to
you.

The Dublin Zoo handbook should be retained by employees for the duration of their employment at Dublin
Zoo.

It will be updated and re-issued to keep you up to date with the necessary policies and procedures affecting
your employment. In the meantime, if you need any more information, please do not hesitate to speak to
your manager or the HR Department.

Your participation and feedback are essential to our ongoing success.
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OPERATIONAL AREAS

Operational Areas within Dublin Zoo

Administration
Facilities building & car park
Additional administration offices

Discovery and Learning
Discovery and Learning Centre
Discovery Centre

Volunteers Centre

The Farmhouse

Restaurants & Other Food Outlets
Meerkat Restaurant

The Cove

Picnic Bench

Nakuru Cafe

Retail Areas

Main entrance & ticket office
Annual Pass and Groups entrance
Cash room

Main Gift Shop
African Plains Shop

Exhibit Areas
African Plains
Far side

Near side
Elephants

Service Area

Waste management area
Quarantine

Stores

Workshop

Veterinary surgery

Activities not restricted to one area
Horticultural activities

Security

Vehicles & Transport

Firearms

Research and Conservation
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YOUR EMPLOYMENT

Induction

In order to help you settle in to Dublin Zoo as quickly as possible, we have developed an Induction
Programme. At the start of your employment, there will be an Induction Presentation. This presentation will
provide you with information about Dublin Zoo’s history; will include an overview of all terms and conditions,
policies and procedures and any other information relevant to your position.

You will also receive Health and Safety and Customer Service Training and be provided with your letter of
appointment, Terms and Conditions and any other relevant paperwork.

At the end of this, you will be given a tour of Dublin Zoo and introduced to your manager/Team Leader for
your on-the-job training to begin.

This induction session will equip you with the necessary information to begin your job effectively.

Personnel Records

Important events in your work history with Dublin Zoo will be kept on your personnel file. Induction
documentation, performance reviews, changes of status records, change of address or contact number,
commendations, next of kin, health status, bank account details, and education attainment records are
examples of the records maintained. You are asked to notify HR/Management of any important changes to
these records. This information is confidential and access to your file is restricted. The records themselves
must be kept current and accurate, and from time to time your details may be checked with you. In
accordance with the Data Protection Act 1998 to 2018 and the European General Data Protection Regulation
(GDPR), you are entitled to view your file on the giving of written notice to your manager. Further information
in relation to data protection can be found in the Dublin Zoo General Data Protection Regulation Policy,
Appendix 11.

Probationary Period

Every employee at Dublin Zoo undergoes a probationary period for the first six months of employment. This
gives you and the Zoo time to get to know one another better. During this time, your Manager/Team Leader
will assess your suitability for your job and he/she will review your progress with you at your probationary
review, which will take place at the end of your third month of employment and also in your fifth month of
employment. Your probationary review is a two-way information exchange and you should use the review
to raise any issues that you might be concerned about. During your probationary period, you will be given
every opportunity and assistance to make a success of your new position.

The probationary period may be extended at the Zoo’s discretion but will not, in any case, exceed eleven
months. During the Probationary Period employment can be terminated if, in the opinion of Dublin Zoo, you
are not suitable. Termination of employment will not necessarily take place where a vacancy has been filled
internally, as this will depend on whether the promoted individual’s previous position has already been filled
and whether you can revert back to your original position if unsuccessful. Dublin Zoo will inform you
accordingly of their decision either to terminate your employment during the probation period, to extend your
probation period or if you have successfully passed your probation period. Dublin Zoo’s disciplinary
procedure will not apply during the Probationary Period. Furthermore, the company reserve the right not to
apply a performance improvement process and therefore, your employment may be terminated at the
Company’s absolute discretion, for any or no reason without recourse to any process except in the case of
misconduct. In such case, you will be entitled to 1 weeks’ notice, after the completion of 13 weeks of service.
Notice will not be given in circumstances, which justify summary dismissal.

Governing Law
Your employment shall at all times and in all respects be governed by the laws of Ireland and subject to the
exclusive jurisdictions of the Irish courts.
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Conditions Precedent

It is a conditions precedent of this offer of employment that the company receives satisfactory references
and evidence of your qualifications. The company will request references from your previous employers.
The company will endeavour to obtain these references prior to your commencement of employment,
however, this may not always be possible. You are also required to undergo a medical examination with the
company’s doctor. Confirmation of your appointment to your new position will be dependent on the doctor
confirming you are fit for employment.

Hours of Work

Your hours of work are provided in accordance with the Organisation of Working Time Act 1997-2001 and
are as detailed in your “Letter of Appointment”, Terms and Conditions and the Dixon Room Agreement. Due
to the seasonal nature of our business, working hours will vary dependent on the needs of the business.
Due to business demands, you may be required to be available to work overtime to meet these needs from
time to time. Where it is necessary for you to work overtime, as much notice as possible will be given. The
level of overtime to be worked will be kept to a minimum. You should not work overtime without the approval
of your Manager/Team Leader.

Rest Periods & Break Entitlements
Rest periods and Breaks are provided in accordance with the Organisation of Working Time Act 1997
Regulations and the Protection of Young Persons (Employment) Act, 1996.

Rest Periods

At a minimum, employees are entitled to 11 consecutive hours of rest in any period of 24 hours. In addition,
you should get 24 consecutive hours to rest in any period of 7 days and this should normally follow on from
one of the 11-hour rest periods already mentioned, or as an alternative, your employer can give you two 24-
hour rest periods in the week that follows one in which you did not get your entitiement.

Break Entitlements

In relation to break entittements, at a minimum, employees are entitled to a 15-minute break if working
between 4.5 and 6 hours in a day, and 30 minutes in total were working in excess of 6 hours in a day (which
may include the earlier 15 min break).

Details of your break times are available from Management.

Should you not be in receipt of your breaks or rest periods as outlined above then you must bring this to the
attention of the company. The procedure for notifying the company is outlined below:

Procedure for Non-Receipt of Rest Periods/ Breaks
. Should you be unable to avail of rest or break entittement as outlined above you should notify
your manager in writing within 24 hours of missing the break or rest period.
. If your manager is unavailable you should bring this to the attention of another member of
Management.
. You must detail which rest break was missed and the reasons restricting you from taking this
break or rest period.
. Your manager will endeavour to remedy the matter and ensure that you receive your break or
rest period as soon as possible.
. If you do not take your break or rest period when it is offered, the employer is not obliged to offer
you a further rest break.
Should you require clarification on this procedure or if you have any questions in relation to your entitlements
please do not hesitate to bring this to the attention of Management who will be more than happy to advise
you.
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Pay and Benefits

The payroll week runs from Thursday to Wednesday. You are paid by credit transfer, either weekly or
monthly in arrears, as detailed in your “Letter of Appointment”. You will receive an itemised payslip statement
giving details of gross earnings and deductions via email after every wage credit transfer. If you have any
queries you should contact your Manager/Team Leader. Pay for weekly paid employees will be received on
a Thursday for permanent employees and a Wednesday for temporary employees.

You must submit your bank account details in order to get paid.

In line with PAYE Modernisation 2019, in order to ensure that your tax is dealt with properly and that the
right amount of tax is deducted from your pay, you are required to add this employment to your Revenue
Account. The Dublin Zoo registration number is available from management.

Please note, that in line with the PAYE Modernisation 2019 P45s and P60s have been abolished from 1st
January 2019. No P45s or P60s will be sent to Employees anymore, instead, employers send a submission
to the Revenue that alerts them of starters and leavers.

If you have never registered with Revenue before but you have a PPS number then you need to set up an
online account with Revenue.

Please note that if you do not register your employment on your Revenue Account your tax might be
calculated at the emergency tax rate.

You are required to submit an official tax document, which contains confirmation of your PPS number
otherwise you cannot legally be placed on the payroll.

If this job is your first employment in Ireland, you should contact the Tax office to complete a 12A form,
which will register you for your Tax Credits.

Deductions for overpayments will be made from subsequent salary payments once discovered and you will
be notified accordingly.

Your rate of pay is as notified to you in your Letter of Appointment.

Time Recording Procedures
You are responsible for your own time keeping using the clock card system. You must clock in and out
when going on duty or finishing duty if required by your Manager/Team Leader.

Any person found clocking for another person will be liable to disciplinary action up to and including
dismissal and the owner of the card/code concerned may also be liable to disciplinary action up to and
including dismissal. Additionally, any person found tampering or misusing any time recording system in
use will be liable to disciplinary action up to and including dismissal.

If you fail or forget to clock or sign in you should advise your Manager, explain why you did not clock or sign
in or out and should inform them of your exact arrival or going home time.

Retirement

Introduction
This policy details Dublin Zoo’s policy and procedure in relation to retirement which should be followed when
staff are approaching normal retirement age.

10
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Scope
This policy applies to all members of staff.

Normal Retirement Age
The normal date of retirement will be the day on which the employee turns 66 years of age. Dublin Zoo

believes it is in the interest of the employees concerned and the Organisation that there is a specified
retirement date. When coming to this decision Dublin Zoo took the following matters into consideration:

. The physical nature of the work involved requires a reasonable degree of manual handling,
lifting and moving and flexibility.

. The fact that staff may at any time be required to work/assist with animals of varying sizes
requires an ability to be physically fit.

. The need to allow opportunities for younger employees to develop to more senior roles in the
organisation thus ensuring the exchange of information and learning from generation to
generation.

Dublin Zoo may agree to a later date, with a written agreement between Dublin Zoo and the employee,
where exceptional circumstances exist such as the need to retain certain skills or knowledge until such time
as there is adequate experience within the remaining workforce.

Policy
This policy deals with arrangements for retirement. The procedure outlined below will ensure that Dublin

Zoo supports team members at this time of significant change.
Flexible Retirement
Prior to reaching 66 years of age

Dublin Zoo recognises that some team members approaching retirement age may wish to retire from Dublin
Zoo in a phased and managed way. Consequently, Dublin Zoo operates a flexible Retirement Policy, to
facilitate team members, where possible, with the opportunity to apply for a number of options to assist them
in planning and managing their retirement in the three-year period leading up to their actual contracted
retirement date. Options that may be available to certain team members are;

. Change in rostered hours or days

. Reduction in working hours or days

. Redeployment to an alternative available position/department

. Change to place of work / remote working

Team Members are advised to consider their options carefully and seek independent financial advice before
taking any decisions which may affect their pension or tax credit position.

Working beyond Dublin Zoo'’s normal retirement age.

Whilst Dublin Zoo has a normal retirement age team members wishing to request to work beyond that date
should bring this to the attention of their Manager in the first instance.

This request should be in writing no less than 6 months before the intended retirement date.
Following receipt of this request, a meeting will be arranged between the team member and their manager

to discuss the request. Following this meeting, the manager will consider the request and when a decision
has been made, it will be communicated to the team member as soon as is reasonably practical.

11
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Should the request be granted the necessary paperwork will be drawn up for both parties to sign.

Where a request is not granted, the reasons for this will be clearly outlined to the team member and their
right to appeal this decision will be explained to them. Any appeals would be through Dublin Zoo’s normal
Grievance Procedure.

Dublin Zoo reserves the right to require an individual team member or group of employees to retire at a
particular age where this is objectively justified in the particular circumstances however the following points
will be taken into consideration when reviewing any applications to work beyond the normal retirement age;

. Employment terms and conditions of the request

. Duration of the requested extension to the normal retirement age

. Intergenerational fairness (allowing younger workers to progress)

. Motivation and dynamism through the increased prospect of promotion

. Health and Safety

. Creation of a balanced age structure in the workforce;
. Personal and professional dignity

. Succession planning

Please be advised that should your request to continue to work beyond your retirement date be granted, it
will be on the basis that your permanent contract has now reached its’ expiry date and that you will be
employed on a 1 year fixed term contract on similar terms and conditions of employment.

Procedure

HR/Management will endeavour to inform the team member in writing of his/her impending retirement date
with the company. This is usually done at least 12 months in advance of the team member reaching the
retirement age of 66.

This letter will also include an invitation to the team member to attend a meeting to discuss their impending
retirement and will provide an opportunity for both parties to explore whether there are any measures that
would support the pathway to retirement.

Planning for Retirement

Dublin Zoo recognises that retirement is a major life change for everyone and we believe that in embarking
on such a life change, team members may like to have some guidance and information to help them plan for
their retirement. With this in mind, Dublin Zoo offers team members the opportunity to attend a Retirement
Planning Course for which Dublin Zoo will cover the cost. These courses provide an insight into important
aspects to consider when at or approaching retirement age and provides helpful information on how to plan
for your retirement.

Pension

Any team member who wishes to discuss their pension arrangements should contact the Finance
Department who may be able to assist them or provide them with the details of Dublin Zoo’s pension
providers.

Final Pay
HR/Management will liaise with Payroll and Pension providers to finalise pension, AVC (if applicable) and

any final salary payments due.

The company reserves the right to change the terms of this policy from time to time and to introduce a
replacement procedure as may be required.

12
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The company will act in a non-discriminatory and procedurally correct manner in applying practices to
terminate employment by retirement.

Decisions

The final decision in relation to any request made under this policy is at the discretion of the Director of
Dublin Zoo.

ATTENDANCE AND LEAVE ARRANGEMENTS

Annual Leave and Public Holiday Entitlement

Your basic holiday entitiements will be provided to you in accordance with the Organisation of Working Time
Act 1997-2001 and shall be a maximum of four working weeks for a permanent full time person. If you are
non full time, your annual leave will be calculated on a pro rata basis. The Dublin Zoo holiday year runs from
18t January to 315t December.

If you join during the holiday year, you will receive holiday entitlement in accordance with the Organisation
of Working Time Act 1997-2001 and on a pro rata basis for the first year.

It should be noted that annual leave cannot be carried forward from one calendar year to the next, except
by prior agreement, and in such a case must be taken within six months of the ending of the leave year, with
the agreement of your manager.

You cannot forego any period of holiday entittement and be paid salary in lieu, except in the case of
termination of employment.

When, in the event of the termination of your employment, the paid holidays already taken exceed the paid
holiday entitlement on the date of termination, the Company will deduct the excess holiday pay from any
termination pay. If such deduction is insufficient, you will repay the Company whatever sum is necessary to
recover the excess.

Where possible, Dublin Zoo will facilitate you by allowing you to take holidays at the time of your choosing.
However, for capacity/activity planning purposes the requirement to ensure that each team is adequately
covered at all times may result in some applications for holidays at specific dates being turned down. No
more than 10 working days may be taken at any one time, unless by prior agreement. You must apply for
your holidays using the ‘Absence Request Form’, which can be obtained from your Manager/Team Leader
and you must apply four weeks before you wish to take them. If less notice is given activity planning/work
on hand will determine if the desired days are available.

Public Holiday Policy

Dublin Zoo will observe the following public holidays;
New Years Day

St. Patrick’s Day

Easter Monday

First Monday in May, June and August

Last Monday in October

Christmas Day

St. Stephen’s Day

Where an employee is required to work a Public Holiday, the company will provide the employee with either:
. an additional day’s pay

13
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. an additional day’s annual leave within the current holiday year
. a paid day off within a month.

The company will decide which of the above options will apply in respect of each Public holiday and may
vary between employees.

Part-time employees are entitled to public holiday entitlements provided that they work at least 40 hours
during the 5 weeks coming up to the public holiday, ending on the day before the public holiday. The
entittements are calculated in accordance with the Organisation of Working Time Act 1997.

Additional Leave
You may be entitled to the additional leave listed below, if you require information on any of the leave
listed please speak to your Manager or Team Leader.
e Sick Leave
e Leave for Jury Service
e Maternity/Paternity Leave
e Adoptive Leave
e Parental Leave
e Parents Leave
e Force Majeure Leave
e Carers Leave
e Service Leave
e Compassionate Leave

Sick Leave

Dublin Zoo recognises that there are occasions when absence from work due to sickness is unavoidable
and may provide arrangements for the benefit of permanent employees, who have completed their
probationary period, of payment whilst absent due to sickness.

In the event of absence from work an employee must contact their Manager/Team Leader as early as
possible, but no later than 10am on the first morning of absence. Failure to do so could result in non-
payment for any period of absence. An employee must indicate the reason for and likely duration of the
absence. Leaving a voicemail or text message is not acceptable unless there are compelling reasons.
Notification is not the responsibility of a relative, friend or spouse.

In the case of sickness, a Medical Certificate must be produced on the fourth day of absence for more than
three days of continuous sickness, and every week thereafter. This certificate must state the nature of the
illness and its likely duration. Please note that medical certificates obtained from an online doctors’ services
are not accepted by the Company. The only medical certificates that the Company recognise are those
obtained after examination in person by your local General Practitioner.

If an employee is absent through iliness, they shall make an appropriate claim to the Department
responsible for Social Welfare for any benefit that they may be due during this absence. Details of how to
apply for this payment are available from HR or their manager.

Where an employee is seeking to be paid by Dublin Zoo, when they make a claim to the relevant Social
Welfare department they must request payment be made directly to Dublin Zoo (Their Employer). Dublin
Zoo Bank details are available from their Manager or HR.

Where an employee, during the Sick Leave period, progresses to a higher Sick Pay level, that higher level
will apply immediately from the date of progression and will be available up to the end of the Sick Pay
Period in which it occurred. Any absences before the date of progression will not benefit from the increase in
Sick Pay.

14
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In the interest of Health and Safety, Dublin Zoo may require an employee to attend a medical examination
by a Doctor nominated by Dublin Zoo at any time.

Please note, failure to follow the above procedures may result in no payment being made. Any person who
is found to have abused the sick pay facility, failed to return any social welfare payments made to them or
has made a false claim, may be subject to disciplinary action and no further payments being made to them.

Payment will only be made for days that are approved and the maximum payment that an employee may
receive from Dublin Zoo will be:

0-6 months, - no benefit

6 months — 5 years - 13 weeks full pay
5 years — 10 years - 26 weeks full pay
10 years and above - 52 weeks full pay

The Sick Pay Period will be four years, commencing on the first day of absence due to sickness. Sick Pay
will not be paid for the first three days of any absence. Sick Pay will be paid upon the receipt of a medical
certificate to cover a period of absence due to sickness for which Sick Pay is being requested.

During the Sick Pay Period, an employee will be allowed up to five paid days’ absence due to sickness for
which they will not have to produce a medical certificate within a 12 month period, on a rolling basis, basis
from the first day of absence.

Dublin Zoo reserves the right, at any time, to send an employee to a nominated Doctor.

Unusual Absence Policy
The Unusual Absence Policy sets out the Company’s procedures for the reporting and management of

employee absences in emergency and unusual circumstances in a fair and consistent way.

This policy is designed to address situations such as inclement or serious weather conditions, transport
strikes/disruptions and natural disasters which may result in an employee not being able to attend the
workplace. Such circumstances may also result in employees arriving late to the workplace, leaving early or
being required to work from home. Examples of these circumstances include:

(a) extreme adverse weather such as heavy snow;
(b) industrial action affecting transport networks; or
(c) major incidents affecting travel or public safety.

The Company understands that circumstances such as those set out above are outside of employees’
control. In general, however, it is the Company’s policy to stay open for business during times of serious
weather conditions and employees are expected to make every reasonable effort to attend to work at these
times. In cases where an employee is unable to attend work, the policy and procedure set out below will

apply.

This policy does not form part of any employee's contract of employment and it may be amended at any
time. The Company may also vary the procedures set out in this policy, including any time limits, as
appropriate in any case.

Who is covered by the policy?
This policy covers all employees at all levels and grades, including senior managers, officers, directors,
employees, trainees, home workers, part-time and fixed-term employees [Include/Exclude as appropriate].

15
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The policy applies where an employee is unable to attend work due to transportation issues outside of their
control and have been left with no feasible manners of transportation to the workplace.

Employees are expected to seek to exhaust other methods of transport to the workplace including all types
of public transport that may be available. This may include leaving extra time for the journey and/or taking
an alternative route.

Reporting Procedure

If you cannot attend the workplace due to a reason as set out above, you must contact your manager by
telephone as early as possible and no later than 30 minutes after the time when you are normally expected
to start work. You should inform your manager of the exact reasons that you cannot travel to the workplace
and the expected length of your absence from the workplace.

If conditions improve sufficiently during the day, employees should report this to their manager and attend
work unless told otherwise.

Unauthorised absence
Cases of unauthorised absence will be dealt with under the Company’s Disciplinary Procedure.

An absence that has not been notified according to the above reporting procedure will be treated as an
unauthorised absence.

If you do not report for work and have not telephoned your manager to explain the reason for your absence,
your line manager will try to contact you, by telephone and in writing if necessary. This should not be treated
as a substitute for reporting absence.

Employees who do not make reasonable efforts to attend work or who fail to contact their manager without
good reason may be subject to disciplinary proceedings for misconduct. The Company will consider all the
circumstances including the distance the employee has to travel, local conditions in their area, the status of
roads and/or public transport, and the efforts made by other employees in similar circumstances.

Working from home arrangements
Employees may be required to work from home, where possible, or from an alternative place of work, if
available. Your manager will advise you of any such requirement.

Where serious weather conditions are predicted for the following day employees are expected to make
appropriate arrangements with their Manager and IT before leaving the workplace in the event that they
cannot travel to work and are required to work from home.

Pay

You will not be entitled to be paid for time during which you are unable to attend the workplace due to
extreme weather or other travel disruptions and the workplace remains open. In such circumstances the
Company may agree to one of the following options with you:

(a) Take the time/days from your annual leave entitlement;

(b) Take the time/days as a period of unpaid leave;

(c) The time/days can be worked back

Jury Duty
It is Zoo policy to support the civic system and to release you to attend jury service.

If you are called for jury service, Dublin Zoo will pay your basic rate of pay for the duration of time you are

16
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required to attend for jury service for as long as is reasonable. If you are not called forward for Jury Duty on
any day, you are required to return to workimmediately.

You should contact your Manager/Team Leader promptly after receiving notification to appear for Jury
Service to give time to arrange cover.

Where a business conflict arises you will are required to request derogation from the Court. The application
for derogation will be accompanied by a supporting letter from Dublin Zoo. In all instances, you must agree
with the application for derogation.

Maternity Leave
Dublin Zoo’s Maternity Leave Policy operates in line with the Maternity Protection Acts 1994 and 2004.
Employees are entitled to 26 weeks of consecutive maternity leave.

As soon as you are aware that you are pregnant you must notify Dublin Zoo in order that the Zoo can carry
out a risk assessment to ensure that your work will not put your pregnancy atrisk.

You are required to provide Dublin Zoo written notice of your intention to take leave no later than 4 weeks
before your Maternity Leave is due to be taken.

This notice should specify when the leave period is due to commence and should be accompanied by a
doctor's certificate stating the expected date of delivery. Your Maternity Leave must be taken no later than
2 weeks before the week of confinement.

Dublin Zoo may pay you whilst on Maternity Leave. This payment would be given on the condition that you
submit all payments received from the Social Welfare to Dublin Zoo.

You can confirm your entitlement to Maternity Benefit Payment from the Social Welfare with the Maternity
Benefit Section.

In addition to your entitlement to 26 consecutive weeks of Maternity Leave, you may take 16 weeks of
consecutive additional unpaid leave, which must immediately follow the 26 weeks maternity leave.

There is no entitlement to Social Welfare or payment from the Zoo during this period of leave.

If you wish to take this additional leave you must inform Dublin Zoo as soon as possible, in writing, no later
than 4 weeks before the commencement of your additional leave, stating that you intend to take your
additional leave.

You must also contact Dublin Zoo, in writing, at least 4 weeks before this additional leave period finishes
and also further confirm this 2 weeks in advance of return to work.

You are entitled to time off to attend ante-natal medical appointments without loss of pay. Time off is
depending precisely on the time taken to attend the ante-natal medical appointment, including travel time.

You must notify Dublin Zoo, in writing and no later than 2 weeks before the date of the medical appointment.
Dublin Zoo reserves the right to request written confirmation of medical appointments.

You are also entitled on a once off basis, to paid time off to attend ante-natal classes, (except the last three
in a set). Time off is depending precisely on the time taken to attend the ante-natal, including travel time and
you must notify Dublin Zoo, in writing no later than 2 weeks before the date the ante-natal class is due to
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take place. In the case of fathers, you are also allowed, on a once off basis, to attend the last two classes.

Your holiday leave will not be affected during your Maternity Leave. You will still accrue holidays, including
public holidays, as normal during both your 26 weeks entitlement and your additional 16 weeks, should you
choose to take this.

You must inform the company in writing of their intention to return to work not less than 4 weeks before the
date you are due to return.

Employees are entitled to return to the same or suitable alternative work on terms and conditions no less
favourable than before.

The HR Department will provide you with the forms necessary for completion, for the applications of all
Maternity Leave.

Please contact Human Resources should you require any further information.
Pregnancy & Breastfeeding

Policy Statement
It is the policy of Dublin Zoo to protect its employees from hazards and risks in the workplace and to assess

possible risks to new and expectant mothers.

Procedure

. It is important that female employees inform their managers/employers that they are pregnant as early
as possible.

. Managers are to fill in the risk assessment form together with the pregnant employee to ensure that it
is agreed upon.

. Managers should make necessary adjustments to the working conditions identified in the risk
assessment.

. The employee should sign the risk assessment form and the Manager will then forward it to Human
Resources for filing.

. The Manager will carry out a further risk assessment at the end of the second trimester (26 weeks)
following the above steps again.

Ante-natal appointments

Employees are entitled to time off to attend Ante-natal medical appointments without loss of pay. Time off is
dependent precisely on the time taken to attend the Ante-natal medical appointment, including travel time.
You must notify Dublin Zoo, in writing and at least 2 weeks before the date of the medical appointment
providing medical certification confirming this.

Ante-natal Classes
Pregnant employees are also entitled, on a once off basis, to paid time off to attend one set of ante-natal
classes, (except the last three in a set) over all your pregnancies whilst in employment.

Time off is dependent precisely on the time taken to attend the ante-natal, including travel time and an
employee must notify your manager, in writing no later than 2 weeks before the date that the ante-natal
class is due to take place.

In the case of fathers, they are also allowed, on a once off basis, to attend the last two classes immediately
prior to the birth.

Breastfeeding at Work
Under Section 9 of the Maternity Protection (Amendment) Act 2004 female employees in employment
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who are breastfeeding are entitled to take time off work each day in order to breastfeed. The provision
applies to all women in employment who have given birth within the previous 6 months (26 weeks).
You may:

. Breastfeed in the workplace or express breast milk, provided a location is available**.
Expressing milk means removing milk from your breast so you can store it and feed it to
your baby later. (**Your manager will be able to advise you further on facilities in your area)

. Have your working hours reduced (without loss of pay) to facilitate breastfeeding where
facilities are not made available.

Employees who are breastfeeding are entitled to take 1 hour (with pay) off work each day as a
breastfeeding break for up to 26 weeks after birth. This time may be taken as;

. One 60 minute break

. Two 30 minute breaks

. Three 20 minute breaks

Breaks may be longer and more frequent if agreed between the employee and their manager. Part-time
workers are also entitled to breastfeeding breaks, calculated on a pro-rata basis. After 26 weeks post-
partum, there is currently no legal entitlement to breastfeeding breaks.

If you want to continue to breastfeed when you return to work, you must notify the Human Resources
Department of your intention to breastfeed at work. You must confirm this information at least 4 weeks
before the date you intend to return to employment from your maternity leave. Dublin Zoo can require
you to supply your child’s birth certificate (or some other document confirming the child’s date of birth).

Adoptive Leave
An adopting parent may avail of Adoptive Leave for 24 consecutive weeks, which is paid by the Social
Welfare commencing on the day of placement of the child.

You must notify your Manager/Team Leader 4 weeks prior to taking the adoptive leave.

An Adopting parent may avail of additional adoptive leave for a further 16 unpaid consecutive weeks. This
additional leave is at your request and must be taken immediately after the Adoptive Leave ends.

You must notify your Manager/Team Leader 4 weeks prior to taking additional adoptive leave.

For an Irish adoption, an adopting parent must furnish Dublin Zoo with a “Certificate of Placement” no later
than four weeks after the day of placement.

The “Certificate of Placement” should contain the date of issue, date of placement, sex and date of birth of
the child, and the name(s) and address of adopting parent(s).

For foreign adoptions, an eligible employee must give Dublin Zoo a copy of the Declaration of Eligibility and
Suitability — issued under the Adoption Act.

Dublin Zoo may pay you for your non-additional adoptive leave and this payment will be given on the
condition that you submit your social welfare payments to Dublin Zoo, for the duration of your non-additional
Adoptive Leave.

Parental Leave
You are entitled to Parental Leave in accordance with the Parental Leave Acts, 1998 - 2019. Each parent
is entitled to 26 weeks parental leave which may be taken in separate blocks of a minimum of 6

19



October 2021

continuous weeks or more favourable terms with the agreement of the Zoo; for each child born or
adopted the leave must be taken before the child reaches 12 years of age, except, in certain
circumstances, in the case of a disabled child in which case the age limitis 16.

