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1. COMMUNICATIONS POLICY – SEE ALSO COMMUNICATIONS & SOCIAL MEDIA POLICY 

Purpose:  This policy relates to communications within Leitrim PPN 

Scope:   PPN membership groups, PPN Staff 

 

Policy and Procedures: 

 All members of the PPN are encouraged to communicate with other members of 

the PPN. 

 Linkage group and Electoral College representatives and members should be 

guided by the representatives’ charter in how they communicate with each other. 

 In all communications, members should not disclose any personal or confidential 

information or information that could be considered inappropriate, offensive or 

defamatory. 

 Communications between PPN Members in the course of PPN activities should 

always be respectful. Verbal or written communications that could be considered 

as bullying or hectoring in tone will not be allowed. 

 Email addresses and contact details of PPN members should not be shared by any 

member with people outside of the PPN. 

 When speaking as members of the PPN, all communications should go first to the 

Secretariat for approval, to maintain the public identity of the organisation. 

 Post approval, all structures within the PPN are encouraged to use channels open 

to them to communicate their message to the public. 

 Decisions about the information displayed on PPN social media platforms are 

decided by the Secretariat. See also, Communications & Social Media Policy. 

 

 

Date approved  Signed on behalf of Leitrim 
PPN Secretariat 

Renewal Date 
 

  

 

 

 

 



 

2. DISCIPLINARY AND APPEALS PROCEDURE 

Purpose: Leitrim PPN seeks to protect its integrity. When a membership group or individual 

acts in a manner that is contrary to the values, aims or objectives of the PPN or fails to 

comply with the criteria for membership set out in section 6 of the Constitution, or the 

Reps Charter, this disciplinary procedure will be followed. 

The procedure aims to balance justice for the group/individual with the need for the 

integrity and operation of Leitrim PPN as an organisation. 

 

Scope: PPN membership groups, Secretariat, PPN Representatives 

 

Policy and Procedures: 

The rules for membership and Representatives’ Charter are adopted by the Plenary of the 

PPN. It is the responsibility of the Secretariat to clarify the rules for membership and take 

disciplinary action. Where possible, all matters will be resolved informally. The Secretariat 

will ensure that membership groups and individuals at all stages in the disciplinary 

procedure are given a fair hearing; and find out, if possible, any underlying reasons for 

disciplinary problems. 

 

Reasons for Disciplinary Action: 

 Deliberate falsification of information relevant to the Organisation; 

 Deliberately bringing the Organisation into disrepute; 

 Acting in a manner that is contrary to the values, aims and objectives of the PPN; 

 Failing to comply with the criteria for membership of the PPN; 

 Failing to attend meetings or comply with the Reps’ Charter. 

General principles applying to the Disciplinary Procedure 

 Membership groups or individuals may, at all stages in this procedure, be advised 

or accompanied by a representatives (s) of their choice; 

 The Secretariat will keep a written record of each meeting, which will include 

details of the group’s case, the response of the Secretariat and the outcome of the 

meeting; 

 At all stages, disciplinary proceedings will be completed as quickly as is compatible 

with the need to ensure that justice is done and seen to be done. 

 The Secretariat will ensure that a proper investigation of the facts is carried out. 

This may involve interviewing all parties concerned. 



 Any disciplinary action will be appropriate to the misconduct established, which 

can include suspension of voting rights, removal of the group from the PPN, 

removal of a representative from his/her position. 

 Disciplinary action will be treated confidentially as far as possible. 

Disciplinary Procedure: 

For any action to take place a complaint must be made in writing to the Secretariat. Once a 

complaint has been received and verified the following procedure will take place: 

 

Stage 1 – Inform members of a breach of membership (verbal warning) 

The Secretariat will inform membership group that they do not comply with the 

membership terms and conditions, or in the case of a representative, that they are not 

adhering to the reps charter. The membership group or individual will be given a timeframe 

in which to respond. In the case of a membership group, voting rights for the group will be 

suspended for the period of the investigation. 

 

Stage 2 – Meeting with the group or individual 

If the breach has not been resolved by Stage 1, the Secretariat (or sub-group of) will 

conduct a meeting with the membership group or individual. At this meeting it will be 

agreed... 

i. What action or improvement is to be taken to prevent further disciplinary action; 

ii. The time limit by which action should be taken or improvement made; 

iii. A plan for assistance and review. 

 

Stage 3 – Written Warning 

If, after review,the immediate Sub-group considers that progress is unsatisfactory they will 

then conduct a disciplinary meeting and may issue a formal written warning of breach of 

membership/breach of the Reps’ Charter. A detail of how the group or individual has 

breached the membership terms and conditions or charter will be clearly outlined. 

 

Stage 4 – Notice of removal of group from the membership of the PPN or removal of 

voting rights or notice of removal of representative from his/her position 

If the issue has not been resolved by Stage 3, a notice to formally remove the group from 

the PPN register will be issued to the group. In the case of a representative, a notice to 

formally remove a representative from his/her position will be issued to the representative. 



