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Chairman’s Address

Millicent Golf Club is committed to maintaining the highest standards of
honesty openness and accountability in our club. To this end promoting

a strong value culture based on key principles is central to achieving

the objective that all our members are proud to be part of our club. | am
delighted therefore to endorse our suite of policy and procedural manuals
encompassing our culture by covering most aspects of our club activities
and seek your commitment in adopting same. These manuals have been
prepared by our governance sub-committee in collaboration with many
members who have contributed of their experience and wisdom.

Good governance should not be mistaken for just being about abiding
by rules and regulations. Instead, it should encompass the culture our
golf club values and the types of behaviours that will be accepted within
the club, as demonstrated by the Executive and all our committees, our
valued management and staff and all our members, both in theory and in
practice.

Defining culture can be very difficult. In simple terms we at Millicent Golf Club, strive to foster a club where our
culture and values will be those of a caring, safe, friendly, fair, diverse and inclusive club. Our culture should be the
lifeblood of our vibrant club, expressed by us in many ways. Our culture is everything from the way we enjoy our
game, our camaraderie, our value systems, to encompassing all modes of life, including the fundamental rights of
the human being, and our traditions and beliefs.

Millicent Golf Club has an obligation to promote good Governance and best practice across all aspects of the club.
It is appreciated that full implementation of best practice is a daunting space for the club, will take time and will
undoubtedly require an incremental approach, given the increasingly complex environment we operate in.

The purpose of good Governance within a club is to provide a platform to ensure that our culture is nurtured in an
environment, with robust and effective policies, procedures and proper controls in place, so that members can enjoy
their participation in the club and that the management fulfils its legal, ethical and governance responsibilities.

In addition, it should be noted that the overriding purpose of good governance is to safeguard the club, and its
members from the adverse effects of financial, operational, technological and reputational risks which can be both
costly and detrimental to the success or survival of the club.

It is acknowledged that our members, committee members and volunteers, are the lifeblood of our club.
Decisions taken at Executive level are undoubtedly important and significant, but the real engine for the continued
development and evolution of our great club, building on its proud history and culture, will rest with finding the
correct balance in our behaviours and our collective response to the ever- changing environment. We must
maintain a strong governance culture, whilst not diminishing the spirit and culture of Millicent Golf Club which we
are all proud of and an integral part.

Your continued support as always is greatly appreciated.

PAT HANLEY
Chairman

Procedures & Policy Manual | Millicent Members Golf Club



16
cﬁﬁ 9,

MILg,
ant?

CLAME, CO KILDARE

CONTENTS

DEFINITIONS AND INTERPRETATION ..ottt ittt ettt sttt et e st e e e e snteeneesnbeesteeanneene 6
SECTION 1: Standards of Conduct & Professional Behaviour (Members, Colleagues and Staff)...................... 10
1.1 [ a1 1o o [8 o3 1] o SRS 10
1.2 Monitoring & IMPIEMENTALION ...t e st e e e e e e e e e e e nneeeennee 10
1.3 Mission Statement, VIiSION & VAIUES..........ooooiieiiiei ettt e e e e e arareeees 10
1.4 REPULBTION ...ttt et e e et e et e et e e et e et e nn e e e nae 11
1.5 1Y =Y 0 oL ] o S SSPPPPPNE 1"
1.6 COMPELITION RUIES ...ttt e b e ettt et e e et e e st e e seneee s 14
1.7 GIftS @NA GratUities. ... .. ettt e e ettt e e e e ettt e e e e e nbe et e e e e e nneeeaaeeanseneaaeeanens 14
1.8 Safeguarding ClIUD ASSELS ........coiiiiie ettt et et e et e e e ne e e e e et e e e e e enneas 14
1.9 Confidential Information and Confidentiality AGreement.............cooiiiiiiiiiiiic e 15
1.10  Communication Policy and Statements to the Media. ... 16
AT GENEIAI EXPENSES .....eeeiieiitiee e ettt e e et e e e e ettt e e e e et e e e e e easb e e e e e e eebaseeeeeeeasseeeeesssbaeeeeeeesssaeeeeeaasrneens 18
L P O o g g T I Y o o= = OSSP PP UPPP PSP 18
1.13  Conflicts of Interest and Fraudulent BENAVIOUT ..............cuiiiiiiieiie e 18
S O 1] o IS Y=Y o101 YOS PPTR PP 19
1.15  General Data Protection Regulations (GDPR).......c.cuiiiiiiiiii e 20
1.16 BUGQY RUIES ...ttt e ettt e e e ettt e e e et e e e e e e et e e e e e e anneeeeeeeann 25
Section 2: CIUD Media POLICIES ........coiiiiiiie ittt ettt e et e e 26
2.1 E-Mail and INterNet POLCY.......oeiiiiieie ettt e e e e e et e e e e neeeeeas 26
2.2 S Telo] o TN o]l o 1o SO PRPI 26
2.3 Email and What's APP MESSAGING ... eceiuriiiiiiie ittt sttt e et e e e e e e e e e e aaee 26
24 INEEINEE RUIES ...ttt oot e e e e ettt e e e e st e e e e et e e e e e neneeeas 28
2.5 General Principles re Internet and EMail ..........coouiiiiiiiiiii e 30
2.6 Infringement/Breach of Internet and Email RUIES .............cooi i 30
2.7 Telephone and MODIIE POIICY ........cuiiiiiiie ettt e e e e e e e e 30
2.8 COMPULET USAGE POLICY ... ettt ettt ettt et e bt e e et et e st e e nanee s 31
2.9 TR SIS (T o ¢ SRR 32
Section 3: Respect for the INAIVIAUAL...........ooiiiii e 33
3.1 Respect for the INAIVIAUAL............ccuuiiiei e e e e e e e e e e eaab e e e e e e araeeeas 33
3.2 Bullying @nd HaraSSMENT .........cciiiiiiiie et e e e et e e e e st e e e e e b e e e e e e sasseeeeeeansaeeeas 33
3.3 DISCIIMINALION. ...t et e et e et e e ee et e et e e nn e e e e e e e 34
3.4 L P2 T TS0 T o | ORI 34
3.5 ComPlaINtS AN GIIEVANCES .....couiiiiiiiie ettt ettt e bt e e e e bt e eb e e e bt e e anb e e nneeeennneeean 35
3.6 COMPIAINES PrOCEAUIE .......eiiiiiieeie ettt e et e et e e et e e nne e e e naneeeas 35
3.7 LTy oY= T oy o T SRS 36
3.8 DiSCIPINAIY PrOCEAUIE. ...ttt ettt e ettt e s et e e b e e e et e e nneeeennneeean 38
3.9 Sanctions (if @PPLICADIE) ..........ii e 43
3.10  APPEAIS PrOCEAUIE. ...ttt e e e e et e e e e e e e e e et e ettt e e e e et eeeeeaaaaaaeeaeeesesanasnnnsnnnsnsnrnnnnnes 45
R O U o 1T o 1o o EO PRSPPSO 46
3.12  Temporary Suspension/Expulsion/Cessation of Membership ..o 46
3.13  What happens when something gOES WIONG? .........eiiiiiiiiiiie e ettt ettt e e e e eneeeeneeas 48
3.14  Member Protection (Whistleblower) Policy (extract Golf Ireland toolKit) ...........ccooeriieiiiiiiiiiien 48

4 Procedures & Policy Manual | Millicent Members Golf Club



atl G
c/‘{a‘l O(A

MILg,
gnt?

CLAME, CO KILDARE

Section 4: TErmMS Of REFEIENCE ...t e e et e e e e et e e e e sntaeeea e e enneeas 56
4.1 ClUD CaIPEISON ...ttt e et e e e e e et e e e e e eata e e e e e e eaaaeeeeeeeessaeeeeeesassaseeaesassnseaeeeaansees 56
4.2 L =TS0 =Y o | PRSP 57
4.3 ROIE OF TN TIEASUIET ...ttt e ettt e e e e ettt e e e e e ntb e e e e e e e nnseeeaeeanneeeeans 57
4.4 Role of the HONOary SECIEIAIY.........oi i e et e e e e e e e 58
45 Role of the EXeCutive COMMITIEE.........coiiiiiiiie e e e e e ree e e e e enneeas 59
4.6 Men’s Captain / Vice CaplaliN.......coouiiiiiiie ettt 60
4.7 Women’s Captain / ViCe CaplaiN...........eiiiiiiiiiiiie ettt e e et e e e e earae e e e e eaas 61
4.8 N[0 T[] gl OF= o) =1 o HE PSPPSR ORI 61
4.9 N[0T (] gl @70 V=g o] RSP UPPR 61
4.10  Designated LigiSON PEIrSON ..........uuiiiiiiiiiiiii ettt e e ettt e e e et e e e e e e s 62
e O B 1 (=Y (o] o) € T RSP STRRTP 62
412 SUD-COMMILEES ...ttt ettt e e e ettt e e e e bt e e e e e e e nnte e e e e e e nsaeeeaeeeanneeeeaeaaannnneeens 63
4.13  Strategic Planning ComMmMIttEEe PUIMPOSE .......eviiiiiiiiii et 63
o 1 F= T ot o To 1 U Lo [ RSP STRP 64
L R T Y (=T SR 0o o1 o 11 (== SRR 65
416 WOMEN'S COMIMIIEE ... eeiieiiiie ettt et e e e s e e et e e e at e e e sn et e e e nbeeeaaneeeesnneeeanteeeennee 66
417  GovernanCe and RISK ... ... .. ittt et e e e et e e e e e e nae e e e e e e e nnneeaans 67
L T ¥ o To [ =1 ][ T PSRRI 68
R T 1 U YT PSSO PERRR PR 68
420 Competitions SUDCOMMITIEE .......cooiiiiii e e 69
4.21  Membership SUDCOMMITIEE ...........eiiiiiiiiiiee et e e e e e e e e ea s 70
4.22 Communications SUDCOMMILIEE ........coiiiiiiiiieiiieie ettt e e e e e e e e e e e et eeeeeennsnneeaeas 71
L Y o1 U o1 (Y= = SRR 71
4.24  Terms of Reference for Nomination Sub Committee - Position of Trustee...........ccccoocvviviiiiniieniee 71
4.25 Terms of Reference for Nomination Sub Committee - Position of Treasurer, Chair of Governance, and

[0 a1 gl ©7e] 0 V7= g o] PSR UPUPPR 73
4.26  Terms of Reference for Nomination Sub Committee - Position of Chairperson ............ccccccoveeiiiiiiienee.n. 74
Y o] 01T T [ o= PSP 75
5.1 Confidentiality AGreement fONM ........uiiiii et e e e e e e e e e e e e st eeee e e enneeas 75
5.2 Sample Accident REPOIt FOMM ......ooiiiiiii ettt 77
53 1Y =Y g o T ] a1 o TN e 4 o o USSP 80
5.4 (T ] S Lo T4 1o SO SRS OP PSSP 81
5.5 SamMPIE GrEVANCE FOMM ... ettt e e e e e e e e e e et e et et a e e e e e e e eeeeeaaaaeaaaaeaeeasaaaaannnnnnrnes 82
5.6 = T8 Te o VA C U T 1= =PRSS 83
5.7 MeEMDBErS INSUFANCE POLICY .......uueiiiiiieeeii ettt be e et 87

Procedures & Policy Manual | Millicent Members Golf Club 5



MILg,

CLAME, CO KILDARE

Al G
C,"‘A Oy P

gnt?

DEFINITIONS AND INTERPRETATION

1. CLUB

“Club” means Millicent Members’ Golf Club incorporating the sections of the Club known as “Millicent Members Men’s
Section” (herein also referred to as the “Men’s Section”) and “Millicent Members Women'’s Section” (herein also referred
to as the “Women'’s Section”) and “Millicent Members’ Junior Section” (herein also referred to as the “Juniors Section”)

2. FACILITIES

“Facilities” means the facilities made available to the Club by the Company for use by the Members and their guests and
visitors and such other persons as shall be determined from time to time.

3. COURSE

“Course” means the 18-hole golf course situated at Millicent Demesne, Clane, County Kildare.

4. TRUSTEE

“Trustee” means the Trustee of Millicent Members Golf Club.

5. EXECUTIVE COMMITTEE

“Executive Committee” means the Executive Committee of the Members Golf Club.

6. THE EXECUTIVE CHAIRPERSON

“The Executive Chairperson” means the Chairperson of the Executive Committee elected by the members of Millicent
Members Golf Club who are eligible to vote.

7. THE HONORARY SECRETARY

“The Honorary Secretary” means the Honorary Secretary of the Millicent Members Golf Club elected by the members of
Millicent Members Golf Club who are eligible to vote.

8. THE HONORARY TREASURER

“The Honorary Treasurer” means the Honorary Treasurer of the Millicent Members Golf Club elected by the members of
Millicent Members Golf Club who are eligible to vote.

9. WOMEN’S SECTION

9.1 “Women’s Section” means the section of the Club known as Millicent Members Women’s Section.

9.2 The “Women'’s Section” shall comprise the group of female amateur playing golfers operating under a constitution
acceptable to Golf Ireland and to which such Section of the club is affiliated.

10. WOMEN’S SECTION COMMITTEE

"Women'’s Section Committee” means the committee formed pursuant to Rule 9 of the Constitution.

6 Procedures & Policy Manual | Millicent Members Golf Club
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11. WOMEN’S SECTION SECRETARY

“Women'’s Section Secretary” means the Secretary of the Women’s Section.

12. WOMEN’S SECTION TREASURER

“Women’s Section Treasurer” means the Treasurer of the Women’s Section.

13. MEN’S SECTION

13.1 “Men’s Section” means the section of the Club known as Millicent Member’s Men’s Section.

13.2 The “Men’s Section” shall comprise the group of male amateur playing golfers operating under a constitution
acceptable to Golf Ireland and to which such Section of the club is affiliated.

14. MEN’S SECTION COMMITTEE

“Men’s Section Committee” means the committee formed pursuant to Rule 9. Of the Constitution

15. MEN'S SECTION SECRETARY

“Men’s Section Secretary” means the Secretary of the Men’s Section.

16. MEN’S SECTION TREASURER

“Men’s Section Treasurer” means the Treasurer of the Men’s Section.

17. JUNIOR SECTION

17.1 “Junior Section” means the section of the Club known as Millicent Member’s Junior Section.

17.2 The “Junior Section” shall comprise the group of junior male or female amateur playing golfers operating under a
constitution acceptable to Golf Ireland and to which such Section of the club is affiliated.

18. MEMBER

“Member” means a member in any category.

19. MEMBERSHIP

“Membership” means membership of the Club.

20. RULES

“Rules” means the rules of the Constitution, and as amended from time to time.

21. GOLF IRELAND

“Golf Ireland” means the single Governing Body for golf on the island of Ireland.

Procedures & Policy Manual | Millicent Members Golf Club 7
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22. REGISTER OF MEMBERS

“Register of Members” shall be the register maintained by the Executive Committee setting out details of the name,
address and contact details of all members, together with the category of membership held by each member.

23. REFERENCE HEADINGS

The headings to these Policies and Procedures are for convenience and ease of reference only and shall not be
considered as part of or affect the construction or interpretation of the Rules.

24. DETERMINATION OF POLICIES AND PROCEDURES
24.1 The Executive Committee determination in relation to the interpretation of these Policies and procedures shall be

final and binding.

24.2 The Executive Committee may decide any matter which is not covered by these Policies and Procedures, where
such determination is required for the proper and orderly conduct of the Club.

25. ADDITIONAL MATTERS

In these Policies and Procedures or where the context otherwise admits or requires, references to the masculine
includes references to the feminine and vice versa.

26. NOMINATION SUB-COMMITTEE

26.1 “Nomination Sub-Committee” shall mean those persons appointed from time to time by the Executive Committee,
acting at all times independently, who will assess and make recommendations for the appointment of Trustees or for the
election of Chairperson of the Club, Treasurer, Chair of Governance and Junior Convenor.

26.2 The Nominations Sub-Committee may also set out criteria including skill sets which the Club may seek for particular
positions, such as Trustees, Chairperson, Treasurer, Chair of Governance, Junior Convenor or Club Children’s Officer/
Designated Liaison Person or other positions.

27. ELECTRONIC ADDRESS

“Electronic Address” means any address or number used for the purposes of sending or receiving documents or
information by electronic means.

28. POLICIES AND PROCEDURES

“Policies and Procedures” shall mean this document and all other documents covering the rules of the Club which have
been approved by the Executive Committee and which are updated and amended from time to time.

29. COMPLAINT

“Complaint” shall mean a verbal or written statement where a person states that something is unsatisfactory or
unacceptable or that a person has done something that is unsatisfactory or unacceptable

8 Procedures & Policy Manual | Millicent Members Golf Club
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30. GRIEVANCE

“Grievance” shall mean an issue or problem that a Member may have about a particular aspect of their enjoyment of the
Club or may have about a fellow Member. A Grievance must be formally made in writing to the Secretary of the Men'’s,
Women'’s or Junior Section of the Club for golfing matters or to the Honorary Secretary for non-golfing matters. An
unresolved Complaint may be elevated to a Grievance.

31. GRIEVANCE PROCEDURE

“Grievance Procedure” shall mean the process the Appointee will follow to establish a solution for resolving Member
Grievances (and any elevated Complaints) with a view to finding a fair and final resolution.

32. APPOINTEE

“Appointee” shall mean the person appointed by the Executive Committee to take responsibility for investigating a
Grievance and recommending a resolution to the matter.

33. DISCIPLINARY MATTER

“Disciplinary Matter” shall mean a matter where, in the considered opinion of the Executive Committee, a Member may
have behaved in an inappropriate manner within the Club or whilst representing the Club.

34. DISCIPLINARY OFFICER (DO)

“Disciplinary Officer” shall mean an appropriate person appointed by the Executive Committee to act as Disciplinary
Officer (DO) to handle any disciplinary matters relating to the disciplinary policy. This individual will have the necessary
skills to carry out this role. The role of the DO is to take responsibility for processing and investigating the case prior to a
Disciplinary Hearing being set up.

35. DISCIPLINARY HEARING

“Disciplinary Hearing” shall mean the meeting or series of meetings convened by the Disciplinary Committee following the
completion of an initial investigation carried out by the DO. The Disciplinary Committee Hearing is required to conduct the
appropriate meeting(s) to examine, review and make a determination of the DO findings and to determine if any sanction
for breach of policy, code, direction, or such other disciplinary offence needs to be issued against the Member

36. DISCIPLINARY COMMITTEE

“Disciplinary Committee” shall mean the three-person panel consisting of Members of the Club appointed by the Executive
Committee. These individuals will have the necessary skills to carry out this role.

37. APPEALS COMMITTEE

“Appeals Committee” shall mean the three-person panel constituted as per the Disciplinary Committee who are not
conflicted and have had no role in the initial Disciplinary Committee hearing or investigation.

Procedures & Policy Manual | Millicent Members Golf Club
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SECTION 1

Standards of Conduct & Professional Behaviour (Members, Colleagues and Staff)

1.1 Introduction

The Club mission statement and values form the basis of our Standards of Conduct and Professional Behaviour. Each
Member, Colleague and Staff must make a commitment to understand and play, manage or work by these values at all
times whether on or off the course.

Our standards of integrity and dedication to our Club have contributed greatly to the success and growth of the Club. By
accepting responsibility for your own actions and personal integrity you play a valuable role in our continued growth and
development.

This section on ethics and behaviour provides clear statements on how everyone in the Club can work by these values
and make the appropriate business decisions. We cannot plan for all situations, but an understanding of the basic
principles will help us maintain an exemplary record of professional conduct and avoid unpleasant or costly mistakes.

It is part of your role as Member of our Club or your employment within it, to exercise reasonable judgement in all
circumstances. You need to understand and follow the guidelines of this manual. If you have any questions or a problem
you would like to discuss, please speak to the Director of Golf or a member of the Executive Committee.

1.2 Monitoring & Implementation

These policies and procedures will be reviewed every two years or updated in compliance with any new legislation or
guidance from Golf Ireland before then. The Governance Committee are responsible for all reviews and adoption of the
policies and procedures is a matter for the Executive committee. The Governance Committee is always open to reviewing
these policies and procedures and taking on board any advice or guidance or suggestions in respect of same.

1.3 Mission Statement, Vision & Values
MISSION STATEMENT

Millicent’s Mission Statement is to provide an unrivalled welcoming and friendly atmosphere and sporting environment
for current and future Members, visitors and guests, maintain efficient and effective management, and offer responsive
governance reflecting our Core Values.

VISION

To be among the friendliest golf clubs in Kildare, providing a magnificent golf course in a setting of natural beauty,
combined with a unique and excellent value golfing experience.