You must have at least one year’s continuous service before being entitled to take parental leave. However,
where you have more than 3 months but less than one year’s service you are entitled to one week’s leave
for each month of continuous employment. The leave may be taken as a continuous block of 6 to 22 weeks,
or, by agreement with the Dublin Zoo, it may be broken up over a period of time, a minimum of a week at a
time. Dublin Zoo will consider these requests taking the needs of the operation of Dublin Zoo into
consideration.

There is no entitlement to payment from Dublin Zoo or Social Welfare Benefit while on parental leave.
You must give written notice to Dublin Zoo of your intention to take parental leave, not later than 6 weeks
before the proposed commencement of the leave. The Zoo may refuse a request where operational
requirements make it impractical. In such a case the leave requested will be given within 6 months of the
date requested.

Paternity Leave
Dublin Zoo’s Paternity Leave Policy operates in line with the Paternity Leave and Benefit Act 2016. Under
this new parents(except for the mother of the child) are entitled to 2 consecutive week’s paternity leave.

Who can take paternity leave?

Relevant parents can take paternity leave. These are:
. The father of the child
. The partner (spouse, civil partner or cohabitant) of the mother of the child
. The parent of a donor-conceived child

For an adopted child, the relevant parent is:
. The nominated parent in the case of a married same-sex couple, or
. The partner of the adopting mother, or
. A man adopting alone

All employees (including part-time and casual workers) who are relevant parents can take 2 weeks
paternity leave from employment. It is not affected by how long you have been working for the
employer or how many hours you work a week. If more than one child is born or adopted at the same
time (such as twins), you can take only one single period of 2 weeks paternity leave.

Notice of Paternity Leave

You are required to provide Dublin Zoo with written notice of your intention to take leave as soon as possible
and no later than 4 weeks before the proposed date of paternity leave. This notice should specify when the
leave period is due to commence and should be accompanied by a certificate of proof of the expected date
of confinement of the employee’s spouse or partner, or confirmation of the baby’s birth where the leave is
being applied for after the birth has occurred. In the case of adoption, you must provide a certificate of
placement showing the date when the child was placed with you.

Your Paternity Leave must be taken from the date of confinement or day of placement (in the case of
adoptions), whichever the case may be, but not later than 26 weeks following such date or day.

Dublin Zoo may pay you whilst on Paternity Leave. This payment would be given on the condition that you
submit all payments received from the Social Welfare to Dublin Zoo.

You can confirm your entitlement to Paternity Benefit Payment from the Social Welfare. You must have
made the appropriate PRSI contributions in order to qualify for Paternity Benefit.

Commencement of Leave (Early Confinement)
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Where the birth of a child is early, the parent may still avail of Paternity Leave, provided that notification is
received within 7 days commencing on the date of confinement.

Postponement of Leave
Where the date of confinement has arisen after the initial date provided in the notification, the parent shall be
entitled to select an alternative date to avail of leave.

Your annual leave will not be affected during your Paternity Leave.
Please contact the Human Resources Department should you require any further information.

Parent’s Leave
As of 1st November 2019, a new regulation has been introduced into Irish law in the form of the Parent's
Leave and Benefit Act 2019, as amended.

New parents, of a child born or adopted no earlier than 1st November 2019, are entitled to five weeks
Parent’s Leave each, to enable them to provide or assist in the provision of care to the child.

The leave can be taken within the first 2 years of the birth of the child or in the case of an adoption, from the
date of placement of the child. Paid Parent’s Leave can be taken in addition to existing Maternity Leave,
Adoptive Leave, Paternity Leave and Parental Leave rights, as applicable to each relevant parent. A
relevant parent includes a parent or spouse or civil partner or cohabitant of a parent of the child.

Where the birth of a child is part of multiple births or a person adopts 2 or more children at the same time,
the parents are still entitled to only 5 weeks of Parent’s leave.

Five weeks paid Parent’s Leave will be paid by the state at the same rate as Maternity Benefit and Paternity
Benefit.

The employee must give to the employer six weeks' notice in writing of the proposed Parent’s Leave.

Parent’s Leave can be taken in five-week consecutive blocks or in separate weeks of leave before the
child’s second birthday or within 104 weeks from the date of placement, in the case of adoption. So you are
aware, it is not transferable between parents.

The employer may, in limited circumstances, postpone Parent’s Leave 4 weeks before the proposed start
date. The postponed Parent’s Leave must be granted within 12 weeks of the original date.

The employee has a right to return to work after Parent’s Leave on the same terms and conditions as
before.

Emergency Family Leave (Force Majeure)
You will be entitled to Force Majeure Leave which is provided for in Section 13 of the Parental Leave
Act of 1998. It can be taken when:
e asudden injury or illness occurs
e affecting a member of an employee’s immediate family (child/spouse/partner/brother/sister/
parent/grandparent or a person in sole dependency)
e makes that employee’s presence to assist that person indispensable

Then that employee is entitled to immediate paid leave. The entitlement cannot exceed three working
days in any twelve consecutive months and five days in any thirty-six consecutivemonths.

There is no service requirement for you to take Force Majeure Leave and, by definition, the prior notice does
not arise but if you have availed of the entittement, you must immediately afterwards give written notice to
your Manager in the appropriate form that they have taken Force Majeure Leave. Force Majeure Leave of
less than a day is counted as a day and the general entitlement is to a normal day’s pay for a day of Force
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Majeure Leave. (There is a form available from your Manager/Team Leader.)

Carer’s Leave Policy

Any employee who has been employed for a period of 12 months continuous employment will be entitled to
unpaid leave from employment if requested, to provide full-time care and attention to a person needing full-
time care. The employee must live with this person or in certain circumstances in close proximity to the
relevant person. A period of Carer’s Leave will not exceed 104 weeks for each person the employee is caring
for.

Notice of Carer’s Leave

When an employee proposes to take Carer's Leave, the employee must, no later than six weeks before the

proposed commencement of the Carer's Leave, provide the company with notice in writing stating:

. The proposal to take Carer's Leave.

. That an application to the Minister for Social, Community and Family Affairs has been made.

. The proposed date of commencement of the Carer's Leave and the form in which it is proposed to be
taken.

The employee should also provide the company with a copy of the written decision from the Deciding Officer

(this being a member of the Social welfare).

In exceptional or emergency circumstances, if it is not possible for an employee to give the required notice,
the employee shall give notice as soon as is reasonably practicable.

If however an employee takes leave without giving the six weeks’ notice, it is up to the company to decide
whether or not to treat that leave as Carer's Leave, with all the protections for employment status that that
implies.

An employee may revoke a notice of a proposal for Carer's Leave by communicating this in writing to the
company before the date on the confirmation document. After the confirmation document is issued
postponement must be by agreement of all parties.

The company may refuse, on reasonable grounds, to permit an employee to take a period of Carer's Leave
which is less than 3 months in duration. The reason for the company’s refusal will be expressed to the
employee in writing. If the employee is dissatisfied with the reasons specified they can appeal this to the
Workplace Relations Commission.

Confirmation Document

When an employee has given the company their request for Carer's Leave. The company and employee
will prepare and sign a confirmation document specifying the date of commencement of Carer's Leave, its
duration and the form it will be taken in. The document must be signed not less than two weeks before the
proposed commencement of Carer's Leave. A copy of the document will be given to the employee and a
copy kept by the company.

Further Carer’s Leave

An employee who has taken a period of Carer's Leave to attend to someone needing full-time care may not
commence a further period of Carer's Leave in respect to the same person until a period of 6 weeks has
elapsed since the termination of the previous period of Carer's Leave.

Where an employee has taken Carer's Leave and the period of leave has terminated an employee may not

commence Carer's Leave in respect of another person needing full-time care until a period of six months
has elapsed since the termination of the previous period of Carer's Leave.
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Termination of Carer’s Leave
A period of Carer's Leave shall terminate:
. When 65 weeks expires

. By agreement between the company and employee

. If the person in full-time care is receiving full-time care from a person other than the employee
concerned

. Six weeks from the death of the person receiving full-time care unless the 65 weeks agreed
expires.

. Where the person receiving full-time care recovers and no longer needs full-time care.
. Where the employee does not satisfy the conditions for providing full-time care.
. The employee is engaging or has been engaged in employment or self-employment

The period of leave shall terminate and the Deciding Officer (Social Welfare officer) shall inform the company
and employee of that decision.

When a period of Carer’s Leave terminates the following will be carried out:

. The employer will give the employee notice in writing specifying the date on which the employee
is to return to his or her employment.

. The employee must return to work on the date outlined by the company and the leave is
terminated

. The company will notify in writing the minister of Social, Community and Family Affairs that, that
period of leave has been terminated, the employee has returned to work and the date of return.

Where Carer's Leave is postponed, curtailed or varied the period of Carer's Leave that is not taken may be
taken at another time.

Return to Work
An employee on Carer's Leave must inform the company in writing of their intention to return to work not
less than 4 weeks before the date they are due to return.

Employees are entitled to return to the same or suitable alternative work on terms and conditions no less
favourable than before.

Absence from employment while on carer's leave may not be treated as part of any other leave (inc. sick
leave, annual leave, maternity leave, parental leave etc.)

The company may refuse to treat leave as Carer's Leave on reasonable grounds and where the company
refuses it will be specified in writing the grounds for such refusal. Where there is a dispute in relation to leave
the matter should be processed through the Grievance Procedure.

Service Leave
In addition to annual leave entitlement Dublin Zoo also operates a Service Holiday Scheme which you
may be entitled to and is as follows;

5 Years Service (on 1o January) 0.5 days
7 Years Service 1.5 days
10 Years Service 3.0 days
15 Years Service 3.5 days
20 Years Service 4.0 days
25 Years Service 4.5 days
30 Years Service 5.0 days
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Compassionate Leave

You may be granted up to three days compassionate leave in the case of a bereavement of a close
member of the family, this being spouse, mother, father, brother, sister, son or daughter, mother/father in
law, grandparents, granddaughter, grandson, niece or nephew.

Flexible Working

Dublin Zoo recognises that employees may, for any number of reasons, request flexible working
arrangements.

Requests for flexible working may relate to the number of hours worked, working times or where they
work.

The granting of any flexible working arrangements is at the absolute discretion of Dublin Zoo and
cannot be seen as an entitlement, term or condition, implied or otherwise.

Making a Request for Flexible Working

Requests for flexible working can only be considered for employees where the employee has at least
26 weeks continuous service with Dublin Zoo and has successfully completed their probationary
period.

If you wish to make a request for flexible working you should first raise this with your Manager. Your
Manager will informally discuss your request with you and you will need to complete a flexible
working application form so that your request can be recorded and reviewed in more detail.

Once a flexible working application form has been submitted, your Manager will consider whether it
is possible to accommodate your request, considering the needs of Dublin Zoo as well as the benefit
of the change to you. However, it cannot be guaranteed that it will be possible to accommodate your
preferred working arrangements and each request will be considered on a case-by-case basis.

When making a request you must set out the information asked for in the application form, which is:
the date of your request

your existing place and hours of work

your proposed place and hours of work

the reason for your request

your view on what impact, if any, your request would have on Dublin Zoo operations
how any such impact could be managed

your view on how your proposal could be workable

whether you have made any previous flexible working requests and, if so, the date of
your last request.

sesegcge

o

Your Manager will consider your request and submit your application, and their written opinion, to the
Human Resources Department for consideration.

If your Manager is unclear about any of the changes you have requested, you will be invited to a
meeting with your Manager, and a member of Human Resources, to discuss your request further.

At this meeting, your proposal will be discussed with a view to understanding what you wish to
achieve as far as your work pattern is concerned. As part of this, any difficulties with your proposal
will be highlighted and you will be invited to comment on this. During this discussion, alternative
flexible working arrangements may be suggested for you to consider.
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You should approach the meeting with an open mind and be open to finding an arrangement that
works both for you and for Dublin Zoo. As part of this, you should feel free to put forward any of your
own alternative suggestions to your original request.

After due consideration, a decision will be made as to whether your request for flexible working can
be accommodated. In reaching a decision Dublin Zoo will consider the benefits of the request to you,
to Dublin Zoo, and weigh up those factors against any adverse impact that may result from
implementing the change. Factors that Dublin Zoo will take into account will include whether the
proposed changes will lead to:

additional costs to Dublin Zoo

a detrimental effect on Dublin Zoo’s ability to meet relevant demands

an inability to re-organise your work amongst other existing members of staff
an inability to recruit additional staff

a detrimental impact on the quality of work at Dublin Zoo

and/or a detrimental impact on our performance.

-
ARSI

Dublin Zoo will also need to consider whether there is likely to be:

a) alack of work during the periods when you propose to work; or
b)  whether any planned structural changes should be taken into account before
agreeing on an alternative work pattern.

Dublin Zoo may take up to three months from the date of your request to reach a decision. Once a
decision has been made the Human Resources Department will write to you confirming the outcome.
If your request is not accepted, Dublin Zoo may propose an alternative flexible working arrangement
as a potential solution. You do not have to accept any alternative solution that may be suggested by
Dublin Zoo. However, if you opt not to agree to a proposed change, your work pattern will remain
unchanged.

If you are unhappy with the outcome in relation to your request for flexible working you can raise this
matter in accordance with Dublin Zoo’s Grievance Policy and Procedure.

How Far in Advance to Request Flexible Working

It will not necessarily be possible to agree on a specific start date for any flexible working request
that has been granted. However, in order to increase the likelihood of the flexible working
arrangement starting from a date that is convenient to you, you should ensure your request is made
in good time and at least 3 months in advance of the date you would like your proposed change to be
implemented.

In line with the above, in the case of any employees who wish to return from maternity/adoptive leave
on different hours, a request for flexible working should be made as soon as possible and no later
than 3 months before your expected date of return to work.

The Effect on your Contract of Employment
If you reduce the number of hours you work per week this, in turn, will reduce all your time-related
benefits and salary entitlement. Similarly, if you increase the number of hours you work, your time-

related benefits and salary entitlement will increase in line with this. You will be informed of any
changes in the letter confirming your flexible working.
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Once you have made a formal request for flexible working, you may not bring a further formal
request for 12 months.

TRAINING AND DEVELOPMENT

Training for the Job
Dublin Zoo believes that the key to the success of any organisation is a team that is motivated and qualified
to do the job at hand.

For this reason, Dublin Zoo intends to encourage employees to undertake continued training in order to
further their development both personally and professionally to achieve their personal best.

Dublin Zoo is committed to providing such opportunities to employees at all levels and believes its
employees play a critical role in creating and supporting this positive training environment.

This may include Managers/Team Leaders discussing with employees their development needs and
identifying ways in which these needs can be addressed including, where possible, facilitating time off to
attend courses and training or, if requested, consideration towards financial assistance may be considered.

Employees are required to attend any Health and Safety type training in accordance with the Safety, Health
and Welfare at Work Act 2005 and the Safety, Health and Welfare at Work (General Applications)
Regulations 2007.

At least once a year employees will have the opportunity to meet with their Team Leader/Manager to discuss
their current and future training and development needs.

Personal Review

Dublin Zoo will endeavour to conduct a review once a year with you to discuss your past performance, help
improve current performance, assess training and development needs, assess future potential, career
aspirations and set performance objectives.

You are encouraged to raise any issue which you feel is important. You are encouraged to make the most
of this opportunity to discuss your career.

Apart from scheduled meetings, frequent informal communication and interaction are essential to establish
and strengthen the relationship between you and your Manager/Team Leader. These ad hoc meetings can
be at anyone’s instigation and can take place in an informal setting.

Promotion and Career Development Opportunities

It is policy to encourage internal applications for vacancies within Dublin Zoo. All vacancy advertisements
will be placed on Zoo notice boards and where necessary on the Dublin Zoo website.

If you apply for promotions, you will be considered if you have the experience, qualifications, competence
and potential for the vacancy as determined by Dublin Zoo, normally after the probationary period is
completed. Satisfactory work and performance will be a prerequisite for consideration. However, Dublin Zoo
maintains absolute discretion to recruit from outside the existing workforce.
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TRADE UNION RECOGNITION/ AGREEMENT

Trade Union Recognition
Dublin Zoo only recognises SIPTU (Office) and the UNITE the Union (Grounds) Trade Unions. Any
employee wishing to join should contact the relevant Shop Steward.

Dixon Room Agreement
A comprehensive agreement exists between Dublin Zoo and the Trade Unions which is available on
request from your Manager/Team Leader.

COMMUNICATIONS

Dublin Zoo Approach to Communications

Dublin Zoo is committed to keeping you informed about new developments and matters which affect you
personally. This will be done through regular communication meetings and/or written communications on
the Dublin Zoo notice boards.

The notice board is reserved for information and details of Zoo activities and you are advised to read it
regularly.

EQUAL OPPORTUNITIES

Equal Opportunities

Dublin Zoo is an equal opportunities employer and maintains a policy of non-discrimination towards all
employees and applicants for employment. All aspects of employment are governed by merit, competence,
suitability and qualifications, and will not be influenced in any manner by gender, age, race, disability,
religion, civil status, family status, sexual orientation or being a member of the travelling community.

All decisions made with respect to recruitment and promotion for all job classifications will be made solely
on the basis of individual qualifications and suitability related to the requirements of the position. Likewise,
the administration of all other personnel matters such as salary, benefits, transfers, promotion, education
and social/sports programmes will be free from any discrimination.

Discriminatory actions are considered to be a matter of Gross Misconduct and may lead to disciplinary action
up to and including dismissal.

Diversity and Inclusion

Dublin Zoo is committed to being an organisation that recognises the value of diversity among its team
members and where all team members feel that they belong and are included and valued irrespective of,
and indeed because, of their differences.

Dublin Zoo endeavours to ensure that this commitment to diversity and inclusion is reflected throughout all
aspects of its operations.

This is something that Dublin Zoo is committed to because we understand the benefits that diversity and
inclusion bring. There is a strong body of evidence, consistent with our own experience, which shows the
benefits that different backgrounds and perspectives can bring to problem-solving, decision-making, risk
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management, employee engagement and more. Dublin Zoo recognises that it has an obligation to do what
is right and uphold the highest standards of ethics and integrity.

Scope

This policy applies to board members, Director, employees, volunteers, contractors and subcontractors. It
covers all aspects of employment including, but not limited to, recruitment, job assignment, promotion,
employee benefits, conditions of employment, remuneration, discipline, training, travel opportunities, work
environment and termination of employment.

Definition:

. Diversity is the collective mixture of differences and similarities that includes individual and
organizational characteristics, values, beliefs, experiences, backgrounds, preferences, and
behaviours.

. Inclusion is the achievement of a work environment in which all individuals are treated fairly and

respectfully, have equal access to opportunities and resources, and can contribute fully to the
organization’s success. Without inclusive practices, a diverse environment cannot be achieved.

. Belonging refers to employees’ sense that they are welcomed, accepted, valued, and empowered for
their diverse backgrounds and experiences. An inclusive work environment helps foster a sense of
belonging.

Key Principles
The key principles which underpin this policy are:

. We all have a role to play in helping to create a more diverse and inclusive workplace where everyone
feels valued and respected. Diversity and inclusion affect everybody.

. We will take a coherent, integrated and collaborative approach to managing and progressing diversity
and inclusion.

. Our workplace policies, practices and behaviours will foster a fair, open and inclusive culture.

. We recognise the long-term commitment and a continuous process of improvement to create a culture
of inclusion.

Supporting Policies & Training Modules
Our approach to diversity and inclusion is supported by a range of policies that further encourage inclusive
business practices, including:

. Recruitment Policy — Dublin Zoo is committed to attracting and retaining employees from
diverse backgrounds and fostering an inclusive, supportive environment.

. Bullying and Harassment Policy — Dublin Zoo is committed to creating an environment that is
free from bullying, harassment, sexual harassment and discrimination and supporting and
maintaining a healthy and safe workplace.

. Equal Employment Opportunities — Dublin Zoo is an equal opportunities employer and
maintains a policy of non-discrimination towards all employees and applicants for employment.
All aspects of employment are governed by merit, competence, suitability and qualifications, and
will not be influenced in any manner by gender, age, race, disability, religion, civil status, family
status, sexual orientation or being a member of the travelling community.

. Flexible Workplace Arrangements — Dublin Zoo recognises that employees may want to work
flexibly for any number of reasons such as; domestic responsibilities; and other commitments.
Dublin Zoo’s Flexible Working Policy provides a framework to explore flexible working
arrangements to accommodate varying employee needs.
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. Leave Policies — A range of leave options are available to Dublin Zoo Team Members to ensure
they have appropriate options for taking time off work; this includes the Dublin Zoo’s policies on
the following; sick leave, maternity leave, paternity leave, parent’s leave, annual leave, force
majeure leave, compassionate leave, and parental leave. Further information and additional
leave policies can be found in the Employee Handbook.

. Training — Training will be first provided to Team Members at the beginning of employment
through the New Employee Training Induction programme. Refresher training will take place
from time to time including ‘Unconscious Bias’ training.

Monitoring Success
The HR department will update and monitor the success of this policy, endeavouring to achieve our aim of
diversity and inclusion throughout all aspects of Dublin Zoo’s operations.

GRIEVANCE AND DISCIPLINARY PROCEDURES

Grievances Procedure
Should you have any queries/grievances, these should be raised, in the first instance, with your
immediate Supervisor.

If the query/grievance is not resolved within 72 hours, the matter should be raised with your Manager.

Should the matter not be satisfactorily resolved at this stage the employee may involve the Shop
Steward (if applicable) and the issue will be raised with the Manager.

Failing resolution at this stage the matter should be raised with the Zoo Director.

Failing resolution at this level the matter may be raised at a meeting with the Official Union
Representative (if applicable).

Failing resolution the issue should be referred to the Labour Relations Commission or the Rights
Commissioner, as appropriate.

Any instructions that may be issued which give cause for query/grievance should be carried out - albeit
under protest - pending the matter being dealt with through the grievance procedure.

No Industrial Action of any kind should be taken by any member of you until the Grievance Procedure
has been fully completed, a recommendation has been issued and then only after two weeks’ notice in
writing.

Employees have the right to appeal any decisions made by the company at any stage of the grievance
process. This appeal should be in writing within 7 days of the grievance decision and must be made to
the person nominated by the company outlining the reason for the appeal.

Should a grievance arise from any form of harassment or intimidation, the employee has a duty to inform
his/her General Manager. Grievances of this nature will be dealt with as per the Company Bullying and
Harassment policy and procedure.

Disciplinary Procedure
You are expected to contribute high standards of co-operation, job interest, efficiency and effectiveness.
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The primary aim of this procedure is to help you if your performance or conduct falls below Dublin Zoo’s
standards, to achieve the necessary improvement. The procedure does not come into force until the expiry
of an employee's probationary period. Should informal counselling fail to resolve the problem, the following
will apply.

Where the Company is considering disciplinary action, the employee will be advised in advance of the nature
of the meeting, will be advised that they may be accompanied by a trade union representative or work
colleague/representative at any disciplinary meeting and will be provided with any documentation relevant
to the investigation prior to the meeting and will be advised that they will be given every opportunity to
respond to any charges being made.

Should a matter warrant investigation, the employee may be suspended - with pay - pending the outcome
of the investigation. In such circumstances, any suspension will be for no longer than is reasonably
necessary. A suspension in these circumstances is not a form of disciplinary penalty and would not imply
that any decision has already been made about the allegations(s) against you.

Should it be necessary for the Company to instigate the disciplinary process the following stages will take
place:-

Investigation

The purpose of an investigation is to allow the company to establish a fair and balanced view of the facts,
before deciding whether it is necessary to proceed with a disciplinary hearing. The time in which it takes to
conclude an investigation will depend on the nature of the incident or allegation.

If an allegation is made against you, as part of the investigation you will be asked about the incident. Any
such discussions at the investigation stage of the process would be solely for the purpose of fact-finding.
No decision as to whether disciplinary action should be taken would be made until after a disciplinary hearing
has been held.

Employees must co-operate fully and promptly in any investigation and you will be provided with the
opportunity to fully respond and provide any evidence regarding the allegations made against you.

Disciplinary Hearing

During the disciplinary hearing, the manager conducting the hearing will go through the allegation(s) against
you and the evidence gathered during the investigation meeting. You will be provided with the opportunity
to respond and present any further evidence or explanation.

You will be notified of the Chairperson’s decision and reasoning for the decision, in writing, within a
reasonable period following the hearing.

Disciplinary Sanction

Should it be necessary for the company to take disciplinary action against an employee, in normal
circumstances the following stages will be applied.

Stage One- Verbal Warning

The employee will be informed of the area of their job performance, personal conduct, attendance, or other
work-related activity, that is below standard and they will be advised of the action required to correct the
fault. Management will inform the employee concerned in writing that this is an Official Warning, a written
confirmation of which will be retained on their Personnel File and issued to the employee and will remain
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effective for a period of 6 months, which will be extended to take into account any periods of absence
authorised or unauthorised in excess of one month.

Stage Two - 1st Written Warning

If it is necessary to take further disciplinary action within the effective period of the date of issue of the Verbal
Warning, the employee concerned will be informed of same, they will be advised of the action required to
correct the fault and an Official First Written Warning will be issued to them in writing by Management - a
copy of which will be placed on their Personnel File. This warning will remain effective for a period of 1 year,
which will be extended to take into account any periods of absence authorised or unauthorised in excess of
one month.

Stage Three - Final Written Warning

If it is necessary to take further disciplinary action, within the effective period of the previous warning the
employee concerned will be informed of the gravity of the matter, they will be advised of the action required
to correct the fault and will be issued with a Final Written Warning by Management in writing - a copy of
which will be placed on the employee’s Personnel File. This warning will remain effective for a period of 1
year. Where deemed necessary the employee may be transferred to another task or section, which will be
extended to take into account any periods of absence authorised or unauthorised in excess of one month.

Stage Four — Dismissal
If it is necessary to take any further disciplinary action, within the effective period of the previous warning
the employee concerned, having been informed of the situation, may be Dismissed from the Company.

Generally, the steps in this procedure are progressive. However, the Company reserves the right to use any
Stage in this procedure, or omit any Stage in this procedure should the misconduct be serious enough to
justify same.

Appeal

Employees have the right to appeal any decisions made by the company at any stage of the disciplinary
process outlined above. This appeal should be in writing within 7 days of the disciplinary sanction and must
be made to the person nominated by the company outlining the reason for the appeal. This person /
independent body will consider the reasons for the appeal will make the final decision as to whether the
appeal is upheld and the employee will be notified in writing of this decision. The person reviewing the appeal
will endeavour to issue a decision on the appeal within two weeks.

Where an appeal is made against dismissal, the date on which dismissal takes effect will not be delayed
pending the outcome of the appeal. However, if your appeal is successful you will be reinstated with no loss
of continuity of employment or pay.

Misconduct Guidelines

If the nature of the offence is serious enough, disciplinary action may be initiated beginning with any stage
of the disciplinary procedure including summary dismissal. However, no action to dismiss you will be taken
without an investigation and disciplinary hearing at which you may be represented by a colleague or union
representative, be presented with the totality of the allegations outstanding against you, which may include
witness statements, be allowed the right to respond, and have the opportunity to call witnesses to support
your case. If you are under investigation for potential serious misconduct, you may be suspended on pay
during the investigation.

Gross Misconduct may result in summary dismissal without notice or pay in lieu of notice. A decision to
dismiss will not be taken without reference to the Director. Dismissal will be notified to you in writing.
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The following offences are examples of Gross Misconduct:
e Theft or unauthorised possession of any property or facilities belonging to the Dublin Zoo or any
employee
e Serious damage to property not belonging to you.
« Falsification of reports, accounts, expense claims or self-certification forms
e Intoxication by reason of drink or drugs

e Having illegal drugs in your possession, custody or control on the Organisation's premises or whilst
involved in Dublin Zoo's business.

e Serious breach of Dublin Zoo rules, policies and procedures

e Serious breach of animal welfare rules, policies and procedures

e Defrauding or attempting to defraud Dublin Zoo, its working associates, its suppliers or fellow
employees

e Gambling or money lending on the premises

e Divulging or misusing confidential information

e Distribution of unauthorised literature on the premises

e Violent, dangerous or intimidatory conduct

e Sexual or other harassment, bullying of a fellow employee

e Conviction of any criminal offence which may render the employee unsuitable for employment or
unacceptable for employment or which is likely adversely to affect the Organisation's interests

e Failure to disclose any relevant information or providing misleading information on the application
for employment

e Misuse of telephone and e-mail systems

e Misuse of printing and photocopying facilities

e  Serious breach of GDRP

e Serious breach of child protection

These examples are not exhaustive or exclusive and offences of a similar nature will be dealt with under
this procedure.

FIRE, HEALTH AND SAFETY

Statement of Policy
It is the policy of Dublin Zoo to do all that is reasonably practicable to prevent injury, ill-health, and
damage to property and to protect you and others using the premises from foreseeable hazards.