 

Appeal of Decision 

Appeals will be heard by an Appeals Panel. The Appeals Panel is made up of three members 

of the Secretariat and member of staff from Leitrim County Council. 

The group or individual will be informed of their right to appeal, and how to exercise that 

appeal, at all stages of the disciplinary procedure. The group members may be 

accompanied by a representative of their choice at any appeal hearing. 

 

An appeal should be made within 20 days of the decision by notifying the Appeals Panel in 

writing. The appeal will be heard as soon as possible but not later than 20 working days 

from the receipt of notification from the group. 

 

The date (s) and time (s) of the appeal hearing will be agreed between the group and the 

Panel Members. 

 

The appeals process provides the opportunity for the Appeals Panel to consider any new 

evidence not previously presented and to consider if the decision of the disciplinary hearing 

was reasonable in the circumstances. 

 

Date approved  Signed on behalf of Leitrim 
PPN Secretariat 

Renewal Date 
 

  

 

 

 

 

 

 

 

 

 



3.  TRAVEL AND SUBSISTENCE 

Purpose:  Travel and subsistence Policy for members conducting PPN business where 

expenses are not met by the Committee which seeks PPN Representation 

Scope:  Leitrim PPN Secretariat, Leitrim PPN Representatives. 

 

Policy and Procedures: 

PPN Representatives (those representing the PPN on local decision making structures) and 
members of Leitrim PPN Secretariat  are entitled to make a request for travel and 
subsistence expenses for carrying out PPN business. A request for travel expenses can be 
made when travel and expenses cannot be covered by another source (the committee 
being attended).  As per The PPN User Guide, May 2017 and Circular CVSP 3/2018 – 
 

 
PPN Representative Expenses 

In relation to the payment of PPN representative expenses, the PPN User Guide provides as 

follows: 

 

“Volunteers should never be out of pocket for their participation on Boards or Committees, and it 

is the role of the relevant Board or Committee to pay expenses.  Only in very specific 

circumstances where the Board or Committee has no resources should the PPN pay expenses to 

their representatives.  If a PPN representative takes on a supplementary role within a Board or 

Committee which incurs extra costs, those costs are the responsibility of the Board or Committee, 

not of the PPN.   For example, if a PPN representative attends an event on behalf of their Board 

or Committee, the cost of that must be borne from the Board or Committee’s own resources.” 

 

The Department expects the costs incurred by PPN representatives participating on local 

authority boards and committees to be met by the local authority – these costs are not to be met 

from the core funding of €80,000 available to the PPN from the Department/local authority. 

 
The following procedures only apply where Committees are not covering expenses. In all 

other cases the procedures of the relevant committee apply. 

For Leitrim PPN, the following will count as travel expenses: 

 Travel by PPN representatives to the Secretariat; 

 Travel by PPN representatives to routine and scheduled meetings on decision 

making structures;. 

 Travel by PPN Representatives to other meetings - after approval of the Leitrim 

PPN Secretariat 

 All journeys outside of the county or overnight stays need to be approved in 

advance by the Secretariat. 

 

 

Making Travel/Subsistence Claims 



 Claims will only be made when payment of expenses cannot be covered by another 

source. 

 Members must state the start and end point of each journey and who they were 

visiting. This information is necessary for all modes of travel. 

 All original receipts should be submitted with claim forms when appropriate. 

 In future all tolls and parking receipts must be furnished with each travel claim. 

Safest route to be used for travel at all times.  

 All claims for travel should be submitted for payment to the PPN worker on a 

quarterly basis otherwise payment cannot be facilitated (End of March, End of 

June, End of Sept, End of November) 

 Representatives are responsible for their own travel claims. 

Rate of Travel and Subsistence 

Travel will be paid to representatives at civil service rates. Prior approval for all travel 

should be sought from the Secretariat. 

Subsistence is payable where breakfast, lunch or dinner (as appropriate) is not provided. 

In cases where food is not available, subsistence is paid in accordance with public service 

subsistence rates. 

 Night Allowances Day allowances 

Class of 
allowances 

Normal Rate Reduced Rate Detention 
Rate 

10 hrs or 
more 

5hrs but less 
than 10 hrs 

A 133.73 120.36 66.87 33.61 14.01 

 

Authorising Claims 

The finance subcommittee of the Secretariat will meet quarterly to sign off any travel or 

subsistence claims made. 

Reimbursement of expenses 

Expenses will only be reimbursed if they are: 

 Submitted on the expense claim form which is fully completed in line with this 

policy  

 Accompanied by original receipts where appropriate 

 Appropriately authorised: by two members of the Secretariat and authorised by 

the SEO in Leitrim County Council 

Date approved  Signed on behalf of Leitrim 
PPN Secretariat 

Renewal Date 
 

  

 