VALUES

Our Core Values are equally important and direct the decisions we make, define our character and preserve what is
special about our Golf Club. They are:

*  Respect: To Exhibit mutual respect among Members, management, staff and visitors.

»  Culture: To foster a caring, safe, friendly, fair, diverse and inclusive Club.

*  Communication: To Promote transparency through clear, accurate, reliable, honest and open communication
throughout our Club.

» Excellence: To Provide first-class facilities, service and activities to our Members and guests.

* Reputation: To Protect and enhance our well-deserved reputation.

* Responsibility: To Safeguard the club and its Members from the adverse effects of risks that can be detrimental to the
success of the Club.

10 Procedures & Policy Manual | Millicent Members Golf Club
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1.4 Reputation

Our reputation is paramount to the success of Millicent Golf Club and is determined by the results, standards and ethical
behaviour of all Members, colleagues and staff members. We maintain this value by:

* Thinking of ourselves as owners of the Club when making business decisions
* Considering and reflecting the diversity our members (including diversity of opinions) in an open, honest and fair way
* Protecting our Club and its assets from adverse threats, damage or misinformation

1.5 Membership

The Membership of the Club shall consist of the following categories:

Seven Day Member

A Seven-Day Member shall be a person admitted by the Executive Committee as a Seven-Day Member of the Club
pursuant to Rule 5 of the constitution herein and shall include Intermediate, Get into Golf and Honorary members.

Such Seven-Day Member shall be eligible to:

« play seven days a week,

e participate in all competitions relative to their membership section,

» vote at any AGM/EGM of the Club, and

* be a member of any Committee or Sub-Committee of the Club including holding an officer position of any Committee
or Sub-Committee of the Club.

Intermediate Member

Intermediate Members shall enjoy the privileges of Seven-Day Members at a fee to be determined from time to time by
the Executive Committee.

The Executive Committee shall determine from time to time the age range and numbers of members to be elected as
Intermediate Members.

“Get Into Golf” Member

Get into Golf Members are Members who subscribe to the Club’s Get into Golf Programme and shall enjoy the privileges
of Seven-Day Members of the Men’s/Women'’s sections at an annual fee rate, to be determined from time to time by the
Executive Committee and in accordance with Golf Ireland guidelines.

Honorary Member

An Honorary Member shall be any person appointed by the Executive Committee to be an Honorary Member of the Club,
after recommendation from either of the Men’s/Women’s Sections of the Golf Club. A person so appointed shall continue
to be an Honorary Member at the discretion of the Executive Committee and shall have all the rights and enjoy the
privileges of a Seven-Day Member but shall not be liable to pay any annual subscription.

Five Day Member

A Five-Day Member shall be a person admitted by the Executive Committee to such category of membership of the Club
pursuant to Rule 5 of the Constitution.

Procedures & Policy Manual | Millicent Members Golf Club
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A Five-Day Member shall not be,

» entitled to play on the Course or use the playing facilities on a Saturday or a Sunday without payment of a green fee,

» entitled to play in competitions on such days save for open competitions, or semi-open competitions for which such
person is otherwise qualified to play in accordance with the conditions of such competitions and upon payment of a
green fee for such competitions,

« entitled to vote at any AGM/EGM and shall not be entitled to be an Officer of the Club or an Officer of the Men’s/
Women'’s Sections or be a member of the Executive Committee of the Club.

A Five-Day Member will be entitled to be a member of the Committees of the Men’s or Women’s Sections of the Club.
A Five-Day Member may enter and play in the Captain’s Drive-in in accordance with the conditions of such competition
without payment of a green fee.

A Five-Day Member will be eligible to play in any competition from Monday to Friday including Open Competitions and
casual competitions.

A Five-Day Member will be eligible to play in Inter-club Competitions in accordance with Golf Ireland rules.

Five Day members will be offered an annual fee rate to be determined from time to time by the Executive Committee.

Junior, Student and Apprenticeship Members

The Executive Committee shall determine the rights and privileges of Junior Members.

Junior members shall comprise of young persons whose ages at the 1st January of that year shall not be less than 6
years or more than 18 years. Junior Members must be in full time education.

Student Members shall comprise of persons whose ages at the 1st January of that year are over 18 years and who are in
full time education.

Apprenticeship Members shall comprise of persons who are participating in any employment related apprenticeship
program. Evidence and duration of such program shall be provided to the club.

Junior Members not in full time education when they attain 18 years of age shall be afforded the opportunity to apply for
another membership category.

Junior Student and Apprenticeship Members shall not be entitled to vote at any AGM/EGM (other than the Junior AGM/
EGM) and shall not be entitled to be an Officer of the Club (other than Captain of the Junior Section) or an Officer of the
Men’s/Women'’s Sections or be a Member of the Executive Committee of the Club.

House Member

House Members shall be entitled to use the clubhouse and the facilities thereof but shall not be entitled to play over the
course or practice area or use any of the playing facilities of the Club without paying a green fee and shall not be entitled
to play in Club competitions, be a member of any committee or subcommittee or have voting rights at any AGM /EGM.

Overseas Member

Persons resident outside the island of Ireland for more than seven months (not concurrent) of each calendar year may
be elected by the Executive Committee as an Overseas Members of the Club on payment of such entrance fee, annual
subscription and capital levy (if any) applicable to the category as fixed by the Executive Committee from time to time.

The Executive Committee shall determine from time to time the numbers of Members to be elected as Overseas
Members.
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Overseas Members shall be eligible to play in, but not be eligible to win, the Captain’s prize, The President’s Prize, and
those competitions (including medal competitions) which qualify for Golfer of the Year points. Overseas Members shall not
be eligible to play in the club match-play competition.

Overseas Members shall not be entitled to vote at any AGM/EGM and shall not be entitled to be an Officer of the Club or
an Officer of the Men’s/Women'’s Sections or be a Member of the Executive Committee of the Club.

An Overseas Member will be entitled to be a member of the Committees of the Men’s or Women’s Section of the Club. An
Overseas Member will be eligible to play in Inter-Club Competitions in accordance with Golf Ireland rules.

An Overseas Member will be offered an annual fee rate to be determined from time to time by the Executive Committee.

1.5.1 Membership Rights/Conditions

*  The number of Members to be elected to each of the membership categories shall be determined from time to time by
the Executive Committee.

*  Amateur golfers of either sex are eligible for membership of the Club.

*  Membership of the Club shall be restricted to persons who have attained the age of 18 (except in the case of junior
members and otherwise as agreed by the Executive Committee).

» Annual Membership rights (including playing rights) cannot be transferred.

« Afree transfer in respect of the unexpired portion of a five-year subscription may be permitted to a named individual
from a Member who holds a five-year membership, subject to Executive Committee approval on application by the
Member or Members. The recipient of the transferred unexpired portion of five-year membership shall pay (if not
already paid) any new membership levy.

A Member, subject to acceptance to these rules, can apply for upgrade to a different membership category. The
upgrade is subject to the following conditions:

- The Member is in compliance with the Rules of the Constitution, and

- The Member’s entrance fee, subscriptions/levies and the like are not in arrears.

*  Each Member of the Club undertakes to abide by the:

- Rules, Policies and Procedures of the Club and those as laid down by Golf Ireland and the R & A.

- Terms and Conditions of Competition as laid down by the Club.

- Club’s Safeguarding Policy with regards to minors.

* All members shall participate in the club’s Personal Accident Insurance Policy. (See Appendix 5.7 for details)

1.5.2 Register of Members

* ARegister of Members shall be maintained in which the Director of Golf/Honorary Secretary/Handicap Secretaries
shall enter the names of all Members under the various categories of Membership, with particulars of their
addresses and contact details.

* Legislative requirements in relation to any Data Protection Act will be met at all times with regards to all classes
of membership and the personal details of all members will be kept secured and accessible only to those who are
authorised by the Club to do so.

1.5.3 Leave of Absence Policy

The following terms apply in respect of requests for Leave of Absence.

1. Leave of Absence request should be for a period of at least 6 months of which 3 months must be during Summertime
(April-September)

2. Commencement starts after acknowledgement of documentation and acceptance by the club.

3. Adeposit of €200 has to be paid to the club with request application in order to hold the Membership open. This
deposit will be held by the club and deducted from the subscription due on resumption of Membership.
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1.6

Leave of Absence may be granted on medical grounds, work commitments or other unforeseen factors.
Medical certificate by Consultant or Doctor may be requested with application.

All current fees must be up to date at time of application for Leave of Absence.

Member’s details will be amended on Golf Ireland to non-playing member.

All Golf Ireland and Insurance costs to be maintained and borne by the Member.

Member must re-apply for Leave of Absence on normal subscription renewal date and pay any applicable Leave of
Absence charges and fees

Three new cards must be submitted if absence is greater than 12 months for re-issuance of the member’s handicap
on WHS.

Each request for Leave of Absence will be looked at on a case-by-case basis. No decision will be taken as a
precedent.

Leave of Absence decisions will be at the discretion of the Executive Committee

All correspondence should be sent to secretary@millicentgolfclub.com

Competition Rules

“Terms and Conditions of Competition” are applicable to all Club competitions and enshrined in our Constitution. Specific
rules relating to individual competitions should be effectively updated, communicated to all members by e mail, to the
Member’s electronic address as held on the register of Members and shall be posted on the Club’s noticeboards.

1.7

Gifts and Gratuities

Members, committee members, sub-committee members, or staff members cannot accept can receive any gift or gratuity
of any kind from any person or organisation supplying goods of any kind or in any way dealing with the business of
Millicent Golf Club.

1.8

Safeguarding Club Assets

Our Club assets include:

Our valued Image and Reputation

Records and Confidential information
Supplies

Club Furniture and Fittings — Office Equipment
Fixed assets

Vehicles/ Machinery

Computer Equipment, Software and Hardware
Leased premises/carpark, putting/chipping area and course

By taking ownership of your actions and decisions, you accept responsibility for safeguarding the Club’s assets. This
means you agree to use all Club’s assets solely for conducting the club’s business, the enjoyment of the game for
everyone and not for any personal gain.

If you notice anything untoward, including any unauthorised access or threat of loss or damage, theft or misuse, please
bring any such observations to the attention of the Director of Golf or any member of the Executive Committee or any
other committee member.
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1.9 Confidential Information and Confidentiality Agreement

Confidential information is information that:

* Is owned by the club and is not available to the general public or
*  Could have value to an unauthorised person.

All files, reports data, sketches, drawings, computer programs, documentation, brochures, letters, e-mails, or any other
written, photographic or tangible materials and the like, made in the course of your membership, service or employment,
become the exclusive property of the club and will only be accessible during the exercise of your duties or service of the
club.

Members of the various committees/subcommittees and all staff shall sign the Club’s confidentiality agreement. See
Appendix 1.

1.9.1 Purpose of Policy

The Club aims to promote an environment built on trust. Save as otherwise required by law, you must treat as totally
confidential all information including but not limited to records, data, systems, plans, financial and legal information
or other matters relating in any way to the activities or interests or affairs of the Club and/or its members, staff or its
customers/clients.

1.9.2 Scope of Policy

This policy applies to all those engaged within or by the Club who has access to such information.

1.9.3 Policy

Confidentiality requirements

* You must take all reasonable precautions to ensure confidential information remains confidential and secure.

* You may not use, attempt to use, or allow others to use information belonging to the club in any way that may be in
competition with us, bring our name or our stakeholders names into disrepute or compromise the confidentiality of our
business.

*  You shall always endeavour to prevent the disclosure or publication of any such matters by others and shall keep with
complete secrecy all confidential information entrusted to you.

*  When leaving your position, you may not remove any documents or electronic files belonging to us and containing
information. If you are found to be in breach of this requirement, we may take legal action against you.

* Upon leaving, you no longer have an obligation of confidentiality for any information which has come into the public
domain other than by reason of a breach of your obligation hereunder or by the unlawful actions of a third party.

»  Confidentiality also extends to conversations and discussions to anyone outside the Club. All such information must
be treated confidentially and not be used for personal gain or any other purpose other than for what it was intended.

» This confidentiality requirement extends to forwarding of electronic correspondence to personal email accounts or
other external sources

Confidential information includes but is not limited to the following:

» Personal information relating to individuals.

* Financial or legal Information.

e Security information.

e Operational and technical information including strategic, management, HR matters
*  Business information.

*  Commercial information.

» Information relating to prospective suppliers and stakeholders.
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» Information relating to our sport including athletes, participants, competitors, technical, sponsors or other
stakeholders with whom we have a relationship.
* Any information in respect of which the Club is bound by an obligation of confidence to a third party

Breach of Confidentiality

Due to the importance of the Club in maintaining confidentiality, any breach of this requirement will be treated as gross
misconduct in accordance with the Disciplinary Procedure and may result in dismissal and/or any further action deemed
necessary by the Club.

1.10 Communication Policy and Statements to the Media

Name, Logos and Branding

All names, logos and branding are protected and should only be used with the consultation and consent of the Executive
Committee.

1.10.1 External Communications Policy

Due to the nature of Club business and golf activities, as a Club, we understand that from time to time an external
party may have to communicate on our behalf to external stakeholders. This policy details the procedure that should
be followed by both internal or external persons when communicating on behalf of the Club. Additionally, this policy
highlights the importance of distinguishing personal communication from communication made on the Club’s behalf.

The following are in place to safeguard and protect everyone who communicates on behalf of the Club.

*  You should not give information to the media.

* You are expected to use the utmost discretion when discussing Club affairs.

« Atall times, remember that personal opinion is personal, and you should ensure this is made clear.

* New external communications should be approved by the Executive Committee.

* The Executive Committee has operational responsibility for managing our public image and reputation.

* The Club representatives authorised to approve information releasable to the public media are the Executive
Committee, or the person duly appointed by the Executive Committee.

* The Executive Committee or person appointed by the Executive Committee will authorise all public statements and
media releases.

» Material used when completing presentations, speeches or any publication or article relating to the Club business or
golf activities in any public forum should also be cleared by the Executive Committee or a person appointed by the
Executive Committee.

1.10.2 Internal Club Communication

Due to the nature of club business and golf activities, as a Club, we understand that from time to time we may have to
communicate with our members. This policy details the procedure that should be followed when doing so. Balancing
and maintaining an open and transparent environment without sending our members with excessive BRS messages is
paramount and accordingly the following simple rules should be adhered to as we endeavour to reduce the number of
e-mail communications:

» All matters related to course maintenance/course openings, BRS messages/e-mails shall be managed by the pro-
shop and messages issued directly as required.

» All matters related to the Pro -Shop shall be issued directly by the Golf professional.

» All correspondence from the Honorary Secretary can be issued separately without restriction.

*  All other BRS E-Mail communications to the general membership including (but not limited to) matters relating to the
Men’s /Women’s/Juniors committees, general administration (other than personal correspondence/invoicing matters),
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Executive communications, Bar & Restaurant communications and others, shall be issued by our Communications
Sub- Committee twice weekly on a Tuesday and Friday of each week. To this end, any communication requirements
should be submitted to comms@millicentgolfclub.com by close of business on each Monday or Thursday evening, in
order to be released in the general E-mail of the following day. No exceptions will be facilitated to this deadline.

»  For smaller group/committee messages,- these can continue to be managed by What's App messaging or internal
committee e-mails.

Media including Social Media

Contact with the press, publications, radio, TV including Social media on matters concerning the Club, requires the prior
approval of the Executive Committee. If a Club Member, Club volunteer or staff member is asked for any information you
should direct the query to the Executive Committee and ensure that clearance is given before giving any response.

1.10.3 Copying (cc) Internal Email Communication

Internal email correspondence within the Club shall not be copied (including blind copied) to any external third parties
without the expressed permission of the Executive Committee to confirm that it is appropriate to do so.

1.10.4 Working with the Community and Stakeholders

The Club has a broad range of stakeholders including but not limited to:

*  Members

*  Volunteers

* Local Community and Local Community Groups/Bodies Local & Regional Suppliers/Providers

e Sponsors

* Local and National Media Governing Body — Golf Ireland

« Failte Ireland

»  Department of Tourism, Transport and Sport

* The Club shall strive to communicate in an effective and professional manner, with stakeholders on a consistent basis.
It shall also abide by any contractual obligations in relation to communications and shall ensure a strong working and
supportive relationship with all its stakeholders.

*  The Club has a Club Executive Committee, and other committees consisting of volunteer members who contribute
their time on a voluntary basis.

*  Members shall treat all committee and volunteer members, who are making contributions of time, in a respectful and
professional way.

«  Staff may from time to time come into possession of sensitive or important information. Staff should take care not
to disclose any such information to Members or volunteers without first clearing this with the Executive Committee
Chairperson or Honorary Secretary.

« At all times, staff members will work in the best interests of the Club.

1.10.5 Club Spokesperson

The Chair of the Club Executive Committee shall be the Club Spokesperson unless otherwise agreed by the Executive
Committee or delegated to another Club Officer.

Any statements to reporters from newspapers, radio, television, etc. in relation to the club will be given by the Club
Spokesperson
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111 General expenses

General expenses can be claimed for Club purposes. It is your responsibility to use Club funds with care and not for
personal benefit. All potential expenses claims must have prior approval before being incurred from the Director of Golf or
Club nominee i.e. Club Captains/Chairperson

In order to comply with taxation regulations and audit you will be required to keep a record of all expenses. All expense
claims must be supported by receipts. Expenses must be submitted at the end of each month for the month in which they
were incurred.

1.12  Clothing Apparel

To maintain high standards for all levels of users of the above we suggest the following dress code
Golf Course

*  Golf apparel and clothing from golf retail stores /pro shops
* No track/leisure suits, football jerseys or collarless tee shirts allowed
» If shorts are worn, they should be of the tailored variety

In the Clubhouse/Bar & Restaurant

* Smart casual attire is only permitted
* Respectable denim is acceptable provided it is not torn, cut or frayed
*  Golf shoes not permitted in Bar and Restaurant

1.13  Conflicts of Interest and Fraudulent Behaviour
1.13.1 Purpose of Policy

When carrying out your duties you are acting as a representative of the Club. We trust you to act in an honest, fair and
ethical manner at all times and to uphold our ethos and best interests at all times.

It is of the upmost importance that you maintain integrity and avoid conflicts of interest which could damage our
reputation. We trust you to use your own judgement, common sense and integrity as to what is appropriate in given
circumstances. Equally fraud of any kind will not be tolerated and will result in Disciplinary action being taken and
complaints made to Gardai when necessary.

1.13.2 Scope of Policy

This policy applies to all members of the Club, its Officers, Volunteers, Members, Suppliers and Contractors.

1.13.3 Policy

When determining what qualifies as a conflict of interest the emphasis is on whether there is potential for a conflict of
interest or whether it is perceived there could be a conflict of interest.

While this list is not exhaustive you should not knowingly engage in any activity either in work or outside of work which:

* is contrary to the interest of the Club.

e is in competition to the Club.

» could bring the name of the Club into disrepute.

» could compromise the confidentiality of Club activities.
» could compromise the objective nature of the Club.
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You should also consider that a conflict of interest may arise where a close family member or friend is engaged in any
activity outlined above.

If you are aware of a potential conflict of interest you should discuss this with the Director of Golf or any Executive
Committee member outlining the potential conflict and declare same in writing if so required.

If a conflict of interest is found to exist, a decision will be made as to whether or not you can continue on in that aspect of
the work you may be involved in. In some instances, you may be requested to absent yourself from certain duties. Should
this situation arise, the process will be carried out in consultation with you.

Failure to comply with this policy may invoke the disciplinary procedure, up to and including dismissal or expulsion from
the Club.

Fraudulent Behaviour

Certain persons are permitted to use Club premises, telephones, computer systems, communications networks and other
facilities. We reserve the right from time to time to monitor these facilities to prevent misuse and for its general business
purposes in accordance with the General Data Protection Regulations. Risks of fraud must be controlled and suspicions
of dishonesty reported and efficiently investigated. Investigations are also critical to clear the names of individuals and
companies wrongly suspected Personal information provided may be used in relation to fraud prevention and other crime
related investigations.

Types of Fraud

“Fraud” covers any deception or dishonesty by which one or more persons or Club intends to gain any improper
advantage over others, and the words “fraud”, “dishonesty” and “deception” are considered synonymous.

Examples of Fraud to which the policy applies:

» Misappropriation of assets including the unauthorised removal of intellectual capital and information.

»  Corruption meaning the payment or receipt of any unauthorised benefit for doing, or not doing anything in relation to
duties.

« Conflicts of interest meaning those cases where persons have private, undisclosed interests, which could interfere
with their obligations.

» False reporting. This includes both the creation of false reports and suppression of material information.

* Technological abuse including unauthorised access to computer systems, implanting viruses or any other malicious
code (s) and sabotage.

Any breach of this Policy may result in disciplinary action being taken.