You have a duty to take reasonable care for your own health and safety and the health and safety of
others and to co-operate with Dublin Zoo in fulfilling its statutory duties.

In recognition of our responsibilities under the Safety, Health and Welfare at Work Act 2005 and the Safety,
Health and Welfare at Work (General Applications) Regulations 2007 and other legislation relevant to our
business, Dublin Zoo commits itself to:

e Provide and maintain safe and healthy working conditions, taking account of statutory requirements
and best Organisation;
e Establish, and continue to develop, safety standards which control specific risks;
e Make available all necessary safety devices and protective equipment and supervise their use;
e Maintain a constant and continuing interest in health and safety matters pertaining to the Zoo’s
activities.
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The safety, health and welfare of all employees is an important objective. Safety is a condition of
employment and wilful negligence in safety will result in disciplinaryaction.

Health and Safety Committee
Dublin Zoo has a Health and Safety committee made up of the Director and employees of Dublin Zoo,
who meet on a monthly basis to discuss any safety issues or concerns.

You are invited to contribute to the improvement of Safety, Health and Welfare in Dublin Zoo by making
suggestions for improvement to your Manager/ Team Leader or the elected health and safety
representative. Safety, Health and Welfare affect everyone and we all have a responsibility to know what is
required and to fulfil our obligations for a safe working environment.

The Safety Representative is selected and appointed from amongst their colleagues at their place of work
as a representative or, by agreement with their employer, to represent them at the place of work in
consultation with their employer on matters related to safety, health and welfare.

The current Safety Committee members at Dublin Zoo are as follows:
The Director of Dublin Zoo

The Facilities and Health and Safety Manager

A list of other members is available from the Health and Safety Manager.

Changes to Safety Committee or Safety Representative at Dublin Zoo will be notified to you on the Zoo
notice boards.

A primary objective of Dublin Zoo is to achieve and sustain the highest standards of health, safety and
security. We ask for your full involvement and co-operation in continuing to make Dublin Zoo a safe, healthy
and secure place to work. Set out below are the key procedures to prevent fire, protect health and promote
safety throughout the Zoo.

Dublin Zoo Animal Emergency Procedure
Introduction

This procedure outlines the protocol to be followed in the event of an animal emergency. An animal
emergency includes animal escapes and person(s) attacked by an animal(s) also in an animal
habitat or animal house. Dublin Zoo recognises that in an animal emergency there is a wide range of
possible scenarios that can occur with respect to animals and people. Therefore, this procedure, while
providing a structured response, needs to be flexible in order to adapt to each individual scenario.

All staff must understand and remember the emergency procedures for dealing with animal escapes and
attacks.

Relevant training will be given through induction and drills, but it is the responsibility of each staff member to
ensure they understand what to do in an emergency.

In this document “staff” refers to all permanent and temporary members of staff. Volunteers, veterinary
students, research students and work experience students will be treated as members of the public, but
where applicable should have a basic knowledge of these protocols.

All animal escapes differ. The most important aspects for any such an emergency are:

1. PLEASE STAY CALM
2. FOLLOW INSTRUCTIONS GIVEN BY Duty Team Leader and Link Manager
3. MAINTAIN RADIO CONVERSATIONS BRIEF AND RELEVANT
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An escaped animal should not be approached unless staff are suitably trained to work with the escaped
animal.

Preparation for Escape Procedure:

Radio checks to take place each morning

Firearms and ammunition to be maintained in good condition

Gun crew members to be trained in the use of firearms

Emergency Response Vehicle to be always available to transport gun crew
Carry out drills during the year

Maintain emergency capture equipment

e o o o o o

Appropriate Response for Recapture or Shooting of Escapee:
In order to clarify the nature of the escape procedure, animals have to be categorised. These are outlined
below in three categories (Red, Amber and Green) separated by the perceived threat to staff and visitors.

Category RED are animals of sufficient size and danger to pose a severe threat, requiring firearm response.
Species: Western lowland gorilla, chimpanzee, Bornean orangutan, grey wolf, African wild dog, white rhino,
hippopotamus, Asian elephant, giraffe, Asian lion, Amur tiger, snow leopard. Dart before the use of firearms
only if it is safe to do so. In order to keep all persons currently at the zoo premises safe, partial evacuation of
the zoo will be activated, the area of the zoo in which the escaped animal(s) is (are) found. Underpass gates
will act as barriers and will be managed carefully by staff to allow visitors to be transferred to the other half
of the zoo safely. More details on the evacuation procedure can be found in the zoo evacuation procedure.

Red category species

Danger
category

Species Name

Gorilla gorilla Western lowland gorilla
Pan troglodytes Chimpanzee

Pongo pygmaeus |Bornean orang

Canis lupus Grey wolf

Lycaon pictus African wild dog
Ceratotherium simum Southern white rhino
Hippopotamus amphibius Hippopotamus

Elephas maximus Asian elephant

Giraffa c. rothschildi Baringo giraffe

Panthera leo persica Asian lion

Panthera tigris altaica Amur tiger
Panthera uncia Snow leopard
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Category AMBER

Species of sufficient danger to pose a potential threat which can be managed without the use of firearms. It
May require a darting response, but the area of escape can be isolated and animal(s) could eventually be
recaptured with or without the use of tranquillizing drugs via darting. No firearms response is needed with
these species, but the area where the escaped animal(s) are located will need to be cleared from visitors
and other persons (contractors).

Species: West African crocodile, ostrich, white-naped mangabey, red-capped Mangabey, Sulawesi
macaque, siamang gibbon, plains zebra, okapi, blackbuck (males), scimitar-horned oryx, mountain bongo,
red river hog and South American tapir. Dart if needed and safe to do so.

) Danger
Species Name
category

Crocodylus suchus West African crocodile Amber
Struthio camelus Common ostrich Ambar
Cercocebus lunulatus White-naped mangabey Amber
Cercocebus torquatus Red-caped mangabey Amber
Macaca nigra Sulawesi crested macaque Amber
Symphalangus syndactylus Siamang Amber
Equus quagga boehmi Plains zebra Amber
Okapia johnstoni Okapi Amber
Antilope cervicapra Blackbuck (males) Amber
Oryx dammah Scimitar-horned oryx Amber
Tragelaphus eurycerus isaaci |Mountain bongo Amber
Potamochoerus porcus Red river hog Amber
Tapirus terrestris South American tapir Amber

Category GREEN

All other species will pose minimal or no threat and can be transferred back to their exhibit without the use
of either firearms or darting equipment. Only a restricted area around the escape area will need to be
isolated from the public.

Species: all other animal species within the Zoo.

Reporting animal emergencies

If you discover an animal escape or attack you must report this immediately.

This should be done by the nearest radio available.

If you do not have access to a radio you must raise the alarm by phone (Team Leader or another senior
staff member, Link Manager or Dublin Zoo switchboard 014748999).

When you report by radio you will use the “CODE RED” call sign

only if it is a Cat. RED animal (dangerous species as per the red list above).

The call should be repeated so that it will not be missed.

The Duty Team Leader (DTL) will respond to acknowledge the call and will request additional information.
If you hear this call, please listen carefully, follow all instructions and do not use your radio unless
specifically asked for information.

Do NOT attempt to deal with the incident or put yourself at risk in any way.

The Link Manager will inform the director immediately about the nature of the escape regardless of the
category of the danger of the species involved.

Important information to give when reporting animal emergencies
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. Which animal/species has escaped.

. How many animals have escaped.

. Where you are.

. Where the animal is and what is its general condition and bahaviour.
. If the animal is staying still or which direction it is moving in.

. Any other important information e.g. if there is a school group nearby.
If you do not have access to a radio you must raise the alarm by phone (switchboard 014748999).

Responses to animal emergencies

All animals have the potential to inflict injury.

Recapture of animals should only be undertaken by trained animal staff.

The issue and use of firearms (guns and tranquillizing equipment) will be decided on a case-by-case basis
by the Duty Team Leader and relevant Senior Animal Staff, based on the potential threat and the species
categorisation. Once deployed, the principles and procedures of the Dublin Zoo Firearms Policy will apply.

Animal emergencies not requiring firearms

Visitors will be asked to leave the area.

Non- animal staff may be asked by the DTL to help move visitors away.

DTL and relevant keepers will recapture the animal and return it to the enclosure.

Animal emergencies requiring firearms
Following the “CODE RED” call the DTL will respond to the emergency.
All staff will maintain radio silence unless asked for information.

Firearms Team will assemble at the Gun Cabinets following the “CODE RED” call and senior staff (DTL or
others) will ask for all staff to go into “lockdown” — bringing all visitors and non-staff into safe places. Even
with the current restrictions to access indoor areas amid COVID 19 situation, the need to protect lives
overrides the ban for visitors and others to enter indoor areas and staff will be instructed and requested
about unlocking houses and other safe areas to bring visitors in them if it is required according to the danger
of the situation. The evacuation procedure will be applied if is safe to do so, based on the judgement of LM
and DTL.

The DTL will do the following:

. Animal staff may also be asked to collect equipment (nets, crates, riot shields, fire extinguishers
etc.) by the DTL.

. The DTL will form an Animal Recapture Team with the Firearms Team and senior animal staff and
will coordinate actions on the ground, communicating with the animal staff and making sure LM
receives regular updates on the situation. Emergency Response Vehicle will be used where
appropriate; firearms team could patrol by foot following training procedure. The DTL will remain in
close contact with the LM.

. The Recapture Team will attempt to resolve the incident as safely as possible; if firearms are to
be used, principles and procedures laid out in the DZ firearms policy will be followed.

. Once the zoo site has been made safe by the Animal Recapture Team, the DTL will
communicate this to the LINK MANAGER who will call for the lock-down to end and either ask
all visitors to leave the zoo or allow them to continue their zoo visit.

The LINK MANAGER or their representative will do the following:
. Nominate a staff member to make accurate notes and recording the full incident.
. Call for the zoo accesses to be closed or ensure that they are closed.
. Veterinary services will be contacted if darting equipment is to be used and the situation is under
control. Veterinary contact details are as follows:

o Veterinarian on call: Land line (0) 46 9431341; Mobile: (0) 86 6066090

. Inform the Director.
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. Nominate staff member to ring all departments

. If requested by the DTL - call the Emergency Services to request Garda Siochana support and
Ambulance (depending on circumstances; the recapture team will assess the situation)

. Ensure that the PR Team are aware of the incident.
o Garda Siochana, Blanchardstown Garda Station: (01)6667082
. Staff in lockdown will call their manager by phone to confirm that houses and visitors are safe. In the
absence of a manager they will call a representative in the main office.
. Whilst in lockdown, staff should ensure that visitors are well informed and looked after.
. Any decisions regarding free return visits for visitors or to evacuate the site will be made by the

Link Manager and communicated to staff as appropriate, following the principles and procedures
of the emergency evacuation policy.

Safe Areas for Public

1. Zoo restaurants 2. South America House 3. Zoorassic World

4. Gorilla House 5. Orang House 6. Facilities Building

7. Gift shops 8. Staff canteens 9. Veterinary hospital

10.  Reception building 11. Stores building 12.  Sea lion kitchen

13.  Discovery and Learning 14. Haughton House 15.  Horticulture buildings
Centre

16.  The Farmhouse 17. Toilets 18.  First Aid huts

Following an incident

All staff directly involved in an incident will attend a debriefing as soon as possible after the incident has
been concluded.

All staff are requested not to discuss the incident outside of the zoo. If anyone needs support or has
questions they should be encouraged to talk with their line manager.

The PR Team may issue a press statement if appropriate and if authorised by the Director.

Out of Normal Working Hours
Should an incident occur out of working hours e.g. during an evening event, staff should inform the relevant
persons (DTL, LINK MANAGER, Mgrs. Team).
Any visitors and staff on-site should ensure that they are in a safe place and the Link Manager must remain
in contact with one of the teams listed above.
The Link Manager may be asked to call emergencies (112 or 999) and request support and will be advised
of what to do at the time.
Animal emergencies Drills
We are legally obliged to practice for animal escapes (4 times a year, one of them with the public).
If we are running a drill you will be informed of this at the time of the “RED CODE?” call.
You will respond as you would to a real incident with the following exceptions:
. The emergency services will NOT be called
. The main gate will NOT be closed
. Live ammunition or loaded darts will NOT be taken into the zoo, although firearms (and
eventually )darting equipment WILL be carried

Only nominated staff (member of staff in the role of an escaped animal, observer, re-capture team) will
remain outside in the zoo grounds during an animal escape drill, unless informed otherwise (depending on
the scenario). In these instances, Hi-Visibility jackets will be worn so as to be easily identifiable.

Bomb Threats

All bomb threats are treated seriously and a search of buildings in Dublin Zoo is always carried out. The
Gardai are always alerted and, in consultation with them, a decision is taken as to whether the premises
should be evacuated or not.
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If the decision is to evacuate, the EVACUATION PROCEDURES are implemented.

Employees who receive a telephoned bomb warning should do the following:
e Remain calm
e Try to ascertain details of the bomb, e.g.,
* Exact location
* Time due to detonate
* Note details about the caller, e.g.,
*+  Sex
* Accent
«  Approx age group (young or old)
* Speech (measured, abusive, drunken etc.)
e Try to get as much information as possible.
* Note the main points of the call.
e Inform the Link Manager immediately and follow their instructions
e Remain calm and do not spread panic.

Armed Robbery
The following guidelines will help safeguard you in the event of an armed raid. They will also assist you in
gathering information to assist An Garda Siochana investigations.

During a raid:
1. Concentrate and keep calm. No heroics.

Employees should do exactly as instructed by the intruders.

Actions which could jeopardise personnel safety must not be taken.

If a weapon is displayed, assume that the raider will use it if instructions are notfollowed.
Sudden movements should be avoided.

Hold-up alarms (personal attack units) should not be activated during a robbery unless there is
an absolute certainty that there is no risk to others. Ideally, such alarms should generate a silent
signal to the Alarm Receiving Centre.

ook wN

7.  Observe the physical characteristics of the raiders. Time may be short. Concentrate on
general appearance — height, build, hair, eyes (colour), dress, right or left-handed
distinguishing features, words used, accents etc.

8. Note the number of persons and a description of the getaway vehicle.

After a raid:
1. Notify Link Manager and An Garda Siochana immediately. Do not pursue raiders.
2. Lock all doors, restrict entry and protect the scene of the crime so that the evidence will not be
disturbed.

3.  Ask witnesses to remain until Gardai have the opportunity to take witness statements.

4. Record information about the event so that you don’t have to commit it to memory. Sign and
date the document.

5. Do not discuss the hold-up with the press or any bystanders until you are questioned by Gardai.
Such discussions could blur your recollection of actual events.

Evacuation Procedures
a.  You must familiarize yourself with all emergency exits.

b.  Inthe event of a fire press the fire alarm immediately and notify the Link Manager stating the
location of the fire.
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c. If you are trained in the use of fire extinguishers and believe you can tackle the fire safely you can
do so after you have notified the Link Manager.

d. Retail employees before leaving should ensure that registers are locked and unplugged if possible
and leave the department quickly and quietly. They must take reasonable precautions as
applicable.

e. Do not go to staff rooms for coats or personal belongings and don’t stand around in or outside
the premises.

f. Where possible render assistance to visitors in showing them the nearest exits and be especially
helpful with children, elderly people and those who may have additional needs.

g. Report to assembly point as quickly as possible - DO NOT GO HOME.

h. At the assembly point, assemble in departmental order with the supervisor in your section and
inform those in charge if anyone is missing.

i. Finally, under no circumstances should you re-enter the Zoo until they have been given the all-
clear.

Fire Equipment
Fire equipment is located at strategic points throughout the zoo. Ensure you are aware of the location of
the nearest equipment and familiarise yourself with its use.

Fire Prevention

. Fires don’t happen — they are caused.

. Keep all fire exits and escape routes clear.

. Report any damaged or missing fire equipment immediately.
. Never move or obstruct fire equipment.

. Keep all fire doors closed at all times.

. Prevent flammable waste from building up.

. Always be aware of where the nearest fire exit is.
. Always evacuate through the fire exit nearest to you and in the opposite direction to the fire.

Employees Responsibilities for Health and Safety
Under the Safety, Health and Welfare at Work Act, 2005 and Safety, Health and Welfare (General
Applications) Regulations 2007, all employees have a responsibility to ensure they:

. Wear Personal Protective Equipment

. Take reasonable care to protect the safety, health and welfare at work of any other person who
may be affected by the employee’s acts or omissions

. Ensure that he/she is not under the influence of an intoxicant to the extent that he/she is in such
a state as to endanger his/her own safety health and welfare at work or that of any other person

. Co-operate with the employer or any other person to enable the employer or other people to comply
with the legislation

. Not engage in improper conduct or other behaviour that is likely to endanger his/her own safety
health and welfare at work or that of any other person.

. Attend such training and undergo such assessment as may reasonably be required.

. Report to employer/appropriate person:

. Work that is being carried out in an unsafe manner.

. Defect in the place of work, system of work, article or substance which may endanger employee or
any other person.

. Any contravention of the relevant legislation.
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Personal Safety

Safety at work will only be achieved if everyone participates. Dublin Zoo’s policy on Health and Safety is
contained in the Safety Statement, which you can view a full copy of on the computers located in the Facilities
Building (Mess Room).

There are some basic guidelines to be followed:-

Machinery

In the interest of the safety, health and welfare of you and your colleagues, never operate machinery
which you are not trained and signed off to use.

Operation of machinery without the relevant training may result in disciplinary action.

Housekeeping
. Keep all areas clean and tidy. Pick up papers and rubbish from the floor.
. Corridors should be dry and free from obstruction.
. Spillages should be cleaned up immediately.
. Always stack goods safely and not too high.
. Never use stairways to stack goods.
. Take extra care near doorways and kitchen areas.

Accidents/First Aid
e Ensure you are aware of the location of First Aid Cabinets and those responsible for them.
e If you feelill, inform your Manager/Team Leader.
e All accidents and near misses must be reported immediately and no later than 24 hours after the
accident or near-miss. Further information is available in the Accident, Near Miss and First Aid
Assessment Reporting Policy (Appendix 10)

It is Dublin Zoo policy to provide access to First Aid, and/or medical treatment as appropriate.

There are a number of certified First Aiders on site. Each First Aider is responsible for replenishing First
Aid. A list of First Aiders and their work locations is provided on the notice board

There are two First Aid posts (St John’s Ambulance) one at the ‘Family Farm’ and one at the African
Plains. These are manned on busy days. St John’s Ambulance crews are trained to use AEDs (Automatic
External Defibrillators).

Dignity At Work Charter

We at Dublin Zoo commit ourselves to working together to maintain a workplace environment that
encourages and supports the right to dignity at work. All who work here are expected to respect the right of
each individual to dignity in their working life. The right of each customer, contractor, and visitor to dignity at
Dublin Zoo is also respected. All will be treated equally and respected for their individuality and diversity.
Bullying in any form will not be accepted by us and will not be tolerated. Our policies and procedures will
underpin the principles and objectives of this Charter.

All individuals, whether Employees, Customers, Visitors, or Contractors at Dublin Zoo, or others directly
employed or contracted by us, have a duty and responsibility to uphold this Dignity at Work Charter.
Dublin Zoo management and employees have a specific responsibility to promote its provisions.

Lifting/Handling

You should receive Manual Handling Training. If you have not received Manual Handling training, you
should notify your Manager/ Team Leader.

Never lift any item you think may be too heavy — get help. Lift one item at a time. The correct lifting
technique is:
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. Assess stability, weight and contents of load and assess the area you are lifting in for
obstructions before you lift.

. Ensure you have a broad base between your feet for
stability.

. Bend knees.

. Get close to the load

. Keep back straight. - Maintain good posture.

. Get a good grip on the load.

. Move smoothly.

. Do not over stretch.

. Do not over reach.

. Do not stoop.

. Do not twist-Move your feet in the direction you arelifting.

Safety Audits / Inspections

In addition to ongoing monitoring of safety standards by Managers/ Team Leaders and employees, regular
safety audits/inspections are carried out. These audits include an inspection of premises and equipment
from a physical hazard and risk assessment viewpoint. Compliance with health and safety procedures and
the maintenance of appropriate records are also audited.

The Safety Advisor prioritises actions required from the findings of safety audits/inspections in
consultation with the Zoo Director, and relevant competent personnel.
These safety audits/inspections take account of a number of issues including the following:

. Fire safety

. Electrical safety

. Equipment safety
. Access arrangements to animal enclosures

. Housekeeping / storage arrangements

. Hygiene arrangements/facilities

. Hazardous substances

. Manual handling

. First Aid/emergency arrangements

. Persons responsible for carrying out safety audits/inspections include the Safety Advisor,

Managers and Team Leaders. Other employees may join them from time to time.

Personal Protective Equipment
It is the policy of Dublin Zoo to provide whatever Personal Protective Equipment (PPE) is appropriate to
the work concerned and to replace it as appropriate.

Each Manager / Team Leader is responsible for the provision of appropriate PPE and for ensuring that you
are adequately trained in its use and care. Supplies of PPE are requested through Stephen Kelly, Purchasing
Officer, located in Stores. Managers / Team Leaders are responsible for ensuring that employees wear,
correctly and appropriately as prescribed, any PPE provided. Disciplinary procedures may be invoked for
non-compliance.

Public Safety

On-going monitoring and reviews take place to help ensure that the safety, health, and welfare of ‘non-
employees’ is managed in accordance with this safety statement and best practice. General measures
implemented to manage public safety in Dublin Zoo include the following:
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. Entry to children is on the condition that they have parental or guardian control. School /
educational groups are expected to have adult control at all times while visiting the zoo and this
is communicated to the coordinator of each group in advance of the visit.

. Signage is provided at the zoo entrance indicating Dublin Zoo’s conditions of admission.

. Restricted access to members of the public and non-employees. Barriers, moats and fences are
in place at exhibits to limit access by the public.

. Planting is also used to discourage members of the public from attempting to cross the stand-off
barriers.

. Signage is provided to indicate areas of restricted access, the necessity for parental control,
safe exits, emergency routes and assembly points.

. Those working on the grounds set a good example to visitors by not jumping over fences or
barriers and advise visitors breaching safety requirements of the consequences of their actions.

. Visitors who persist in inappropriate behaviour are escorted off-site by security

. As zoo vehicles and pedestrians share the same access ways a number of measures are put in
place to restrict the speed and use of vehicles minimise the risk to members of the public (see
Dublin Zoo Vehicle Policies and Procedures).

. All accidents, incidents and near misses to employees, customers, visitors, contractors, and
members of the public, must be reported as soon as possible to the Link Manager and own
manager and the appropriate Accident and Near Miss Form completed in line with reporting
procedures.

Alcohol and Drugs Policy

Dublin Zoo is committed to the highest standards in safety, quality and employment practice. Alcohol and
Drugs have serious implications for users and for their work, particularly with machinery or in hazardous
situations. Dublin Zoo recognises that alcohol, drug or other substance abuse by employees may impair
their ability to perform their jobs and may seriously affect the safe and efficient operation of Dublin Zoo as a
whole.

The use, possession, distribution or sale of alcoholic beverages on company premises is not allowed
without prior approval of Management and the possession, use, distribution or sale of illicit or unprescribed
controlled drugs on Company premises is strictly prohibited. These offences are grounds for summary
dismissal, as is an employee’s unfitness to perform his/her duties as a result of alcohol or drugs during
working hours.

Dublin Zoo recognises that alcohol or drug dependency can be a treatable condition and where employees
have a dependency, it is Dublin Zoo’s intent to secure their rehabilitation and subsequent effective return to
work. Indeed, employees who suspect they have a dependency are encouraged to discuss this matter with
their Supervisor/Manager. Admittance of an alcohol or drug problem and seeking support for it will not affect
the employee’s job or promotion prospects. Where dependency is shown, the employee will be expected to
follow a course of rehabilitation. Failure to participate in a rehabilitation programme when offered, or to
respond to treatment in the programme, may according to the circumstances, result in disciplinary action or
medical severance where applicable.

Should any employee, in particular, those who are engaged in work in dangerous areas, driving or using
machinery, be using a prescribed legal drug for the treatment of any ailment, she/he is expected to notify
his/her Supervisor/Manager of this fact. Also, she/he is expected to provide a written doctor’s certification to
the effect that use of the drug does not impair his/her ability to undertake his/her normal driving duties.

Should any member of management or staff have cause to believe that an employee is under the influence
of alcohol or drugs when reporting for duty or whilst at work, the individual must be interviewed for
assessment of the situation and based on the Supervisor's/Manager’s determination, if felt necessary,
immediately suspended from duty, the Supervisor/ Manager will record the factors supporting this
conclusion, for example, the smell of alcohol on breath, dilated pupils, impaired coordination or speech.
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Employees who are suspected of being under the influence of alcohol may be required to undergo a
breathalyser check or if suspected of being under the influence of an illegal substance may be asked to
undergo a medical examination by a Company approved doctor. The findings of these tests will be
conveyed to Dublin Zoo.

Any employee proven to be under the influence of alcohol or in possession of alcohol or any illegal
substance during working time will be deemed to have committed an act of gross misconduct and will be
dealt with in line with company Disciplinary Procedure.

Where cause exists to suspect that an employee may have an abuse or dependency problem, the employee
will be counselled to establish the extent of the problem. If appropriate, Dublin Zoo may require the
individual to undergo a formal assessment and alcohol/drug testing as required. Naturally, any and all
matters relating to Alcohol and Drugs will be dealt with in the strictest of confidence.

In general, drinking alcohol or taking drugs during working hours or being under the influence of alcohol or
drugs during working hours can be treated as a disciplinary offence. It may justify sanctions (even dismissal)
depending upon whether misconduct results. Drinking outside of working hours may amount to a disciplinary
offence, for example where this results in the damage/loss of company property.

Lone Working

Policy Statement

It is the objective of Dublin Zoo to effectively manage all risks to staff, the public and other persons, who may
be affected by its activities.

Dublin Zoo acknowledges that some personnel are required to work alone.

“Lone Workers” as defined by the Health and Safety Authority, are those who work by themselves without
close or direct supervision.

In all circumstances when staff members work alone, Dublin Zoo will ensure, in accordance with its legal
obligations, to subject the work to hazard identification and risk assessment(s) and ensure that agreed control
measures are put in place to eliminate those hazards or reduce the risk as far as is reasonably practicable.

The aim of Dublin Zoo’s Policy for Lone Working is to ensure that appropriate measures are in place to provide
safe systems of work for those who work alone. In addition, it aims to bring about a reduction of any
foreseeable risks and to provide detailed arrangements for staff who work alone and all those affected by our
activities.

Dublin Zoo will continuously monitor and review current service arrangements for lone workers with a view to
ensuring that appropriate resources are available for the implementation of safe work practices, the provision
of appropriate training and the provision of relevant health and safety equipment.

Purpose

The principle purpose of this Policy is to ensure a safe and healthy working environment for all lone workers
employed by Dublin Zoo by developing a continuum of responses that ensure an environment where staff,
public and contractors are safe.

In addition, the Policy requires Dublin Zoo to reduce, so far as is reasonably practicable, all reasonably
foreseeable risks associated with Lone Working and to detail arrangements to achieve this reduction in line
with legislative requirements.

This Policy has been developed to provide guidance to management and staff regarding best practices in
order to maintain personal safety while working alone.
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Responsibilities
All employees should read and refer to Dublin Zoo’s risk assessment for lone working specific to your role,

you have a duty of care to follow procedures implemented and/or amended as a result of any risk
assessment.

Employee Responsibilities
. Taking reasonable care and completing lone working risk assessments in liaison with their Team

Leader/Manager.

. Co-operating by following rules and procedures designed for safe working.

. Considering and assessing potential risks to their health and safety.

. Reporting all incidents, difficulties or risks raised from lone working, however minor, to their Team
Leader/Manager even if they do not wish any further action to be taken, because failure to report an
incident may put others at risk.

. Reporting any risks, they identify, or any concerns they might have, in respect of lone working.
. Maintaining an up to date diary of their appointments that is accessible to others whilst they are out
lone working.

Manager Responsibilities

. Ensure that risk assessments are carried out and reviewed regularly, in liaison with employees.

. Identify employees who are lone workers.

. Regularly review, assess and monitor the need for working alone in liaison with lone workers.

. Putting procedures, devices and/or safe systems of work into practice which are designed to eliminate
or reduce the risks associated with working alone.

. Ensure that employee groups and individuals who lone work are given appropriate information,
instruction and training, updates and refresher training as necessary.

. Provide information to ensure that employees are aware of any potential risks related to lone working,
and the procedures in place locally to manage and reduce risks.

. Ensure employees are fully inducted and trained in lone working procedures.

. Ensure that employees understand local risk assessment procedures and know what their own

responsibilities and duties are.

Legislation
The Safety, Health & Welfare at Work Act, 2005 requires all employers to provide among other things, safe

places and safe systems of work.

“Without prejudice to the generality of Section 19 of the 2005 Act, an employer shall, in identifying hazards
and assessing risk under that section, take account of particular risks, if any, affecting employees working
alone at the place of work or working in isolation at remote locations” (Regulation 2(3) of 2007 Regulations).

References

. Health and Safety Authority (2006) Lone Workers Frequently Asked Questions

. Health and Safety and Welfare at Work Act (2005)

. Health and Safety Executive, Working Alone Controlling the Risks of Solitary Work (1998)

Policy

Risk assessments have been carried out in two (2) Sections of Dublin Zoo, namely Animal Keeping and
Horticultural staff members who may, from time to time, fall within the general definition of a lone worker. The
hazards identified and the controls implemented are the basis of this Lone Worker Policy.

SECURITY

Security

An important part of the success of Dublin Zoo depends on the commitment of every individual ensuring that
our premises, information, services, systems and plans remain securely protected. You are expected to
observe complete confidentiality with regard to all Dublin Zoo information available to you during the course
of your work.
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In the interests of the security of Dublin Zoo, work colleagues and other property, Dublin Zoo reserves the
right to search an employee, their desks or lockers, bags or vehicles whilst they are entering, on or leaving
the Dublin Zoo premises. An employee is entitled to refuse to be searched.

In such circumstances, Dublin Zoo reserves the right to request a member of the Gardai to attend. A request
to search does not in any way constitute an allegation of a person’s wrongdoing and is only requested in the
interests of maintaining the workplace as a safe environment.

In order to protect the security of you, personal possessions, customers and merchandise, the following
rules should be restricted to you.

Under no circumstances should personal items, including mobile phones be freely taken into work
stations/environments e.g. shops. Some team members are permitted use of mobile phones where work
needs require it and this will be communicated to them by their manager or team leader.

If a locker is provided by the Zoo for your personal possessions, it must be used at all times. Access to this
locker should be restricted to you. Employees issued with lockers are encouraged not to leave valuables
within their lockers, as Dublin Zoo does not accept responsibility for damage or loss of property.

Whilst on Zoo premises, if you are in possession of items that could have been purchased in Dublin Zoo
(shops and outside shops e.g. gifts, batteries, confectionary) you must be able to produce a receipt when
requested to do so by Security or member of management.

Stock Items intended for sale to the public must not be requisitioned for business e.g. novelty pens, batteries,
note pads etc.Employees are not permitted to serve personal friends or relations in retail without prior
approval of their manager.

Purchase Scheme
The Zoo operates a discount scheme for all eligible employees and their bona fide dependents (i.e.
spouse/partner and dependent children up to the age of 18).

Your discount is a privilege, not an entitement and can be withdrawn at any time and for any reason, at
the discretion of the Zoo.

Any abuse of the scheme, whether intentional or unintentional, will result in the automatic withdrawal of
discount facilities and possible disciplinary action.

Discount is allowed on all Dublin Zoo merchandise except for:
1. Merchandise that has been marked down in price or part of a sale
2. Any merchandise which has been specifically precluded from mark-downs and employee discounts

e.g. guide books.

Discounts are prohibited on the purchase of Gift Vouchers, postal charges, Adopt an Animal schemes, and
Membership. Discounts on videos, CDs, books and batteries are limited to 25% for management and you.

A general discount of 25% will apply on selected items unless otherwise stated.

Although the benefit of the discount is extended to spouse/partner and dependent children, the
employee must be present at the time of purchase in order for the discount to be granted.
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Personal Gifts

You may not accept personal gifts, money or services from suppliers, customers or any other persons or
businesses connected with the Zoo’s business without the prior consent of a Director of the Zoo to an amount
in excess of €30.00. This also applies to gifts offered to members of your family, your spouse or any
dependents. You should immediately declare any offers of such gifts to your Manager/Team Leader who in
turn must notify the HR Department.

Confidentiality/Fidelity
During your employment with Dublin Zoo, you shall not either directly or indirectly be engaged or
concerned or interested in any business other than that of the Zoo without the approval of the Zoo.

You shall not during your service nor at any time thereafter divulge to any person without the written
consent of the Zoo anything, which you have become aware of during your employment with the Zoo, in
relation to the Zoo’s business or affairs.

Under the Data Protection Acts 1988 and 2018 and the General Data Protection Regulation (GDPR), all
employees at Dublin Zoo are required to ensure any documents containing personal information about
clients, employees, recruitment candidates i.e. all books, diaries, documents, letters, papers, curriculum
vitae, lists of clients, lists of employees, memoranda or communications, which you during your service or
at any time prior shall encounter, should be kept safe and secure.

BUSINESS TRAVEL AND EXPENSES

Travel, subsistence and other expenses

Travelling and other expenses necessarily incurred in the performance of your duties will be reimbursed
provided that an Expense Claim Form is satisfactorily completed and authorized by a manager. In order to
avoid queries which could result in delays in the reimbursement of expenses, your travel arrangements and
proposed expenses should be approved in advance by a Manager or the Director.

Each Expenses Claim Form will be counter signed by a Manager or the Director before it is reimbursed. In
the event that your personal car is used for Zoo business, you must ensure that your personal vehicle
insurance covers you for such use.

If in the course of your duties, it is necessary for you to stay away overnight or to have a meal away from
home or your usual place of work and this has been approved in advance by a Manager or the Director,
certain expenses or subsistence allowances may be claimed.

In all cases, full details of expenditure must be given on the appropriate expense claim form supported by
VAT receipts.

Itis a policy to achieve the most cost-effective prices for travel and in certain instances, you may be required
to change your schedule if a significant saving can be achieved e.g. airfares. Your manager will discuss
approximate costs prior to departing. Receipts should be submitted for all expenses except mileage
allowances.

Company Vehicles

If you are provided with a vehicle for your personal and/or business use, details of the conditions relating to
such provision will be issued on an individual basis. Any abuse of this vehicle or breach of the conditions
relating to its use will result in the temporary or permanent withdrawal of your vehicle without compensation
and may also result in disciplinary action.
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You must declare to the Zoo and give details of any convictions for driving or related offences including the
imposition of driving restrictions. If you are disqualified from driving for any period of time you automatically
forfeit your entitlement to the benefit of a vehicle and this will be withdrawn permanently without
compensation. If driving is an essential feature of your job and you are disqualified from driving, the Zoo will
review your contract of employment without notice or payment in lieu thereof under such circumstances.

It is the responsibility of the vehicle driver's manager to ensure that it is serviced according to manufacturer
specification and at recommended intervals (time or kilometres). It is also the responsibility of the designated
driver to ensure that the vehicle is cleaned inside and out on a regular basis and that a professional image
is portrayed.

Prior permission must be granted by senior management before the vehicle is taken outside of this country,
and before the spouse/partner may be permitted to drive. The driver must comply with all insurance
requirements.

Public Image
Whilst on duty you must be courteous to members of the public. At no time should you use abusive or bad
language to a member of the Public or threaten or assault them in any manner.

You are expected to co-operate with any radio, television, film programme or any other media exercise which
might be arranged by the Zoo. You are expected to help in maintaining polite and cooperative relations with
the press and other media representatives.

In doing so, however, it is your responsibility to ensure that they do not assist in any way in the taking of
photographs or dissemination of information which will result in the Zoo being in receipt of bad publicity. You
are not allowed to publish any material in any newspaper or other publication or to discuss them with any
journalist or correspondent, without prior approval from the Zoo Director.
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Work environment

The appearance of the Zoo (including grounds, signage, shops, restaurants, stores and offices) is obviously
important. Although we have you to ensure everything ‘looks clean’, it is the responsibility of all of us to
ensure our own particular working environment is maintained and projecting a clean image.

LEAVING DUBLIN ZOO

Notice of Termination of Employment

If you wish to terminate your employment you are required to give Dublin Zoo notice as outlined in your
Letter of Appointment/Offer. In the absence of any defined period in your Letter of Appointment/Offer notice
under the Minimum Notice and Terms of Employment Act 1973-2005 will apply.

Any notice of termination given or received should be in writing and in the case of notice given by you to the
Zoo, you should request the “Resignation Form” from their Manager/Team Leader and submit it when
completed to your Manager/Team Leader, or in your absence the Director. Dublin Zoo reserves the right to
pay the appropriate payment in lieu of notice.

All benefits cease on your last day with Dublin Zoo. Keys, Uniforms and any other property in your possession
must be returned when requested and not later than the final day at work.

Any outstanding monies due to you, including any holiday pay due you, will be paid in the normal way
through credit transfer to your bank account in the next payroll after the date of termination.

The Company reserves the right to deduct from your pay any sums which you may owe the Company,
including, without limitation, any overpayments or loans made to you by the Company or losses suffered by
the Company as a result of your negligence or breach of Company rules.

Exit Interviews

Prior to your last day, an exit interview may be arranged with your Manager/Team Leader or a member of
the HR Team. Your co-operation with this process is very much appreciated. The purpose of the exit
interview is to gain feedback from you in relation to the job, Dublin Zoo and the workplace in general. It will
guide Dublin Zoo on how to improve.

References
It is the policy of Dublin Zoo to only supply a certificate/confirmation of service for former employees and this
can be requested from the HR Department.

WHAT ELSE CAN WE TELL YOU

Personal Appearance

As an employee of Dublin Zoo, it is extremely important that you maintain the Zoo’s image of professionalism
and quality and this should be reflected in personal appearance, hygiene and dress. This means that during
business hours you should wear appropriate work clothes/uniform.

It is expected that you will maintain this professional image both when working in-house and outside the
office. Your co-operation and assistance are appreciated. Some general uniform guidelines are as follows;
. If you are issued uniforms you must wear them during work at all times, unless otherwise
instructed by your Manager/Team Leader.
. Any uniforms, which are lost, you will incur the cost of the replacement of the uniform.
. Safety Clothing is issued to relevant employees. These must be worn whilst on duty unless
authorized by Zoo Management.
. Hair should be neat and, depending on the areas you are working in if your hair is long you may
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be required to fully clip it back.

. Jewellery must be discreet e.g. one ring, one bracelet per hand, single discreet earrings. No
facial jewellery is allowed.

. Suitable footwear must be worn at all times. Footwear should be in good condition.

. If wearing make-up, it should be discreet.

. The name badge must be worn on the left-hand side (where applicable).

. In the case of retail areas conservative navy/black trousers must be worn. Further directions
are available from the manager.

. In the case of Discovery and Learning personnel, black trousers should be worn during the
academic calendar and beige combats or appropriate shorts should be worn during the
summer months.

. In some sections, a uniform is not provided but guidelines are given as to the colour and general
style of the things you should wear for work and it is a condition of your employment that you
comply with these guidelines.

It is also important that the clothes and footwear you wear are suitable for the duties you are required to
undertake within Dublin Zoo.

Pension/Life/Health Insurance Scheme
A Scheme is in operation at Dublin Zoo. All employees are invited to join the scheme.

Eligibility
Membership of the Plan is available if you satisfy the following conditions:
I. You are an employee of Dublin Zoo
Il. You are over age 18 at the time of entry and
Ill.  You have completed 6 months of service with the Society and have successfully completed your
probation period.
(Further terms and conditions apply and are available from the Finance Department.)

New members are admitted to the Plan when they first satisfy these conditions and may be asked to
provide evidence of health before being admitted to the Plan.

Employees who wish to join the Company Pension Scheme should contact HR for more information.

VHI/ HSF/Aviva
Employees may join the Voluntary Health Contribution scheme, HSF or Aviva, whilst working with Dublin
Zoo and if they wish to do so should contact the HR Department.

Smoking Policy

In the interests of Health & Safety at Dublin Zoo and in accordance with the Public Health (Tobacco) Act,
2002 (Section 47) Regulations 2003, since 29 March 2004, smoking (including smoking an e-
cigarette/vaporiser ) is forbidden within any enclosed places. This includes office blocks, various
buildings, public houses/bars, restaurants and company vehicles (cars and vans). Dublin Zoo also
prohibits, whilst in uniform, employees from smoking in any areas where there are members of the
general public present within Dublin Zoo.

Employee Assistance Programme (EAP)
Most of the time we can depend on our own resourcefulness to cope with whatever comes our way but

every now and then we may need a little help. Someone who can listen, understand and above all offer
assistance.
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The Employee Assistance Programme is designed to help employees deal with problems they might be
facing both at work and in their personal life.

The EAP is a confidential counselling and information service designed to provide employees with expert,
professional and independent advice, either over the phone or in person, in any of the following areas;

. family issues

. general information queries
. work-related issues

. financial matters

. emotional concerns

. legal matters

. parent coaching
. career coaching
. consumer issues

This programme is provided to Dublin Zoo by VHI Health Services and is available 24 hours a day, 365 days
a year. Employees can avail of these services free of charge regardless of whether they are a member of
VHI or not. This is a service available to all Dublin Zoo employees and paid for by Dublin Zoo.

Information Booklets and Wallet Cards are available from Dublin Zoo Reception and the Human Resources
Department.

Key Holders Policy

Selected employees may be issued full or partial sets of keys to the company’s premises. Employees
must keep safe and confidential such keys at all times. They must not be given to any unauthorised
person without the prior approval of management. Lost keys must immediately be reported to your
supervisor/manager. Employees who lose or misplace their keys will incur the cost of any replacements.
Employees are not permitted to make copies of these keys for any reason whatsoever without prior
approval from management.

Alarm codes and other security-related information must not be disclosed to any unauthorised person.

Protected Disclosures

The Protected Disclosures Policy (whistleblowing policy) recognises that where there is a suspicion of
wrongdoing, which cannot effectively be addressed through ordinary reporting mechanisms and
procedures (such as a grievance procedure) within the company, that there is a legal right for an
employee to report this wrongdoing and to be protected from any form of penalisation as a consequence.
Often this will arise because the:-

- suspected wrongdoing involves or affects third parties such as suppliers or customers, or

- the reporting line manager of the worker reporting is implicated in the wrongdoing.

The Company at all times encourages internal reporting in the first instance, however, should this be
deemed inappropriate, ineffective or impossible by the worker a stepped approach is available.

Further information is available in the Protected Disclosed Policy or from the Human Resources
department.
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Anti-Bribery

Dublin Zoo has a commitment to carry out business fairly and transparently, in the interest of protecting its
good reputation, and protecting the confidentiality of clients, business partners, associates and other
stakeholders. The company will avoid doing business with other companies or agents who do not fully commit
to carrying out business without bribery.

This policy applies to all individuals at all levels who work for or with or provide any service at all to Dublin
Zoo including employees, consultants, any casual workers, agency staff, volunteers and individuals on work
experience.

Bribery is defined as;

The offering, promising or giving (active), or the requesting, agreeing to receive or accepting (passive)

of something of value for the purpose of influencing the action of an individual in the discharge of his
or her company or legal duties.

Employees may not offer, promise or give a financial or another advantage to another person or business:

. so as to cause thatindividual not toact in good faith, impartially, or in accordance
with their position of trust relevant to their function in connection with the organisation;

. so that the acceptance of the promised or actual advantage in itself constitutes improper
performance by that individual, relevant to their function.

Dublin Zoo has zero tolerance to any acts of bribery. Any breach of this policy will be treated in accordance
with Dublin Zoo’s Disciplinary Policy as gross misconduct.

Employees who become aware of bribery being practised by another employee, or of bribes being offered by
a supplier, business partner or any other person to an employee, must report this to management in line with
the Protected Disclosures Policy.

Electronic/ Telephone Communication Policy

The purpose of this policy is to ensure that employees of Dublin Zoo understand the way in which
electronic mail (email), telephone, internet usage and general network resources should be used in the
organisation. It aims to ensure that such communications are used effectively for their intended purpose
without infringing legal requirements or creating unnecessary business risk.

Access

Where appropriate to your job needs, employees may be given access to the intranet and/ or internet.
For those who do not have daily PC access, occasional access will be arranged, as necessary, by
management.

All PC access will be through passwords, and no individual is permitted onto the system using another
employee’s password. Employees are not permitted to share their passwords with anyone inside or
outside the company. Individuals will be allowed to set their own passwords and must change them as
frequently as requested by the system set-up requirements.

Internet

The internet is a valuable business tool which gives access to an array of information. It contains
information and opinions that range in scope from reliable and authoritative to controversial and extremely
offensive. It is your responsibility to assess the validity of the information found on the Internet.
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In order to prevent it from becoming a time-consuming distraction from business activities, employees
are not permitted to use it except for business-related reasons during working hours. Access to
appropriate sites for business purposes is not restricted and managers must define what are business-
related requirements for specific employees, to make sure there is clarity in relation to what they are
permitted to access. Access to any inappropriate, pornographic or obscene sites, or sites with the risk of
such material, is prohibited at all times.

No employee is permitted at any time to download files from the Internet without prior permission. This is
to protect the company business systems, reduce the risk of viruses and ensure that large amounts of
storage space are not taken up with unnecessary files.

Outside of working hours, occasional access may be permitted. Prior permission should be sought from
a manager, who will monitor the level of activity.

Web Logs

All web browsing is logged. Screening software prevents access to certain non-work-related sites. The
logs of web browsing will only be accessed with management authorisation; where there are reasonable
grounds to believe that this policy has been contravened.

Pay Attention
The Internet is not secure. Whether by e-mail or via the World Wide Web, do not give out more
information than is necessary to fulfil your purpose. Beware of demands for unnecessaryinformation.

Be wary of sites which request more data than is necessary for accessing the site or for making a
transaction, or which do not tell you why they require this data from you. In particular, no information on IT
systems or resources should be disclosed over the Internet or through e-mail without authorisation from
Dublin Zoo Management.

External e-mail should only be used to transmit unclassified information to individuals outside the Office.
Classified or confidential material should not be sent by e-mail unless it is encrypted.

Video Conferencing

Where you are engaged in video conferencing, whether you are at work in Dublin Zoo or working
remotely, you should treat this the same as if the meeting was taking place in person. All policies and
procedures will apply as normal in such circumstances, for example, Uniform Policy and GDPR Policy
etc.

Harassment

The company has provided access to the Internet for business purposes. The practice of downloading
text, pictures, jokes etc. from the Internet and distributing them via e-mail to other employees or persons
outside the company, is prohibited. The content of these downloads may be found offensive by certain
employees or others and could be regarded as harassment or bullying. As such they will result in
disciplinary action on the offending employee and risk possible prosecution under the Employment
Equality Act 1998. Accessing or storing any form of an electronic file, record or communication which
could be deemed harassing or discriminatory based on age, gender, race, religion, disability, civil status,
family status, sexual orientation or membership of the travelling community is totally unacceptable and
will be subject to the disciplinary process.
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Virus Protection

Please note a suitable IT screening system has been put in place to automatically screen all mail for
known viruses, attachments etc.

Dublin Zoo Management and its IT Service Provider do not normally read individual’s mail or open mail
boxes except:
1) Where the screening software or a complaint from an individual indicates that a particular
mailbox contains material which is dangerous or offensive.
2)  Where a legitimate work reason exists to open the e-mail.

Opening mailboxes for investigation requires authorisation by Zoo Director or his nominated deputy on a
case by case basis. The individual’s mailbox, hard disk, network drive and relevant backups are then
searched.

Where investigation proves that a problem exists it will be reported to; the sender, their organisation, the
employee concerned, Head of Division and HR Manager for appropriate action. Where the problem
concerns material such as a virus or an unauthorised .exe file, which can damage the network, Dublin
Zoo Management may immediately request to close down an account pending further investigation and
action.

Blocked messages either inbound or outbound are deleted after 21 days if a request for release is not
received. Messages containing virus files are not retained.

Should you have a suspicion about a particular email and/or attachment do not open it and contact your
manager immediately.

E-mail and Contents
The primary purpose of the company’s e-mail system is to promote effective communication on business
matters, and this should not be abused.

Emails sent or received on the Dublin Zoo email system are not private property; they form part of the
administrative records of Dublin Zoo. Incidental and occasional personal use of the corporate email
system is permitted, subject to the restrictions contained in this policy. Any personal use of email is
expected to be on the employee’s own time and is not to interfere with the person’s job responsibilities.
Personal use of the email system must not detrimentally affect the job responsibilities of other
employees, disrupt the system and/or harm Dublin Zoo’s reputation.

Care should be taken when using email because email messages are perceived to be less formal than
paper-based communication and there is a tendency to be lax about their content. Bear in mind that all
expressions of fact, intention and opinion via email can be held against you and/or Dublin Zoo in the
same way as verbal and written expressions and therefore messages should be written and formatted in
the same manner as standard written communications. The working tone and language should be
concise and carefully prepared by employees in order to avoid ambiguity, inaccuracy, claims of
defamation, breach of confidentiality and the possibility of offending anyone.

Formal methods of email distribution must not be used for sending emails that are not relevant to the
business. Access to all email Internet sites (e.g. Hotmail, Yahoo mail etc.) is restricted due to the
potential threat of a virus.
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Other Offensive and Time Wasting Material

Unsolicited material can arrive from anywhere. Should you receive material which you find offensive or
abusive or time wasting respond to it just as you would an offensive letter: complain directly to the sender
and bring it to the attention of the sender’s employing organisation and your own manager and HR
Department as appropriate. In the case of any Spam mail, don’t issue any reply.

Material you send

Remember that e-mail is effectively on official headed paper and can be traced back to place, date and
time of sending. Make sure you are satisfied with its content and that it has been approved at the
appropriate level. Double-check the address of the intended recipient. Once the “send” key is pressed, e-
mail cannot be stopped or retrieved. Deleting mail from your system does not make it untraceable.

Do not send any unofficial graphics or executable files under any circumstances. Do not instigate or
forward “unofficial mail” to users either within or outside the Office or send any material which may be
offensive or disruptive to others or which may be construed as harassment. Do not make a derogatory
comment regarding gender, marital status, family status, sexual orientation, religion, age, disability, race or
membership of the travelling community.

Potentially dangerous material

Do not launch, detach or save any executable file (i.e. those ending in 'exe' or 'vbs') under any
circumstances. Contact your Manager immediately who can check this with Dublin Zoo’s IT Service
Providers.

All incoming attachments must be virus checked by Dublin Zoo’s IT Service Providers. Please note that
all USB Drives and CD's brought into the office from home PC's should also be virus checked. The safer
option is to forward these attachments by e-mail from your home pc as they will be automatically
screened by the security software.

Do not open, detach or save any unofficial file attachments to your hard disk or any network drive.
Official attachments should be placed in the relevant document Library or detached to a shared drive.
Please beware of saving any documentation to the hard drive of your pc as this will not be backed up
and will be irretrievable in the event of your pc breaking down.

Do not use another’s e-mail account. Under no circumstances should you use any other users email
account to send an email.

Inappropriate Use

Exercise due care when writing an email to avoid being rude or unnecessarily terse and ensure that your
message meets the standards of professionalism that Dublin Zoo expects of your position.

Do not make any statements on your own behalf or on behalf of Dublin Zoo, which do or may defame
libel or damage the reputation of any person.

You should not engage in any activity that is illegal, distasteful or likely to have negative repercussions for
Dublin Zoo.

You must not upload, download, use, retain, distribute or disseminate any images, text, materials or
software which: Are or might be considered to be indecent, obscene, pornographic or illegal, are or might
be offensive or abusive in that context is or could be considered to be a personal attack, rude

or personally critical, sexist, racist, or generally distasteful, encourage or promote activities which make
unproductive use of Dublin Zoo time Involve activities outside of the scope of your responsibilities for
example;
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Unauthorised selling/advertising of goods and services, might affect or have the potential to affect the
performance of or damage or overload Dublin Zoo’s system or network and/or external communications in
any way, might be defamatory or incur liability on the part of Dublin Zoo or adversely impact on the image
of the Dublin Zoo, would be a breach of copyright or license provision with respect to both programs and
data you cannot or are not prepared to account for. The following activities are expressly forbidden:
e The introduction of any form of a computer virus, seeking to gain access to restricted areas
of the network or other hacking activities.
e Forgery or attempts to read other users’ mail without their express permission.
e Email messages that have been deleted from the system can be traced and retrieved.
Therefore, all persons having a part in creating or forwarding any offending email can
be identified.
e Emails, both in hard copy and electronic form, are admissible in a court of law.

So you are aware, you are subject to all legislation regulating Internet use, including the provisions
regarding obscenity, child pornography, sedition and the incitement of hate or hate language. In
particular, persons have obligations under the Irish Child Trafficking and Pornography Act 1997, not to
allow any of its systems (mail, Internet etc.) to be used for downloading or distributing offensive material.

Mobile and Telephone Policy

Use of office telephones for private calls is permitted for essential and necessary reasons only. Long-
distance private calls are not permitted, unless in exceptional circumstances, and only with permission
from the Supervisor / Manager.

Where Company mobile phones are provided, they are provided for your job only. There is no personal
use allowed, except in exceptional circumstances, or use for social purposes/talk/text/internet.
Excessive personal use, including phone calls, text messages and large data usage, may result in
money being deducted from your wages and you authorise such deductions. Unless authorised by
Management you should not use any premium lines. Mobile phones should be switched off or muted
during meetings, training, etc.

Personal Mail

Personal mail should not be addressed to employees ‘care of’ the office except in exceptional
circumstances and with prior approval from management.

Time Wasting and Resources
Network resources such as storage space and capacity to carry traffic are not unlimited. However, your
time and that of your colleagues is the most valuable resource available to the Office.
You must not deliberately perform acts which waste your own and your colleagues’ time or computer
resources. These acts include but are not limited to:

e Playing games

e Online chat groups

e Uploading / Downloading large unofficial files which create unnecessary non-business related loads
on network traffic

e Accessing streaming audio/video files, for example, listening to music or watching movie clips

e Forwarding audio/video files to colleagues

e Participating in mass non-business related mailings such as chainletters

e Sending unofficial attachments

e Financial Implications
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Do not download any material/software from the Internet for which a registration fee is charged without
first obtaining the express permission of your manager. Only the software installed by Dublin Zoo’s IR
Service Provider, and therefore listed on the Company Assets Register, is deemed to be legally sourced
by Dublin Zoo and covered by the appropriate licence agreement. No other software is approved for use
on any of Dublin Zoo’s computers or laptops.

Confidentiality
All information relating to our customers and the business operation of Dublin Zoo is confidential. You

are expected to treat electronic information with the same care as you would paper-based information
which is confidential. Keep all such information secure, use it only for the purpose(s) intended and do not
disclose the same to any unauthorised third party (which may sometimes include other employees of the
Dublin Zoo). Keep passwords safe. Do not disclose them to anyone. If a document is highly confidential
or sensitive in nature, you should store it in a private directory. Do not forward, send or in any way
disseminate such information that may compromise Dublin Zoo.

Maintain confidentiality by not forwarding or sharing any client information that would violate the Data
Protection Act or industry guidelines. Return any message received that was intended for another
recipient. Delete any copies of misdirected messages. An incorrectly addressed message should only

be forwarded to the intended recipient if the identity of that recipient is known and certain. Verify the
recipients of the email are approved to receive the information contained in the email, to avoid a breach of
confidence.

Security

. You are responsible for the use of the facilities granted in your name. The main protection at
present is your password. Make it difficult to guess and above all, do not share your
password with anyone, write it down or give it out over the phone. If you think someone
knows your password, ask for it to be changed as soon as possible. Maintaining the privacy
of your password is your responsibility and consequently, you are responsible for any
abuses taking place using your name and password.

. In general, do not leave your computer unattended without securing the session by password
or signing off.

. When leaving your pc unattended press Ctrl Alt Del (in the same way as logging into your
pc) and click the “Lock workstation / Lock computer” box. On return, press Ctrl Alt Del and
enter your password to log back into the pc.

. Users accessing the Internet through a computer attached to the Dublin Zoo network must do
so through an approved Internet firewall or another security device. Bypassing the zoo
computer network security by accessing the Internet directly by modem or other means is
strictly prohibited.

. You are reminded that files obtained from sources outside Dublin Zoo, including disks brought
from home, files downloaded from the Internet, newsgroups, bulletin board or other online
services and files attached to e-mail messages may contain computer viruses that may
damage the Zoo’s computer network. While the Zoo is continually upgrading its virus protection
infrastructure, the potential introduction of viruses on the Dublin Zoo system always remains a
threat.

. All incoming material, regardless of origin, should be virus checked before being used on any
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PC on the network. This is not paranoia: a wide variety of viruses from a wide range of
individuals and organisations have been blocked over the last 12 months. This threat is real
and will not be diminishing. If you suspect that a virus has been introduced into the company’s
network, notify your manager immediately who in turn will notify the IT Service Provider
immediately.

Personal Use
A small amount of limited personal use of telephones, e-mail and Internet facilities is permitted if such
use does not otherwise infringe this policy.

Incoming and outgoing e-mail's which are of “enduring organisational interest” are recorded under the
above Acts and must not be kept in your e-mail account. They must be transferred to the appropriate
document library or file.

If you are unclear about any of the issues discussed in this policy, please contact Human Resources.