1.14  Club Security

The Bar and Restaurant Franchisee shall be responsible for securing and locking the premises at all times. On occasions
where other authorised key holders are on the premises, the Bar and Restaurant Franchisee can request such Keyholder
to secure and lock up the premises on their behalf. All doors and windows should be checked to ensure that they are
locked. All areas of the clubhouse including all common areas, locker rooms and storage areas should be checked to
ensure that they are clear of members and visitors. Alarm should be set and main gate locked on departure.

General Security

From time to time the Club may employ the services of a lock-up crew who are onsite from close of the pro-shop until
dusk. Their role includes:
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» the parking/charging/cleaning of buggies.

» general tidy up around clubhouse.

* ensuring yard gate beside clubhouse is locked.

« checking membership and/or taking green fees from visitors before golf commences(for late starters)
* ensuring that there is no unacceptable behaviour around clubhouse/putting green area etc.

» ensuring last staff in clubhouse understand clubhouse and main gate procedure for locking up.

» inform landlord if the driving range is still in use.

1.15 General Data Protection Regulations (GDPR)

1.15.1 Our Data Protection Promise

Millicent Members Golf Club is committed to respect your rights under data protection laws. Keeping your personal and
data safe is very important to us. Our Data Privacy Guidelines (as outlined below) contains the essential information
about our data processing commitments.

1.15.2 Legislation Implications

Millicent Golf Club collects and uses information about members for a variety of purposes. The nature of the information
held being, personal information such as addresses and bank details, means that Data Protection legislation applies.
Data Protection legislation is in place to protect all of us from the misuse of our information. Therefore, there is a
requirement for our Club to ensure that we adhere to the legislation and guidelines provided by the Data Protection
Commissioner.

1.15.3 Overview of legislation

Data Protection is fundamentally about an individual’s right to privacy and the Data Protection Acts of 1988 & 2003 and
the EC Electronic Communications Regulations (2011) have enshrined this right in Irish law. The Acts set out the general
principle that individuals should be in a position to control how data relating to them is used.

Data Protection legislation applies where an individual or organisation collects, stores or processes any data about living
people, often referred to as personal data, on any type of computer or in a structured filing system.

Definitions
Data Controller

A data controller is the individual or the legal person who controls and is responsible for the keeping and use of personal
information on computer or in structured manual files. Millicent Golf Club is therefore deemed to be a data controller.

Data Processor

An individual or legal person who holds or processes personal data but does not exercise responsibility for or control over
the personal data. Examples of data processors include payroll companies, accountants.

Personal Data

Data that relates to a living individual who can be identified directly from that data or whose identity can be derived from
that data in conjunction with other data that may be available.
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Sensitive Personal Information

Data about an individual which relates to race, ethnic group, political affiliation, religion, trade union membership, mental
or physical health, sexual orientation, or criminal record.

How it’s relevant to Millicent Golf Club?

The Data Protection legislation applies to Millicent Golf Club as personal data relating to living individuals is collected and
used for membership registration, managing teams, and administering the club. These are legitimate uses of the data,
but it is imperative that the data is controlled and processed in compliance with the legislation. It is the responsibility of
Millicent Golf Club to ensure that the privacy rights of individuals are safeguarded when processing personal data. Whilst
the legislation is complex, the requirements can be summarised under the following eight rules:

We Must:

1.

Obtain and process information fairly

Keep it for one or more specified, explicit and lawful purposes

Use and disclose it only in ways compatible with these specified purpose(s)
Keep it safe and secure

Keep it accurate, complete, and up to date

Ensure that it is adequate, relevant, and not excessive

Retain it for no longer than is necessary for the specified purpose or purposes

Give a copy of his/her personal data to an individual, on request

Practical Considerations

The Legislation allows for Golf Clubs to collect personal information relating to Members, such as Names, Addresses,
Dates of Birth, email, and telephone numbers for the purposes of administering the Club (e.g., registering players,
arranging meetings) or other specific purposes with the permission of the individual.

It does not allow for members’ data (such as email addresses) to be used for purposes (Such as marketing emails
from third parties) without the express permission of the member.

The member must be given the opportunity to ‘Opt-in’ before their details is included in any mailing lists for any
communication which is not related to club activity (the original purpose).

In all cases, the personal information relating to members must be kept safe and secure and should never be passed
to third parties without the express permission of the member.

At point of capture (i.e., registration) members must be informed of the purpose or purposes that their information will
be used for (Registration, club activities, fundraising, etc)

When sending emails to a mailing list the Blind Copy address field should be used to ensure that email addresses are
not inadvertently disclosed

Do not correspond directly with Juveniles, Parent or Guardian contact details should be used

Members must opt in to receive correspondence which is not directly related to club activities(not opt out).

Allow members the facility to opt out on correspondence issued (They must be removed from mailing lists as soon as
possible, and at least within 40 days of notification)

Do not contact individuals who have asked to opt out

All Membership forms, in hard copy, should be stored centrally in a secure location

Electronic records should be saved on an access-controlled device, preferably encrypted, logons should not be
shared.

Data should be held only whilst there is a continued need for it — data should be reviewed and destroyed regularly
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» Data should be reviewed regularly for completeness and accuracy (at least yearly)
A member can submit a Subject Access Request to request all of the information held about them by the Club — this
must be provided within 40 days and a fee may be charged, of no more than €6.35

What constitutes a breach?

Where an incident gives rise to a risk of unauthorised disclosure, loss, destruction, or alteration of personal data, in
manual or electronic form, the legislation requires that the data controller must give immediate consideration to, informing
those affected. Such information permits data subjects to consider the consequences for each of them individually and to
take appropriate measures.

If the data concerned is protected by technological measures which make it unintelligible to any person who is not
authorised to access it, the legislation states that the data controller may conclude that there is no risk to the data and
therefore no need to inform data subjects. Such a conclusion would only be justified where the technological measures
(such as encryption) were of a high standard.

All incidents in which personal data has been put at risk should be reported to the Office of the Data Protection
Commissioner as soon as we as a data controller becomes aware of the incident, except when the full extent and
consequences of the incident has been reported without delay directly to the affected data subject(s) and it affects no
more than 100 data subjects and it does not include sensitive personal data or personal data of a financial nature.

In case of doubt- in particular any doubt related to the adequacy of technological risk mitigation measures - the data
controller should report the incident to the Office of the Data Protection Commissioner.

Escalation or Queries

* The Data Protection Commissioner provides extensive information and practical guidance on Data protection on the
website, https://www.dataprotection.ie/ and members can inform themselves further by reviewing that site.

» If you have any concerns about Data Protection or feel that a breach of Data Protection legislation has occurred, you
should notify the Hon Sec as soon as possible and the matter will be addressed.

1.15.4 Specific Steps for Golf Clubs to ensure Compliance

It is imperative that every Club understands the principles of Data Protection. The following are key steps clubs should
take:

Increase Awareness

GDPR will benefit all of us, it will ensure that our Personal Information is protected from misuse by any organisation. It will
also ensure that, as a Data Controller, our Golf Club, will be accountable for how it collects, uses, and stores information
about the Golf Club members under our remit. It is critically important that every member is aware of our requirements
with regards to GDPR and how that impacts them, either as a volunteer working on behalf of the club or as an individual
Club Member.

Ensure Understanding

As the saying goes, ‘You can’t manage what you can’t measure’ and this is especially true regarding Data Protection. It is
imperative that we understand exactly what Personal Information we hold (and is responsible for). To ensure this is clear,
it is important that we make an inventory of the personal data that we hold and examine it under the following headings:

1. Why is it being held?
2. How was it obtained?

3. Why was it originally gathered?
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How long is it being retained for?
How secure is it?
Is it shared with any third parties?

Obviously, the primary source of personal information held by us is its Membership database. Specific consideration
must also be given to paper membership forms and how these are managed once they have been completed and
received by the club.

It is OK to collect information on paper forms, and to retain them in hard copy after they have been completed, as long
as the member is made aware of this at the time, they are completing the form.

Tick boxes (or similar) should be used to obtain the person’s consent to process their information.

It is vitally important that any completed forms are stored securely in a specified location.

The same logic should be applied to any other system or database used to assist the club when managing its
membership. It is OK to use technology supports in this way, but careful attention must be paid to how and where data
is stored (it must be secure and should be encrypted) and individuals must be informed if a third party is being used to
provide a system for this purpose.

Most of the third-party providers of these kinds of systems (online registration, text messaging, fundraising) will be well
aware of GDPR and will be able to advise on how they are ensuring compliance. Where we use a third-party system,
we should contact them to verify that they are in compliance with GDPR.

Other likely categories of Personal Information held by us will include:

Information required for Vetting forms
Junior camps registration forms

Text or messaging systems

Email lists or distribution groups
Team-sheets, training attendance lists
Information captured on club websites

Clear Communication

As noted above, it is required that members are made aware of certain information such as why their data is being
collected and who will have access to it before their data is obtained.

Existing membership forms, and other forms used to collect data should specifically tell members the following:

The Clubs identity

The reasons for collecting the information

The uses it will be put to

Who it will be shared with

If it's going to be transferred outside the EU

The legal basis for processing the information

How long it will be retained for

The right of members to complain if they are unhappy with the club’s implementation of GDPR

Other specific personal privacy rights relevant under GDPR (as outlined in Personal Privacy Rights section)
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Ensure Personal Privacy Rights

GDPR enshrines certain rights for individuals that must be supported by every Data Controller, including Golf Clubs.
These rights include access to all information held about an individual (Subject Access Request) This allows for any
member to request a copy of all information held about them. This must be provided within one month. Maintaining the
Inventory of Personal Information outlined above will be a critical enabler for processing Subject Access Requests

* In atimely manner (align)

» To have inaccuracies corrected

» To have information erased

» To object to direct marketing

» To restrict processing of their information including automated decision making

*  Ability to receive all of their information in a standard format to move to another provider (more relevant for switching
banks or utility providers than Golf Clubs but must be supported)

Obtain and Manage Consent

GDPR is very clear that an individual must be informed of what their personal information is going to be used for, who
will have access to it, where it will be stored and how long it will be held for. They must give their consent for their data to
be used. Consent must be freely given, specific, informed and unambiguous. Members cannot be forced into consent or
unaware that they are giving consent. Obtaining consent requires a positive indication of agreement. It cannot be inferred
through silence (not objecting), pre-ticked boxes or inactivity. Consent must also be verifiable. We as data controllers
must be able to demonstrate that consent was given, and an audit trail should be maintained.

Note: Where paper forms are used to collect personal information (e.g. Membership applications), the retention
period (how long its kept) for the form, or relevant portion of the form, should align with the need to demonstrate
consent.

Under GDPR, children are not permitted to give consent for Data Processing. A child’s Parent or Guardian must give
consent on their behalf.

Reporting Data Breaches

« [f unauthorised access to Personal Data occurs or Personal Data is lost or stolen, this must be notified to the Data
Protection Commissioner within 72 Hours of being identified.

« This is a requirement for all paper information and all electronic information (unless the data is encrypted or
anonymised).

» If the breach is likely to cause harm to the individual (Identity Theft or breach of confidentiality) then the individual
must also be informed.

» Aprocedure to detect, report and investigate data breaches should be in place.

» ltis imperative that Data Breaches or possible Data Breaches are not ignored in the hope that no one will notice, they
must be investigated and reported if appropriate to do so.

*  The 72-hour deadline for notification to the Data Protection Commissioner applies irrespective of any steps being
taken to understand the causes of the breach.
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Ensure Privacy by Design

GDPR seeks to ensure that all significant new processes, initiatives, or projects undertaken consider and ensure GDPR
compliance. This requires that a Data Protection Impact Assessment must be undertaken to understand the potential
impact of that project / initiative on the privacy of individuals. Golf Clubs that are considering projects with ‘high risk’
processing (i.e. new technology) or installing CCTV should conduct a Data Privacy Impact Assessment by meeting
relevant stakeholders, identifying potential privacy issues and agreeing ways to mitigate the risk of issues occurring

Identify Data Protection Officer

Our administrative assistant at Millicent Golf Club will coordinate our approach to meeting its Data Protection obligations.
This will include identifying and recording the specific locations where data is held in the Club, ensuring that consent is
obtained in the appropriate manner and maintained

1.16 Buggy Rules

The purpose of these rules are to establish a standard for the safe operation of all ride-on buggies operated on the course
and its environs at Millicent Golf Club. The document as outlined in more detail in appendix 5.6 herein also sets down the
health and safety criteria to be applied and conditions to be met for their use.
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SECTION 2

CLUB MEDIA POLICIES

2.1 E-Mail and Internet policy

The purpose of this policy is to minimise risks associated with email, voicemails, internet and computer usage in general
and to ensure that the best personal and professional standards underpin the Club’s usage of these technologies. The
policy aims to inform everyone engaged within or by the Club about their rights and responsibilities in this regard when
using these technology platforms.

The internet is a valuable resource, not just for communication, but also as a source of information. While email and the
internet bring many benefits to the Club, they also bring risks. The Club is responsible for material originating from its
website and material found on its machines.

2.2 Scope of Policy

This Policy applies to all systems and services throughout the Club and those engaged within or by the Club who use
them, including remote locations, external data processing facilities and third parties who use our computing facilities.

It applies to the use of email, internet and computer systems by all staff employed, club members or club volunteers who
may be provided with access to the Club’s systems.

It also applies to any Club Committee members who are emailing on the Club’s behalf.

2.3 Email and What’s App Messaging

Email is a computerised communication system that enables the sending and receiving of messages via PC’s.
Documents and other material can be attached to emails. The risks associated with the use of emails include but is not
confined to the following:

a. Your message may go to persons other than the intended recipient and if confidential or commercially sensitive, this
could be damaging to the Club.

b. Email messages can carry computer viruses that are potentially damaging to the Club’s computer operations.

c. Letters, files, and other documents attached to emails may belong to others and there may be implications, including,
but not limited to matters relating to copyright, in sending or receiving such material without permission.

d. Email is speedy. This may have implications for messages which are written in haste or written carelessly. With
a slower medium, there may be more of an opportunity to reconsider, verify or rephrase. This could give rise to
misunderstandings, offence or indeed to legal liability on the Club’s part for defamation, etc.

e. An email message may legally bind the Club contractually in certain instances without the proper authority having
been obtained internally.

f. It should be remembered that all personal data contained in emails may be accessible under Data Protection
Legislation.

g. Emails should be regarded as potentially public information, which carry a heightened risk of legal liability for the
sender, the recipient and the organisations for which they work.

h. Offensive e-mails can also constitute bullying, slander, harassment and may cause offence to colleagues or other
recipients and are treated in the same manner as other forms of abuse in line with the Club’s policies and will not be
tolerated.
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Rules for Email and What’s App use

To avoid or reduce the risks inherent in the use of email, the following must be noted and observed:The Club’s name is
included with every message sent by a member or member given access to an email address.

a.

b.

This reflects on the Club’s image and reputation. Therefore, email messages must be appropriate and professional.

Alow level of personal use of email is tolerated on a member’s own time, but it should not in any way interfere with
the Club’s operations or cause any harm to either the Club or to Club facilities.

Personal, confidential, or commercially sensitive information must not be sent by email. You must be mindful that
such information can be readily or rapidly re-distributed via email to a wide audience, perhaps even without the
knowledge of the original sender.

Beware of what is written in email messages. Extra caution needs to be taken with email messages in respect of
any disparaging remarks that may be contained therein. An email should be regarded as a written formal letter, the
recipients of which may be much wider that the sender intended. Hence any defamatory or careless remarks can
have very serious consequences, as can any innuendo.

Emails containing indecent, obscene, sexist, racist or other inappropriate remarks or pictures (including cartoons) are
prohibited and may result in disciplinary action.

Do not enter contracts on behalf of the Club using the internet or email unless you have the express authority to do
so from the appropriate authority within the Club. Where appropriate, relevant legal advice should be obtained.

If you receive any offensive, unpleasant, harassing, or intimidating messages via the email then you are requested
to inform the appropriate authority within the Club i.e. Executive Committee, Honorary Secretary or Director of
Golf. It is important that the Club traces such emails as quickly as possible and deals with them appropriately and
expeditiously.

Documents prepared by the Club for suppliers/external providers may be attached via the email. However, excerpts
from reports, publications etc. other than those written/issued by the Club, may be in breach of copyright and the
author’s consent may be required. However, links to files and/or web locations are permissible. Information received
from a supplier/external provider should not be released to another supplier/external provider without prior consent of
the original sender. If in doubt consult the appropriate authority within the Club.

Email services should not be used in any manner that may cause excessive strain on computer facilities or
unnecessary interference with other users. This includes but is not limited to the sending or forwarding of email chain
letters, sending large numbers of unsolicited Emails or re-sending the same message repeatedly and unnecessarily
to one or more recipients.

The Email system employs user-ID’s and associated passwords to isolate the communications of different users.
Users must never share passwords or reveal them to anyone else. In general, staff members should not leave their
computer unattended without securing the session by password, timeout or signing off.

Where a suspected virus is received, contact the appropriate authority within the Club immediately. All incoming
attachments must be virus checked. All storage devices and CDs should also be virus checked.

It is prohibited to forward emails concerning the sensitive business information or private communications to your
personal email address. All email communication to external contacts must be in line with normal business practice.

When communicating by email, particularly when forwarding email threads, please ensure that the previous email
threads are appropriate to the end recipient. It may not be appropriate to forward emails internally to persons not
included on the original email thread and it is not appropriate to forward emails externally at any time unless the
author of the original email is advised.

Emails containing Club data should never be forwarded to your personal email account without permission.
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o. lItis an offence and may be subject to disciplinary action up to and including dismissal if you are found, as a Member
to be using the system to the detriment of the Club.

p. All of the above rules addressed under this section 2.3 apply to what's app and text messages sent by Member’s and
staff alike.

Monitoring of Email

The Club reserves the right to monitor the contents and usage of the email system to support operational, maintenance,
auditing, compliance (including compliance with these policies), security and investigative activities and for other
legitimate business purposes. Accordingly, you should use email with the knowledge that the Club may from time to time
examine the content of email communications and monitor your use of email.

Opening mailboxes for investigation requires authorisation by the appropriate authority within the Club on a case-by-case
basis. The Club may search the Club’s mailbox, hard disk, network drive and relevant backups. Where a problem is found
to exist following an investigation, it will be reported to the sender, or the Member concerned. Where the problem relates
to material such as virus, which can damage the network, the Club may immediately close-down an account pending
further investigation and action.

E-mail monitoring systems may be installed to protect Club systems including to:
a. Check mail messages for viruses and clean them before they enter the mail system.

b.  Filter out mail messages with attached video files at the discretion of the Executive Committee of the Club. Video
files tend to be very large. They can have an adverse effect on the delivery of other mails.

24 Internet Rules

The internet enables users to obtain information specific to their role and enables two-way communication with sites
appropriate to that role. The risks to the Club of the misuse of the internet can be great and hence the need for strict rules.

a. The Club’s internet connections are intended for activities that either support Club Business and Golf operations
or the appropriate professional development of Members, where applicable. As with email, a low level of personal
surfing of the internet is tolerated, but this must be in your own time and must not interfere with the Club’s operations
or cause any harm either to the Club or to Club facilities.

b.  Staff must not deliberately perform acts which waste their own or their colleague’s or fellow staff member’s time or
the Club’s computer resources. These acts include:

i. Playing games, online gambling, shopping etc.
ii. Online non-business- related chat groups.

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

traffic.
iv. Accessing streaming audio/video files, for example, listening to music or watching movie clips.
V. Forwarding non-business-related audio/video files to other members or other members.
Vi. Participating in mass non-business-related mailings such as chain letters.
vii.  Sending any unofficial attachments.
viii.  Accessing, storing, or distributing images, ‘video’ or graphics which do not relate directly to club operations.
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iX. Sending or circulating any defamatory information.

X. Sending or circulating any data protected by Data Protection legislation except as authorized by the Club or
as permitted under legislation.

Xi. Negligent Virus Transmission.

Xii. Connecting any equipment to our network without permission.

xiii. ~ Taking copies of our software or bringing illegal software into the workplace.

xiv.  Making personal use of any blog or social networking forum unless you are acting on the Club’s behalf as part
of your role/position with the Club.

xv.  Attempting to gain unauthorised access to any computer system.

Material should not be downloaded from services that have to be paid for without appropriate authorisation. Any such
material must be directly related to the operational activities of the Club.

Mailing lists and newsgroups are useful for keeping abreast of developments in a Member’s particular professional
field of interest, if applicable. Mailing lists and newsgroups may be used for Club business only. The guidelines as set
out herein in respect of email usage and Internet browsing also apply to these media. Should members of a mailing
list or newsgroup be in breach of these guidelines, Members must immediately remove themselves from the service
concerned.