Abuse and Disciplinary Procedure

Any employee found to be abusing the Organisation’s electronic communication system, including e-mail
and internet use, company telephones or are not operating in line with this policy, may be subject to
disciplinary action up to and including dismissal.

Any suspicion or evidence of abuse must be immediately reported by all employees.

Monitoring Policy

No system user can have any expectation of privacy as to the contents of anything including all
documents produced on Company equipment, e-mail communications, the nature of the system user's
Internet usage or any other use by any individual of company systems or property.

Dublin Zoo has the right at any time and without prior notice to intercept, divert, discard, access or review
the contents of any e-mail or voice mail message, electronic communications or files, or any other
information created on, transmitted over or stored in the company or service provider systems, whether
incoming or outbound, and whether at the time of transit or afterwards.

Dublin Zoo reserves the absolute right to conduct reviews of computer and company property usage.
These reviews help ensure compliance with internal policies and the law. It supports the performance of
internal investigations and assists the management of information systems.

Dublin Zoo may specifically monitor sites visited by system users on the Internet, chat rooms and
newsgroups, as well as material downloaded or loaded from or to the Internet. The company reserves
the right to disclose to persons outside of the company or otherwise, to use the contents of the e-mail
and other electronic communications of system users for any of the foregoing purposes, as well as to
comply with or assist law enforcement officials or legal authorities. Encryption may be employed by
system users only if authorised by the company. The type of encryption software used by system users
must also be approved by the company. Dublin Zoo may employ monitoring software to check on the use
and content of the email to ensure that there are no serious breaches of the policy.

Improvements and changes to the Contents of this Handbook
You will be advised of any changes to this handbook, in writing, through an HR Memo on the Dublin Zoo

notice boards. Any changes will then be reflected in the next edition of the handbook.

Having now read the current edition, we invite your comments and suggestions on how we might make
the next edition even better. If you would like to make a suggestion, please contact your manager.
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APPENDIX 1
HARASSMENT/SEXUAL HARASSMENT AND BULLYING

Harassment/Bullying Free Environment

As an employee of Dublin Zoo, you have the right to work in environments free from harassment of
any kind. As an equal opportunity organisation, we will not accept any behaviour such as unwelcome
comments, remarks, or physical contact that might be considered objectionable, offensive or
stressful.

Harassment and Bullying Policy

Dublin Zoo will make every effort to ensure that its work environment gives all you the freedom to do
their work without having to suffer harassment or bullying from any source. All employees should be
aware that harassment or bullying is unacceptable behaviour and is in breach of Organisation policy.

Present day changes of attitude mean that behaviour once tolerated by colleagues is no longer
acceptable. Behaviour that is acceptable to one person may not be acceptable to another. If the
behaviour is unwelcome and unacceptable, then it is a problem. Whether the harasser intended it to
be offensive is not the point. If the behaviour is unwelcome it is harassment. Dublin Zoo will not
tolerate harassment of employees, or from employees, nor at any level in the organisation.

Under this policy harassment includes:

Harassment on grounds of gender

Harassment on grounds of sexual orientation

Harassment on grounds of disability

Harassment on grounds Race/Ethnic Origin

Harassment on grounds of religion

Harassment on grounds of age/civil status/ family Status/ Member of the travelling community

Sexual Harassment, Harassment and Bullying
Definitions:

Sexual Harassment is defined as any form of unwanted verbal, non-verbal or physical conduct of a
sexual nature, which is offensive to the recipient, and which might threaten a person’s job security or
create a stressful, hostile or intimidating work environment.

Harassment occurs where the conduct has the purpose or effect of violating a person’s dignity and
creating an intimidating, hostile, degrading, humiliating or offensive environment for the person.

While it was generally regarded in the past that sexual harassment was an offence committed by
men against women, the evidence of recent years shows that men are also victims of this form of
maltreatment.

Sexual Harassment takes various forms, for example:

Verbal — jokes, innuendo, requests for sexual favours, persisting in attempts to continue a
relationship against the wishes of the other person, inappropriate comments on appearance, use of
pet names.

Visual — display of or sending offensive pictures, slogans, video clips, emails etc.

Physical — unwanted physical contact, from “groping” to rape.

Harassment may include:
Verbal harassment — offensive jokes about a person’s race or ethnic origin (which may include
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members of the travelling community), or their country of origin.

Visual Harassment — displaying or sharing of material offensive to a particular racial or ethnic group,
such as cartoons, racial propaganda material etc.

Physical Harassment — physical assault.

Bullying

Bullying is repeated aggression, verbal, psychological or physical, conducted by an individual or
group against others. Bullying can occur within peer groups, from supervisor to subordinate and
subordinate to supervisor. When the behaviour is systematic and ongoing, it can be and will be
construed as bullying.

Definition of what is not considered Bullying

An isolated incident of inappropriate behaviour, direct or indirect, whether verbal, physical or
otherwise, conducted by one or more persons against another or others may be an affront to dignity
at work, but, as a one-off incident, is not considered to be bullying. Matters of this nature should be
dealt with through other relevant company procedures.

The following are some examples of bullying behaviour:

Personal insults of name-calling.

Public or private humiliation

Shouting at you in public and/or private

Aggression, sneering, sarcasm

Persistently undermining an individual’s job performance

Constantly changing working guidelines

Making it difficult for you to have access to general information, e.g. vacancy notices or information
notices.

Continually refusing reasonable requests for Annual Leave without good reason
Ignoring and isolating people on purpose and excluding them from discussions
Intimidation and threats in general.

The following are some examples of what is not considered bullying;

Whilst the below examples can be unsettling and/ or upsetting for a person, it is important that
behaviour considered bullying by one person may be considered routine interaction by another, so
the ‘reasonableness’ of behaviours over time must be considered.
. Conflicts or disagreements
. Expressing differences of opinion
. Offering constructive feedback, guidance, or advice about work-related behaviour which
is not of itself welcome
. Ordinary performance management
. Objective criticism and corrections that are intended to provide constructive feedback
. Reasonable corrective action taken by an employer or supervisor relating to the
management and direction of employees (for example managing a worker's

performance, taking reasonable disciplinary actions, or assigning work)

This list is not exhaustive

Effects of Harassment:

Harassment can:

Cause distress and affect the employee’s confidence and self-esteem.
Affect the recipient’s job performance.
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Create an upsetting and stressful work environment.
Decrease your morale.

Undermine the recipient’s job security.

Affect productivity levels.

Location

Harassment can take place:

In the workplace

At functions such as Christmas parties or sports functions taking place under the aegis of the
Organisation.

Any other place where employees of DUBLIN ZOO are present on business, such as training
courses, business meetings away from the Organisation’s workplace, overnights away from base
etc.

Harassment by outsiders

Harassment of Organisation personnel by persons not employed by the Organisation, such as repair
person’s, clients, visitors to the zoo’ etc, is unacceptable and should be promptly reported to one of
the contact people listed at the end of this section. Although Dublin Zoo has no power to discipline
the offenders in such cases, upon receipt of a complaint and after investigation, it will take action in
the effort to prevent the recurrence of such conduct.

Undertaking by Management

Any complaint involving harassment will be immediately, seriously and sympathetically investigated.
It is recognised that harassment, especially sexual harassment, is very difficult for all concerned to
deal with. Where a complaint has been substantiated, the victim will be protected and will not be
required to move unless they wish to do so. Victims shall be protected from intimidation,
victimisation, or discrimination for filing a complaint under this policy. Employees assisting in an
investigation will also be protected. All of you will be provided with a copy of this policy.

Responsibilities

Employees: In addition to ensuring their own behaviour does not cause problems; all employees
have an important role in creating an environment where sexual harassment, harassment or bullying
is unacceptable. They should make clear to others they find such behaviour unacceptable and
support colleagues suffering such treatment.

Managers/Team Leaders: In addition to ensuring their own behaviour does not cause problems, they
are responsible for preventing incidents of sexual harassment, harassment or bullying and must
ensure that all you members adhere to the Zoo’s policy. Managers/Team Leaders who become
aware of incidents of sexual harassment or harassment /bullying are required to immediately advise
their Director.

Management: In addition to ensuring their own behaviour does not cause problems, Management
should:

Know the Dublin Zoo policy

Communicate the policy as necessary

Endeavour to maintain a harassment-free work environment
Immediately inform one of the contact people if a complaint is received.

Malicious Complaints
Malicious complaints will be treated seriously and may result in disciplinary action. In this regard, it
should be noted that where a complaint is not upheld, this does not necessarily indicate that the

complaint was malicious.
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Complaints Procedure
What should you do if you believe you are being bullied, intimidated, harassed or sexually harassed?

Informal Process

If you believe you are being harassed or bullied you should consider carefully if that is the case. If so
you should raise the problem with the alleged perpetrator, point out that their behaviour is
unacceptable and ask that it stop.

If the harassment/bullying does not cease or if you find it difficult or if you find it difficult or
embarrassing to confront the alleged perpetrator, you may seek advice from one of the contact
people listed at the end of this section or from a Senior Manager. It would be useful to keep a record
of incidents, dates and witnesses if any.

If you proceed with the complaint, you may contact one of the contact people for assistance who,
depending on the nature of the complaint, will try to find a solution acceptable to both parties.

Secondary Informal Process
Where the above process is unsuccessful or deemed inappropriate due to the seriousness of the
issues, this more extended informal route may be availed of.

The company may nominate an appropriate and competent person to handle the complaint. The
complaint may be either verbal or in writing, however where it is verbal, a written note of the
complaint will be taken by the nominated person, a copy of which will be given to the alleged
offending employee. The nominated person will establish the facts, the context and determine a
course of action in dealing with the matter under the informal process.

Where the complaint concerns bullying and/ or harassment, as defined, and includes concrete
examples the alleged bully/ harasser will be presented with the complaint and their response
obtained who will be made aware that the matter is being addressed under the informal stage of the
procedure. Appropriate action will be put in place to progress the issue to a resolution stage.

Where the behaviour complained of is not considered bullying and/ or harassment, as defined, and
there are no concrete examples an alternative approach should be put in place.

Where bullying and/or harassment has been identified, either partly or fully, steps to stop the
bullying/harassment will be put in place as well as steps to monitor it going forward.

Basic details of the matter will be recorded i.e. the complaint, the first meeting, action agreed and
signed records of the final meeting

Mediation is an additional alternative for resolving issues at an early stage which may be offered by
the company. Mediation is an informal voluntary process where an impartial and competent third
party enables individuals to work through conflict or disagreement, with a view to improving their
relationship. Mediation is a valuable tool at any stage in a procedure, but particularly beneficial at the
earliest possible stage.

Complaints will be handled speedily and in a confidential manner. They will be treated seriously and
sympathetically.

It is a requirement that all individuals involved maintain confidentiality on the subject.
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All concerned are guaranteed a fair and impartial hearing.

Whilst all employees are encouraged to use the Informal process if a problem is not resolved under
the above Complaints Procedure, the Formal Procedure outlined below will apply.

Formal Procedures for Handling Complaints
For serious complaints, individual preference or where the problem is not resolved under the
procedures outlined above, the following Formal Procedure will apply:

The person making the complaint will be required to put the complaint in writing.

The alleged harasser will be given a copy of the written complaint and given three days to respond in
writing.

A formal investigation will be carried out by the two independent objective investigators who may or
may not be from the panel listed below, not including the person who was trying to resolve the
problem informally. In view of the complex and sensitive nature of cases, the investigators may also

enlist the assistance of outside experts in the field concerned.

For investigations of cases alleging sexual harassment, we will ensure at least one of the
investigators is of the same gender as the complainant.

It is a requirement that all parties involved maintain confidentiality.

Both the complainant and the person complained against may have representation at the hearings of
they wish so.

The investigation will be carried out speedily, within a four-week period if circumstances allow.
The outcome will be advised to both parties.

If it is intended to take disciplinary action the procedures will be as outlined in the Society
Disciplinary Procedure. No one who has been involved will be hearing an appeal.

Contact People

A list of Contact People is displayed on the HR notice board and a copy is available from the
Human Resources Department
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APPENDIX 2
GDPR Policy

1. Introduction

This Policy sets out the obligations of Dublin Zoo, a registered charity located at Phoenix Park,
Dublin 8, Dublin (“Dublin Zoo”) regarding data protection and the rights of data subjects (“data
subjects”) in respect of their personal data under EU Regulation 2016/679 General Data Protection
Regulation (“GDPR”).

The GDPR defines “personal data” as any information relating to an identified or identifiable natural
person (a “data subject”); an identifiable natural person is one who can be identified, directly or
indirectly, in particular by reference to an identifier such as a name, an identification number,
location data, an online identifier, or to one or more factors specific to the physical, physiological,
genetic, mental, economic, cultural, or social identity of that natural person.

This Policy sets out Dublin Zoo’s obligations regarding the collection, processing, transfer, storage,
and disposal of personal data. The procedures and principles set out herein must be followed at all
times by Dublin Zoo, its board members, staff, contractors, or other parties working on behalf of
Dublin Zoo.

2. The Data Protection Principles

This Policy aims to ensure compliance with the GDPR. The GDPR sets out the following principles
with which any party handling personal data must comply. All personal data must be:

e Processed lawfully, fairly, and in a transparent manner in relation to the data subject.

e Collected for specified, explicit, and legitimate purposes and not further processed in a manner
that is incompatible with those purposes. Further processing for archiving purposes in the public
interest, scientific or historical research purposes or statistical purposes shall not be considered to
be incompatible with the initial purposes.

e Adequate, relevant, and limited to what is necessary for relation to the purposes for which it is
processed.

e Accurate and, where necessary, kept up to date. Every reasonable step must be taken to ensure
that personal data that is inaccurate, having regard to the purposes for which it is processed, is
erased, or rectified without delay.

e Kept in a form which permits identification of data subjects for no longer than is necessary for the
purposes for which the personal data is processed. Personal data may be stored for longer periods
insofar as the personal data will be processed solely for archiving purposes in the public interest,
scientific or historical research purposes, or statistical purposes, subject to the implementation of the
appropriate technical and organisational measures required by the GDPR in order to safeguard the
rights and freedoms of the data subject.

* Processed in a manner that ensures appropriate security of the personal data, including protection
against unauthorised or unlawful processing and against accidental loss, destruction, or damage,
using appropriate technical or organisational measures.

3. The Rights of Data Subjects

The GDPR sets out the following rights applicable to data subjects (please refer to the parts of this
policy indicated for further details):

e The right to be informed;

e The right of access;

e The right to rectification;

e The right to erasure (also known as the ‘right to be forgotten’);

e The right to restrict processing;

e The right to data portability;

e The right to object.
64



October 2021

4. Lawful, Fair, and Transparent Data Processing

The GDPR seeks to ensure that personal data is processed lawfully, fairly, and transparently,
without adversely affecting the rights of the data subject. The GDPR states that processing of
personal data shall be lawful if at least one of the following applies:

« Article 6 (1) (a): The data subject has given consent to the processing of their personal data for
one or more specific purposes;

* Article 6 (1) (b): The processing is necessary for the performance of a contract to which the data
subject is a party, or in order to take steps at the request of the data subject prior to entering into a
contract with them;

o Article 6 (1) (c): The processing is necessary for compliance with a legal obligation to which the
data controller is subject;

* Article 6 (1) (d): The processing is necessary to protect the vital interests of the data subject or of
another natural person;

* Article 6 (1) (e): The processing is necessary for the performance of a task carried out in the public
interest or in the exercise of official authority vested in the data controller; or

o Article 6 (1) (f): The processing is necessary for the purposes of the legitimate interests pursued
by the data controller or by a third party, except where such interests are overridden by the
fundamental rights and freedoms of the data subject which require protection of personal data, in
particular where the data subject is a child.

The Company will set out for each processing activity it carries out the legal basis on which
it relies but will when possible use Article 6 (1) (b), (c), and (f) in the employee privacy notice
and the Dublin Zoo privacy notice on the website.

If the personal data in question is “special category data” (also known as “sensitive personal data”)
(for example, data concerning the data subject’s race, ethnicity, politics, religion, trade union
membership, genetics, biometrics (if used for ID purposes), health, sex life, or sexual orientation),
at least one of the following conditions must be met:

« Article 9 (2) (a): the data subject has given their explicit consent to the processing of such data for
one or more specified purposes (unless EU or EU Member State law prohibits them from doing so);

e Article 9 (2) (b): The processing is necessary for the purpose of carrying out the obligations and
exercising specific rights of the data controller or of the data subject in the field of employment, social
security, and social protection law (insofar as it is authorised by EU or EU Member State law or a
collective agreement pursuant to EU Member State law which provides for appropriate safeguards
for the fundamental rights and interests of the data subject);

* Article 9 (2) (c): The processing is necessary to protect the vital interests of the data subject or of
another natural person where the data subject is physically or legally incapable of giving consent;

e Article 9 (2) (d): The data controller is a foundation, association, or other non-profit body with a
political, philosophical, religious, or trade union aim, and the processing is carried out in the course
of its legitimate activities, provided that the processing relates solely to the members or former
members of that body or to persons who have regular contact with it in connection with its purposes
and that the personal data is not disclosed outside the body without the consent of the data subjects;

o Article 9 (2) (e): The processing relates to personal data which is clearly made public by the data
subject;

o Article 9 (2) (f): The processing is necessary for the conduct of legal claims or whenever courts are
acting in their judicial capacity;
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o Article 9 (2) (g): The processing is necessary for substantial public interest reasons, on the basis
of EU or EU Member State law which shall be proportionate to the aim pursued, shall respect the
essence of the right to data protection, and shall provide for suitable and specific measures to
safeguard the fundamental rights and interests of the data subject;

e Article 9 (2) (h): The processing is necessary for the purposes of preventative or occupational
medicine, for the assessment of the working capacity of an employee, for medical diagnosis, for the
provision of health or social care or treatment, or the management of health or social care systems
or services on the basis of EU or EU Member State law or pursuant to a contract with a health
professional, subject to the conditions and safeguards referred to in Article 9(3) of the GDPR;

o Article 9 (2) (i): The processing is necessary for public interest reasons in the area of public health,
for example, protecting against serious cross-border threats to health or ensuring high standards of
quality and safety of healthcare and of medicinal products or medical devices, on the basis of EU or
EU Member State law which provides for suitable and specific measures to safeguard the rights and
freedoms of the data subject (in particular, professional secrecy); or

« Article 9 (2) (j): The processing is necessary for archiving purposes in the public interest, scientific
or historical research purposes, or statistical purposes in accordance with Article 89(1) of the GDPR
based on EU or EU Member State law which shall be proportionate to the aim pursued, respect the
essence of the right to data protection, and provide for suitable and specific measures to safeguard
the fundamental rights and the interests of the data subject.

The Company will only process special category data when required and will mainly rely on:

- Article 9 (2) (c): vital interest
- Article 9 (2) (h): assessment of the working capacity of an employee

5. Specified, Explicit, and Legitimate Purposes

The Company collects and processes the personal data set out in Part 21 of this Policy. This
includes:

e Personal data collected directly from data subjects; and

e Personal data obtained from third parties.

* Dublin Zoo only collects, processes, and holds personal data for the specific purposes set out in
Part 21 of this Policy (or for other purposes expressly permitted by the GDPR).

» Data subjects are kept informed at all times of the purpose or purposes for which Dublin Zoo uses
their personal data.

e Adequate, Relevant, and Limited Data Processing

The Company will only collect and process personal data for and to the extent necessary for the
specific purpose or purposes of which data subjects have been informed (or will be informed).

6. Accuracy of Data and Keeping Data Up-to-Date

The Company shall ensure that all personal data collected, processed, and held by it is kept
accurate and up-to-date. This includes, but is not limited to, the rectification of personal data at the
request of a data subject, as set out in Part 14, below.

The accuracy of personal data shall be checked when it is collected and at regular intervals
thereafter. If any personal data is found to be inaccurate or out-of-date, all reasonable steps will be
taken without delay to amend or erase that data, as appropriate.

7. Data Retention

The Company shall not keep personal data for any longer than is necessary in light of the purpose
or purposes for which that personal data was originally collected, held, and processed.

When personal data is no longer required, all reasonable steps will be taken to erase or otherwise
dispose of it without delay.
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For full details of Dublin Zoo’s approach to data retention, including retention periods for specific
personal data types held by Dublin Zoo, please refer to our Data Retention Policy.

8. Secure Processing

The Company shall ensure that all personal data collected, held, and processed is kept secure and
protected against unauthorised or unlawful processing and against accidental loss, destruction, or
damage.

9. Accountability and Record Keeping

The Company’s Data Protection Officer (DPO) is being provided by BH Consulting. The DPO is
reponsible for overseeing the implementation of this Policy and for monitoring compliance with this
Policy, Dublin Zoo’s other data protection-related policies, and with the GDPR and other applicable
data protection legislation.

The Company shall keep written internal records as part of its compliance with Art 30 of the GDPR
of all personal data collection, holding, and processing, which shall incorporate the following
information:

e The name and details of Dublin Zoo, its Data Protection Officer, and any applicable third-party data
processors;

e The purposes for which Dublin Zoo collects, holds, and processes personal data;

» Details of the categories of personal data collected, held and processed by Dublin Zoo, and the
categories of data subject to which that personal data relates;

o Details of any transfers of personal data to non-EEA countries including all mechanisms and
security safeguards;

o Details of how long personal data will be retained by Dublin Zoo (please refer to Dublin Zoo’s Data
Retention Policy); and

» Detailed descriptions of all technical and organisational measures taken by Dublin Zoo to ensure
the security of personal data.

10. Data Protection Impact Assessments

The Company shall carry out Data Protection Impact Assessments for any and all new projects
and/or new uses of personal data which involve the use of new technologies and the processing
involved is likely to result in a high risk to the rights and freedoms of data subjects under the GDPR.

Data Protection Impact Assessments shall be overseen by the Data Protection Officer and shall
address the following:

* The type(s) of personal data that will be collected, held, and processed;

e The purpose(s) for which personal data is to be used;

e Dublin Zoo’s objectives;

e How personal data is to be used;

e The parties (internal and/or external) who are to be consulted;

* The necessity and proportionality of the data processing with respect to the purpose(s) for which
it is being processed;

* Risks posed to data subjects;

* Risks posed both within and to Dublin Zoo; and

e Proposed measures to minimise and handle identified risks.

If you have a new project in your area which may require a DPIA, please contact the DPO.

For full details of Dublin Zoo’s approach to Data Privacy Impact Assessments and Privacy by
Design, please refer to our DPIA Policy on Privacy
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1. Keeping Data Subjects Informed

Where personal data is collected directly from data subjects, those data subjects will be informed of
its purpose at the time of collection; and how it will be collected, processed, and stored, and for
what purposes. This will be done through the Employee Privacy Notice and the Dublin Zoo privacy
notice on the website.

12. Data Subject Rights

Subject Access Requests
Data subjects may make subject access requests (“SARs”) at any time to find out more about the
personal data which Dublin Zoo holds about them, what it is doing with that personal data, and why.

Data subjects wishing to make a SAR may do so in writing, using Dublin Zoo’s Subject Access
Request Form, or other written communication. SARs should be addressed to Dublin Zoo’s Data
Protection Officer. Contact information is available from John Sweeney and Amy Vickers.

Responses to SARs shall normally be made within one month of receipt, however, this may be
extended by up to two months if the SAR is complex and/or numerous requests are made. If such
additional time is required, the data subject shall be informed.

All SARs received shall be handled by Dublin Zoo’s Data Protection Officer.

The Company does not charge a fee for the handling of normal SARs. Dublin Zoo reserves the right
to charge reasonable fees for additional copies of information that has already been supplied to a
data subject, and for requests that are manifestly unfounded or excessive, particularly where such
requests are repetitive.

Rectification of Personal Data
Data subjects have the right to require Dublin Zoo to rectify any of their personal data that is
inaccurate or incomplete.

The Company shall rectify the personal data in question, and inform the data subject of that
rectification, within one month of the data subject informing Dublin Zoo of the issue. The period can
be extended by up to two months in the case of complex requests. If such additional time is
required, the data subject shall be informed.

In the event that any affected personal data has been disclosed to third parties, those parties shall
be informed of any rectification that must be made to that personal data.

Erasure Requests
Data subjects have the right to request that Dublin Zoo erases the personal data it holds about
them in the following circumstances:

e |t is no longer necessary for Dublin Zoo to hold that personal data with respect to the purpose(s)
for which it was originally collected or processed;

e The data subject wishes to withdraw their consent to Dublin Zoo holding and processing their
personal data;

* The data subject objects to Dublin Zoo holding and processing their personal data (and there is no
overriding legitimate interest to allow Dublin Zoo to continue doing so) (see Part 18 of this Policy for
further details concerning the right to object);

e The personal data has been processed unlawfully;

e The personal data needs to be erased in order for Dublin Zoo to comply with a particular legal
obligation.

Unless Dublin Zoo has reasonable grounds to refuse to erase personal data, all requests for
erasure shall be complied with, and the data subject informed of the erasure, within one month of
receipt of the data subject’s request. The period can be extended by up to two months in the case
of complex requests. If such additional time is required, the data subject shall be informed.
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In the event that any personal data that is to be erased in response to a data subject’s request has
been disclosed to third parties, those parties shall be informed of the erasure (unless it is
impossible or would require disproportionate effort to do so).

Restriction of Personal Data Processing

Data subjects may request that Dublin Zoo ceases processing the personal data it holds about
them. If a data subject makes such a request, Dublin Zoo shall retain only the amount of personal
data concerning that data subject (if any) that is necessary to ensure that the personal data in
question is not processed further.

In the event that any affected personal data has been disclosed to third parties, those parties shall
be informed of the applicable restrictions on processing it (unless it is impossible or would require
disproportionate effort to do so).

Data Portability

Where the processing of personal data is otherwise required for the performance of a contract
between Dublin Zoo and the data subject, data subjects have the right, under the GDPR, to receive
a copy of their personal data and to use it for other purposes (namely transmitting it to other data
controllers).

This will generally not be applicable in Dublin Zoo
Objection to Processing of Personal Data

Data subjects have the right to object to Dublin Zoo processing their personal data based on
legitimate interests, direct marketing (including profiling), and processing for scientific and/or
historical research and statistics purposes.

Where a data subject objects to Dublin Zoo processing their personal data based on its legitimate
interests, Dublin Zoo shall cease such processing immediately, unless it can be demonstrated that
Dublin Zoo’s legitimate grounds for such processing override the data subject’s interests, rights,
and freedoms, or that the processing is necessary for the conduct of legal claims.

Where a data subject objects to Dublin Zoo processing their personal data for scientific and/or
historical research and statistics purposes, the data subject must, under the GDPR, “demonstrate
grounds relating to his or her particular situation”. Dublin Zoo is not required to comply if the
research is necessary for the performance of a task carried out for reasons of public interest.

For full details of Dublin Zoo’s approach to data subject rights requests, please refer to the Dublin
Zoo Data Subject Rights Policy.

All personal data is collected, held, and processed by Dublin Zoo is recorded in a Register of Data
Processing Activities as per Article 30 of the GDPR.

13. Data Security - Transferring Personal Data

Dublin Zoo shall ensure that the following measures are taken with respect to all communications
and other transfers involving personal data:

o All emails containing personal data must be marked “confidential”;

e Personal data may be transmitted over secure networks only; transmission over unsecured
networks is not permitted in any circumstances;

« All personal data to be transferred physically, whether in hardcopy form or on removable electronic
media shall be transferred in a suitable container marked “confidential”.

14. Data Security - Storage

Dublin Zoo shall ensure that the following measures are taken with respect to the storage of
personal data:
o All electronic copies of personal data should be stored securely using passwords;
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« All hard copies of personal data, along with any electronic copies stored on physical, removable
media should be stored securely in a locked box, drawer, cabinet, or similar;

o All personal data stored electronically should be backed up

« Personal data may only be transferred to devices belonging to employees, contractors, or other
parties working on behalf of Dublin Zoo where the party in question has agreed to comply fully with
the letter and spirit of this Policy and of the GDPR (which may include demonstrating to Dublin Zoo
that all suitable technical and organisational measures have been taken).

15. Data Security - Disposal

When any personal data is to be erased or otherwise disposed of for any reason (including where
copies have been made and are no longer needed), it should be securely deleted and disposed of.
For further information on the deletion and disposal of personal data, please refer to the Dublin
Zoo Data Retention Policy.

16. Data Security - Use of Personal Data
Dublin Zoo shall ensure that the following measures are taken with respect to the use of personal
data:

* No personal data may be shared informally and if an employee, contractor, sub-contractor, or other
party working on behalf of Dublin Zoo requires access to any personal data that they do not already
have access to;

e Personal data must be handled with care at all times and should not be left unattended or on view
to unauthorised employees, contractors, sub-contractors, or other parties at any time;

« If personal data is being viewed on a computer screen and the computer in question is to be left
unattended for any period of time, the user must lock the computer and screen before leaving it

Dublin Zoo has a number of Employee related policies detailing the above which all Employees are
provided with and sign up to on commencement of employment via the Dublin Zoo Employee
Handbook

17. Data Security - IT Security
Dublin Zoo shall ensure that the following measures are taken with respect to IT and information
security:

» All passwords used to protect personal data should be changed regularly and should not use words
or phrases that can be easily guessed or otherwise compromised. All passwords must contain a
combination of uppercase and lowercase letters, numbers, and symbols. All software used by Dublin
Zoo is designed to require such passwords.;

e Under no circumstances should any passwords be written down or shared between any
employees, contractors, contractors, or other parties working on behalf of Dublin Zoo, irrespective of
seniority or department. If a password is forgotten, it must be reset using the applicable method. IT
staff do not have access to passwords; All software (including, but not limited to, applications and
operating systems) shall be kept up-to-date. Dublin Zoo’s IT staff shall be responsible for installing
any and all security-related updates after the updates are made available by the publisher or
manufacturer.

Dublin Zoo has a number of Employee related policies detailing the above which all Employees are
provided with and sign up to on commencement of employment via the Dublin Zoo Employee
Handbook

18. Organisational Measures

Dublin Zoo shall ensure that the following measures are taken with respect to the collection,
holding, and processing of personal data:
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o All board members, employees, contractors, or other parties working on behalf of Dublin Zoo
shall be made fully aware of both their individual responsibilities and Dublin Zoo’s responsibilities
under the GDPR and under this Policy, and shall be provided with a copy of this Policy

e Only board members, employees, sub-contractors, or other parties working on behalf of Dublin
Zoo that need access to, and use of, personal data in order to carry out their assigned duties
correctly shall have access to personal data held by Dublin Zoo;

o All board members, employees, contractors, or other parties working on behalf of Dublin Zoo
handling personal data will be appropriately trained to do so;

o All board members, employees, contractors, or other parties working on behalf of Dublin Zoo
handling personal data shall be required and encouraged to exercise care, caution, and discretion
when discussing work-related matters that relate to personal data, whether in the workplace or
otherwise;

e Methods of collecting, holding, and processing personal data shall be regularly evaluated and
reviewed;

o All personal data held by Dublin Zoo shall be reviewed periodically, as set out in Dublin Zoo’s
Data Retention Policy;

* The performance of those contractors, contractors, or other parties working on behalf of Dublin
Zoo handling personal data shall be regularly evaluated and reviewed;

« All employees, contractors, contractors, or other parties working on behalf of Dublin Zoo handling
personal data will be bound to do so in accordance with the principles of the GDPR and this Policy
by contract;

* Where any contractor, contractor or other party working on behalf of Dublin Zoo handling
personal data fails in their obligations under this Policy that party shall indemnify and hold harmless
Dublin Zoo against any costs, liability, damages, loss, claims or proceedings which may arise out of
that failure.

19. Transferring Personal Data to a Country Outside the EEA

The transfer of personal data to recipients outside the EEA is generally prohibited unless:

o the jurisdiction in which the recipient is located is deemed to provide an adequate level of data
protection;

« the data exporter puts in place appropriate safeguards; or

* a derogation or exemption applies.

The intention of the GDPR is to protect the personal data of EU Citizens where ever it is held; there
are strict requirements governing where personal data can be transferred to, and the measures that
must be put in place for such transfers to be legal.

Appropriate Safeguards for Data Transfer

Dublin Zoo may from time to time transfer (‘transfer’ includes making available remotely) personal
data to countries outside of the EEA.

For the majority of data processing, the transfer of personal data outside of the EEA shall take
place only if one or more of the following applies:

e The transfer is to a country, territory, or one or more specific sectors in that country (or an
international organisation), that the European Commission has determined to ensure an adequate
level of protection for personal data. A list of these countries is available from the European
Commission

e The transfer is to a country (or international organisation) which provides appropriate safeguards
in the form of:

o alegally binding agreement between public authorities or bodies;

o binding corporate rules;

o standard data protection clauses adopted by the European Commission;

o compliance with an approved code of conduct approved by a supervisory authority; certification
under an approved certification mechanism (as provided for in the GDPR);

o standard contractual clauses agreed and authorised by the competent supervisory authority, or
provisions inserted into administrative arrangements between public authorities or bodies authorised
by the competent supervisory authority;
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It is expected that for the most part, Dublin Zoo will avail of the standard contractual clauses or an
adequacy decision.

Other Acceptable Conditions for Data Transfer

In some circumstances, Dublin Zoo may transfer personal data relating to its research and
conservation work with partner zoos, organisations or individuals involved in similar work. These
may not have data protection agreements in place or be able to avail of the above mechanisms.

In the event that an adequacy decision does not apply to the destination country and appropriate
safeguards cannot be put in place via the above methods, a transfer of personal data may only be
made internationally if one of the following situations applies:

a) The data subject explicitly consents to the transfer, having been informed of the risks

b) The transfer is necessary to meet the contractual commitments of the data subject or the data
subject asks for the transfer prior to the contract

c) The transfer is in the data subject’s interest with respect to the contract

d) It is important for reasons of public health (recognised by law)

e) The transfer is to do with a legal claim

f) The data subject’s vital interests are protected by the transfer or if they are unable to consent to it
g) The transfer is made from a public register

This will consist of employee data. Employees are informed of this in the Audiovisual Consent
Form and the Employee Privacy Notice. Dublin Zoo therefore will process these transfers on the
basis of consent.

A list of current international data transfers is available in appendix 2.

20. Data Breach Notification

All personal data breaches must be reported immediately to the DPO. If a personal data breach
occurs and that breach is likely to result in a risk to the rights and freedoms of data subjects (e.g.
financial loss, breach of confidentiality, discrimination, reputational damage, or other significant
social or economic damage), the DPO must ensure that the Data Protection Commission is
informed of the breach without delay, and in any event, within 72 hours after having become aware
of it.

In the event that a personal data breach is likely to result in a high risk (that is, a higher risk than
that described under Part 29.2) to the rights and freedoms of data subjects, the DPO must ensure
that all affected data subjects are informed of the breach directly and without undue delay.

For full details of Dublin Zoo’s approach to personal data breaches please refer to the Data Breach
Policy
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Appendix 2A

Employee Privacy Notice

Dublin Zoo (“the Company”) is committed to protecting the privacy and security of your personal
information.

This privacy notice describes how we collect and use personal information about you during and after
your working relationship with us, in accordance with the Data Protection Acts and the General Data
Protection Regulation (GDPR).

Dublin Zoo is a "data controller". This means that we are responsible for deciding how we hold and use
personal information about you. We are required under data protection legislation to notify you of the
information contained in this privacy notice. This notice applies to current and former employees, workers
and contractors. This notice does not form part of any contract of employment or another contract to
provide services. We may update this notice at any time.

It is important that you read this notice, together with any other privacy notice we may provide on specific
occasions when we are collecting or processing personal information about you so that you are aware of
how and why we are using such information.

The company has established a separate Data Protection Policy.

Overview

Key definitions:

Personal data — Any information relating to an identified or identifiable natural person (“data subject”).
An identifiable natural person is one who can be identified, directly or indirectly, in particular by reference
to an identifier such as a name, an identification number, location data, an online identifier or to or more
specific factors specific to the physical, physiological, genetic, mental, economic, cultural or social identity
of that natural person.

Processing — Anything done on or with personal data or sets of personal data. This includes collection,
recording, organisation, structuring, storage, adaption or alteration and deletion.

Data Controller — Whoever determines the purposes and means of the processing of personal data. This
is usually (but not always) whoever collects the personal data in the first place.

Data Processor — Whoever processes personal data on behalf of the controller.

Consent — Any freely given specific, informed and unambiguous indication of the data subject’s wishes
by where he or she, by a statement or by clear affirmative action, signifies agreement to the processing
of personal data relating to him or her.

Personal data breach — Any breach of security leading to accidental or unlawful destruction, loss,
alteration. Unauthorised disclosure of, or access to, personal data transmitted, stored or otherwise
processed.

Data Protection Principles
The Company will comply with data protection law. This says that the personal information we hold about
you must be:

. Used lawfully, fairly and in a transparent way.
. Collected only for valid purposes that we have clearly explained to you and not used in any way
that is incompatible with those purposes.

. Relevant to the purposes we have told you about and limited only to those purposes.
. Accurate and kept up to date.

. Kept only as long as necessary for the purposes we have told you about.

. Kept securely.

Policy

In pursuance of this policy and facilitating employee’s rights, the Company will adhere to the following:

73



October 2021

e The Company has identified and listed personal data concerning employees which is being
processed by the company (see: Employee Information);

e  Ensure employees understand why such data is being processed and explain any legal basis(es)
for same;

e Inform employees of their data subject rights (see Data Subject Rights below) Inform employees
to whom, if anyone, this data will be disclosed (See Third Parties);

e Advise employees of any personal data which has been secured from another data controller or
third party, (e.g. references); (See Third Parties)

e  Ensure that any personal data will be kept secure and confidential;

e  Supply employees, on receipt of the appropriate application, with copies of data covered by this
legislation;

e Report any personal data breaches which are likely to bring harm to an individual, to the Data
Protection Commissioner within 72 hours;

e Inform employees of any personal data breaches which are likely to bring harm to them.

e Carry out Data Protection Impact Assessments, as required.

Employees will:

. ensure that they co-operate with the Company in the provision of personal data which is necessary
for the pursuance of their contract of employment with the company;

. ensure that they keep the company updated of any changes to the information that they have
submitted to the company;

. be able to request at any time, copies of personal data held;

. ensure that copies of all personal data received from the company are kept safe at all times so as
to reduce the need to re-issue such data;

. Where employees are authorised by Company to process personal data, they must:

. ensure that they keep secure any personal data which they have been authorised to process;

. do not disclose personal data to unauthorised people either internally or externally;

. review and update personal data as required, in conjunction with the Company ;

. in conjunction with the Company, delete and dispose of personal data which is no longer required;

. where personal data is stored electronically, it must be protected from unauthorised access,
accidental deletion and malicious hacking attempts;

. personal data stored electronically should be protected by strong passwords that are changed
regularly and never shared between employees, other than the Company;

. notify the Company immediately if they become aware of any breach;

. not divulge to any third-party personal data about the company or its clients. If you have any doubts

about what information this covers please consult your immediate Manager.
Employee Rights
Your duty to inform us of changes
It is important that the personal information we hold about you is accurate and current. Please keep us
informed if your personal information changes during your working relationship with us.
Request the transfer of your personal information to another party.

If you want to review, verify, correct or request erasure of your personal information, object to the
processing of your personal data or request that we transfer a copy of your personal information to
another party, please contact us in writing.

Your rights in connection with personal information under the GDPR
Under certain circumstances, by law, you have the right to:

The request of access to your personal information (commonly known as a "data subject
access request"). If employees wish to secure copies of their data, they must submit their request
in writing to the Company, using the appropriate form available from their manager. In such a
case, the company will ensure that the data, if it is referred to under this legislation, will be
provided within 30 days of receipt of their request.
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. Request correction of the personal information that we hold about you. This enables you to have
any incomplete or inaccurate information we hold about you corrected.

. Request erasure of your personal information. This enables you to ask us to delete or remove
personal information in certain circumstances, where there is no good reason for us to continue to
process it. You also have the right to ask us to delete or remove your personal information where
you have exercised your right to object to processing (see below).

. Object to processing of your personal information where we are relying on a legitimate interest
(or those of a third party) and there is something about your particular situation which makes you
want to object to processing on this ground. You also have the right to object to where we are
processing your personal information for direct marketing purposes.

. Request the restriction of processing of your personal information. This enables you to ask us
to suspend the processing of personal information about you, for example, if you want us to
establish its accuracy or the reason for processing it.

In addition to the above:

. You will not have to pay a fee to access your personal information (or to exercise any of the other
rights). However, we may charge a reasonable fee if your request for access is clearly unfounded
or excessive. Alternatively, we may refuse to comply with the request in such circumstances.

. We may need to request specific information from you to help us confirm your identity and ensure
your right to access the information (or to exercise any of your other rights). This is an appropriate
security measure to ensure that personal information is not disclosed to any person who has no
right to receive it.

. In the limited circumstances where you may have provided your consent to the collection,
processing and transfer of your personal information for a specific purpose, you have the right to
withdraw your consent for that specific processing at any time. To withdraw your consent, please
contact us.

These rights are not absolute, and some qualifications and restrictions do apply including but not limited
to important objectives of general public interest in relation to data that is required to be retained for the
administration of any tax, duty or other money due or owing to the State or where data falls into one of
the other categories that is excluded from data subject access requests including ‘protecting the health,
safety, dignity, well-being of individuals at work against risks arising out of or in connection with their
employment.

Employee Personal Data

Personal data, or personal information, means any information about an individual from which that
person can be identified. It does not include data where the identity has been removed (anonymous
data).

There are "special categories" of more sensitive personal data which require a higher level of
protection.

We will collect, store, and use the following categories of personal information about you (all elements
of the list below may not apply to you):

- Contact Details (Name, Address, Phone number(s), Email)
- Date of birth (to confirm that you are over 18)
- Family Status for parental/carer and other statutory leave
- Full or other Driving Licence
- Use of a car where relevant
- Details as per your job application i.e. Previous jobs, Cover letter, Personal Statement, Education
details and Qualifications
- Other Skills and Experience as outlined on the job application form
- Clothing Size where relevant if we supply workwear to you
- Copy of Photo ID e.g. Passport, Driving Licence
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- Bank details, payroll records and tax information

- PPS number/ Immigration data (such as copies of work permit extensions or any other type of
immigration data required to confirm your right to continue to work as an employee).

- Statutory correspondence around employment

- Disciplinary and Grievance Records if relevant

- Protected Disclosures Documentation if relevant

- Details of Third Parties contacts you supplied (Emergency contact name and contact details,
Referee name, contact details and comments) (*You must have the permission of these people
before supplying us with their name and contact details)

- CCTV footage and other information are obtained through electronic means such as swipecard
records.

- Information about your use of our information and communications systems

- Photographs and audio-visual images from onsite promotional and filming activities

We may also collect, store and use the following "special categories" of more sensitive personal
information:

- Information on trade union membership

- Health details relevant to your application and your employment including additional support needs,
accident documentation, health & safety documentation and any relevant doctors lliness
certification(s) (e.g. certifying fitness for return to work following an illness)

In addition, we may from time to time, have media outlets, marketing companies or other companies
who may record images or film for media, marketing and promotional purposes. These may capture
staff images and could be used in print and digital media formats including print publications, websites,
e-marketing, posters banners, advertising, film, social media and teaching.

From time to time, filming may take place for training or media purposes e.g. The Zoo tv show. If you
do not want to participate in these media activities, you should not participate in the filming.

We collect personal information about employees, workers and contractors through the application and
recruitment process and during the course of your employment (as required), either directly from
employees, candidates or from third parties including former employers or agencies.

We will collect additional personal information in the course of job-related activities throughout the period
of you working for us.

How we will use your Personal Data

We need to process the personal data as listed above primarily to allow us to perform our contract with
you and to enable us to comply with legal obligations. In some cases, we may use your personal
information to pursue legitimate interests of our own, provided your interests and fundamental rights do
not override those interests. Most commonly, we will use your personal information in the following
circumstances:

Where we need to perform the contract, we have entered into with you
Where we need to comply with a legal obligation e.g.

to adhere to Employment Law, Health & Safety Law etc.

dealing with legal disputes

Where it is necessary for our legitimate interests (or those of a third party) and your interests and
fundamental rights do not override those interests:

. audit and accounting

. security and to prevent fraud

. to monitor your use of our information and communication systems to ensure compliance with our
IT policies

. to ensure network and information security, including preventing unauthorised access to our
computer and electronic communications systems and preventing malicious software distribution

. training, conservation and research

. animal welfare

We only process special categories of personal data where it is necessary;
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. for the purposes of preventative or occupational medicine,
. for the assessment of the working capacity of an employee,
. for the provision of healthcare, treatment or social care

. where we need to protect your vital interests

Third Parties

Your Personal Data will be passed on to third parties only in the following circumstances:

- outsourced human resource and recruitment

- outsourced training

- training and development purposes (and as part of Research and Conservation which is a
cornerstone for the existence of Dublin Zoo)

- emergency reasons around medical treatment (e.g. if you shared with us that you have a chronic
illness and we had to call an ambulance)

- statutory obligation to share information (e.g. for Garda vetting or revenue purposes) or where
there is a court order obliging us to share information (e.g. for mandatory Incident reporting under
Health and Safety Legislation).

- IT processing

- other professional service providers

Where photographic and video recordings are made in the course of PR, training, conservation and
research, these images may be shared with third parties, both within and outside of the EEA. While
Dublin Zoo will endeavour to have in place the appropriate data sharing agreements, this may not always
be possible with all third parties outside of the EEA with whom this data may be shared. Hence the same
level of data protection may not be in place as within the EEA.

Retention Periods

We will only retain your personal information for as long as necessary to fulfil the purposes we collected
it for, including for the purposes of satisfying any legal, accounting, or reporting requirements. Details of
retention periods for different aspects of your personal information are available in our Data Retention
Policy which is available from HR. To determine the appropriate retention period for personal data, we
consider the amount, nature, and sensitivity of the personal data, the potential risk of harm from
unauthorised use or disclosure of your personal data, the purposes for which we process your personal
data and whether we can achieve those purposes through other means, and the applicable legal
requirements.

Security and Integrity of your Data

The Company takes your privacy seriously. We are committed to protecting your personal information.
The data you provide is maintained securely in password-protected computer files and hard copies are
stored in a locked cabinet with access limited to authorised personnel, including the HR practitioner.

Contact Details:
Should any employee have any queries regarding the policy, they should feel free to contact their
Manager.

In addition, you can contact:
- John Sweeney / Amy Vickers

Dublin Zoo has appointed an external Data Protection Officer (DPO) who can be contacted on request.
Contact information for Dublin Zoo’s DPO is available from John Sweeney and Amy Vickers.

Data Protection Commission

If you have any cause for complaint about our use of your personal data, you have the right to lodge a
complaint with the Data Protection Commission.

Telephone:+353 578 684 800 / +353 761 104 800
Address: 21 Fitzwilliam Square South, Dublin 2, D02 RD28

Policy Changes
The Company reserves the right to amend this policy from time to time and employees will be notified
accordingly.
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Appendix 2B
CCTV Policy

Introduction
Dublin Zoo operates a Closed-Circuit Television System (CCTV). CCTV is a technology that uses video
cameras to transmit signals to a specific place. It is, in effect, an internal television network. It differs
from broadcast television in that the signal is not transmitted publicly. Recognisable images captured
by CCTV systems are personal data. They are therefore subject to the provisions of the EU General
Data Protection Regulation (GDPR) and the Data Protection Acts 1988 to 2018 legislation.

There are Data Protection and Privacy implications in relation to the use of CCTV systems. Unless such
systems are used with proper care and consideration, they can give rise to concern that the privacy of
individuals is being unreasonably invaded.

The purpose of this policy is to inform staff of how and why we have CCTV and to highlight how this
ties in with our obligations under the GDPR and the Data Protection Acts. The Dublin Zoo privacy notice
on the website informs Data Subjects regarding how we process their identifiable CCTV images.

Location of CCTV Cameras

Cameras are located at all entry/ exit points to the Zoo and areas where there is a security risk, such
as cash desks, the cash room and the gun safe. The vast majority of the cameras are animal focused,
located in various animal habitats and houses to assist Dublin Zoo in monitoring our animals’ conduct,
behaviour and wellbeing and for training purposes.

As a result of this monitoring, information in relation to employee’s location and movements throughout
the working day may also be collected.

CCTV and Data Protection Legislation
Article 5 of the GDPR sets out seven principles of data protection, with an eighth, Data Subject Rights,
set out in Articles 15 — 22. The principles relevant to the personal data processed by CCTV systems
are listed below. Personal data shall be:

Processed Lawfully

Dublin Zoo has a legitimate interest to use CCTV in the detection and prevention of crime, to safeguard
all those who access the premises and facilities, including employees and visitors and finally to ensure
animal welfare.

Dublin Zoo also has a legal basis to investigate security, health & safety incidents under the Safety,
Health and Welfare at Work Act 2005.

Processed fairly and transparently

Before a person’s image can be captured by a CCTV system, they must be informed (a) that a CCTV
is in operation and (b) of the purposes for which these images (personal data) are captured. The Dublin
Zoo Privacy Statement contains these purposes.

Clear signage at all entrance points to the Zoo will inform all data subjects, visitors and staff of the use
of CCTV

The privacy notice on the website also includes a section on this. Dublin Zoo will include copies of the
privacy notice at ticket booths should visitors wish to read this. The employee privacy notice outlines
the use of CCTV also.

Collected for specified, explicit and legitimate purposes.

CCTV images can only be used for the purposes specified in this document and on the CCTV warning
signs. These purposes are currently security and personal safety and animal welfare. If CCTV images
are required for additional purposes, these must be approved in advance by Dublin Zoo Management
and, if necessary, by the Data Protection Commission. This policy, the privacy statement and all CCTV
warning signs must then be amended.
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Dublin Zoo has summarized the below supporting information for each processing purpose.

Crime Prevention:

The Dublin Zoo site spans approx. 28 hectares and has on average 1m visitors per year. There are 100
staff.

Dublin Zoo has on average 2-3 crimes reported per year. These can be categorized into theft, criminal
damage and legal claims for damages against the Zoo. Gardai approach the Zoo frequently (2-3 times
per year) for footage of potential crimes in the area of the Zoo, and its location in the Phoenix Park.

A CCTV system can provide the necessary tool for reacting to and investigating potential crimes. The
cameras are deployed in areas where it is envisaged these incidents could happen. These include in the
main perimeter access points, key security areas such as ticket booths, cash room and gun safe and
areas with valuable Zoo assets e.g. machinery and fuel. Given the nature of potential crime perpetration,
it would not be possible to deploy security staff as an alternative measure in place of CCTV.

Health and Safety:

Dublin Zoo has on average one reported health and safety incident per day, which can equate to over
300 per annum. This can range from reports of missing children to accidents and health incidents in
members of the public and risks to staff from animal handling.

The use of CCTV allows a rapid response in the case of missing persons, accidents and potential
incidents. Cameras are located around the children’s playground, retail outlets and access points, which
can allow a search to be focused quickly for a missing person, to direct the emergency services
appropriate and quickly and to ensure that the Zoo is able to respond to any potential onsite emergency.
Figures show that the vast majority of missing persons are resolved in less than 15 minutes by the use
of CCTV. An alternative solution such as a security team would not have the same ability to react to
sitewide incidents and implement a rapid response.

In addition, CCTV is also used to protect the health and safety of staff handling animals. By its nature,
there is a risk in working with the animals in the Zoo. Staff are frequently in close confines to the animals
and in the event of an animal escape or employee accident, the CCTV images will be reviewed to
determine the facts.

Animal Welfare

Dublin Zoo staff are committed to the welfare of the animals on site. CCTV allows staff to validate animal
location and deploy staff for cleaning and feeding purposes, investigate potential injuries or illness to
animals and assist in training and oversight.

The company confirms that CCTV is not used for the purpose of live monitoring of employees and any
employee images captured on CCTV will be viewed only following the rare occasions when a security
breach or employee personal protection or health and safety incident occurs or a dispute over facts
arises and the information retained by the system can be used to resolve such differences, or for the
monitoring of our animal collection.

Dublin Zoo believes that the use of CCTV for monitoring of these areas as laid out above is deemed
proportionate, including in those staff areas where there is a risk to their safety due to their roles in
animal handling, processing cash or security items.

Adequate, Relevant and Limited
Only the minimum personal data will be captured. The majority of cameras are focused on animal
enclosures and away from the main public areas.

Data Minimisation and Retention

Atrticle 5.1.c of the GDPR states that personal data collected shall be adequate, relevant and limited to
what is necessary. In other words, it should be proportionate and should collect only the minimum
personal data necessary. This is the data minimisation principle.
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When processing personal data by means of a CCTV system, the risk to the security of a property or to
the health and safety of staff, contractors or visitors must be balanced against the risk of intrusion into
the privacy of individuals. Use of CCTV in car parks, on the external perimeter and/or entry/points of a
property for security and/or personal safety, is proportionate. However, using CCTV to continuously
monitor visitors or staff at their work would be disproportionate, unless, for example, the staff concerned
were working in very hazardous or high-risk areas.

A key consideration is what CCTV systems monitor. The use of CCTV to monitor areas where individuals
would have a reasonable expectation of privacy would be very disproportionate. Toilets, showers,
changing rooms, locker rooms and rest rooms are obvious examples.

Some modern CCTV systems also have the facility to record audio (sound or voices). The use of
recording mechanisms to obtain data without an individual's knowledge is generally unlawful. The Data
Protection Commission considers that audio recording by equipment used for security purposes is a
considerable added intrusion into the privacy and data protection rights of individuals. Even where
members of the public or staff are aware that their voices are being recorded, the Data Protection
Commissioner does not accept that the use of such audio recording equipment is in any way justifiable
or warranted for any purpose. CCTV systems should not be used to record audio and when equipment
has this facility, it should be disabled.

Dublin Zoo CCTV systems will not be used for covert surveillance under any circumstances.

Retention of Identifiable Images Captured by CCTV Systems

Atrticle 5.1.e of the GDPR states that personal data collected shall not be kept in an identifiable form for
longer than necessary for the purposes for which it is processed. This is the principle of data
minimisation.

Images are retained for up to 28 days as standard, up to 65 days where images show a potential crime
which requires investigation, or for a longer period when required for criminal investigation or legal
proceedings. These are detailed further below:

In the case of personal injury (and associated property damage), where a claim may be made against
Dublin Zoo, the copy of the relevant footage may be kept for 65 days. Section 8 of the Civil Liability and
Courts Act 2004 provides a legal basis for this, as a plaintiff has two months (60 days) to make a claim
for personal injuries. In the case of property damage alone, the Statute of Limitations Act 1957 provides
a six-year period for making a claim. It would not be reasonable or proportionate to retain CCTV footage
for such a long period, just in case a claim might be made, so the 28 day retention period applies.

Where a claim is made against Dublin Zoo, the copy of the relevant footage should be retained for the
duration of the case and any follow up appeals. Section 41(c) of the Data Protection Act 2018 provides
a legal basis for processing personal data to establish, exercise or defend legal rights, for obtaining legal
advice or for actual or prospective legal claims and proceedings.

Processing with appropriate security measures:

Atrticle 5.1.f of the GDPR states that personal data collected shall be processed in a manner that ensures
appropriate security, using appropriate technical and organisational measures, to protect it. This is the
principle of integrity and confidentiality.

Access to CCTV systems, including storage devices and storage media, is restricted to authorised
personnel in Dublin Zoo and logged. All access is logged. Certain staff can view the CCTV images on
their mobile devices or via some PCs in their offices. This is via a securely accessed application with a
login name and password. (JS role-based access) All PCs have passwords also. Access logs to the
application are available. There is no ability to download images through the application.

Recording of CCTV footage is not permitted without prior authorization from John Sweeny, Financial
Controller.

The company providing the CCTV services has a data processing agreement in place with Dublin Zoo.
Data Subject Rights

Data Subjects have the following rights under the GDPR and the Data Protection Acts 1988 to 2018:
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Access to Their Recognisable CCTV Images (Article 15)

Under GDPR Atrticle 5.1.f, Dublin Zoo cannot disclose a Data Subject’s identifiable CCTV images to
others.

If the Data Subject requests it and Dublin Zoo can confirm their identity, it can be provided orally,
providing that it is brief enough and technically feasible. Confirmation that Dublin Zoo has CCTV images
of a Data Subject could be provided orally; copies of the images themselves obviously could not.

Dublin Zoo must allow Data Subjects to exercise their rights in Articles 15 — 22 and 34 of the GDPR, as
restricted by Article 23 and Sections 56 — 61 of the Data Protection Act 2018.

Dublin Zoo must provide information within one month on the actions it has taken in response to a request
made under the Data Subject rights in Articles 15 — 22.

This period may be extended by a further two months when necessary, based on the complexity of the
request or the number of requests involved, but the Data Subject must be informed of this within the first
month, together with the reason for the delay.

Where Dublin Zoo has reasonable doubts as to the identity of the person making a request for Data
Subject rights under Articles 15 — 21, it can request that the person provide additional information
necessary to confirm their identity. Be very careful of requests coming from external email addresses as
there is no guarantee that the person is who they claim to be.

Rectification of Their Recognisable CCTV Images (Article 16)
This right does not apply, as correcting CCTV images is impossible.

Erasure of Their Recognisable CCTV Images (Article 17)

Also known as the right to be forgotten, this is permitted under the provisions outlined in Article 17 will,
none of which will apply to the CCTV processing carried out by Dublin Zoo. Therefore the company does
not have to comply with such requests.