To access, download or send any indecent, obscene, pornographic, sexist, racist, defamatory or other inappropriate
materials or the circulation of such materials will be a dismissible or expulsion offence. There is the potential for
criminal liability arising from such activity under the Child Trafficking and Pornography Act, 1998 and the Gardai or
other appropriate authority may be informed.

Members may have access to social media sharing and/or chat rooms, where these relate to their work. These
facilities may be used solely and strictly in the course of a Member’s work. Use of any offensive, intemperate, or
otherwise unacceptable language is strictly forbidden and will be regarded as a serious breach of Club Policies.

Members or staff may not download copyrighted software, audio or visual files or any other copyrighted material from
the Internet. Any such material discovered will be deleted without prior notification.

Staff members may only access the internet through a computer attached to the Club’s network and must do so
through an approved Internet firewall or other security device provided for by the Club.

Internet Monitoring

The Club may employ software to monitor the use of web browsing facilities.

Arecord of internet sites visited by any staff member through any of the Club’s connections or computers may be kept
and used by the Club at its discretion and for use as deemed appropriate.

Access to sites unrelated to the Club’s business from the Club’s equipment is absolutely forbidden and is in serious
breach of this policy and may be subject to disciplinary action. The Club will fully co-operate with the relevant authorities
in investigating and prosecuting any illegal access.

No one may download from sites unrelated to the Club’s business copyrighted software, audio or video files or any other
copyrighted material from the internet using the Club’s equipment

Any such material discovered will be deleted without prior notification.
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Use of the Internet may be subject to monitoring:

a. to support operational, maintenance, auditing, and investigative activities

b. or legitimate business purposes.

c. to verify this policy is being complied with.

d. during any investigation.

e. for security and/or network management reasons.

f.  for any other reasons as decided by the Executive Committee to be in our best interest

Monitoring includes, but is not limited, to, electronic scanning for source and destination addresses. The distribution of any
information through the internet is subject to the scrutiny of the Executive Committee.

The Executive Committee reserves the right to determine the suitability of this information.

2.5 General Principles re Internet and Email

In addition to the foregoing, the Internet and email should not be used:
a. For personal gain or profit.

b. To represent yourself as someone else.

c. To post or download messages that contain political views.

d. To advertise or otherwise support unauthorised or illegal activities.

e. To provide lists or information about Club Members or the Members of any related club/ organisation to others and/or
to send classified information without appropriate approval.

2.6 Infringement/Breach of Internet and Email Rules

Due to the importance of these rules, any breaches will be treated seriously including gross misconduct, in accordance
with our Grievance and Disciplinary Policy. Rule breaches may result in appropriate disciplinary action or further action
deemed necessary by the Club up to and including dismissal, termination of contract, removal or suspension from office or
role within the Club.

Violations or suspected violations of these rules should be reported to the appropriate authority within the Club.

The Club also operates a communications and a social media policy (section 1.10 above) which should be read in
conjunction with and may also be relevant this policy.

2.7 Telephone and Mobile Policy

For staff members, any personal use should be kept to an absolute minimum and not affect your work. In the workplace,
personal calls, or text messages, should be avoided unless you are on your own time, for example, at lunchtime or during
breaks. Personal mobiles should be set to silent or discreet to avoid any disturbance.

To access, download or send any indecent, obscene, pornographic, sexist, racist, defamatory or other inappropriate
materials or the circulation of such materials will be a dismissible offence. There is the potential for criminal liability arising
from such activity under the Child Trafficking and Pornography Act, 1998 and the Gardai or other appropriate authority
may be informed.
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2.8 Computer Usage policy

Club computers and equipment are for Club business only. Members or staff may not use Club computers or equipment
for their own personal use. All information / data on all computer workstations are the property of the Club. The Club
reserves the right to check all workstations as required. Staff may not maintain personal files on the Club computer
facilities.

Failure to adhere to the terms of this policy may require the Club discipline policy being applied, up to and including
dismissal from the Club.

Passwords and Passcodes

All passwords and pass codes are the property of the Club. No password or pass code may be used that is unknown to
the club. Passwords and pass code should not, under any circumstances, be shared with anyone else or taken as an
indication of personal privacy.

Summary

The Internet, e-mail and Telephone should not be used for:

*  Personal gain or profit.

» To represent yourself as someone else

» To post or download messages that contain political views

* To post or download messages that will reflect poorly on the Club’s name and reputation.

» To advertise or otherwise support unauthorised or illegal activities.

« To provide lists or information about the club members to others and/ or to send classified information without
approval.

*  When it interferes with job responsibilities.

Internet Access is conditional on the following additional rules being observed:

* Internet is for Club business only. It should not be used for any private or other use.

» To access downloading or sending of any indecent, obscene, pornographic, sexist, racist or defamatory or other
inappropriate materials as well as the circulation of such materials will be subject to the Club’s disciplinary policy up
to and including dismissible. .

*  The Club web page should not be interfered with nor amended in any way without prior authorization by
Communications Officer of the club. Authorisation for any amendment or change to Club web pages rests exclusively
with the Club.

* The Members’ messaging systems on the Internet should not be used by club staff save with specific written
permission of the Communication Officer, Section Captains and General Manager or nominee. Member public
messaging systems includes BRS, user groups, special interest forums and bulletin boards.
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29 BRS System

When the initial calendar for the year is agreed/completed by each section of the club (Men’s Ladies and Junior) it is
forwarded to the Administration office for input.

The Administration Office input the information onto the BRS system using the most up to date Timesheet Allocation
Matrix received.

The Administration Office will amend the timesheet following any amendments to the Timesheet Allocation Matrix as
agreed by the Competition secretaries.

Each Member, including Juniors will book their slot for playing on the course or entering competitions via the BRS system.
The BRS system will advise if a Members’ competition purse is not up to date. Members whose fees are not fully paid up
in accordance with their individual subscription payment terms will be declined from the BRS system.

The Pro-shop will make changes to competitions as requested by the Competition Secretaries and/or Men’s/ Women’s/
Juniors committee.

The Competition Secretaries close the competition, followed by the Pro shop transferring the purse funds from members
account to the club.

The Administration office upload the prize winnings onto the members Swipe cards and notify the winners of their win and
the value of same.

Societies and interclub practices/matches are input onto the BRS by either Pro shop or Administration office. Any entry
into pre-agreed Members competition times must be passed at competition secretary level.

Over booking slots on BRS

As the club is exceptionally busy, particularly at the weekends and as in particular when daylight hours change from Oct
to March annually, we would like to remind members that they should refrain from booking out entire lines, unless all slots
will be used — even outside allotted competition times. Booking slots that are not used increases the difficulty of members
getting out to play and costs the club money in potentially lost revenue from green fees. Where “guest” or member slots
are booked and are cancelled at the last minute or do not show, the member who booked will be required to pay the
respective green fee.
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SECTION 3

RESPECT FOR THE INDIVIDUAL

31 Respect for the Individual

Millicent Golf Club is committed to providing an environment which encourages personal growth, trust and mutual
respect. These are basic principles, which will enable all of us to work and play without fear of intimidation, discrimination
or harassment. We will make every reasonable effort to accommodate the particular needs of individuals and enable all
stakeholders to enjoy the facilities and work/play in a safe environment.

You can also show respect to your fellow Members or work colleagues by taking the time to listen to their opinions. Be
prepared to help others achieve our collective goals.

3.2 Bullying and Harassment

All Members and colleagues have the right to play and work in an environment that is free from sexual harassment,
harassment and bullying and where everyone is respected. Any individual who experiences sexual harassment,
harassment or bullying is encouraged to bring such matters to the Club’s attention and will be supported by the Club in
bringing such behaviour to a close.

All Members and colleagues will be expected to comply with this policy and the Executive Committee will take appropriate
measures to ensure that bullying/harassment does not occur. Appropriate disciplinary action, including dismissal or
expulsion from the Club for serious offences, will be taken against any member or colleague who violates this policy.

The policy applies to Members and colleagues both on the course, in the workplace and at club-associated events such
as meetings, conferences, competitions and club-related social events, whether on the premises or off-site. The policy
applies to bullying/harassment not only by fellow Members or colleagues but also by visitors or other business contacts
with whom a Member or colleague might reasonably expect to encounter, during his or her membership or employment of
the Club.

For the purpose of this policy, bullying is defined as repeated inappropriate behaviour, direct or indirect, whether verbal,
physical or otherwise, conducted by one or more persons against another or others, at the Club and/or in the course of
employment which could reasonably be regarded as undermining the individual’s right to dignity. An isolated incident
of behaviour described in this definition may be an affront to dignity but, as a once off incident, is not considered to be
bullying. In the case of the workplace bullying does not include reasonable and essential discipline or performance-
management arising from the good management of the performance of a colleague whilst at work.

Protection against bullying at the Club extends to all situations where the member or colleague is acting in the capacity of
a Member or colleague of Millicent Golf Club, even if working off site or attending work related social events. Examples of
bullying include but are not limited to:

« Continued harassment on the following grounds: gender, civil status, family status, sexual orientation, religion, age,
disability, race or membership of the traveller community

* Sneering, shouting at members or colleagues in public or private

*  Persistent unjustified criticism and sarcasm,

» Unfair delegation of duties and responsibilities, and/or setting impossible deadlines

» Interfering with work, blocking access to information, failing to give credit for ideas or work

* Intimidating use of Company email

» Ostracising or excluding an individual

* Creating an intimidating or embarrassing environment through comments or actions

* Threat, assault, and insulting behaviour or gestures

Procedures & Policy Manual | Millicent Members Golf Club



Al G
C,"‘A Oy P

MILg,

CLAME, CO KILDARE

33 Discrimination

The objective of this policy is to promote an environment that fosters mutual member and colleague respect and working
relationships free of discrimination, harassment or sexual harassment. It is the Club’s policy to prohibit any form of
discrimination based on gender, civil status, family status, sexual orientation, religion, age, disability, race or membership
of the traveller community. In addition, the Club prohibits any other form of harassment even if it is not unlawful, but which
is considered unacceptable to Millicent Golf Club.

Protection against discrimination, harassment and sexual harassment at the Club extends to all situations where the
member or colleague is acting in the capacity of a member or colleague of Millicent Golf Club, even if working or playing
off site or attending golf or work-related social events. Appropriate action in accordance with the Disciplinary Policy will be
taken against any Member or colleague who is found to have subjected another Member or colleague to harassment or
sexual harassment. If the offence constitutes gross misconduct, then it will result in summary dismissal or expulsion.

34 Harassment

Harassment is any form of unwanted conduct related to any of the discriminatory grounds mentioned above. Sexual
harassment is any form of unwanted verbal, nonverbal or physical conduct of a sexual nature. In both cases it is conduct
which has the purpose or effect of violating a person’s dignity and creating an intimidating, hostile, degrading, humiliating
or offensive environment for the person, whether intentional or not. In both cases the unwanted conduct may include acts,
requests, spoken words, gestures or the production, display or circulation of written words, pictures or other material in
any format including social media.

It is not the intention of the perpetrator that is the key in determining whether harassment has occurred, but rather the
perception of the recipient, and whether the behaviour is unacceptable by normal standards. Harassment can take many
forms including words as well as actions, and can be perpetrated via the telephone and emails, as well as face-to-face.
Some examples are given below, although this list is not exhaustive.

» Degrading jokes, comments or innuendoes

»  Sexually graphic comments or references

» Racial or ethnic slurs or references

*  Unwanted sexual flirtations or propositions

* Abusive or offensive language

» Threats of harm or violence

« Derogatory, demeaning or suggestive posters, cards, cartoons, graffiti, drawings, screen savers
*  Obscene or suggestive gestures or objects

» Intimidating or threatening gestures.

* Unnecessary and unwanted touching

* Impeding or blocking movements

* Physical interference with normal work or movements

* Assault
» Isolation or exclusion from workplace conversation or social activities
e Bullying

* Intrusion by pestering, spying or stalking

You may not always realise that your behaviour could constitute harassment, but you must recognise that what is
acceptable to one person may not be acceptable to another. If there is any question in your mind about whether your own
behaviour or comments might be harassing, ask yourself the following questions:

*  Would you change your behaviour if your partner, son or daughter were within hearing distance?
*  Would you feel uncomfortable if the same behaviour or comment was directed at you or someone in your family /
close to you?
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*  Would you be embarrassed if a newspaper published an account of your actions or comments? If the answer to any
of the above is ‘yes’, then your behaviour or comments could be considered harassment.

Discrimination or harassment can reduce the effectiveness of the Club by creating a threatening and hostile environment.
The Club strongly believes that every member and colleague have the right to work and participate in an environment
free of discrimination or harassment. Therefore,

* The display of sexually offensive materials, e.g. pin-ups, posters and offensive screen savers, is prohibited.
» ltis the duty of the officers of the Club to ensure that this policy is understood and adhered to.
* All Members and colleagues are expected to comply with the policy.

Where the source of discrimination or harassment is outside the Club e.g. another club, contractor or supplier, then the
Club is committed to taking appropriate action against the perpetrator. You are encouraged to report all such occurrences
in the first instance to the Honorary Secretary of the Club We want to create a comfortable, non-threatening environment
for people to work and play in and encourage all to build a culture that ensures dignity at work and enjoyment at play for
everyone.

3.5 Complaints and Grievances
3.51 General

Millicent Golf Club takes pride in its ‘open door’ policy and the Club actively encourages members to talk to the Executive
Committee or any member thereof, to discuss issues that affect them and their enjoyment of the club environment.

Millicent Golf Club believes that it is in everybody’s interests to establish a clear procedure for the resolution of any issues
that may arise in the Club.

Complaints or Grievances may occur in the normal course of interaction in any Club. It is accepted that failure to provide
a procedure to deal adequately with complaints or Grievances, as they arise, will inevitably lead to disputes affecting not
only the aggrieved party but all those employed or fellow members of the Club.

Full recognition is given to the significance of a personal Complaint or Grievance which will be dealt with, without undue
delay at the earliest possible opportunity The Club encourages open and frank communication and is determined that
members’ questions and concerns will be resolved quickly and where possible to the satisfaction of all concerned.

Any matter of a Child Safeguarding nature should be immediately advised to the Club’s Designated Liaison Person.
(DLP) in the first instance, or any member of the Executive Committee who will handle the matter in accordance with the
Club’s Child Safeguarding Policy.

Any matter of any criminal nature will be immediately referred to an Garda Siochana

3.6 Complaints Procedure

3.6.1 A Complaint can be a verbal or written statement where a person states that something is unsatisfactory or
unacceptable or that a person has done something that is unsatisfactory or unacceptable.

3.6.2 The aim of the informal Complaints procedure is to enable fair and quick resolution of any Complaint a
Member may have relating to his/her enjoyment of the Club. The Club and Executive Committee wish to ensure that all
Complaints are dealt with without undue delay.to the mutual satisfaction of all concerned.

3.6.3 Members are therefore expected to make efforts to resolve Complaints informally in the first instance by way
of discussion, directly with the person/people concerned. Such informal discussions should take place in person either
with or without another member present. The Complaint may subsequently be elevated to a Grievance and follow the
Grievance procedure outlined below when these informal efforts are ineffective.
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3.6.4 Ideally Complaints should be raised verbally as soon as possible. Time should be allowed for the matter
to be resolved. If the problem is not satisfactorily resolved the matter should be formalised in writing and elevated as
a Grievance to the relevant Men’s, Women’s or Junior Section if relating to golfing matters, or to the Hon Sec of the
Executive for all non-golfing matters.

3.7

Grievance Policy

3.7.1 A Grievance is an issue or problem that a Member may have about a particular aspect of their enjoyment of the
Club or may have about a fellow Member. A Grievance must be formally made in writing to the Secretary of the Men'’s,
Women'’s or Junior Section of the Club for golfing matters or to the Honorary Secretary for non-golfing matters. An
unresolved Complaint may be elevated to a Grievance.

A Grievance may not be raised anonymously. On a practical level it may be difficult to investigate such a Grievance. The
Club encourages all persons to put their names to allegations, with our assurance of confidentiality where possible, in
order to facilitate appropriate follow-up. This will make it easier for the Club to assess the matter and take appropriate
action, including an investigation if necessary.

3.7.2 Aims

The aim of the Grievance procedure is to enable fair and quick resolution of any Grievance a Member may have.
Members are expected to make efforts to resolve Grievances in the first instance directly with the person/people
concerned. The Grievance procedure will be used when these efforts are ineffective.

The purpose of the Grievance Policy is to establish an internal process of resolving Member Complaints and any
Grievances to allow fair and final resolution.

In addition, the procedure will ensure that:

aggrieved Members have a readily available and prompt method of airing a complaint.

a clear guide of how the complaint or Grievance can be raised and with whom.

an avenue of appeal, if a Member is dissatisfied with a decision at any level.

a consistent policy is applied to Members.

every effort is made to avoid Member dissatisfaction being expressed in the form of either individual or group conflict.

7.3 Grievance Procedure - General Points

You are encouraged to voice constructive opinions and to suggest and contribute solutions to problems which
concern you.

If you have an issue you are encouraged to raise your concerns openly and quickly so that they can be dealt with.

All Grievances must be made in writing to the Secretary of the Men’s, Women'’s or Junior Section for golfing matters
and to the Honorary Secretary of the Executive Committee in respect of non-golfing matters.

These Committees will determine in the first instance whether the Grievance (if golf related) can be dealt with as a
Complaint and resolved informally through the Complaints procedure as outlined above in paragraph 3.6.3.

If a non-golf related Grievance or the matter cannot be resolved informally through the Complaints Procedure, the
Men’s, Women'’s or Junior Committee concerned will elevate the Grievance to the Executive Committee.

All matters pertaining to Child Safety will be elevated to the Club’s Designated Liaison Person

The Chairperson of the Executive Committee will appoint a member of the Executive Committee or a person to
investigate and handle any Grievance so elevated. This individual will have the necessary skills to carry out this role.
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8. The role of this Appointee is to take responsibility for investigating the case and recommending a resolution to the
matter.

9. Inthe case of a collective Grievance against the Executive, the Trustees and President of the Club shall appoint
suitable persons to investigate the matter. These individuals will have the necessary skills to carry out this role.

10. It may be the case that the Complaint or Grievance you have raised, will later be processed as a Disciplinary Matter.
This will depend on the nature of the issue raised and if deemed a Disciplinary Matter, will follow the Disciplinary
Procedure outlined in this document.

3.7.4 Grievance Procedure

The procedure below should be followed if you have a Grievance or concern.

Step 1. Informal Discussion

The majority of concerns are generally best resolved through informal discussions. If this discussion fails to resolve the
matter to your satisfaction, you should refer your Grievance in writing to the secretaries of the Men’s, Women’s and
Junior sections in respect of golfing issues and to the Hon Sec of the Executive Committee in respect of all non-golfing
issues.

Step 2. Letter/Email Outlining the Grievance

In the letter/email you give, you must:

- Outline the details of your Grievance, stating clearly what the issue is and/or with whom your Grievance is against
and the reasons for this.

- Confirm that the issue was raised initially informally or advise the reasons why you were unable to do this.

- State what outcome/resolution you are seeking from the Grievance hearing. You will receive acknowledgement as
soon as possible upon receiving your correspondence

Step 3. Grievance Hearing

If the Appointee considers the Grievance to be a valid matter which requires further consideration a meeting in person or
by phone may take place. You have the right to be accompanied at all/any stages of this procedure by another Member
or have another Member present on your behalf. If you choose to take advantage of this right, you are asked to notify
the Appointee of the name of the person prior to the Grievance hearing. When the meeting has been held and/or where
appropriate, the hearing completed,

*  The Appointee will notify a person where a Grievance has been raised against them or that a Complaint has been
elevated to a Grievance.

» The Appointee will keep a written record of each meeting with the parties concerned. Such records will include details
of the Grievance raised, the Member’s case, the response of the person to whom the Grievance has been raised
against, the outcome of the meetings held and the response and recommendation of the Appointee.

« Al parties will be asked to agree and sign the record which will be given to everyone who attended the meeting

* The parties will be advised by the Appointee of the next stage at the end of every stage of the procedure.

* Time limits may be changed at every stage by mutual consent. The date and time of Grievance hearings will be
agreed between all parties and Appointee

*  The Member and their representative will be allowed adequate time to prepare the Member’s case.

« Every effort will be made to resolve the Grievance at each stage.

* The proceedings will remain confidential to the Member, their representative and Appointee

»  Copies of correspondence and written records relating to the grievance will be kept by the Hon Secretary.
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Step 4. Appointee Decision

The Appointee will prepare a report outlining their decision and recommendations following the conclusion of the
meetings(s) and will forward to the relevant parties. Such decision is binding on all parties.

If the matter is of such a concern, it can be referred by the Appointee back to the Executive Committee for elevation to the
Club’s Disciplinary Procedure.

Step 5. Appealing an Outcome

The Member or parties concerned have the right to appeal against any decision or recommendation made by the
Appointee. The decision should be referred to the Chairperson of the Executive Committee who will ask three Members of
the Club to investigate the Grievance including the Appointee’s report and its findings.

The Appeals Committee will do their best to review and resolve the issue as quickly as possible and report their findings to
the Chairperson. The Appeals Committee’s decision is final following the completion of their investigation and report.

General

At each stage of the Grievance process, the Executive Committee or Appointee maintains the right to appoint a committee
or seek relevant assistance or advice throughout any part of the process to assist the Club when processing a Grievance.

The Club values constructive input from all Members and will do its utmost to resolve any Grievance amicably and to the
satisfaction of all parties An undertaking is given to tackle any Grievance quickly and comprehensively to effect a speedy
solution.

3.8 Disciplinary Procedure
3.8.1 Policy Statement

This Policy is designed to outline the practices and procedures we will operate in respect of Disciplinary Matters which
may arise within the Club. It sets out how we will handle such matters, what procedures are in place, the process we
follow and how Members can raise concerns within the Club.

The Executive Committee are committed to ensuring our processes and procedures are fair and afford all parties the right
to be heard and the right to appeal.

3.8.2 Scope of Policy

This policy applies to all our Members and to our Volunteers who are engaged in our Club activities including our
Executive Committee and all Sub Committee members.

3.8.3 Purpose

The Executive Committee is responsible for the Codes of Conduct and Standards of Behaviour both within the Club
and whilst representing the Club. The following disciplinary procedure sets out the action to be taken by the Executive
Committee with a Member who may have behaved in an inappropriate manner within the club. The procedure aims
to balance justice for the individual with the need for discipline in the Club. It is the policy of the Club that disciplinary
procedures should be fair throughout.

The purpose of the Club’s disciplinary procedure is to reinforce Members’ attitude, motivation and ability to meet the high
standards of behaviour required of all Club Members and to ensure fair, consistent and appropriate action when a Member
fails to meet these standards.

The Executive Committee will initially speak to Members in an attempt to correct their behaviour without recourse to
disciplinary measures.

Codes of conduct are necessary for the safe and orderly operation of the Club. The following rules and disciplinary
procedures are provided to promote understanding of what is considered acceptable conduct and to encourage consistent
and appropriate action when violations of Club rules occur.
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3.8.4 General Principles

The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. A time limit may
be specified at each stage of the procedure.

The following principles will apply:

1.

10.

1.

12.

13.

14.

15.

16.

Disciplinary investigations and hearings may arise from a breach of our Constitution, Rules, Policies, Procedures,
and Codes or may arise from a complaint made to the Club.

Disciplinary matters may also arise from behaviour or conduct which may reasonably be considered to bring the Club
into disrepute.

The Executive Committee will appoint an appropriate person to act as Disciplinary Officer (DO) to handle any
disciplinary matters relating to this disciplinary policy. This individual will have the necessary skills to carry out this
role. The role of the DO is to take responsibility for processing and investigating the case prior to a Disciplinary
Hearing being set up.

The DO shall issue, and Members have the right to receive, prior to a disciplinary matter being investigated, a written
statement and particulars of the alleged misconduct which forms the basis of the Disciplinary matter.

The DO will determine if there are sufficient grounds to proceed with a disciplinary hearing in the first case. The DO
will conduct any preliminary investigations, such as seeking evidence or submissions from parties and will set up a
disciplinary hearing if they so determine. The DO does not adjudicate on the case’s merits but rather determines that
the complaint merits a hearing being opened.

The Club will follow our own internal disciplinary procedures at Club level first at all times. Disciplinary Matters should
only be referred to Golf Ireland on appeal from the Club or Member in exceptional circumstances or where the DO
considers it appropriate for Golf Ireland to investigate and hear a disciplinary matter involving the Club.

Members have the right, prior to Disciplinary Hearings, to the reasonable opportunity to consider their responses to
the information provided on the allegation.

At every stage, including the investigation stage, the Member will have the opportunity to state their case and be
accompanied if they wish by a Club Member. In addition, at every stage in the process both the Member and the Club
will have the right to have legal representation present.

A Member has the right to appeal against any Disciplinary Hearing decision.

During the investigation or hearing the DO will keep a written record of each meeting, which will include details of
the Member’s case, the response of DO or hearing Committee the outcome of any meeting and the decision from
the Disciplinary Hearing. The Member will be asked to agree and sign the record of any meeting and hearing, after
consultation with his/her representative. Copies of the record will be given to attendees of the relevant meeting or
hearing as soon as possible.

The Club will keep written records during the disciplinary process. These will be the complaint against the Member,
notes taken during the meetings, hearings and Appeals, findings and action taken, details of the Appeal and any
other information relevant to the process.

Time limits may be set at any stage.

At all stages, disciplinary proceedings will be completed as quickly as possible

Any mitigating circumstances and the previous record of the Member concerned will be taken into account.

The Executive Committee will ensure that the disciplinary rules and procedures are applied fairly and consistently.

All warnings or sanctions will clearly state the misconduct concerned and clearly indicate what the eventual outcome
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will be if there is no improvement on the Member’s part or a recurrence takes place. Where a number of warnings are
called for in respect of different types of misconduct this will entitle the Executive Committee to review the Member’s
overall suitability for continued membership and if necessary to issue a final general warning.

17. The Club will take all reasonable steps to ensure that confidentiality is maintained throughout the process.

3.8.5 Disciplinary Procedure

The steps and any decisions in the procedure will be progressive for example, statement, investigation, hearing, report
and decision, verbal warning, first written warning, final written warning, suspension and expulsion. However, there may
be instances where it will not be progressive and more serious action, including expulsion is warranted at an earlier stage.
In such instances the Club will carry out a full investigation.

Step 1: Statement and invitation to meeting

Once appointed by the Executive Committee, the DO will provide the Member with a written statement and particulars of
the alleged misconduct. The DO will invite all parties to a meeting (either collectively or individually) to discuss the issue
and outline the process.

Step 2: Investigation

The DO will carry out a full investigation including the gathering of information and (any) witness statements, hold
appropriate meetings with all parties concerned and prepare a report for the Executive Committee, which will determine
if the matter needs to be brought to a Disciplinary Hearing or, if in the opinion of the DO, the DO can recommend that the
matter can be closed.

Step 3: DO initial Findings

If the Executive Committee agrees with the findings of the DO, the DO will either write to all parties advising the matter is
closed. OR move to Step 4,

Step 4: Disciplinary Committee Hearing

The DO will write to the Member concerned advising that the matter is now being referred to a Disciplinary Committee
Hearing. The Executive Committee will appoint a three-person panel. These individuals will have the necessary skills to
carry out this role.

Step 5: Hearing Outcome

Following the conclusion of the Disciplinary Committee Hearing, the Disciplinary Committee shall advise the Member of
the outcome and forward a copy of their decision and/or any sanction to all parties to the procedure.

3.8.6 Investigation - Detailed Procedures

a. The appointed DO will review the matter and if necessary, delegate responsibility to another appropriate person
including a person with specific expertise outside of the membership or Golf Ireland, if this is needed in the
circumstances.

b. If the DO considers the matter is a legitimate issue the DO shall set up a case file, set out the process, inform all
parties involved in writing of the matter and allow all parties an opportunity to respond by. The initial determination by
the DO to proceed with a case is not reflective of the final outcome of a matter or indicative of any wrongdoing by any
party. Any issue may be resubmitted to the DO at any time.

c. The DO may issue an initial time frames to the parties for all responses during the investigation but shall ensure the
initial complaint is examined and responded to as soon as possible.
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Unless there are sufficient grounds to delay procedures. The DO can conduct any necessary preliminary
investigations and seek expert opinion and/or reports and an inspection of documents or files may be necessary. The
DO may conduct any initial enquiry deemed necessary in order to fully investigate the complaint, so a full file is ready
for the Disciplinary Committee Hearing.

On completing an initial investigation, the DO shall decide (and advise the member concerned and the Executive
Committee)whether or not a Disciplinary Committee Hearing is required or if the matter should be closed.

The DO shall not discuss the merits of any case with any person including members of the Disciplinary Committee
or the Executive Committee prior to any hearing and their sole role shall be to provide details and their report on the
procedure to date, the file prepared and any background to the initial complaint.

The DO may determine that a matter is a grievance rather than a disciplinary matter and may instead instigate the
Grievance procedures as detailed in paragraph 3.7 above.

Failure to reasonably co-operate with an investigation of the DO, may also be referred to a Disciplinary Committee
who may sanction accordingly.

3.8.7 Disciplinary Committee Remit and Role

Disciplinary cases shall be heard by the Disciplinary Committee as appointed by the Executive Committee, which is
ultimately responsible for hearing and adjudicating cases. The following applies:

a.

The Disciplinary Committees shall be made up of a panel of three persons - based on availability, independence and
knowledge of the issues to be considered. One member of the Committee shall act as Chair of the Committee. (In
addition, the Board of Golf Ireland has set up a pool of persons with suitable skills who can be drawn upon if the need
arises, to assist any Disciplinary Committee cases as they arise). This Disciplinary Committee may be drawn from the
membership overall, members of committees or members of the Executive Committee once no conflicts of interest
exist. The DO will not be a member of the Disciplinary Committee whose role is limited to providing evidence and
their investigation report to the Disciplinary Committee.

The DO may take charge of the administrative work for the Disciplinary Committee if requested and may also
delegate a person to assist in minute taking and correspondence.

The Disciplinary Committee may set out any Terms of Reference for specific cases such as requiring evidence,
hearing of witnesses, written statements or other such terms as may be required in certain cases.

The Disciplinary Committee may request the attendance of any persons relevant to the issue to a hearing. Failure to
comply with any such request may in itself result in disciplinary action if deemed appropriate in the circumstances.

The Disciplinary Committee will make their decisions entirely independently of other parties but can ask the DO for
information on the process and the investigation they conducted to date.

The Disciplinary Committee shall decide by simple majority vote.

Members of the Disciplinary Committee shall decline to participate in any hearing concerning a matter where there
are serious grounds for questioning their impartiality or where conflicts of interest may arise.

All proceedings and disclosures made in relation to a case remain confidential to the parties concerned, however
decisions may be disclosed and made public (subject to the sensitivity and specifics of each individual case).

The decision issued in each case shall be provided to all parties to the procedure.
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3.8.8 Hearing Procedures

a.

For the avoidance of doubt, the DO and the Disciplinary Committee shall remit all matters pertaining to the protection
of children or vulnerable adults (if not already remitted) to the statutory authorities as required under the Child
Safeguarding Policy as stated in paragraph 3.5.1 above.

The DO must inform all parties to the case of the venues, dates and times of any hearings. A party shall not be
prejudiced if they do not wish to attend a hearing unless they have specifically been requested to attend by the
Disciplinary Committee and fail to do so.

The parties may be represented at a hearing by a third party but should appear personally where requested to do so,
by the Disciplinary Committee.

All parties involved in a hearing must confirm to the DO in writing the name and the role, or relationship to the party, of
all persons who will be attending the hearing on their behalf or at their request, within the time limits as stated in the
notification. The Disciplinary Committee shall have discretion to permit the attendance of any persons nominated by
the member and not confirmed in advance to the Disciplinary Committee within the stated deadlines.

The Disciplinary Committee, once appointed, can issue directions to the parties in respect of the hearing prior to
proceedings commencing.

All parties shall be notified by the DO as soon as possible by electronic mail and/or registered post, of the decision of
the Disciplinary Committee. In urgent cases an oral decision may be issued and followed by written confirmation.

A hearing can be postponed if any party requires additional information prior to proceedings commencing or to allow
technical or other issues to be addressed.

The Disciplinary Committee may adjourn or suspend proceedings for further deliberation or to seek further or
additional evidence or expert advice or where it is otherwise considered necessary to do so, provided an adjournment
does not unduly prejudice any party. Following an adjournment, the Disciplinary Committee must reconvene as soon
as possible.

The Disciplinary Committee shall consider all evidence that it deems relevant to the case.

The Disciplinary Committee will have absolute discretion regarding proof. The Disciplinary Committee shall hear all
evidence it considers relevant to the case and shall decide on the basis of the proof before them. The Disciplinary
Committee may request a party or any other body to submit information or documentation. Such a request shall be
complied with. Failure to do so may itself result in a disciplinary action.

The Disciplinary Committee in making its findings may determine that no sanction is required. The procedures
required if a sanction is warranted are outlined in paragraph 3.9 below.

The Disciplinary Committee shall forward a copy of each decision and/or any sanction to all parties to the procedure.

All parties shall bear their own costs.
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3.9 Sanctions (if applicable)
3.9.1. Step 1 Sanction - Verbal Warning

The Disciplinary Committee may at their sole discretion determine that the Member concerned should be provided with a
Verbal Warning outlining that there should be no re-occurrence of the matter. The Member should be formally told of this
verbal warning and the sanction should be recorded by the Disciplinary Committee in the findings from the Disciplinary
Hearing.

The Member should also be informed as part of the Verbal Warning that If, despite the outcome of the Disciplinary
Hearing and following the Verbal Warning, the member continues to fail to meet the standard required, the Member may
be taken at the discretion of the Disciplinary Committee to Step 2 First Written Warning. The Member may appeal the
verbal warning.

3.9.2 Step 2 Sanction: First Written Warning

» If following a Verbal Warning, a Member continues to fail to meet the standard required, or a further offence occurs,
(or if the Disciplinary Committee has deemed warranted as part of their findings), the Member should be formally told
that the matter is being taken to Step 2 of the disciplinary sanction procedure and the Member will be given a Formal
Written Warning.

»  The Member will also be informed that the continuation of the breach is unacceptable.

* An action plan and a date for re-appraisal will be set.

* Arecord of this written warning will be retained on file and a copy given to the Member.

*  The written warning will be active on the personal file of the member for 12 months unless there is repetition within
the agreed review period.

e The Member concerned will have a right of appeal.

» If there is no improvement in the situation within the agreed review period, then there will be progression to Stage 3.

3.9.3 Step 3 Sanction: Final Written Warning

If a Member continues to fail to meet the standard required, or a further offence occurs, the Member should be
formally told that the matter is being taken to Step 3 of the disciplinary sanction procedure.

* Afurther investigation should be held by a DO and the Member may be suspended pending the investigation if
appropriate.

*  Members will be made aware of the right to have a fellow Member present at any investigation interview.

» Following the investigation, the Member will be informed in writing of the outcome of the investigation. The possible
outcomes include as follows:

- The allegations are without merit and therefore the Member has no allegations to answer to and the investigation
is closed.

- There is sufficient merit for the Member to be requested to attend a further formal Disciplinary Hearing — The
Member will be advised in writing of the findings of the investigation and subsequent allegations that they must
respond to.

» At the Disciplinary Hearing the Member will be given the opportunity to respond to the outcome of the investigation.

*  The Member will be made aware of the right to have a fellow Member present at the Disciplinary Hearing.

. If appropriate, the Member will be given a Final Written Warning.

e The Member at this stage will be warned that unless improvement occurs, there is a possibility that they could be
expelled.

* An action plan and a date for re-appraisal will be set.

* Arecord of this written warning will be retained on file and a copy given to the Member.
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*  The written warning will be active on the file of the Member for 12 months unless there is repetition within the agreed
review period.

e The Member concerned will have a right of appeal.

« If there is no improvement in the situation within the agreed review period, then there will be progression to Step 4.

3.9.4 Step 4 Sanction: Expulsion

If a Member continues to fail to meet the standard required, or an appropriate offence occurs, the Member should be
formally told that the matter is being taken to Step 4 of the disciplinary sanction procedure.

»  Afurther investigation should be held and the Member may be suspended pending the outcome of the investigation if
appropriate.

*  Members will be made aware of the right to have a fellow Member present at any investigation interview.

» Following the investigation, the Member will be informed in writing of the outcome of the investigation. The possible
outcomes include as follows:

- The allegations are without merit and therefore the Member has no allegations to answer to and the investigation is
closed.

- There is sufficient merit for the Member to be requested to attend a formal Disciplinary Hearing. At the Disciplinary
Hearing the Member will be given the opportunity to respond to the outcome of the investigation.

» The Member will be made aware of the right to have a fellow Member present at the Disciplinary Hearing.

« During the hearing, the Disciplinary Committee will discuss the investigation and the reasons leading to expulsion will
be fully disclosed, including references to previous warnings and meetings if applicable.

*  The Member will receive an expulsion letter outlining the reasons for expulsion, referring to the facts of the
investigation and previous attempts at supporting and helping them to come up to acceptable standards. The latter
may not be applicable in cases of gross misconduct.

e The Member concerned will have a right of appeal.

3.9.5 Stage 5 Sanctions - Summary Expulsion

Where a disciplinary matter has been dealt with at a Disciplinary Committee Hearing and it has been decided to expel a
Member by reason of gross misconduct the Member may be expelled summarily.

The Member will be provided, as soon as is reasonably practicable, with written reasons for expulsion.

3.9.6. Duration of Warning Notices

Formal written warnings should normally remain in effect as outlined above. The Member’s performance and conduct
should be kept continuously under review during the period of any formal warning and in the event of continued poor
performance or conduct the Executive Committee may immediately invoke the next step of the procedure.

3.9.7 Records of Disciplinary Written Warnings

If a Member continues to perform to a satisfactory standard following the expiry date of a warning, then the warning shall
be deemed to be “spent”. The spent warning should remain on file and forms part of the accurate record of the Member’s
history, but it cannot be used to justify accelerating the disciplinary procedure to the next warning level, or where the
“spent” warning is a final warning, to dismissal. It may, however, be considered in the context of the total membership
history, especially where any future offences or incidents are related.

3.9.8 Disciplinary rules or offences

It is not practicable to specify all disciplinary rules or offences, which may result in disciplinary action as these may vary
depending on the nature of the issue.
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3.9.9 Disciplinary Appeals

If the Member wishes to appeal against any disciplinary decision, they must appeal in writing within fourteen days of the
decision being communicated to them, as follows:

The Member may appeal the decision to the Executive Committee.

If the appeal is against a decision to expel, then Honorary Secretary will make sure the effect of the expulsion is
postponed in order to await the outcome of the internal appeal proceedings. While appealing a decision to expel, the
Member will be suspended, while investigations are carried out.

The Executive Committee shall appoint an Appeal Committee to process an appeal to ensure fairness and
impartiality. No Member of the original Disciplinary Committee shall sit on the Appeal Committee.

The Club may appoint an external consultant to the Appeal Committee.

The Appeal Committee shall review the reports/investigations of the matter and can carry out further investigations
and shall convene an appeal hearing in order to process the appeal.

Notes of the hearing and investigation will be retained on file.

The appeals committee shall issue a final report to the Executive Committee and the Member outlining their decision.
If after the investigation and appeal hearing, the Appeal’s Committee is not satisfied that the original disciplinary
decision was correct, they will make known to the Executive Committee and all relevant parties their reasons for
coming to this decision.

3.10 Appeals Procedure

a.

An appeal may be lodged against a decision of the Disciplinary Committee or by way of an appeal to an Executive
Committee decision taken under section 14.2 of the Constitution of the Club.

Appeals must be lodged to the Hon Sec within fourteen (14) days of the date on which the written notification of the
decision being appealed against was sent to the appellant.

The appellant must submit to the DO the initial appeal documents and all additional documentation, submissions and/
or evidence upon which it intends the Appeal Committee to rely on. The DO shall determine the relevant parties to
the appeal and shall copy all parties with all documentation, submissions and/or evidence as soon as possible. The
DO shall set all timelines.

All appeal hearings shall commence within fourteen (14) days of receipt of the appeal by the DO unless there are
exceptional circumstances which require an extension of this time period. The DO shall inform all parties to the
appeal of the venue, date and time of the Appeal Committee hearing.

The Appeal Committee shall be constituted as per the Disciplinary Committee who are not conflicted and have had
no role in the initial Disciplinary Committee hearing or investigation. The Appeal Committee, once appointed, can
issue directions to the parties in respect of the hearing prior to proceedings commencing.

All parties involved in the appeal must, at least three (3) days before the hearing, confirm in writing, by post, or email
to the DO the name and the role, or relationship to the party, of all persons who will be attending the hearing on their
behalf, or at their request. Both parties shall have discretion to permit the attendance of any persons not confirmed
within the stated deadlines.

In cases of urgency, the Appeal Committee, or if the Appeal Committee has not yet been appointed, the DO, may
amend the time limits indicated above, with the exception of the time limit to file an appeal, in order to facilitate an
expedited appeals process.