Data Portability (Article 20)

Where recognisable CCTV images are captured on the basis of the consent of a Data Subject or a
contract between the Data Subject and Dublin Zoo, the Data Subject is entitled to receive their CCTV
images in a structured, commonly used and machine readable format (MP4, AVl or WMV) and to transmit
these to another Controller. As Dublin Zoo uses neither consent nor a contract as a basis for capturing
recognisable CCTV images, this right does not apply.

Accurate and Kept up to date
This is not applicable to CCTV processing.

Necessity and Proportionality
A data controller must be able to justify the use of a CCTV system as both necessary to achieve their
given purposes and proportionate in its impact upon those who will be recorded.

Processing and Sharing of CCTV

Dublin Zoo has a third party operating the CCTV system on its behalf. This company is a processor to
the Zoo and has a compliant data processing agreement in place.

When investigating a crime, which may or may not have occurred on Dublin Zoo premises, An Garda
Siochana may wish to view CCTV footage to see if it is of assistance. Where An Garda Siochana view
the footage on site, no data protection concerns arise.

If An Garda Siochana wish to take away a copy of CCTV footage, however, they must provide a formal
written request, which:

. States that An Garda Siochana is investigating a criminal matter

. Is written on Garda Siochana headed stationery

. Is signed by a superior officer of the requesting Garda

. Sets out the details (dates, times and durations) of the CCTV footage required

. Cites the legal basis for the request
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This request should be given to and retained by the Financial Controller or senior level staff member. It
may be posted, faxed or emailed. Dublin Zoo maintains a log of all such Garda Siochana requests.

The legal basis is Section 41(b) of the Data Protection Act 2018. This provides that the processing of
personal data and special categories of personal data for a purpose other than the purpose for which
the data has been collected shall be lawful where the processing is necessary for the purposes of
preventing, investigating or prosecuting criminal offences.

Some CCTV systems may cover part of neighbouring premises or streets. When investigating a crime,
which may or may not have occurred on Dublin Zoo premises, An Garda Siochana may wish to view
CCTV footage to see if it is of assistance. Where An Garda Siochna view the footage on the premises,
no data protection concerns arise.

Addendum 1- Camera Summary

Entry/ Exit
All gates, Several cameras
Ticket Office
Various cameras on each window
Groups Entrance:
Entrance point cameras@ this is also the access point for cash in transit van
Perimeter Gates and Underpass to main Zoo area
Various cameras
Cash rooms
Cash rooms containing safes have a number of these. Staff are on occasion in office
Server Room
Server rooms: servers have applications, the cloud has the data saved
Gun Safe:
Storage of gun team assets
Horticulture:
4 cameras in the yard and around the house in this location due to the amount of machinery and fuel
stores here.
It is also a quarantine area for animals
Lake Side Cottage:
Zoo property which is used for Zoo staff and provides another potential entry point onto Zoo property
Haughton House:
Animal Enclosures
All animal enclosures and houses have a camera or several, mostly focused only on the animal
enclosures with some exceptions where they overlook public areas. In particular:
- Orangutan: pointed on some public areas as it overlaps a public walkway

- Elephant enclosure has a camera where staff may be monitored for safety

Children’s Play Area

2 cameras

Retail:

Various cameras to protect with cash handling
Meerkat Restaurant

- 5 cameras

82



October 2021

APPENDIX 3
DECLARATION OF GUIDING PRINCIPLES FOR CHILD SAFEGUARDING

It is the policy of Dublin Zoo to protect the welfare of all children and young people by
safeguarding them from neglect, physical, sexual and emotional harm or abuse.

Dublin Zoo’s Guiding Principles and Good Codes of Practice for Child Safeguarding aim to
raise awareness and understanding of the various categories of child abuse, the situations
that might constitute reasonable grounds for concern and advice on how to respond to
disclosure.

The Guiding Principles for Child Safeguarding and the Child Safeguarding Statement (See
Appendix 4a) are based on and in compliance with the Children First Act 2015, national
guidance and legislation in the Republic of Ireland.

Staff and volunteers of Dublin Zoo should, at all times, show respect and understanding for
the rights, safety and welfare of young people and children, and should conduct themselves
in a way that reflects the guiding principles and good codes of practice of Dublin Zoo.

Dublin Zoo is committed to listening to children and young people and recognises that “each
child has a right to express his or her opinion freely and to have that opinion taken into
account” in any matter or procedure” (UN Convention on the Rights of the Child). The UN
Convention on the Rights of the Child should be respected in all aspects of Dublin Zoo’s
activities.

Dublin Zoo endeavours to ensure that children and young people are protected and kept safe
from harm while taking part in educational programmes and events when dealing with
lost/missing children or young people in the Dublin Zoo’s grounds or at any time when
required to work or volunteer with children or young people.

We do this by;

Familiarising all employees and Dublin Zoo volunteers with the Child Protection Guiding
Principles and the Child Safeguarding Statement. (See Appendix 4a)

Setting down codes of behaviour between staff/volunteers and children and familiarising all
volunteers and workers with them.

Ensuring fair and consistent recruitment practices.

Garda Vetting all educational teachers and volunteers and ensuring that this procedure is
subject to regular review to ensure compliance with best practice.

Generating awareness and understanding of the various categories of child abuse, the
situations that might constitute reasonable grounds for concern and advice on how to
respond to disclosure.

Monitoring procedures for responding to accidents and complaints. Putting in place a
Designated Liaison Person and Deputy Designated Liaison Person to act as a liaison with
outside agencies in relation to child protection incidents, complaints or disclosures.
Providing a list of Mandated Persons who have the responsibility to report mandated
concerns.

Co-operating with any other childcare and protection agencies and professionals by
sharing information when necessary and working together towards the best possible
outcome for the children or young people concerned.
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The Role of the Designated Liaison Person (DLP) and Deputy Designated Liaison Person
(DDLP)

In accordance with the Children First Act 2015, Children First: National Guidance for the Protection
and Welfare of Children (2017), and Tusla’s Child Safeguarding: A Guide for Policy, Procedure and
Practice, Dublin Zoo has a Designated Liaison Person (DLP) and Deputy Designated Liaison
Person (DDLP) to act as a liaison with outside agencies in relation to child protection matters within
Dublin Zoo. They act as a resource to any staff or volunteer who has a child protection concern.
They are responsible for ensuring the reporting procedures are followed correctly and promptly.
They can support a mandated person and make joint reports on allegations or suspicions of child
abuse to Tusla or An Garda Siochana. They are responsible for notifying the Director of Dublin Zoo.
The DLP within Dublin Zoo is the Head of Discovery and Learning and DDLP is the Financial
Controller.

The Role of the Mandated Person

Within Dublin Zoo permanent teaching staff and managers in the Discovery and Learning Team are
mandated persons due to the nature of their employment role.

Mandated persons have the statutory obligation under the Children First Act 2015 to report:
a) Concerns which reach or exceed the legally defined threshold of harm and
b)  If requested, to cooperate with Tusla in the assessment of mandated reports where
requested to do so.

Dublin Zoo endeavours to ensure that these designated staff members remain informed with
sufficient knowledge about child abuse and child protection procedures.

Responsibilities of staff and volunteers within the Child Safeguarding Guiding Principles and
Safeguarding Statement

All members of Dublin Zoo are responsible for the implementation of the Child Safeguarding Guiding
Principles and Child Safeguarding Statement; however, there is a particular onus on adults to do so.

It is the responsibility of all such adults to ensurethat;

e Their behaviour is appropriate at all times.

e They observe the guidelines established for the safety and security of young people.

e They follow the reporting procedures following suspicion, disclosure or allegation of child
abuse.

e They recognise the position of trust in which they have been placed and maintain a policy of
transparency with young people, teachers and parents.

Equality Statement

Dublin Zoo is an equal opportunities employer and is therefore committed to creating and
maintaining an environment that does not permit direct or indirect discrimination or discrimination
by association, on any of the nine discriminatory grounds (Equality Acts 1998- 2015): race, age,
marital status, family status, membership of the Traveller community, gender, sexual orientation,
religious or political beliefs or disability.

Staff and volunteers should endeavour to provide reasonable accommodation to persons that
have disabilities.
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Good Codes of Practice between Staff/Volunteers and Children to Safeguard Children

Dublin Zoo sets down the following codes of practice for all staff and volunteers;

>

Comply with all elements of the Child Safeguarding Statement that apply to you (See
Appendix 4a).

Follow procedures for dealing with missing children or lost children (See Appendix 4b).

Be aware of the dangers of an overly casual and unthinking familiarity with the young
people in their charge.

Actions such as comforting a distressed child should be guided by the needs of the child.
This should only take place in public view. Be aware that particular actions - if taken out of
context - could be negatively interpreted and may allow unfounded accusations of
impropriety to be raised against a worker orvolunteer.

Be sensitive to the fact that some children are more vulnerable than others and have
additional needs.

Never allow a betrayal of the trust of young people, parents, teachers and fellow workers
and volunteers.

Never impart inappropriate knowledge or interact with a child in a manner that is unwanted
and will result in hurt to the child.

Never seek to control and/or create dependence in a child.

Respect the personal and sexual boundaries of others.
Never do things of a personal nature that children can do for themselves.

Never go into a toilet cubicle with children unless a primary caregiver is present or gives
permission.

Do not engage in sexually provocative touching of any form or make sexually suggestive
comments, even in fun.

Be sensitive to the risks involved in participating in contact activities. Never engage in
rough physical activities including horseplay with children.

While physical contact is a valid way of comforting, reassuring and showing concern for
children, it should only take place when it is acceptable to all persons concerned.

Never physically punish or be in any way verbally abusive to a child, nor even tell jokes of a
sexual nature in the presence of children.

Never single out a child for favouritism, or become over involved or spend a great deal of
time with any one child.

Children should be encouraged to report cases of bullying to either the DLP, DDLP,
mandated persons, or a staff or volunteer of their choice. Complaints must be brought to
the attention of management.

Everyone involved in the organisation should respect the personal space, safety and
privacy of individuals.
85



October 2021

»  Children should never be left unattended or unsupervised when they are in your care.

»  To the greatest extent possible, avoid spending time alone with a child or children. If you
find yourself in this situation when you are alone with a child, consider moving to a place
where you can clearly be observed by others e.g. in sight of other adults, CCTV cameras
or if indoors, leave a door open and where possible keep in the line of sight of another
adult while maintaining a visual on the child in your care.

»  Never give lifts in your car to individual young people.

»  Never communicate with a child/children using text messages, Facebook or any forms of
other social media - use Dublin Zoo devices if you must send or take phone calls from
children in the course of your work.

> If images of children are to be displayed, permission should be sought from and given in
advance by their primary caregiver(s). The capture, retention, use and disposal of such
images must be managed in accordance with Data Protection law.

> In virtual learning programmes, staff should ensure:

o  Compliance with all the relevant guiding principles outlined above.

o  Compliance with GDPR policy (See Appendix 11).

o Two Garda-vetted staff members are present on the virtual learning programme.

o  Ensure the primary carer (parent/ guardian) or school teacher is present. The
primary carer is the point of contact for children and must supervise children in their
care during the delivery of the virtual programme.

o  The Virtual Learning Agreement is shared with all participants prior to participation
in a Dublin Zoo online workshop.

o  The contact details of the primary carer are accessible should they need to report
any issue that they deem harmful to others on the programme.

o Only Dublin Zoo devices and e-mail accounts are used to deliver any virtual learning
programmes.

Protect and promote children’s rights by;
e Treating young people and children with dignity, sensitivity and respect.
e Making time to listen, talk to and get to know the children.
e Making sure that children know the organisation’s rules about behaviour.
e Encouraging children to have an input into how things are run, where possible.
e Helping children to be safe, happy and having as much fun as possible.
e Never favouring one child or children over others.
e Enabling children to regard their bodies as their own property.
e Encouraging them to express feelings, fears and experiences openly.
e Giving written information about the organisation to children and their

parents/carers.

e Knowing about the principles and practices of child safeguarding including their
legal duties.

e Never engaging in sexually provocative games or make suggestive comments,
even in fun.

e Respecting children’s privacy in bathrooms or changing rooms.

e  Sensitively ensuring that children know about the Child Safeguarding Statement.
e Always responding to complaints or allegations.

e Helping children realise the difference between confidentiality and secrecy.

e Being sensitive to the fact that some children are more vulnerable and have
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additional needs.
e Never use physical punishment with children.

Behavioural Awareness

Act in an open and visible manner
When working with young people or children, staff members and volunteers should ensure that
an open environment exists.

If a situation arises where privacy is required, always have someone with you or make sure that
others are informed, are within your vision and, preferably, within earshot.

It is imperative that there is another adult present, in itself to comply with Dublin Zoo’s rules for
the safety of the young people and children, as well as for the security of being less likely to be
accused of improper conduct.

Be positive in your conversation

The way you speak to a young person or child about themselves or others can create a positive
and supportive atmosphere. Improper comments, suggestions or inappropriate humour can
result in creating hurt and confusion in a child. Avoid making sarcastic, suggestive or salacious
remarks in the presence of young people. Keeping your conversation at the appropriate level for
the age of the child will help avoid causing hurt and misinterpretation of your intentions and will
provide a positive example to a child.

Mixed genders sections should have mixed-gender leadership

Staff and volunteers should endeavour to have mixed-gender leadership so that should
emergencies, accidents or arguments arise, no accusations of impropriety can be levelled at
any staff or volunteer when dealing with the opposite gender. In some situations, young people
will feel more comfortable having the support of staff or volunteer of the same gender.

Be alert to your own emotional feelings and the feelings of others
Young people and children can sometimes “hero —worship” a worker or volunteer or develop a
“crush” on a worker or volunteer.

This type of situation needs to be handled sensitively without causing a feeling of rejection or of
encouragement. Use the support of other staff and volunteers to deal with such situations, as
this will help to avoid any perception of encouragement on your part. Our emotions can fluctuate
due to trauma, stress, bereavement and many other causes. If support is required, talk things
through with another trusted adult. Avoid involving young people in your emotional problems.

Consider the Situation

Staff and volunteers need to be aware of the need to consider our approaches to each situation.
While your intentions may be based on the most innocent and altruistic of motive, if in doubt
about how your actions might be interpreted, then adopt a safer course of action.

Protect your good name

While your good work as a staff member or a volunteer may have earned you respect, this may
prove little defence in the event of any allegations of improper conduct being made against you.
It is therefore important that your motives are understood to be guided by the needs of the child
and that your actions are open and positive.

Categories of Child Abuse;
Child Abuse can be organized87d into 4 types:
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1. Neglect

2. Emotional Abuse
3. Physical Abuse
4. Sexual Abuse

A child may be subjected to more than one form of abuse at any giventime.

NEGLECT is normally defined in terms of an omission, where a child suffers significant harm
or impairment of development by being deprived of:

e Food

o Clothing

e Warmth

* Hygiene

o Intellectual stimulation

e Supervision and safety

* Attachment to and affection from adults

* Medical Care

Whether the harm caused is significant is determined by the child’s development as
compared to that which could reasonably be expected of a child of similar age.

EMOTIONAL ABUSE occurs when an individual suffers harm as a result of being intimidated,
being exposed to constant degradation or verbal attacks or when their needs for affection,
approval, consistency and security go unmet. Once-off and occasional difficulties between a
parent/carer and child are not considered emotional abuse.

Examples of emotional abuse are as follows;
o Continuous lack of praise or encouragement
o Persistent criticism, sarcasm, hostility, orblaming the child
« Unsupported, unrealistic or inappropriate expectations of a child’s capacity to
understand something or to behave and control him/herself in a certain way.
Risk assessments should be carried out prior to activities in order to eliminate (or organize)
the potential risks to children.

PHYSICAL ABUSE is any form of deliberate injury that causes significant harm to a child, or
injury that results from willful or neglectful failure to protect a child.
Examples of physical abuse are as follows:

. Shaking or beating

. Pinching, biting, choking, hair pulling

. Use of excessive force in handling
. Hitting and kicking

. Burning

. Deliberate poisoning

. Suffocation

. Fabricated/induced illness

. Allowing or creating a substantial risk of significant harm to a child.

SEXUAL ABUSE occurs when a child is used by another person for his/her gratification or
sexual arousal, or for that of others. Every child has a basic right to be cared for and
protected at all times.
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Examples of sexual abuse are as follows:

. Any sexual act intentionally performed in the presence of a child

. An invitation to sexual touching or intentional touching or molesting of a child’s
body whether by a person or object for the purpose of sexual arousal or
gratification

. Masturbation in the presence of a child or the involvement of a child in an act of
masturbation

. Sexual intercourse with a child, whether oral, vaginal or anal

. Sexual exploitation of a child, which includes:
Inviting, inducing or coercing a child to engage in prostitution or the production of
child pornography [for example, exhibition, modelling or posing for the purpose of
sexual arousal, gratification or sexual act, including its recording (on film,
videotape or other media) or the manipulation, for those purposes, of an image by
computer or other means]

. Inviting, coercing or inducing a child to participate in, or to observe, any sexual,
indecent or obscene act

. Showing sexually explicit material to children, which is often a feature of the
‘grooming’ process by perpetrators of abuse

. Exposing a child to inappropriate or abusive material through information and
communication technology

. Consensual sexual activity involving an adult and an underage person

Dublin Zoo volunteers and staff should also be alert to the possibility that abuse can take
place in the context of peers or that it may be organized.

PEER ABUSE occurs in cases where the alleged abuser is also a child. It occurs when they
engage in any form of sexual activity with another individual that they have power over by
virtue of age, emotional maturity, gender, physical strength, intellect, and where the victim in
this situation suffers a sexual exploitation and betrayal of trust. Physical and emotional abuse
can also occur in a peer context. In these situations, the Child Safeguarding procedures
should be adhered to for both the victim and the alleged abuser.

ORGANISED ABUSE occurs when a person moves into an areal/institution and
systematically entraps children for abusive purposes or when two or more adults conspire to
similarly abuse children using inducements.

Reasonable Grounds for Concern
It is important that Dublin Zoo volunteers and staff are alert to the possible signs of abuse, or
indicators which constitute reasonable grounds for concern. Reasonable grounds for concern
include:

e Evidence, for example, is an injury or behaviour that is consistent with abuse and is

unlikely to have been caused in any other way

e Any concern about possible sexual abuse

e Consistent signs that a child is suffering from emotional or physical neglect

e A child saying or indicating by other means that he or she has been abused

e Admission or indication by an adult or a child of an alleged abuse they committed

* An account from a person who saw the child being abused.

Possible indicators of inappropriate behaviour by Dublin Zoo staff/volunteers or other adults:

. Paying an unusual amount of attention to children and providing them with
presents, money or ‘favours”.

. Seeking out vulnerable children.

. Seeking opportunities to spend significant amounts of time alone with a single
child or a small group of children on a regular basis.

89



October 2021

. Encouraging secretiveness about their activities and time spent with children.
. Taking a child/children to his/her own home

. Being vague about previous employment

. Having an unusual amount of physical contact with a child or children.

. Talking to children in an inappropriate manner
. Touching children in an inappropriate manner

. Avoiding close supervision and management at work.
(Safer Organizations Safer Children, 2002)

Responding to accidents and complaints or to alleged or suspected child abuse
Dublin Zoo endeavours to respond quickly to complaints and allegations at all times.

Should workers or volunteers receive a complaint, they must contact a mandated person, the
DLP or DDLP.

A mandated person in Dublin Zoo is a permanent staff member of the Discovery and Learning
Team.

In the event of an accident, there are first aid boxes located at various points around the Zoo.
A trained first aider list is on each departmental notice board. During summer months,
weekends and school holidays, first aiders located in the First Aid Huts beside Family Farm
and at the African Plains, should be contacted for any injuries.

Incident and accident reports and near-miss forms are located in each section of Dublin Zoo

Procedure for suspected cases of child abuse;
The primary responsibility of the person who first suspects or is told of abuse is to report it
and to ensure that their concern is taken seriously.

The guiding principles in regards to reporting child abuse within Dublin Zoo are as follows;

Talk to the Mandated Person, Designated Liaison Person (DLP) or Deputy Designated
Liaison Person (DDLP) if any concerns arise about a child’s safety or their welfare. The DLP
or DDLP will seek the assistance of Tusla if required.

A decision about whether abuse is likely to have occurred lies with Tusla/An Garda Siochana
or any other relevant professional organisation.

Remember your role is to be supportive, not investigative.
The safety and well-being of the child or young persons must take priority.

Reports should be made without delay to Tusla using the Report form available from
www.tusla.ie

The principle of natural justice should apply, which means that a person is innocent until
proven otherwise.

The principle of confidentiality should apply, whereby only those that need to know should be
told of a suspicion/allegation/ disclosure of abuse and the number that need to be kept
informed should be kept to a minimum.
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Procedures for reporting child abuse;

A staff member or volunteer who knows or suspects that a young person has been or is at risk of
being harmed has a duty to convey this concern to the mandated person, DLP or DDLP in the
Zoo and the Director of Dublin Zoo, who will report the information to Tusla. Tusla will, in turn,
notify An Garda Siochana. In an emergency, a report must be made directly to An Garda
Siochana.

If the suspected abuser is an employee of Dublin Zoo, the matter should be brought to the
attention of the Director of Dublin Zoo, Dr. Christoph Schwitzer. When the DLP or DDLP and
Director of Dublin Zoo have been notified, they should refer the matter as soon as possible to
Tusla, who will, in turn, notify An Garda Siochana. In this regard, Dublin Zoo should be sensitive
to the fact that those with a need to know should be restricted to a minimum.

It is important that everyone in the organisation is aware that the person who first encounters a
case of alleged or suspected abuse is not responsible for deciding whether or not abuse has
occurred. That is a task for Tusla or An Garda Siochana. Under no circumstances should any
individual member of staff or volunteer or the organisation itself attempt to deal with the problem
of abuse alone.

The Protections for Persons Reporting Child Abuse Act 1998 provides immunity from civil liability
to persons who report child abuse “reasonably and in good faith” to the Health Board or An Garda
Siochana.

How to respond to disclosure

In the event that a young person discloses a child safeguarding concern to a staff member or
volunteer or to another young person:

DO
e React calmly and listen carefully.
e Reassure that it is right to tell and listen to what the child has to say.
e Try to record the exact words expressed and the demeanour of the individual.
e Ask questions only for the purpose of clarification.
e Sign and date the record.
e Explain to the child what may happen next - age appropriately.
e Pass the information to the DLP or DDLP within Dublin Zoo immediately.
e Maintain appropriate confidentiality.

If a staff member/volunteer fears that a young person might be in immediate danger, they should
directly contact An Garda Siochana as a matter of urgency, following this, report to the DLP or
DDLP.

DON'T

Panic

Promise to keep the information a secret.

Ask leading questions or seek intimate details beyond those who volunteered.
Express any judgmental opinion on the alleged abuser.

Investigate.

A disclosure of abuse from a child/young person meets reasonable grounds for concern and the
threshold of harm for making a mandated report. When a child protection concern arises, it is
important that everyone follows closely that agreed reporting procedure.
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CONFIDENTIALITY

Anyone with a child safeguarding concern should remember that the safety of the child is
paramount and that the alleged abuser is innocent until proven otherwise to uphold the
principle of natural justice. They should treat the information confidentially and share it
only with those people that need to know. Information should be stored in a safe and
secure location.

However, the Children First Guidance makes it clear that the safety and well-being of the
child must take priority over concerns about adults against whom allegations may be
made.

APPENDIX 3A
Child Safeguarding Statement
This Child Safeguarding Statement is prepared in accordance with the Children First Act 2015,
and the Children First: National Guidance. It sets out the principles and procedures to be
observed to ensure, as far as possible, that a child interacting with Dublin Zoo is safe from harm.

-

.NAME OF SERVICE AND ACTIVITIES PROVIDED

Dublin Zoo is Ireland’s largest fee-paying family attraction set in 28 hectares of the Phoenix
Park. The non-profit organisation provides a site for recreation and education to families
throughout Ireland and to foreign visitors. Visitation to the site exceeds 1 million visitors
annually. The organisation is dedicated to education, conservation and research.
Under the Children First Act, 2015, Dublin Zoo is a relevant service as it undertakes:
“Any work or activity which consists of the provision of:

(a) educational, research, training, cultural, recreational, leisure, social or physical activities

to children”

The Discovery and Learning Team, Events Team and Zoo Keepers provide formal and informal
education through organised classes, events and through public engagement activities. These
teams have a variety of contact with children and the general public.

Activities include:

e Pre-school, primary and secondary level formal education programmes delivered by
trained teaching staff in various venues throughout the site.

e Parent and Toddler sessions, weekend workshops, day camps and weeklong
summer camps delivered by trained teachers and supported by volunteers in various
venues throughout the site.

e Public engagement events delivered by volunteers via tours, workshops and
facilitated site-wide information stations and in the Discovery Centre.

o Keeper talks delivered to the public and to private groups at various locations around
the site.

e Private family events which include birthday parties hosting in Camp Congo and
Camp Kaziranga, Santa’s Grotto hosted in The Farmhouse and weddings,
communions etc. hosted in Haughton House.

e Children, family and schools online/virtual workshops and lectures delivered virtually
by the Discovery and Learning Team.

2.PRINCIPLES TO SAFEGUARD CHILDREN FROM HARM

Dublin Zoo:
. Is committed to safeguarding the children on the site by providing a safe
environment in which they can visit, learn and play.
. Believes that the welfare of the children attending Dublin Zoo is paramount. We
are committed to child-centred practise in all our work with children.
. Is committed to upholding the rights of every child and young person who

attends Dublin Zoo, including the rights to be kept safe and protected from
harm, listened to, and be heard.
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Implements policies and procedures to safeguard children and young people
that reflect national policy and legislation and are underpinned by Children
First: National Guidance for the Protection and Welfare of Children 2017, the
Tusla Children First - Child Safeguarding Guide 2017, and the Children First
Act 2015 through Dublin Zoo’s Declaration of Guiding Principles to Safeguard
Children.

Applies the declaration to all paid staff, volunteers, council members and
students/interns on work placement within our organisation through
comprehensive inductions. All council members, staff, volunteers and
interns/work experience students must sign up to and abide by the policies,
procedures and guidance encompassed by this policy declaration and our child
safeguarding policy and accompanying procedures.

Ensures thorough Garda Vetting is conducted at the recruitment stages of all
staff, volunteers and work experience students (as applicable).

Ongoing training takes place for all relevant staff on Child Safeguarding policies
and procedures.

Utilises a comprehensive ‘lost child’ and ‘missing child’ policy and reporting
procedures to minimise stress/negative welfare of children and parents who

find themselves in this difficult situation.

. Will review the child safeguarding statement and accompanying child
safeguarding policies and procedures every 2 years or sooner if necessary,
due to service issues or changes in legislation or national policy.

3. RISK ASSESSMENT

In accordance with the Children First Act 2015, Dublin Zoo has carried out an assessment of
any potential for harm to a child while attending the site or participating in educational or event
activities. A written assessment setting out the areas of risk identified and the procedures for
managing those risks are summarised below:

Risk Identified

Policies and/or Procedures in Place to Manage Risk

A lost/missing child may
be subject to harm from
an adult visitor.

Dublin Zoo has a comprehensive ‘Lost Child’ and ‘Missing Child’ policy
and procedures including the provision of wristbands on entry to enable
staff/volunteers to quickly and efficiently track down parents and reunite
families.

A child may be subject to
harm from other children
in playgrounds where
parents may not have a
child in view at all times.

Parent/guardian supervision is a condition of entry to Dublin Zoo and of
use of Dublin Zoo playgrounds and recreational areas.

Staff and volunteers are present throughout Dublin Zoo during
operational hours to offer additional safety and support but do not
replace the supervision of the primary caregiver.

Inadequate supervision of
children during general
visitation.

Small group/family entry: children can only access Dublin Zoo with a
supervising adult.

Large group entry: Groups of 10 or more children are provided with
discounted entry rates. 1 free adult is granted to every 10 children to
ensure adequate supervision.

Where a child or group of children is discovered unsupervised, security
are called to identify the whereabouts of the supervising adults.

Inadequate supervision of
children during education
programme, workshop,
camp, birthday party or
family event (e.g. birthday
parties, weddings,

All formal education programmes must include supervision by a minimum
of one of the visiting school's teachers at all times. However, Dublin Zoo
allows for one free adult for every 5 students booked in to ensure
adequate supervision ratios are followed.

In classes, the minimum ratio is 1 external teacher and 1 zoo educator
per 32 students in formal primary and secondary education.
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communion celebrations
or online workshop etc.)

Dublin Zoo allows for 1 adult free with every 3 children on early years
self-guided trips and early years programmes.

The Outreach Officer delivers to a maximum of 30 children in a class and
a minimum of one teacher from the hosting school/venue must be
present.

Active involvement of parents/guardians or teachers is encouraged and
obligatory for specific educational and family events held at Dublin Zoo or
during online/virtual workshops.

All online/virtual workshops delivered by Dublin Zoo have two trained,
Garda-vetted personnel present to moderate the chat and screens of
participants. A strict code of conduct is applied for participants of Dublin
Zoo virtual workshops outlined in the Virtual Learning Terms of
Engagement Contract.