Appeal procedures shall follow the same procedures as set out for Disciplinary Committee procedures above in terms
of the hearing, administration, evidence and decision notifications. The Appeals Committee may also set a term of
reference if it deems this necessary for specific cases.
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i. The Appeal’'s committee shall issue a final report to the Executive Committee and the Member outlining their decision.

j. If after investigation and hearing the Appeals Committee are not satisfied that the original disciplinary decision was

correct, they will report and make known their reasons for coming to this decision.

k. The decision of the Appeal Committee is final.

3.10.1 External Appeals

Any decision made by the Appeal Committee may be submitted in the first instance to Golf Ireland for their consideration
or exclusively by way of appeal to Sport Dispute Solutions Ireland (“SDSI”) in accordance with its rules and (where
applicable) to the Court of Arbitration for Sport in Lausanne, Switzerland (“CAS”). The time limit for any appeal to CAS

is twenty-one days after the receipt by the appellant of the decision to be appealed. If the Court of Arbitration agrees to
entertain an appeal of the decision made, it will resolve the dispute definitively in accordance with the code of Sports-
Related Arbitration. The decision of SDSI or, if applicable, the Court of Arbitration for Sport in Lausanne shall be final and
binding on the parties. All costs shall be borne by the appellant. (refer Golf Ireland governance toolkit)

3.11 Suspension

The Club may suspend a Member in accordance with Rule 14.1 of the Constitution of the Club.

Suspension is not a disciplinary act. It is a neutral act and does not imply guilt but allows time for an investigation to take
place. The decision to suspend a Member requires the approval of the Executive Committee of the Club.

Where a Member is suspended, they:

* Are expected to be contactable and must be available for interview.

*  Must ensure that they advise the Honorary Secretary of a contact address and telephone number if they are not
contactable on the number and at the address the Club has for them.

»  Are not permitted to access any Club systems.

* Are not permitted access to the Club’s premises unless they are accompanied by someone involved in the
investigation and it is agreed by the general manager in advance.

* Members are reminded of their obligations under the Club’s confidentiality and non-disclosure of information
conditions.

* May, once pre-agreed, attend the Club to consult with their chosen Member representative who is accompanying
them, to any investigatory interviews.

*  Will be given reasonable notice of any interviews.

3.12 Temporary Suspension/Expulsion/Cessation of Membership

3.12.1 Temporary Suspension

* In accordance with the rules of the Constitution a Member may be suspended, by the Executive Committee, acting on
its own motion or on foot of a complaint sent to the Honorary Secretary and signed by three members setting out the
circumstances which give rise to the notice.

* Before a Member may be suspended, the Executive Committee shall furnish them with details in writing of the breach
or misconduct and afford them an opportunity to be heard through the formal Disciplinary Procedure of the Club in
relation to it.

* A Member who has breached a rule or regulation of the Club or has been, in the opinion of the Executive Committee
has behaved in a manner unbefitting a member of the Club, may be suspended by the Executive Committee from
the privileges of membership for such a period and on such terms as the Executive Committee may decide and shall
not be entitled to admission to the course or use any of the facilities of the Club whether as a playing guest, a social
guest or otherwise.
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3.12.2 Expulsion

In accordance with the Constitution of the Club a Member who in the opinion of the Executive Committee, has
committed a serious breach of the Rules and regulations of the Club, or is guilty of serious misconduct, prejudicial to
the interest of the Club may be expelled from membership of the Club.

A Member may be expelled on foot of a serious breach determined by the Executive Committee acting on its motion,
or on foot of a serious breach alleged and signed by five Members, addressed to the Honorary Secretary, setting out
the circumstances which give rise to the serious breach.

The Honorary Secretary shall furnish a copy of the serious breach to the Member in question (so that they may
have the opportunity of explaining, appealing or resigning from the Club), and shall call a meeting of the Executive
Committee, which shall decide the matter of the Member’s expulsion.

The Member against whom a serious breach has been made, shall be afforded an opportunity to rebut or disprove the
facts upon which such serious breach is alleged and shall be afforded an opportunity to be heard in relation to such
serious breach .

An Executive Committee resolution to expel shall be passed by not less than 75% of the members of the Executive
Committee present in person and entitled to vote.

Any Member expelled may appeal by notice in writing (given to the Honorary Secretary within 14 days of expulsion),
to an Extraordinary General Meeting of the Club (at which they must be given the opportunity to be heard) to be
summoned within 21 days of receipt of notice of appeal, at which at least two-thirds of those present and entitled to
vote, shall be required to confirm the expulsion.

If the expulsion is not confirmed, the Member must be reinstated.

Neither the Trustees, Executive Committee, servants or agents, nor the Men’s, Women’s or Junior Committees, nor
any member thereof shall have any liability to the expelled Member.

3.12.3 Cessation of Membership

A Member shall cease to be a Member of the Club and the Men’s ,Women'’s or Junior Section as the case may befit:

a.

b.

e.

when they cease to be amateur golfers.
when they cease to be a member of the Club.
when they are 60 days or more in arrears on any subscriptions, levies etc.

when they are suspended from membership of the Club pursuant to Rules of the Constitution (for the term of such
suspension).

when they are expelled from membership of the Club pursuant to any Disciplinary sanction.

Any Member who has been suspended or expelled in accordance with the Rules of the Constitution or otherwise ceases
to be a Member of the Club shall:

a.

forfeit all rights to, or claim upon, the Club or its property or funds that he would have because of his Membership
forfeit of all privileges of membership.
shall be entitled to a pro-rata return of subscription.

remain liable for any Entrance Fees, subscriptions/levies or other fees outstanding at that time.
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3.13 What happens when something goes wrong?

If a Member acts irresponsibly, dishonestly, or in direct conflict with our policies and procedures, the consequences will
match the seriousness of the act. It is your responsibility to acknowledge, or disclose, any act that you believe goes
against these policies and procedures. If you have any questions pertaining to the information in this booklet, or issues
you would like to discuss, please talk to any Member of the Executive Committee.

3.14 Member Protection (Whistleblower) Policy (extract Golf Ireland toolkit)
3.14.1 Background

The Club is committed to maintaining the highest standards of honesty, openness, and accountability. We are aware

that sometimes people feel apprehensive about reporting their concerns. This may be because they feel that speaking
up would be disloyal or it may be because they do not think that their concerns will be taken seriously, or they have
concerns that they will be intimidated, bullied, or dismissed as a result of making the allegations. However, the Club does
not believe that it is in anyone’s interests for those with knowledge of wrongdoing to remain silent. The Club takes all
malpractice very seriously, whether it is committed by members, officers, committee members, volunteers, suppliers, or
contractors.

Whistle blower is a colloquial expression to describe a person who reports suspicions in respect of some wrong doings.
This Whistleblowing Policy sets out a procedure by which concerns can be reported.

3.14.2 Purpose

3.14.2.1

3.14.2.2

3.14.2.3

3.14.3
3.14.3.1

3.14.3.2

The purpose of the policy is to outline the responsibilities under the Protected Disclosures Act 2014 and
subsequent amendments and to demonstrate this Club’s commitment to observing and maintaining the highest
standards of honesty, openness and accountability in all of our practices. Our Protected Disclosures policy is
intended to encourage and enable any person to raise, rather than overlook, genuine concerns or disclose
information related to potential wrongdoing as outlined within this policy without fear of penalisation or threat of
less favourable treatment, discrimination or disadvantage.

All individuals are encouraged to be familiar with this policy and to feel confident to disclose any genuine
concerns internally, at the earliest possible stage.

Any Person who raises a concern in line with this policy is legally protected from penalisation and /or
unfavourable treatment.

Introduction

This statement sets out the Club’s policy and procedure for persons to raise concerns in relation to any specific
knowledge or any properly grounded suspicions, that they may have about actual, or potential, material
irregularities in:

a.  The running of the Club; or
b.  Activities of anyone involved in the Club.

in so far as such activities are illegal or have a material adverse bearing on the work of these parties in the Club
commonly referred to as “whistleblowing”.

The Club’s existing policies and procedures in relation to grievances, harassment, disciplinary matters, or
other complaints are the appropriate procedures to use where injustices or discrimination effects an individual
personally and such matters are therefore, outside the scope of this policy and should be addressed through
the appropriate procedures as set out by the policies.
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3.14.3.3

3.14.3.4

3.14.3.5

3.14.4

3.14.4.1

3.14.4.2

3.14.4.3

The Club’s existing reporting structures and internal controls (both financial and operational) are the normal
and correct mechanisms to detect and/or draw attention to irregularities of all kinds. Additionally, in exceptional
circumstances it is sometimes necessary to have an alternative reporting line available as a mechanism of last
resort. In such instance, this Whistleblowing policy applies

Persons making genuine, supported, material allegations should be assured that their concerns will be treated
seriously and sensitively. The Club will provide reasonable support to all persons making genuine, supported,
material allegations and will aim to protect them from detriment, provided that at all times the person making the
allegation has acted in good faith and that the allegations made are material and are properly grounded.

Action to inappropriately deter a person from raising valid concerns about a material irregularity or other
significant malpractice may result in the invocation of disciplinary procedures. Likewise, anyone abusing the
process by raising unfounded, unsupported and / or immaterial allegations or repeating allegations previously
investigated and found to be false will also be subject to the invocation of disciplinary procedures. Anyone who
makes a genuine, supported material complaint in good faith, in ignorance of the fact that the same complaint
has already been investigated and proven to be false, need have no concerns in this regard.

Policy Statement

A Protected Disclosure is the term used when someone raises a concern about a relevant wrongdoing such
as possible fraud, crime, danger or failure to comply with any legal obligation which came to their attention.
‘Relevant wrongdoings’ are broadly defined in the Act and include the following:

* That an offence has been, is being or is likely to be committed.

+ That a person has failed, is failing or is likely to fail to comply with any legal obligation, other than one
arising under the individual’s contract of employment or other contract whereby the individual undertakes
to do or perform personally any work or services.

» That a miscarriage of justice has occurred, is occurring or is likely to occur.
+  That the health and safety of any individual has been, is being or is likely to be in danger.
»  That the environment has been, is being or is likely to be damaged.

«  That an unlawful or otherwise improper use of funds or resources of a public body, or of other public
money, has occurred, is occurring or is likely to occur.

+ That an act or omission by or on behalf of a public body is oppressive, discriminatory, or grossly negligent
or constitutes gross mismanagement; or

*  That information tending to show any matter falling within any of the points above has been, is being or is
likely to be concealed or destroyed.

This policy describes the procedures at the Club for handling material allegations of irregularities relating to the
running of the Club or to the activities of persons, contractors, suppliers, or customers, where such activities
adversely affect the work of these parties with the Club. Such material allegations may concern, inter alia,
questions of financial malpractice, serious breaches of appropriate and agreed procedures, or significant
departures from the statutory or other requirements for good governance. The Club takes such matters very
seriously.

The Club has a duty to conduct its affairs with propriety having particular regard for its role as a promoter of best
practice standards and good governance in the community and voluntary sector and its service commitments to
its members, stakeholders and the funder alike.
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3.14.4.4

3.14.4.5

3.14.4.6

3.14.4.7

3.14.4.8

3.14.4.9

Persons are not required or entitled to investigate matters themselves to find proof of their suspicion(s) and
should not endeavour to do so. Persons should disclose the information that they have based on a reasonable
belief that it discloses a wrongdoing.

This procedure enables all persons to raise any genuine concern(s) relating to the Club in the correct way and
at an early stage in the confidence that he/she will not be penalized or suffer detriment for having done so.

In situations where a Person makes a disclosure not in compliance with the Act, the protection of the Act does
not apply.

Allegations about an individual’s financial conduct should be made to the Chairperson of the Executive
Committee. By way of example, (although these examples are by no means exhaustive) these concerns could
be regarding inappropriate ordering / financial commitments, misappropriation of assets, materially excessive
or fraudulent travel and subsistence claims or fraudulent reporting of financial matters.

Allegations about other issues about perceived material irregularities in relation to the running of the Club
which do not fall within categories referenced above, should be reported to the Hon Sec. By way of example
(although these examples are by no means exhaustive) these concerns could be regarding the material breach
of significant procedures, improper departures from good governance, serious and substantial concerns
regarding potential criminal activities.

Where, for any reason, the person making the allegation considers it inappropriate to refer the matter to the
Hon Sec, material allegations can be made to the Chair of the Governance Committee or to the Chair of the of
the Finance Committee, who shall decide what action to take having regard to the particular circumstances.

3.14.4.10 This person who makes the report may also request that the matter be investigated by appropriate

professionals either internally or externally.

3.14.4.11 In all cases where a material allegation has been made the person contacted, as appropriate, will make a

record of its receipt and of the subsequent action taken. If, on preliminary examination, the allegation is judged
to be wholly without substance or merit, the allegation may be dismissed. The person making the allegation will
be so informed and may re-make the allegation to another person stated above.

3.14.4.12 If the preliminary investigation finds that there is prima facie substance to an allegation the matter may be:

a) Considered under the appropriate stage of the disciplinary procedures.
b) Considered the subject of a formal investigation; and/or
c) Referred to an outside body including the Garda Siochana.

(i) The person or persons against whom a material allegation is made must be informed in writing of the
allegation and all of the evidence supporting it and must be allowed full opportunity to comment before the
investigation is concluded.

(iii)  All material, genuine allegations, including those dismissed after preliminary examination, and the results
of their investigation, will be reported to the Finance/Governance Committees.

3.14.4.13 The identity of any person making an allegation may be kept confidential, as appropriate, until a formal

investigation is launched. Thereafter the identity of the person making the allegation may not be kept
confidential. In addition, a person may be required to co- operate with investigating authorities and to give
evidence to a Court or other forums.

3.14.4.14 The report is confidential to the investigator, the Clubs legal advisers, the appropriate disciplinary authority (if

relevant), the Finance/Governance Committees (if relevant) and the persons of the Executive Committee (if
relevant). The person against whom the allegation is made will be informed of the outcome of the investigation
and will be entitled to receive a copy of the report if the investigation concludes that a breach has occurred.
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3.14.5 Confidentiality

3.19.5.1

3.14.5.2

3.14.5.3

3.145.4

3.14.5.5

This Club is committed to taking all reasonable steps to protect the identity of the person making a disclosure
and to ensure that relevant disclosures are treated in confidence. Persons who are concerned that their identity
is not being protected should notify the Chairperson of the Executive. Such notifications will be assessed,

and appropriate action taken as necessary. However, there are circumstances, as outlined in the Protected
Disclosures Act 2014, where confidentiality cannot be maintained. This may include instances in which:

*  The disclosure recipient shows that they took all reasonable steps to avoid such identity disclosure.
*  The person has made it clear that they has no objection to their identity being disclosed.

*  The identity of the person making the disclosure is critical to 1) an investigation of the matter raised, 2) to
prevent serious risk to the security of the state, public health, public safety or the environment or 3) the
prevention of crime or the prosecution of a criminal offence.

*  Where the disclosure is otherwise in the public interest of otherwise required by law.

Should such a situation arise, the Club will make every effort to inform the person that their identity may be
disclosed

Where action is to be taken following a disclosure, except in exceptional cases, the disclosure recipient, should
contact the discloser and where possible, gain the informed consent of the discloser, prior to any action being
taken that could identify them. Where it is decided it is necessary to disclose information that may or will
disclose the identity of the discloser, the discloser should be informed of this decision, except in exceptional
cases. The discloser may request a review of this decision and a review should be carried out where applicable.

All persons involved in the process must respect the need for confidentiality. A failure to do so may represent a
serious disciplinary offence, up to and including dismissal or other action.

Where a person seeks advice from a solicitor or barrister, this discussion is treated as a Protected Disclosure,
including at early stages in contemplation of making a disclosure or seeking information on the operation of the
legislation.

3.14.6 Raising a Concern Anonymously

3.14.6.1

A concern(s) may be raised anonymously. However, on a practical level it may be difficult to investigate

such a concern(s). The Club encourages all persons to put their names to allegations, with our assurance of
confidentiality where possible, in order to facilitate appropriate follow-up. This will make it easier for the Club to
assess the disclosure and take appropriate action, including an investigation if necessary.

3.14.7 Safeguards and Protection

3.14.7.1

3.14.7.2

3.14.7.3

Any penalisation of a person who makes a Protected Disclosure is in breach of the Act and will not be tolerated
by the Club. The Club’s disciplinary procedure or other appropriate action will be invoked against any person
who engages in penalisation or threatened penalisation of a person in line with this policy.

No person engaging in the procedures outlined here will be penalised or subject to unfavourable treatment

for their role in the process, whether they are making a Protected Disclosure, supporting a disclosure, giving
evidence in proceedings or giving notice of any intention to do any of the foregoing. Penalisation means any act
or omission that affects a person to the individual’s detriment, demotion, loss of opportunity, transfer of duties,
the imposition or administering of any discipline, reprimand, or other penalty (including a financial penalty),
unfair treatment, coercion, intimidation, harassment, discrimination, disadvantage, unfair treatment, injury,
damage, loss or threat of reprisal.

Each person is also responsible for not causing detriment to another person because the other person or a third
person has made a protected disclosure. A detriment in this context includes coercion, intimidation, harassment,

Procedures & Policy Manual | Millicent Members Golf Club

51



atl G
C,“"A O(A

MILg,
gnt?

CLAME, CO KILDARE

discrimination, disadvantage, adverse treatment in relation to employment (or prospective employment), injury,
damage, loss or threat of reprisal. This list is non- exhaustive.

3.14.7.4 A person who believes that they have suffered any such treatment should inform the Chairperson immediately.
If the matter is not remedied a person should raise it formally using the Club Grievance Procedure.

3.14.8 Frequently Asked Questions
3.14.8.1 How do | make a report?

You can make a report orally or in writing. The Club would normally expect you to raise your concerns internally
to either:

. Chairperson
. Honorary Secretary

Which of these individuals is the more appropriate will depend on the circumstances of the malpractice
and who you think is involved in it. If, under the circumstances, you do not feel comfortable about making
a report directly to the above , then you can report instead to:

Chair of the Finance or Governance Committees.
Please say if you want to raise the matter in confidence so that appropriate arrangements can be made.
3.14.8.2 Do | need proof of wrongdoing to make my report?

The Club does not expect you to have absolute proof of any misconduct or malpractice that you report.
However, you will need to be able to demonstrate and support the reasons for your concern.

3.14.8.3 Will the Club protect my identity if | make a report?

We will do everything possible to protect your identity, if you wish. However, there are circumstances, for
example, if your report becomes the subject of a criminal investigation or where a formal investigation is
launched, you will be required to disclose your identity as necessary. Should this be the case, you will be
advised at the earliest opportunity.

3.14.8.4 How will my report be investigated?
Once you have made a report, we will acknowledge receipt within [5] working days.

The Club will make preliminary enquiries to decide whether a full investigation is deemed necessary. If such an
investigation is necessary then, depending on the nature of the misconduct, your concerns will be either:

. investigated internally or

. referred to the appropriate external person (for example our external auditors, independent body/
individual, or the Garda Siochana) for investigation.

Subject to any legal constraints, The Club will inform you of the outcome of the preliminary enquiries, full
investigation and any further action that has been taken.

3.14.8.5 What can | do if | am unhappy with the way The Club has dealt with my report?
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3.14.9

3.14.9.1

3.14.9.2

3.14.10

If you are unhappy with the outcome of an investigation, The Club would prefer that you submit another
report explaining why this is the case. This may be submitted to a higher level of Authority for review. For
example, Chair of Finance/Governance Committee or one of the Trustee. Your concern will be investigated
again if there is good reason to do so. However, the continued reporting of unfounded or previously rejected
allegations without further reason or because an individual refuses to accept the findings of investigation may
be considered vexatious and subject to disciplinary proceedings.

However, it may be that you do not think that this is appropriate and wish to raise your concern with an external
Club, such as a regulator. It is, of course, open for you to do so provided you have sufficient evidence to support
your concern.

The Club advises that if reporting your concern externally, you seek professional advice at your own cost.

Raising Concerns Externally

The aim of this policy is to provide an internal avenue within the Club in which a concern(s) inregardto a
‘relevant wrongdoing’ can be raised. The Club is confident that such concerns can be dealt with internally in
an appropriate and timely manner and strongly encourages all persons to report such concerns internally.
However, it is recognised that in some limited circumstances it may not always be appropriate to report any
genuine concerns internally and that it may be necessary to raise a concern(s) externally. The Protected
Disclosures Act 2014 provides for a number of avenues in this regard.

It is important to note however, that the evidential criterion for making an external disclosure is set at a higher
level than that applied to raising a concern(s) internally. While a person needs only have a reasonable belief as
to wrongdoing to make a disclosure internally, if a person is considering an external disclosure, different and
potentially more onerous obligations apply, depending on to whom the disclosure is made.

Responsibilities

3.14.10.1 Overall responsibilities for Procedures should rest with the Executive Committee.

3.14.10.2 The Executive Committee will endeavour to ensure that this policy is communicated to all persons and will

ensure that the policy is reviewed periodically and maintained and updated in line with legislative changes
and any amendments to the relevant Code of Practice. Where required, measures will be taken to ensure the
accessibility of policies and procedures for all persons.

3.14.10.3 All persons are expected to comply with this policy and to raise issues of concern through the procedures

3.14.11

outlined in the policy.

External Disclosures

A. Other Responsible Person

Where the Person reasonably believes that the ‘relevant wrongdoing’ relates solely or mainly to the conduct
of a person other than the Person 's Employer, or to something for which that other person has legal
responsibility, then the Person can make the disclosure to that other person.

B. Prescribed Person

Certain external persons are prescribed by Statutory Instrument 339 of 2014 (“Sl 339”) to receive Protected
Disclosures (“prescribed persons”). This includes the heads or senior officials of a range of statutory bodies.

A Protected Disclosure is made in the manner specified if person:
(a) makes the disclosure to a person prescribed in the link provided above and,

(b) reasonably believes that:
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(i) that the relevant wrongdoing falls within the description of matters in respect of which the person is so
prescribed.

(i) that the information disclosed, and any allegation contained in it, are substantially true.
Minister of the Government

A disclosure is made in the manner specified in this section if.

(a) The Person is or was employed in a public body, and.

(b) The disclosure is made to a Minister on whom any function relating to the public body is conferred or
imposed by or under any enactment.

Legal Advisor

A disclosure is made in the manner specified in this section if it is made by the Person in the course of
obtaining legal advice (including advice relating to the operation of this Act) from a barrister, solicitor, trade
union official or official of an excepted body (within the meaning of Section 6 of the Trade Union Act 1941).

Alternative External Disclosure (in very limited circumstances) It will rarely be appropriate to make
alternative external disclosures where the disclosure could be dealt with through one of the other
disclosure options above. There are stringent requirements for alternative external disclosures to qualify as
Protected Disclosures under the 2014 Act.

The protection will only be available if the following conditions are met:

. The Person must reasonably believe that the information disclosed, and any allegation contained in
it, are substantially true,

. The disclosure is not made for personal gain,
. At least one of the following conditions at (i) to (iv) are met:

. At the time the person makes the disclosure, the person reasonably believes that they he/she will be
subjected to penalization by the Persons Employer if he/she makes the disclosure to the Employer,
other Responsible Person, a Prescribed Person, or a Minister; or

. In a case where no relevant Prescribed Person is prescribed in relation to the relevant wrongdoing,
the Person reasonably believes that it is likely that evidence relating to the relevant wrongdoing
will be concealed or destroyed if the Person makes the disclosure to the Employer, or responsible
person; or

. The Person has previously made a disclosure of substantially the same information to their Employer
or other Responsible Person or a Prescribed Person or a Minster; or

. That the relevant wrongdoing is of an exceptionally serious nature; AND

. In all the circumstances of the case, it is reasonable for the Person to make the disclosure.
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In determining whether it is reasonable for the Person to make the disclosure regard shall be had, in
particular, to:

a) the identity of the person to whom the disclosure is made,
b) the seriousness of the relevant wrongdoing,
c) whether the relevant wrongdoing is continuing or is likely to occur in the future,

d) whether any action had been taken in cases where a previous disclosure was made and

whether the Person complied with any procedures in place when making that previous
disclosure.

Conclusion

No set of guidelines can cover all conceivable circumstances. We believe that this section 3 has addressed the most

important issues concerning ethical and behaviour at the club. We expect all Members to treat these guidelines as
serious and meaningful.
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SECTION 4

TERMS OF REFERENCE

4.1 Club Chairperson

Roles & Responsibilities of the Chair of the Executive Committee

»  Chair all meetings of the Executive Committee in accordance with the Club Constitution.

*  Carry out all duties in the best interests of the Club as a whole.

* Lead the Executive Committee and ensure the values of the Club are carried out in all the work it does.

»  Ensure constructive relations between all members of the Executive Committee and the Club and its stakeholders.

»  Ensure the Club operates within all legal and financial regulations in force, including any applicable company law,
employment law, equality legislation and promote good governance practice.

»  Ensure key matters such as the club’s strategy, governance, financial management and risk assessment are regularly
reviewed.

» Oversee any induction or training required for Executive Committee members.

» Liaise with the Club Secretary to agree an agenda and papers for each meeting.

* Ensure an appropriate number of meetings are scheduled in advance and keep meetings in order and discussions on
track. Ensuring that meetings progress effectively is a key function of the Chair.

* In managing a meeting, the Chair should encourage each Committee/Board member attending to actively contribute
to the discussion topics. This can be done by asking people questions, encouraging discussion, challenge and
debate.

» Guide discussions to a point where members can reach decisions and if necessary, defer decisions if appropriate to a
future meeting.

»  Ensure proper and accurate information is provided to the Executive Committee members.

* Agree how decisions are implemented and whose task it is to carry out actions, arising from decisions taken.

*  Work closely with any sub-committees and agreeing terms of reference and reporting to the Committee/Board

In addition, the Chair should share in conjunction with the Hon Treasurer the reporting line management responsibility,
for the Club’s Director of Golf. The duties to be approved by the Executive Committee in line with agreed budgets
and responsibilities agreed for the role. Other staff are to be managed by the Director of Golf, but the Chair should
ensure an overall HR structure and plan is prepared by the Director of Golf and approved by the Executive Committee.

Desirable Characteristics/Attributes of the Chairperson

* Be well informed on all Club activities and be able to provide oversight.

* Hold the necessary leadership, communication skills and governance knowledge necessary to manage and chair the
Committee/Board

« Be a person who can develop good relationships internally and externally and work collaboratively as a team player.

* Be prepared to dedicate sufficient time to the role.

» Be forward thinking and committed to meeting the overall goals of the Club.

*  Experience at Board or Committee level.

» Experience in leadership, business and management roles.

* Possess sound commercial judgement and a business background would be preferable.

«  Experience in managing people.

» Effective communication skills.

* Be agood listener.

* Be a competent public speaker.

* Have a good working knowledge of the Club Constitution, roles and duties of office bearers, sub-Committees and
staff.

* Be agood role model and a positive image when representing the Club and the Executive Committee, externally and
internally.
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4.2 President

*  The President of the Club is an honorary role.
* The President working in cohort with the Executive Committee, shall exemplify at all times the Mission Statement,
Vision and Values of the Club.

MISSION STATEMENT

* Millicent’'s Mission Statement is to provide an unrivalled welcoming and friendly atmosphere and sporting
environment for current and future Members, visitors and guests, maintain efficient and effective management, and
offer responsive governance reflecting our Core Values.

VISION

« To be among the friendliest golf clubs in Kildare, providing a magnificent golf course in a setting of natural beauty,
combined with a unique and excellent value golfing experience.

VALUES

e Our Core Values are equally important and direct the decisions we make, define our character and preserve what is

special about our Golf Club. They are:

- Respect: To Exhibit mutual respect among Members, management, staff and visitors.

- Culture: To foster a caring, safe, friendly, fair, diverse and inclusive Club.

- Communication: To Promote transparency through clear, accurate, reliable, honest and open communication
throughout our Club.

- Excellence: To Provide first-class facilities, service and activities to our Members and guests.

- Reputation: To Protect and enhance our well-deserved reputation.

- Responsibility: To Safeguard the club and its Members from the adverse effects of risks that can be detrimental to
the success of the Club.

¢ |n addition, the President will:
- Attend the Executive Committee meetings or other meetings (as requested) but shall have no vote.
- Promote and be a brand ambassador for the Club
- Be a positive figure and speak positively about the Club to all members and guests.
- Be available to represent the Club at events, presentations and in general settings in accordance with the
requirements of the Club.

4.3 Role of the Treasurer

To assist, advise and report to the Executive Committee on all relevant Club financial and funding affairs including:
a. Ensuring that there are appropriate financial management controls in place.

b. Drafting and proposing all financial policies including overall financial controls policy, expenses policy, reserves policy
and any other such policy it deems appropriate.

c. Examining income and expenditure.

d. Monitoring the management accounts and advising the Executive Committee of actual and/or potential deviations
from budget.

e. Examining annual budgets once prepared in Sept/Oct annually by the Director of Golf for approval by the Executive
Committee in conjunction with club management staff where applicable.

f.  Ensure adequate accounting records are kept.
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Reviewing annual finance statements and management accounts once prepared by Director of Golf.
Ensuring Audit is undertaken in line with company legislation once arranged by the Director of Golf.
Taking any necessary advice in respect of implementation of good financial controls and funding programmes.

To regularly review and keep all club financial matters and funding programmes up to date, including any regulatory
reporting and filing.

Such other related issues as may arise from time to time.

Ensure all financial matters and funding proposals are approved by the Executive Committee

Desirable characteristics/attributes of the Treasurer.

1.

4.4

The Treasurer should ideally be from a financial background, holding or having held relevant accounting professional
qualifications.

As he/she will be responsible for the financial management of the club they should ideally demonstrate an expertise
in finance and accounting in order to ensure financial planning and rigorous controls are kept in place at the Club.

The Treasurer will demonstrate a high numerical acumen along with a proficiency in accounting packages, advanced
excel spreadsheet management and relevant company legislation.

Role of the Honorary Secretary

Primary administration officer of Executive Committee and provides the link between the Committee and Members
To guide the Executive Committee on all Constitutional and administrative matters.

To organise meetings and issue notices/agendas for same, take minutes and distribute thereafter.

Deal with all Club correspondence.

To be responsible for the maintenance, safe keeping and availability of all Club records, both hard copy and digital.
To record details of all Executive Committee and General meeting decisions.

Communicate a summary of decisions taken to Members

Ensuring accurate and sufficient documentation exists to meet legal, licensing and regulatory requirements.

Committee Meetings

Organise agreed Executive meetings and issue timely and appropriate notices.

Following consultation with Chairperson and Executive Committee members, issue appropriate meeting agenda.
Record the minutes of Executive Committee meetings and have such minutes agreed at the next meeting.
Inform Executive Meetings of correspondence received.

Act on and respond to such correspondence as instructed by Executive Committee.

Maintain a record of actionable decisions to assist Chairperson/Executive Committee to ensure that unresolved
issues are not subsequently inadvertently overlooked.

Annual and Special General Meetings

The Honorary Secretary plays a key role in preparation for and conduct of General Meetings. They are expected to have
a good level of knowledge of all related rules and of General Meeting standing orders. The Honorary Secretary should
be present at all such meetings and seated beside the Chairperson to assist in dealing with issues which may arise in
relation to the foregoing.
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Advise Members of suitable dates and issue notices as directed by the Executive Committee.

Issue Notice of election of officers and Committee, to include eligibility, nomination criteria and applicable closing
dates.

Advise Members on procedures and acceptable format for notice of motions.

Circulate and display previous minutes.

Arrange for signing in of those present and ensure that only eligible members vote.

Ensure ballot papers are available for elections and motions.

Desirable Attributes of the Honorary Secretary

4.5

Be organised and Approachable, with an eye for attention to detail.
Ability to delegate as appropriate.

Be able to keep confidential matters confidential.

Experience at Board or Committee level.

Effective communication skills (including IT)

Be well informed of all Club activities.

Be committed to the Club goals and values.

Role of the Executive Committee

This section sets out those matters which are specifically reserved to the Executive Committee for decision and shall not
be matters which can be determined by any member, sub-committee or group of officers of individuals.

1.

Strategy and Implementation Plans
The Committee will approve strategic priorities and the terms of the strategy, business and implementation plans for
Millicent Golf Club.

Annual Budgets
The Committee will approve and adopt a budget and business plan (if applicable) each year.

Grant and other resource allocations are made in line with stated criteria.
The Committee will review the criteria for the receipt of all grants and ensure the Club is working within the
parameters of such criteria.

Approve annual reports and financial statements
The Committee will approve Annual Reports and Financial Statements.

Internal Policies & Procedures
Approval of and monitor internal policies and Procedures including without limitation:

* Risk Management Policy
* Financial Controls Policy
« Safeguarding Policy

* Health & Safety Policy

Standing Orders
Set terms of standing orders for Executive Committee meetings.

Approve the terms of major contracts
The Committee will approve the terms of all major contracts, leases and arrangements in line with any provisions of
the Finance Policy as amended from time to time.
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10.

11.

12.

13.

4.6

Governance
The Committee shall determine those matters relating to the overall policies, procedures and action required to
achieve the main and subsidiary objects of the Club which may be decided by the Committee of Members.

Membership
Agree the membership fees and criteria from time to time and admission policies and withdrawal of membership in
accordance with the Constitution.

Committees and Working Group

Lay down terms of reference and rules governing the scope, selection and membership criteria of committees or
working groups established by the Executive Committee and all other necessary or incidental matters relating to
such committees including the appointment of chairperson of each committee as per the Constitution.

Management and HR

The Committee shall agree how the organisation shall be managed on a day-to-day basis, appointing any voluntary
management committee and/or members including setting salary rates and agreeing key employment benefits. The
Club may delegate HR matters including salary reviews and employment matters to the Director of Golf so long

as the Director of Golf has been provided with a set Terms of Reference and operates within set budget guidelines
issued by the Executive Committee and reports to the Committee on overall decisions made. The employment of a
Director of Golf or any senior role within the Club shall be approved by the Executive Committee as a whole.

Communications
The Executive Committee shall oversee and approve the policies and practice concerning all communication
matters, including spokespersons.

Advisors
The Executive shall be responsible for the appointment of the main firm of solicitors, auditors, insurance brokers and
the categories and level of insurance cover that the Club should maintain.

Men’s Captain / Vice Captain

The Men’s Captain shall be the principal officer of the Men’s Club and shall have such rights, privileges and duties as the

Executive Committee may from time to time determine. The Men’s Vice Captain shall deputise for the Captain at the
Captain’s express request or in the Captain’s absence. The Men’s Captain/Vice Captain shall:

.

Chair the Men’s Committee and shall also chair the Annual General Meeting of the Men’s Club.

Be a member of the Executive Committee of the Club.

Represent the Men’s Club at meetings and events organised by the counterparts of the Men’s Club in other Clubs.
Liaise with the Director of Golf and Chairperson regarding any Men'’s playing/operational issues.

Ensure all competitions are run in accordance with Golf Ireland guidelines/Rules of Golf and the Club’s Terms and
Conditions of Competitions.

Produce Fixtures list for year.

Attend Executive meetings and submit information report including any issues from Men’s committee.

Liaise with Women'’s Captain regarding golf and social aspects of the club.

Adhere to the Policies and Procedures of the Club.

Act in an ambassadorial role for the club whilst at all times exemplifying the values of the Club.
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4.7 Women'’s Captain / Vice Captain

The Captain of the Women'’s Club shall be the principal officer of the Women’s Club and shall have such rights, privileges
and duties as the Executive Committee may from time-to-time determine. The Women'’s Vice Captain shall deputise for
the Captain at the Captain’s express request or in the Captain’s absence. The Women’s Captain/Vice Captain shall:

*  Chair the Women’s Committee and shall also chair the Annual General Meeting of the Women'’s Club.

* Be a member of the Executive Committee of the Club.

* Represent the Women’s Club at meetings and events organised by the counterparts of the * Women’s Club in other
clubs.

« Liaise with the Director of Golf and Chairperson regarding any Women’s playing/operational issues

*  Ensure all competitions are run in accordance with Golf Ireland guidelines/Rules of Golf and the Club’s terms and
Conditions of Competitions.

e Produce Fixtures list for year

» Attend Executive meetings and submit information report including any issues from /Women’s committee.

« Liaise with Men’s Captain regarding golf and social aspects of the Club.

» Adhere to the Policies and Procedures of the Club.

* Actin an ambassadorial role for the club whilst at all times exemplifying the values of the Club.

4.8 Junior Captain

The Junior Captain shall be an Ordinary Junior Member and shall have such rights, privileges and duties as the Executive
Committee may from time to time determine.

»  The Junior Captain will liaise with the Junior Convenor regarding all matters relating to the Junior Section of the club.

49 Junior Convenor

The Junior Convenor should be child centric and have as the primary aim the establishment of a child centric ethos
within the golf club. They are the link between the children and the adults in the club. They also takes responsibility for
monitoring and reporting to the Executive Committee on how Club policy impacts on young people and Golf Leaders.

The Junior Convenor should be a member, the Executive Committee and should be introduced to the young people in an
appropriate forum.

The role of the Junior Convenor should be:

» To promote awareness of safeguarding guidelines within the golf club, among young members and their parents/
guardians. This could be achieved by the distribution of information leaflets, the establishment of a junior specific
notice board, regular information meetings for the young people and their parents/guardians.

» Influence policy and practice within the golf club to prioritise children’s needs.

» Establish contact with the National Children’s Officer in Golf Ireland.

* Ensure that children know how to make concerns known to appropriate adults or agencies.

* Encourage the appropriate involvement of parents/ guardians in the club activities

» Act as an advisory resource to Golf Leaders on best practice in junior golf

* Report to the Executive Committee.

*  Monitor changes in membership and follow up any unusual dropout, absenteeism or club transfers by children or Golf
Leaders.

« Ensure that the children have a voice in the running of their golf club and ensure that there are steps young people
can take to express concerns about their golf activities/ experiences.
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» Establish communication with other branches of the club, e.g. facilitate parent’s information sessions at the start of
the season.

* Keep records on each member on file, including junior members, their contact numbers and any special needs of the
child that should be known to leaders.

» To ensure each Junior member signs an annual membership form that includes signing up to the general code of
conduct for golf leaders, children and young people.

*  The Junior Convenor should undertake the necessary training i.e. Safeguarding and Garda vetting

*  Ensure that the club rules and regulations include:
- complaints, disciplinary and appeals procedures.
- an anti-bullying policy.
- safety statement.
- rules in relation to traveling with children.
- supervision and recruitment of leaders.

410 Designated Liaison Person

Millicent Golf Club has appointed a Designated Liaison Person (DLP). Best practice advises that the DLP and Junior
Convenor are kept as separate roles. It is recommended at all times that this person is a senior club person. The DLP is
responsible for reporting allegations or suspicions of child abuse to Tusla or An Garda Siochana.

* The DLP is a resource for volunteers/coaches and should ensure that the golf club’s reporting procedures are
followed. The DLP reports any suspected cases of child neglect or abuse to the Duty Social Worker in Child and
Family Agency/Tusla or An Garda Siochana.

»  The DLP should also inform the National Children’s Officer in Golf Ireland that a report has been submitted without
identifying details

» The DLP should be knowledgeable about child protection and undertake any training considered necessary i.e.
Safeguarding 1 & 3 (ROI) and be Garda vetted.

e The DLP should familiarise themselves with the statutory and support services within their locality

The DLP should have knowledge of the Safeguarding Code and relevant child protection legislation (Children First Act
2015 (ROIl)/National Vetting Bureau Act 2012-2016 (ROI). The Club’s Children’s Officer/Designated Person do not have
the responsibility for investigating or validating child protection concerns within the golf club and have no counselling or
therapeutic role. These roles are filled by the Statutory Authorities. It is, however, possible that child protection concerns
will be brought to the attention of the Children’s Officer/Designated Liaison Person. In this event, it is essential that the
correct procedure is followed. see Millicent’s Club Safeguarding Policy section 9.

4.11 Director of Golf
The Director of Golf shall:

* Be responsible for all aspects of the administration of the Club and its premises within the framework of the Club’s
business plan, policies procedures and budgets.

» Action decisions from the Executive in a timely, professional manner and providing support as well as monthly and
other reporting to ensure delivery of key business plan milestones.

* Be responsible for the management of full and part time employees of the Club, enabling them to achieve high
performance, by utilising effective leadership and management techniques.

»  Bring industry best practice to all areas of the Club’s activities and play a pivotal role in delivering the Club’s
operational, financial and strategic goals making optimum use of a well-structured marketing plan thus maximising
financial performance.

62 Procedures & Policy Manual | Millicent Members Golf Club



Al G
C,"‘A Oy P

MILg,

gnt?

CLAME, CO KILDARE

» Be responsible for the day-to-day management of the Golf Course, Bar and Restaurant, the Club House and its
environs

*  Work with all areas of the Club and Executive to build a smart cohesive marketing plan which will generate improved
revenue within the Club, while striving for a Club with a greater social connection with its members.

* Manage the clubhouse and the surrounding areas to ensure that all facilities and areas are maintained to a really high
standard to enhance the members experience while maximising potential.

* Manage project work from start to finish.

* Plan and maximise resources and deliver cost effective, efficient support services to the Members of the Club.

* Have executive responsibility, including accounting, for running the administration of the Club and its premises, within
the framework of the Executive Committee’s documented policies and procedures, plans and approved budgets.