Work practices are continuously evaluated with guidelines and training
updated as appropriate.

A child may be subject to
harm from staff,
volunteers or work
experience students.

Comprehensive recruitment procedures and Garda vetting are in place
for all staff who are placed in a teacher/facilitator/volunteer position with
children. This includes where a child is unsupervised by a
guardian/parent or school teacher in Dublin Zoo.

All staff, volunteers or work experience students sign to Dublin Zoo’s
Declaration of Guiding Principles to Safeguard Children.

Workshops, camps and informal education programmes where a
parent/guardian is not present have a minimum ratio of:

Vetted staff/volunteer: child

Outdoors 1: 8

Indoors 1:12

Work experience students shadow a zoo educator at all times and are
never placed in a solo teaching role.

Lost and Missing Child procedures require staff members to double up
when a lost/missing child is encountered ensuring the child is with 2
members of staff.

A child in an informal
education programme
(such as Summer Camp,
Wild Behaviours, Kids
Club, Nature Detectives,
Autumn and Spring
workshops etc.) going
home with an
unauthorised adult.

Supervision of children participating in the selected informal programming
is from drop-off to pick-up. The primary caregiver must ‘sign in’ their child
at the beginning of the camp/workshop and ‘sign out’ their child back on
pick up after the workshop/camp.

Dublin Zoo ensures that no child leaves with another adult unless the
primary caregiver has written in advance to the department with the name
and contact number of another designated caregiver.

Incident of inappropriate
behaviour by a member of
staff or volunteer.

Garda vetting is required for staff and volunteers working with children.
Dublin Zoo Declaration of Guidelines on Child Safeguarding is in place
and reviewed biennially or when updates to activities take place.
Guidelines on recognising, recording and reporting child protection
issues areas outlined in the ‘Good Codes of Practice between
Staff/Volunteers and Children to Safeguard Children’ are found in
Dublin Zoo’s Employee Handbook and shared with volunteers.

Child Protection training is provided for staff and volunteers as part of
induction and at regular intervals during employment.

Work practices are continuously evaluated and guidelines and training
updated as appropriate.

Incident of inappropriate
behaviour by a member of

Security posted at all public entrances to Dublin Zoo.
If a report of inappropriate behaviour is made, security have mobile units
to respond to the issue quickly.
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the public while at Dublin Reporting procedures are in place to make a mandated report.

Zoo. Where available, CCTV monitoring is used to support staff in identifying
the location of the member of the public.

Contact is made to An Garda Siochana if the incident is deemed to be a
serious risk to children.

An incident
occurring while
engaging with

children or young Access to inappropriate internet sites is prohibited by the use of filters on
people public access WiFi.
virtually/online. Staff conduct all online zoo-related activities using zoo devices which are

monitored and connected to WiFi using a secure network.

All data relating to children are protected in line with the Dublin Zoo's
Declaration of Guiding Principles for Child Safeguarding and Data
Protection Policy.

Where photos of children appear on Dublin Zoo’s website, social media or
printed materials such as Zoo Matters, permission has been sought and
granted by the child’s primary caregiver, and the permission form is kept
on file in the Dublin Zoo’s Discovery and Learning Department.

A code of conduct outlined in the Virtual Learning Terms of Engagement
Contract exists between all participants on Dublin Zoo online/virtual
workshops and staff.

4. CHILD SAFEGUARDING POLICIES AND PROCEDURES

Dublin Zoo’s Child Safeguarding Statement has been developed in line with requirements under the
Children First Act 2015, Children First: National Guidance for the Protection and Welfare of Children
(2017), and Tusla’s Child Safeguarding: A Guide for Policy, Procedure and Practice (2" edition).

In addition to the procedures listed in the risk assessment, the following procedures and policies support
our intention to safeguard children while they are availing of our service:

. A Relevant Person has been appointed
. A Designated Liaison Person and Deputy have been appointed.
. A list of mandated persons under the Children First Act, 2015 is maintained.

. Procedure for maintaining a list of persons in the relevant service who are mandated
persons.

. Procedure for Child Protection and Welfare Reporting is in place.

. Procedure for Dealing with Allegations of Abuse or Neglect against Employees are in
place.

. Procedure for Managing Child Protection Records is in place.

. A Recruitment and Selection procedure is in place.

. Procedures for Garda Vetting are in place.

. Good Codes of Practice between Workers/Volunteers and Children to Safeguard
Children are in place.

. An induction procedure is in place (which includes procedures to inform new staff about
the Child Safeguarding Statement and accompanying safeguarding policies and
procedures)

. Staff and volunteers working with children have completed the relevant Child
Safeguarding Training.

. Policy for Managing Accidents and Incidents are supported by our near-miss and accident
reporting procedures in Dublin Zoo.
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IMPLEMENTATION AND REVIEW

We recognise that implementation is an ongoing process. Dublin Zoo is committed to the
implementation of this Child Safeguarding Statement and the accompanying child
safeguarding policies and procedures that support our intention to keep children safe from
harm while availing of our service.

This Statement will be reviewed every 2 years or as soon as practical after there has been
a material change in any matter to which the statement refers.

This statement is displayed in the Discovery and Learning Department and on Dublin Zoo’s
website. It has been provided to all staff, volunteers and any other persons involved with
Dublin Zoo. It is readily accessible to primary caregivers on request. A copy of this
Statement will be made available to Tusla if requested.

Dr. Christoph Schwitzer, Director of Dublin Zoo, Dublin Zoo, Phoenix Park, Dublin 8

For further information on this Statement, contact:

Relevant Person/Designated Liaison Person:| Deputy Designated Liaison Person:

Aileen Tennant John Sweeney
Head of Discovery and Learning Financial Controller
Dublin Zoo. Dublin Zoo.

01474 8912 01 474 8935
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APPENDIX 3B
LOST CHILD PROCEDURE
If it is determined that a child is lost or left unattended in Dublin Zoo, the response of staff
members and volunteers should be guided by the following steps:
1. Reassure the child and check for a wristband with a contact number.
2. If no wristband is present, endeavour to obtain as much information about the child as
possible, for example:
. Age of Child;

. Name of School, if appropriate;
. Where Child was found;
. How long Child has been separated from parents/guardians.

3. Radio to Security with the details outlined above. Security to liaise with First Aid (if they
are on site.) Bring the child to the nearest first aid station. Note: If first aid is not on-site
bring the child to security at the front gate.

If anyone else is with the child, ask them to remain with you until the primary caregiver has been
located.

If you are on your own with the child ensure that you stay in a public area where you can be
seen. Enlist the assistance of at least one other staff member immediately via the two-way radio
or seek an area covered by CCTV. If neither is possible ensure you communicate your
movements across the two-way radio.

If the lost child is not reunited within 30 minutes of the initial report, ask the Link Manager to
initiate contact with An Garda Siochana without delay.

If the Link Manager is not available, contact An Garda Siochana yourself.
Record in writing who found the lost child and forward an incident report to the Link Manager for
retention.

MISSING CHILD PROCEDURE
If it is determined that a child is missing from a primary caregiver, the response of staff members
and volunteers should be rapid and guided by the following suggested steps:
1. Reassure the primary caregiver and endeavour to obtain as much information about the
missing child as possible, for example:
. First name of Child
. Age of Child
. Name of School, if appropriate
. Physical description of Child (Height, the colour of hair, clothing, appropriate
description of ethnicity/skin colour/disability etc.)
. Any relevant additional need or vulnerability of Child
. Where Child was last seen
. How long Child has been separated from the primary caregiver.
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2. Radio to Security with the details outlined above. Security to liaise with First Aid (if they
are on site.)

Stay with the primary caregiver where they last saw Child.

In cases where the child is missing for longer than 15 minutes, or if deemed necessary sooner,
the Link Manager should step in to call a ‘sweep’ of the full zoo prioritising the areas where the
child was last seen by staff/volunteers in the area. The sweep should include the checking of
main pathways, indoor areas including toilets, offices, camps etc. as well as bushes and ‘behind-
the-scenes’ areas and exits. Security should be extra vigilant at the exits from the zoo.

If the Child has not been found within another 15 minutes of the full zoo sweep, the Link Manager
should initiate contact the OPW Park Rangers and An Garda Siochana without delay.

An incident report should be recorded by the staff member who initially received the report of the
missing child. This report should be forwarded to the Link Manager/DLP for retention.

Note: The Link Manager/ staff member can seek the permission of the primary caregiver of
the missing child to liaise with Magic Memories to furnish a photo of the child. They may
also ask the primary caregiver to display a photo on their photo.
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APPENDIX 4

MEDIA POLICY

Media Policy Objectives:

. To safeguard the Dublin Zoo brand.

. To streamline communications in Dublin Zoo.

. To ensure that the team at Dublin Zoo are protected from dealing directly with media.

. To ensure media queries are dealt with by the most appropriate spokesperson.

. To ensure spokespeople are media trained/fully briefed and supported.

. To ensure that day to day media queries are channelled through Teneo (PR agency).
Press Releases:

. All press releases issued on behalf of Dublin Zoo to be approved by the Head of
Marketing

. Media to be directed to Teneo
Media Points of Contact:

. Teneo is the media point of contact. All media enquiries will be filtered through them (see
separate doc for contact names and numbers).

Develop spokespersons:

All spokespersons will be placed by the Marketing Department and all contact should go through
the Marketing Department in the first instance and then Teneo

Ongoing media training will be provided.

Social Media

All Dublin Zoo staff must be aware if they state they are employed by Dublin Zoo on their social
media status, that from that point on they are a representative of Dublin Zoo and should act

accordingly.

Images or information relating to your work at Dublin Zoo should not be posted on social media
sites.

Dublin Zoo has a social media strategy and will respond officially on forums and social media
sites. Members of the Dublin Zoo team are not permitted to respond or engage on social media
sites on topics relating to Dublin Zoo. Failure to adhere to this policy or any bullying, abuse or
trolling online will lead to disciplinary action.

99



October 2021

Photography/Image Distribution/Filming

Dublin Zoo would also seek approval for all images that are being submitted to the media. This
also applies to any video footage.

All requests for photography or filming on site must be passed through the Marketing office.
Interviewees will get full support from the Marketing team and indeed the PR agency.
Dublin Zoo Marketing Department

Angela Conroy — 087 637 8756
Teneo — 01 6614055
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APPENDIX 5
ZOONOSES POLICY STATEMENT

Animals have the potential to transmit diseases to humans; i.e. You, Family Members and The
Public. These diseases are known as zoonoses (zoonotic diseases). Recognition of these
zoonotic diseases and implementation of procedures to minimize the disease risk to zoo staff
and the visiting public are important components of managing zoonoses at Dublin Zoo.

In the normal course of their work, Zoo Keepers and other employees may be exposed to a
variety of zoonotic infections. The Dublin Zoo Standard Operating Procedure on “Personal
Hygiene, Facilities &

Protection Against Biological Hazards SOP “ describes the zoonoses for the different sections
and the varying species. This has been developed for zoo personnel coming in contact with
animals and their habitats. Personal protective equipment (e.g. disposable - overalls, gloves,
boot covers and snoods) are used as required by zoo personnel especially during periods of
high risk such as during an outbreak of avian influenza. In particular, wearing gloves and
frequent hand washing is recommended and is a critical control point for the prevention of
zoonoses. In addition, the veterinary team have developed a training module that covers the
zoonoses relevant to the section and species, and this is delivered via the vet team and
implemented by team leaders to their section.

Dublin Zoo recognizes the importance of ensuring that all reasonable steps are taken to protect
people from contracting zoonoses (Zoonotic Diseases) and it is every person’s responsibility to
take whatever precautionary steps are necessary to minimize the transmission of these
potentially dangerous diseases.

All Team members are expected to comply with the procedures below in the interest of their
own, their colleagues, visitors and their family’s health.

Examples of Zoonotic Diseases might include;
= Anthrax

= Brucellosis

= Avian and Ovine Chlamydiosis

* Leptospirosis

= Rabies

» Mycobacterium Tuberculosis

* Ringworm

= E Coli verotoxogenic

= Simian influenza virus

= Salmonella

You are required to notify your Team Leader/ Manager if you have contracted any of the above.

Vulnerable Categories;

= Elderly.

= Children.

» Pregnant employees.

* Individuals receiving cancer therapy and Cortisone.

= Employees with diarrhoea and employees with persistent or recurrent respiratory problems.
* Individuals with reduced immunity for other reasons.

Health and Safety Precautions

= To achieve a safe environment, it is necessary to understand the risks and become
knowledgeable in procedures that provide protection.

» Much of the microbiological safety in the workplace consists of having good personal hygiene
and sufficient animal husbandry practices.



= Personal hygiene in the zoo environment is good practice and is a very important control
measure in reducing the risk of acquiring zoonotic and other infections.

= Dublin Zoo provides hand washing facilities in all animal units and wash areas.

Personal Hygiene Controls Include;

= Ensure that all hand wash facilities are kept scrupulously clean and stocked with antiseptic
hand cleaners and towels.

= Use Personal Protective Clothing and Personal Protective Equipment (PPE)such as gloves
and face masks

= Ensuring that cuts and abrasions are washed immediately with soap and running hot water.
= Ensuring that all existing cuts, abrasions and open sores are covered with a waterproof
dressing before starting work.

= Ensuring that employees wash their hands regularly and especially before they eat, drink,
smoke.

= Ensuring you eat only in designated clean areas.

= Avoid, wherever any face to face contact with animals.

= Keep hands away from the face, in particular the mouth, nose and eyes.

= Avoid tasting food intended for animals.

= Use Personal Protective Clothing

= Cleaning and changing footwear and overalls before leaving animal areas, disinfecting
footwear if necessary and washing hands after handling animals and contaminated clothing.
= Never wear work clothing home.

Safe Animal Husbandry Practices;

» Maintaining good standards of hygiene in animal enclosures and exercising care in the use of
water hoses during cleaning, so as to reduce aerosols.

= Avoiding contamination of animal drinking water with faeces; regular animal health checks by
a veterinary surgeon including worming, skin treatment programmes and vaccination.

* Following established good practice when taking blood samples.

= Avoiding mouth to mouth resuscitation techniques on newborn animals- use traditional
husbandry methods instead.

= Avoiding handling birth products with bare hands.

= Disposing of animal waste correctly.

= Using Personal Protective Equipment. (PPE)

= By using appropriate PPE avoid the spread of reverse zoonoses i.e. diseases going from man
to animals.

= Be aware of the importance of wearing PPE with appropriate controls to maintain internal
biosecurity and the spread of disease from one habitat to another.

= Encouraging the highest standard of personal hygiene from the top down.



APPENDIX 6
WORK RELATED SOCIAL EVENTS POLICY

Dublin Zoo endeavours, when possible and in line with Dublin Zoo’s requirements, to organize work
related social events.

Official work related social events are considered an extension of the workplace and events occurring
during a work related social event will be considered to have taken place in the workplace. This means
normal Dublin Zoo disciplinary and grievance procedures will apply during work related social events.

In line with this, and in the interest of your Health and Safety, Dublin Zoo requires that you familiarize
yourself with the following information in relation to all work related social events;

e Where Dublin Zoo organizes an official work related social event, you will be notified prior to the
event, through an HR memo on the notice boards located throughout Dublin Zoo and/or through
the regular “ZO0ONOOZ” communication newsletter.

e Where alcohol is provided at a work related social event, Dublin Zoo would request that you
drink sensibly. Dublin Zoo recommends that prior to any work related social events, at which you
plan to consume alcohol, that you arrange for some form of alternative transport and never, in
any instance, drive under the influence ofalcohol.

e ltis essential that you ensure that you are familiar with the following policies and procedures. These
policies and procedures should be adhered to as normal, in relation to work related social events;

e Bullying and Harassment, Sexual Harassment. (Appendix 2)

e Dublin Zoo Animal Emergency Procedure (Appendix 3)

o Disciplinary and Grievance procedures.

e Where an accident or incident occurs or a hazard is spotted during a work related social event, you
are still required to adhere to normal accident, incident and hazard reporting regulations, as per
the Safety, Health and Welfare at Work Act 2005.

e Dublin Zoo requests that employees respect their colleague’s right to privacy and refrain from
taking photos at work events and posting them on internet sites without the company’s/ employee’s
consent.

e If the work related social event takes place within the grounds of Dublin Zoo, you are required,
where possible, to remain within close proximity of the location where the event is taking place and
should not engage in any activities or behave in such a way, which may put yourself, other persons
or animals within Dublin Zoo at danger or that may result in damage to the property of Dublin Zoo.

e Where the work related social event takes place outside of Dublin Zoo, you are reminded that
whilst you are off the Dublin Zoo premises, you are still a representative of Dublin Zoo and any
misconduct could reflect badly on Dublin Zoo.

e You are required, where possible, to remain within close proximity of the location where the event
is taking place and should not engage in any activities or behave in such a way, which may put
yourself, other persons within the external location at danger or that may result in damage to the
property of the work related social event location.



APPENDIX 7
DRIVING POLICY

Dublin Zoo’s Driving Policy operates in accordance with the Safety, Health and Welfare At Work
Act 2005, the Safety, Health and Welfare (General Applications) Regulations 2007 and all road
safety and driving legislation and standards.

Dublin Zoo understands that driving for work involves a risk not only for the driver but also for
their fellow employees and members of the public, such as pedestrians and other road users.
We endeavour to ensure that employees are able to drive safely and that all vehicles and vehicle
equipment are fit for use and in a safe condition.

This policy relates to any employees that drive work related vehicles in Dublin Zoo including; the
Zoo Van, Fork Lift, Agromatic Tractor, Tractor, Digger, Dumper, Road Sweeper, and any other
general work related vehicles.

All Dublin Zoo employees must be aware of and adhere to the following guidelines;

o Drive responsibly exercising due care.

e Report any vehicle defects to their manager and never drive defective
vehicles.

e Ensure that they are physically fit to drive.

e Inform their manager of any health problems or personal circumstances that could
make driving hazardous.

e Never drive while under the influence of alcohol or drugs.

o Remember that some prescription drugs can adversely affect the ability to drive and
check with a doctor or pharmacist.

e Ensure that any necessary corrective eyewear is worn.

e Do not use a mobile phone while driving.

e Follow the advice on route planning supplied by management, where given.

e Stay calm and relaxed while driving.

« Drivers make regular checks of wipers, lights and tyres etc and defects are
reported and rectified as they are noted.

e Drivers should be aware that pedestrians use some of the same paths and
exercise extra care.

e Safety signs should be adhered to.

e If driving with trailers, drivers should exercise extra care.
e Persons are prohibited from travelling in trailers.

e Ensure that Club Cars do not carry more than two persons at any one time.

Driver Requirements

The age limit for driving a Dublin Zoo ‘Club Car’ is 18 and employees must at a minimum hold a
‘Provisional Driving License’ before they are permitted to drive ‘Club Car’. Training should also
be provided and documented by managers before use.

The age limit for driving work related vans/cars is 23, and employees must hold at a minimum
a ‘Full Driver’s License’ before they are permitted to drive Dublin Zoo’s work related



vans/cars. The age limit

for other general work related vehicles for example; Tractors and Fork Lifts, is 23 and employees
must hold at a minimum a ‘Provisional Driving License’ before they are permitted to drive such
vehicles. In addition to this, they must successfully pass the relevant training course run by a
competent trainer/training company and the required documentation of such training provision
should be maintained.

Management Responsibilities
Managers/Team Leaders are responsible for;
e Ensuring that all training necessary is carried out and documented.
e Ensuring procedures for the operation of relevant work related vehicles are task
based, documented and adhered to.
e Ensure that risk assessments for work related vehicles are updated regularly.

Speed Limits
When driving any vehicle, drivers must drive within the legal speed limits and to the speed
dictated by conditions, which may mean driving at less than the limit.

When driving within Dublin Zoo a maximum speed limit of 5 kilometres per hour should be
adhered to. However slower speeds may be necessary depending on pedestrians and obstacles
and so drivers are required to adhere to the safer speeds, where necessary.

Drivers should be cautious of additional hazards associated with inclement weather
conditions and exercise extra care.

Compliance
Both Managers/Team Leaders and Employees are required to adhere to the provisions
within this Driving Policy and failure to adhere to them may result in disciplinary action.

Changes to Policy
Any adjustments to this driving policy will be communicated to all Dublin Zoo Teams.

Other related documents
This Policy should be read in conjunction with the relevant Dublin Zoo Risk Assessments and
any other policies related to Driving Work Related Vehicles.
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APPENDIX 8

RECOVERABLE RESOURCE MANAGEMENT POLICY

Sign off Risk Assessments before using Waste Yards, ask your Manager/Team Leader

There is a waste stream for everything, if in doubt, ask

ABPs (Animal by-products) can be either whole animal carcasses or parts of carcasses and are
any products of animal origin not intended for human consumption.

Types of ABPs include:

ABPs are classified into three categories based on their potential risk to animals, the public and the
environment:

Category 1 ABPs present the highest risk and include those parts of an animal considered most likely to
harbour a disease such as BSE (these are known as specified risk materials (SRM) e.g. bovine brain &
spinal cord). Dead zoo animals are also classified as category 1 material as the risk from these animals
may be high, for example, due to the level of veterinary drugs and residues they may contain; the fact
that adequate diagnoses of the exact cause of death of exotic animals can be difficult to achieve and
some species are known to harbour TSEs and may carry other diseases.

Category 2 ABPs - also high-risk material and includes fallen farm stock (any animal that has died on a
farm of natural causes or for reasons other than human consumption), manure, eggs and digestive tract
content. Category 2 is also the default status of any animal by-product not defined as either category 1 or
category 3. Many of these products can be recycled for other use e.g. recycling or production of biogas
e.g. manure can be used as a soil fertiliser.

Category 3 ABPs - these are low-risk materials, including parts of animals that have been passed fit for
human consumption in a slaughterhouse but which are not intended for consumption, either because
they are not parts of animals that we normally eat (hides, hair, feathers, bones etc) or for commercial
reasons. This also includes former foodstuffs (waste from food factories and retail premises such as
butchers and supermarkets).

Bones, Meat or Fish Waste (ABP 3)

This is part of Quarantine Waste, fully controlled within the animal teams. Waste is frozen to stop flies
and smells. Check with your Team Leader for disposal points and procedures.

Herbivore Manure (can include autumn leaves too) (ABP2)

African Plains. Stacked for garden use — keep it clean — no stones or bones, branches or polythene.
Used in the zoo or sent off to nearby gardens.

Family Farm Use manure shunt skip main yard or manure bay at elephants.

Elephants Use manure bay (keep on the left hand side only) in elephant yard. Manure composted off-
site.

General Organic Exhibit Waste — Purple Wheelie Bins in Main Service Yard and Plains Service
Yard

General organic enclosure waste - all scrap food, rotten or half-eaten vegetables, shavings etc. This
strictly includes ALL Primate, Feline, and Canine and Carnivore waste. Strictly NO bones, meat or fish, or
cardboard.

NB — IF BARK INCLUDED NO MORE THAN ONE THIRD, BY VOLUME, OF BARK PER WHEELIE BIN
PLEASE, OR IT IS TOO HEAVY FOR THE LORRY TO EMPTY. IF SAND ONLY ONE OR TWO BAGS
PER BIN PLEASE.
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Green or Garden Waste — in an open skip in Main Service Yard or Plains Service Yard, or manure bay
at elephant house (keep on the right hand side only please)- especially for bulky material

Weeds, general gardening waste, prunings, grass cuttings, dead herbaceous material etc.

Old browse/perches in African Plains place under the trees to the left inside the Polo Ground Gate. Tree
material stacked here will be shredded by tree surgeons. Please do not push up with Agromat/Tractor.

General Waste and Litter Bin Waste

Must go into landfill compactor at Main Service Yard or Plains Service Yard, please. This includes dirty
polythene and dirty cardboard.

Cardboard — must be clean, no dirty meat or fish boxes, no animal feed sacks
Use balers in Main or Plains Service Yard.
Paper, Clean Plastic, Aluminium cans, Steel cans — Dry Mixed Recyclables

Green Plastic Wheely Bins, in Main or Plains Service Yard, No dirty plastic or cardboard, keep it clean.
Rinse out dog or cat food cans to stop potential fly and rat problems. Watch loaded weight limit.

Construction Waste

Timber, sheet glass, general ‘builders’ waste, can go into the open skip in Facility Yard or Plains Yard.
Separate open skip for all metal at Facility Yard.

WEEE - Waste Electrical and Electronic Equipment — pallet cage in Main Service Yard. Batteries go to
Retail or Stores. Dead Fluorescent light tubes go to the coffin in the Main Service Yard.

Hazardous Chemical packaging, primarily weedkiller packs, must be signed back into the waste drum in
hort chemical stores.

Please note pallets go to stack at main nursery gates, plastic vegetable trays go back to stores.

There should be a waste stream for all waste types. If there is no skip present (perhaps being emptied)
please leave waste on the trailer and return to empty it later.

If you have a question re a particular waste problem please talk to your Manager/Team Leader.
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APPENDIX 9

Accident, Near Miss and First Aid A ment Reporting Policy

Timeframe for Reporting Accidents, Near Miss and First Aid Assessments
Where an employee or non-employee is involved in an Accident or Near Miss, this must be reported
immediately or as soon as possible thereafter.
. Where an employee or non-employee have sustained an injury, regardless of severity, this shall be
reported as an Accident.
. All injuries, regardless of severity, must be assessed by a First Aider as soon as possible to protect
the welfare of the employee.

The Manager, Supervisor or Team Leader shall report this Accident, Near Miss or First Aid Assessment
through the Dublin Zoo reporting mechanism, completing the prescribed template documentation and submit
electronically to Dublin Zoo.
. All such reports must be submitted containing factual information immediately after the incident and
no later than 24 hours after the same.

. Speculation as to how the incident occurred is not required nor necessary nor any speculative
information is submitted on the form.
. If an Accident or Near Miss is not reported within 24 hours, the facts behind the occurrence can no

longer be relied upon and any attempt to rectify the situation or rely upon subsequent reports shall
be compromised.

Any Accident, Near Miss Report or First Aid Assessment, must be notified to the following:

Team Leader, Supervisor, Manager, Link Manager or Safety Representative.

Any person responsible for coordinating a group of people or task on behalf of Dublin Zoo must report to
their immediate supervisor/manager and submit the relevant information. This process will apply to
employees and non-employees.

First Aid Assessment and Reporting
For any accident involving a Dublin Zoo employee, however minor, it is the responsibility of the Supervisor,
Team Leader or Manager to contact St. John’s Ambulance or a Dublin Zoo Occupational First Aider to
assess the employee.
First Aid attendance and treatment must be recorded by the prescribed method by the

. The Supervisor, Team Leader and/or Manager.

. The First Aider

. St John Ambulance

Who to report to:

The normal reporting mechanism shall still exist as laid down in the Dublin Zoo Safety Statement, namely
that in the absence of the Team Leader, Supervisor or Manager, the Link Manager shall be informed.
This will apply particularly over the weekend or outside of normal working hours.

The Link Manager is available 24 hours a day, 7 days a week, for 365 days of the year.

Where there is more than one Employee/Non-Employee/Dept. /Section involved in an activity resulting in a
Near Miss, Accident Report or First Aid Assessment each Employee/Non-Employee/Dept. /Section shall
submit a Near Miss, Accident Report or First Aid Assessment on their behalf.

As part of the investigation process, employees and non-employees may be requested to submit a
statement. If a statement is submitted, the employee/non-employee will be required to sign and date the
statement and confirm the information submitted is accurate at the time of signing.

Under Reporting
In the event of under-reporting of Near Misses or Accidents, the employees involved will be required to
submit a statement, outlining the reasons why the existing Policy was not implemented.
. This Accident & Near Miss reporting mechanism is extremely important and protects the welfare of
employees, members of the public and others working on their behalf of Dublin Zoo.
. It enables Dublin Zoo to detect potentially dangerous practices and carry out proactive controls to
manage or prevent such hazards in the work place.
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. The electronic database will assist in the collation of this information. Employees will be requested
to submit information electronically. Handwritten documentation is unacceptable. The database
provides information on incidents and statistics to measure Health and Safety performance within
the organisation.

Return to Work

On return to work from an absence, an employee shall attend a return to work interview with their immediate
Supervisor, Team Leader, Manager or member of the HR Department to ensure that they are fully fit for the
tasks they are assigned.

As part of the return to work interview, the employee has a duty of care to themselves and other employees
to ensure they inform Dublin Zoo of any restrictions they may have, in performing their normal day to day
duties.

Employees and management are reminded that Accident and Near Miss Reporting is a statutory
requirement and that Dublin Zoo follows the prescribed reporting mechanism as laid down within the Safety,
Health & Welfare at Work Act, 2005.

Non Compliance with Policy and Procedures
Non-compliance with Dublin Zoo Policies and Procedures must be reported to Human Resources and such
noncompliance may be investigated in line with the Dublin Zoo Disciplinary Policy and Procedure.