* Attend at Executive meetings as required

4.12 Sub-Committees

It is recognised that from time to time the Executive Committee may have to appoint various subcommittees or working
groups to assist in the management of the Club and its related activities. The following suggested Terms of Reference are
by no means exhaustive and should act as guidelines for some of the activities that may be undertaken by the various
subcommittees. Subcommittees can change from time to time at the discretion of the Executive Committee in order to
respond as may be necessary to the ever-evolving developments within the Club. The Executive Committee may appoint
a member of the Executive to the Chair of each subcommittee as required.

Basic Meeting Principles for All Sub Committees

When any subcommittee meets it should adhere to the following basic meeting principles:

* The Committee shall meet in advance of Executive Committee meetings but at least on a quarterly basis.

* Minutes shall be taken of all its meetings.

*  The quorum for each meeting shall be a minimum 50%

» Decisions made will be by simple majority.

« Short and concise reporting to the Executive Committee or Director of Golf (as appropriate) after each meeting either
by circulation of minutes or by the preparation of a separate Executive report.

» Keep the Executive Committee updated on work carried out by the Committee.

4.13 Strategic Planning

Purpose

* The purpose of the Committee (if separately appointed) is to develop a strategic plan for the club, outlining our vision,
mission and values.

» To examine all possible scenarios regarding the long-term future of Millicent Members Golf Club, including but not
limited to the possibility of long-term lease or purchase of course and clubhouse, and revert to the management
committee with various options.

* Implement the strategic plans as agreed by the management committee.

*  This committee should review the Strategic plan on an ongoing basis.

It must be emphasized that this committee (if separately appointed) does not replace the Executive Committee’s
obligations regarding strategic planning of the Club.
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Membership

The Strategic Planning Committee will comprise of members of the Executive Committee and those other members who
may be appointed from time to time by the Executive Committee.

These additional members ideally have experience in the discipline of strategic planning. The Chairperson of the
Executive Committee should be nominated as chair of the Strategic Planning Committee.

4.14 Finance and Audit

Purpose

The purpose of the Finance Committee is to provide advice and guidance to the Executive Committee to ensure that
robust and effective financial controls and procedures are in place in the organisation and that the Executive committee
fulfils its legal, regulatory, and financial governance responsibilities.

It must be emphasised that this committee does not replace the Executive Committee’s obligations regarding financial
management of the Club.

Membership

The Finance Committee will be appointed by the Executive Committee. The committee will ideally consist of 3-5
members, approved by the Executive Committee, who are qualified and/or have experience in the areas of finance and
funding.

* Ideally, the Honorary Treasurer should be nominated as Chair of the Finance Committee by the Executive
Committee.
* There should be a minimum 30:30:40 gender balance on the Committee..

Responsibilities and Duties

To assist, advise and report to the Executive Committee on all relevant club financial and funding affairs and, including:
a. Ensuring that there are appropriate financial management controls in place.

b. Drafting and proposing all financial policies including overall financial controls policy, expenses policy, reserves policy
and any other such policy it deems appropriate.

c. Examining income and expenditure.

d. Monitoring the management accounts and advising the Executive Committee of actual and/or potential deviations
from budget.

e. Examining annual budgets once prepared in Sept/Oct annually by the Director of Golf, for approval by the Executive
Committee in conjunction with club management staff where applicable.

f.  Ensure adequate accounting records are kept.

g. Reviewing annual finance statements and management accounts once prepared by the Director of Golf.

h. Ensuring the annual Audit is undertaken in line with company legislation once arranged by the Director of Golf.
i. Taking any necessary advice in respect of implementation of good financial controls and funding programmes.

j.  Toregularly review and keep all Club financial matters and funding programmes up to date, including any regulatory
reporting and filing. Ensure all financial matters and funding proposals are approved by the Executive Committee
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In addition, the Finance committee shall provide an internal audit role within the Club whose extended responsibilities
shall cover the following areas:

a. Completing quarterly audit reviews the Club’s financial statements,
b. Monitoring the integrity of the financial reporting system and internal controls and

c. Consider any accounting issues arising in respect of the Club’s affairs and report them to the Executive Committee.

The Committees should pay particular attention to:

a. Accounting policies, controls, and practices.

b. Areas involving judgement, estimation or uncertainty and the provisions in the financial statements.
c. Methods used to account for sizeable or unusual transactions.

d. Compliance with accounting standards.

e. Significant adjustments resulting from the year end accounts.

f.  Compliance with legal, regulatory and financial reporting requirements.

g. Ensure adequate controls are in place to prevent fraud and illegal acts.

h. Ensure an effective system of internal control, comprising financial, operational controls, compliance and risk
management is maintained and operated.

i. Complete appropriate and regular operational and financial audits and provide reports to the Executive Committee

4.15 Men’s Committee

The Men’s Committee shall be made up of not more than 10 Ordinary Members which will include the following:

e Captain of the Men’s Club

* Vice - Captain of the Men'’s Club

*  Men’s Club Secretary

* Men’s Club Treasurer

*  Out-Going Captain of the Men’s Club (Optional) and
*  Other officers.

Each Officers role to be specific, with role advertised on or before Notification of AGM. The affairs and administration of
the Men’s Club shall be under the control of the Men’s Committee. The Men’s Committee shall be responsible for the:

* Maintenance of proper liaison with Golf Ireland.

*  Application for and fulfilment of the requirements for affiliation of Golf Ireland including the making of an undertaking
in writing to Golf Ireland to accept and abide by the Constitution and Bye-laws of Golf Ireland and the Bye-laws of the
Leinster Branch of Golf Ireland.

* The levying and forwarding to Golf Ireland by way of per-capita subscription or otherwise of all levies due to Golf
Ireland in accordance with Golf Ireland Constitution and with the Bye-laws of Golf Ireland Leinster Branch.

*  Proper administration of such standard scratch score and handicapping system as prescribed by the World Handicap
System and such rules there under as may require to be implemented by Golf Ireland from time to time.

* Monitoring of compliance by the members of the Men’s Club with the handicapping system.

e Convening the Men’s AGM
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Committee Meetings

Meetings of the Men’s Committee shall be held not less than 8 times per year.

A quorum at a meeting shall be three of which one must be the Men’s Captain.

The Men’s Committee shall have the power to fill any vacancy in its number (in line with the conditions laid down in
these rules). At a meeting of the Men’s Committee the Chairperson shall be the Men’s Captain and in the event of
equality of votes the Men’s Captain shall have an additional and casting vote.

416 Women’s Committee
The Women’s Committee shall be made up of not more than 10 Ordinary Members which will include the following:

.

Captain of the Women’s Club

Vice - Captain of the Women'’s Club

Women’s Club Secretary

Women’s Club Treasurer

Out-Going Captain of the Women'’s Club (Optional) and
Other officers.

Each Officers role to be specific, with role advertised on or before Notification of AGM.

The affairs and administration of the Women’s Club shall be under the control of the Women’s Committee. The Women’s
Committee shall be responsible for the:

.

Maintenance of proper liaison with Golf Ireland.

Application for and fulfilment of the requirements for affiliation of Golf Ireland including the making of an undertaking
in writing to Golf Ireland to accept and abide by the Constitution and Bye-laws of Golf Ireland and the Bye-laws of the
Leinster Branch of Golf Ireland.

The levying and forwarding to Golf Ireland by way of per-capita subscription or otherwise of all levies due to Golf
Ireland in accordance with Golf Ireland Constitution and with the Bye-laws of Golf Ireland Leinster Branch.

Proper administration of such standard scratch score and handicapping system as prescribed by the World Handicap
System and such rules there under as may require to be implemented by Golf Ireland from time to time.

Monitoring of compliance by the members of the Men’s Club with the handicapping system.

Convening the Women’s AGM

Committee Meetings

Meetings of the Women’s Committee shall be held not less than 8 times per year.

A quorum at a meeting shall be three of which one must be the Women’s Captain.

The Women’s Committee shall have the power to fill any vacancy in its number (in line with the conditions laid down
in these rules).

At a meeting of the Women’s Committee the Chairperson shall be the Women’s Captain and in the event of equality
of votes the Women’s Captain shall have an additional and casting vote.
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417 Governance and Risk

Purpose

The purpose of the Governance Committee and its Chairperson is to provide advice and guidance to the Executive
Committee to ensure that robust and effective governance policies, procedures and proper controls are in place and the
Executive Committee fulfils its legal, ethical and governance responsibilities.

Membership

The Governance Committee will be appointed by the Chair of Governance. The committee will ideally consist of 4-6
members, approved by the Executive Committee, who have experience and/or interest in the areas of governance,
process, operational and change management.

There should be a minimum 30:30:40 gender balance on the committee.

Authority

The Governance Committee and it's Chairperson is permitted by the Executive Committee to:

* Review Club governance, the Club’s Constitution, Club Policies and Procedures and Club structures and make
recommendations/proposals to the Executive Committee.

» Take appropriate actions to enable the Executive Committee to meet its responsibilities.

» Seek independent legal advice to perform its responsibilities/duties where necessary.

Responsibilities and Duties

The Governance Committee and its Chairperson is responsible for advising and assisting the Executive Committee on
good and effective Club governance including without limitation:

» Undertake a governance review to establish where the club is positioned in terms of good governance.

* Review Golf Ireland’s 9 Governance Principles to establish if the Club needs to adopt and follow
some or all of them in decision making and behavioural activities.

» Draft such policies, codes and procedures as are necessary and appropriate for the Club.

* Review and/or document, if necessary, the duties and responsibilities of the Executive Committee members.

» Draft any proposals to amend the Constitution and to ensure the Constitution is updated in line with any governance,
regulatory or legislative requirements.

»  Seek any necessary independent legal advice and/or assist the Executive Committee in the implementation of good
governance and/or compliance requirements from Golf Ireland.

* Regularly review and keep all governance matters up to date.

* Link in with the Audit and Risk Committee (where appointed), in relation to all Governance queries.

» Agree a suitable process and timescale for an annual Executive Committee evaluation.

In addition, the Governance committee shall review and consider the Club’s risks including the maintenance of a risk
register and the oversee of the professional and other operational business risk issues, to ensure that they remain robust,
appropriate, and effective. The Chairperson of the committee shall:

* Act as a sounding board for the Executive Committee on any risk matters and review any significant risk
e Judgement calls.

* Review key policies and processes for identifying and assessing risks.

* Review the risk register regularly.

* Review the outcome of any risk compliance matters.

» Assess the adequacy of the levels of Club insurance.

* Maintain oversight to ensure that all policies, procedures and codes of conduct are in place.
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418 Fundraising

Purpose

The purpose of the Fund-Raising Committee (where appointed) is to provide ways to assist the Executive Committee
raise funds for the financial needs of the golf Club.

Membership

The Fund-Raising Committee Chairperson will be appointed by the Executive Committee. The Sub-Committee will ideally
consist of at least 5 members, approved by the Executive Committee, who have an interest in the areas of fundraising
which would be of great benefit to the Fund-Raising Committee.

A member of the Executive Committee should be nominated as Chair of the Fund - Raising Committee.

There should be a minimum 30:30:40 gender balance on the Committee.

Responsibilities and Duties

The Fund-Raising Committee shall report to the Executive Committee. It will recommend different projects and when
these projects are ratified by the Executive Committee, it will have the responsibility to organise and implement these
activities.

It will explore all fund-raising options and determine what is best suited to the needs of the Club at the time and what is
feasible to achieve in the Community in which the Club exists.

It will plan and develop every aspect of projects to maximise their fund-raising potential.

It must be aware of laws and regulations relating to fundraising activities. It will comply with legal requirements, such as
special permits that may be required from the Gardai or local Council.

419 Trustees

As the Club is unincorporated and holds assets and leased property, it is customary for trustees to be appointed
according to the rules as set out below and for the assets and property (other than cash) to be vested in trustees on trust
for the whole membership.

4.19.1 The Trustees shall deal with the Club property, as directed by the Executive Committee, and subject to the
approval of the Executive Committee shall:

4.19.1.1 Have the power to make investment of Club funds.

4.19.1.2 Take such other measures as, in the opinion of the Executive Committee, appear necessary or in the
interests of Millicent Members Golf Club.

4.19.2 The Trustees when directed by the Executive Committee to perform certain acts may consider the act of such
importance or not in the interests of the Members that the Members of the club should be consulted. The
Trustees may refuse to perform such an act until the Members of the Club have been consulted and a resolution
passed authorising or refusing to authorise the Trustees to perform such act as was originally directed by the
Executive Committee.

4.19.3 A majority of one shall be sufficient to decide any question under discussion by the Trustees.

4.19.4 ATrustee will not be entitled to be an Officer of the Club or of the Ladies Club or of the Men’s Club or a member
of the Executive Committee.
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4.19.5 All assets if any of Millicent Members Golf Club will be vested in the Trustees on behalf of the Members.

4.19.6 The number of Trustees shall normally be no less than three members of Millicent Members Golf Club. Trustees
should compromise of a minimum of 30% women and 30% men.

4.19.7 Trustees shall be a Seven-Day member of Millicent Members Golf Club and nominations will be sought from the
members of the Club.

4.19.8 Trustees shall be appointed by the Executive Committee following the review and recommendations by the
Club’s specially convened Nomination Sub - Committee (it having been convened by the Executive Committee)
and ratified by the Members at a General Meeting.

4.19.9 The Executive Committee shall have the power to fill any Trustees vacancies during the year in accordance
with Rule 4.18.7. The persons so appointed shall hold office until being ratified at the next General Meeting. All
decisions made by the Trustees prior to ratification by the members, would not be invalidated and the maximum
period the Trustee will be permitted to serve will commence from the date of such appointment.

4.19.10 No personal liability shall attach, except for unlawful acts, to any Trustee except to the extent of funds or property
of the club actually received by them. The Members Club shall provide Trustee Indemnity insurance which,
subject to the terms and conditions of that insurance policy, will indemnify the Trustee for acts authorised by the
Executive Committee. Such Trustee indemnity Insurance will be limited to the policy of insurance cover that the
Club has in place.

4.19.11 Each Trustee shall hold office for five years or until they resign or cease to be a member.

4.19.12 A Trustee may be removed from office by a resolution passed (after due notice of motion) by a simple majority of
the Members present and voting at any General Meeting of the Members.

4.19.13 Whenever the number falls below three the resulting vacancy shall be filled as soon as practicable by the
Executive Committee. Pending the filling of such vacancy the remaining Trustees shall have vested in them the
powers and duties applicable to the full body of the Trustees.

4.19.14 Trustees attend meetings of the Executive Committee or any other Committee without voting rights in their
capacity as Trustees.

4.19.15 Trustees can request to attend an Executive Committee meeting to discuss specific issues.
4.19.16 Minutes of all Executive Committee meetings will be forwarded to the Trustees.

4.19.17 The Trustees shall not have any proprietary rights to or claim upon the Club, its property or funds.

4.20 Competitions Subcommittee

Purpose

Role of the Subcommittee to coordinate all golfing activity between Men’s, Women’s committee and Director of Golf/Pro
Shop.

Membership

Shall be limited to - Men’s Captain, Women’s Captain, Men’s Competition Secretary, Women’s Competition Secretary,
Junior Competition Secretary, Men’s Handicap Secretary, Women’s Handicap Secretary and Director of Golf . In the event
that any of the above officers are not available their vice or similar representative may attend meeting on their behalf.

Meetings

Meet monthly usually prior to Men’s and Women’s committee meeting
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Authority

All decisions and actions from the subcommittee must be endorsed by the Men’s and Women’s committee and reported
to the Executive Committee via the monthly reporting structure of the Men’s and Women’s committees. The Executive
Committee maintains the right to veto any decision taken, if not in the best interest of the Club

Responsibilities & Duties

* Planning weekly competitions as outlined in the diary, coordinate with Pro shop regarding allocation of tee times on
the BRS

* Implementing directives/guidelines from Golf Ireland effecting competitions and handicapping

» Terms and Conditions of Competition — updating and implementing any changes including method of entry, returning
scores, competition rules, eligibility for prizes. Prior to implementation of any changes, itis a mandatory requirement
that any decision taken, is promptly and effectively included in the Terms and Conditions of Competition, is circulated
to all members and displayed in a prominent position within the clubhouse

* Non- Returns — reporting levels and agreeing action to take place.

* Inter club competitions — coordinating matches with weekly competitions and BRS tee times.

4.21 Membership Subcommittee

Purpose

The purpose of the Membership Committee (when appointed) is to examine all possible scenarios regarding the optimum
number of members, best utilization of timesheets considering the requirements for each section and category within

the club, the need for green fees /societies and the financial requirement of the club, and to revert to the Executive
Committee with various options.

It must be emphasised that this committee does not replace the Executive Committee’s obligations regarding
membership numbers and allocation of times on the timesheets of the Club.

Membership

The Membership Committee will be appointed by the Executive Committee . The Committee will ideally consist of 5-6
members approved by the Executive Committee.

* Ideally, a member of the Executive Committee should be nominated as chairperson of the membership Committee by
the Executive Committee.

e There should be a minimum 30:30:40 gender balance on the Committee

* There should be a representative of each of the 3 sections of the club (Men'’s, Ladies & Juniors) and 1 from the
Finance Committee.

Responsibilities and Duties

To assist, advise and report to the Executive Committee on the optimum numbers of member (and optimum number in
each category) and allocation of times to each category (competition and casual golf), societies and green fees etc.

To assist, advise and report to the Executive Committee on the annual subscription of each category of membership and
on green fee/society rates
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4.22 Communications Subcommittee

The purpose of this committee (when appointed) is to set out the Club’s expectations with regard to how the
Executive Committee, and other Committees, staff, club members and club volunteers communicate on behalf of our
Club. Communications may be internal or external.

Roles and Responsibilities

*  Communication will be regarded as a key priority.

¢ The communications subcommittee will take a proactive approach to all communications
*  Communications will be integrated into all club activities.

* There will be a unified approach to communication and a consistency of messaging.

*  Communications will support our club business and golfing priorities.

4.23  Volunteers (including Gardening group)

Purpose

The Club recognises the invaluable support provided by the Volunteers who support the Club. Their role is to assist the
Director of Golf in ensuring that there is oversight in the general upkeep of the course, carpark and premises. In addition,
the volunteers should observe and report to the Director of Golf in respect of any observations they may have with
regards to Health & Safety issues.

Responsibilities and Duties

The volunteers will ensure that the policies and procedures as outlined in our Health & Safety manual in respect of such
volunteers are adhered to.

Membership

The Volunteers’ leader and co-ordinator will be appointed by the Director of Golf. Ideally the volunteers should have
experience and/or interest in the area of Course and Premises general upkeep, which will enhance the quality of the
course and environs.

4.24 Terms of Reference for Nomination Sub Committee - Position of Trustee

Trustees shall be appointed by the Executive Committee following the review and recommendation by the Club’s
specially convened Nomination Sub-Committee (it having been convened by the Executive Committee) and ratified by the
Members at a General Meeting.

The Nomination Sub-Committee shall comprise a minimum of four persons, to include at least one member from the
Executive Committee and shall interview the nominees and assess their responses against the advertised criteria.

Purpose

The purpose of the Nominations Committee is to assess nominated candidates with the requisite skills and experience
to fill the role of Trustee whenever it arises and recommend to the Executive Committee only those candidates, who
satisfactorily complete the assessment process for subsequent appointment by the Executive Committee outside of an
election process.
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Composition

A specially convened Nomination Sub-Committee comprising a minimum of four persons, to include one member
from the Executive Committee shall interview the nominees and assess their responses against the prescribed and
advertised criteria. Only those nominees who satisfactorily complete the Nomination Sub-Committee process shall
be proposed by them to the Executive Committee for consideration and appointment as Trustee of the Club. This
appointment will be subsequently ratified at the next Annual General Meeting.

Terms of Reference

1)  The Nominations Sub-Committee shall consult with members of the Executive to :

« Determine the skills criteria and experience most required and desired for the Trustee role.

+ Determine the nominations process and deadlines for nominations for the position of Trustee and such
information shall be advertised to the membership.

» Consider gender balance and diversity in the Trustee Committee make-up.

* Prepare a role description for the role detailing the expectations of and any obligations for the role including
the time commitment required.

« Advertise the positions on the most appropriate platforms and invite applications.

» Determine eligible candidates for positions.

» Actively encourage nominations for election from members who may represent diverse or minority
membership and take positive inclusive measures to encourage further inclusiveness within the Club.

« Consider candidates on merit and against objective criteria and recommend a single candidate for the role
from among the suite of candidates identified.

» Notify the Executive of its nomination and seek approval from the Executive Committee.

» Take due care to use the widest possible means of communicating vacancies to the membership and conduct
its business in a clear, open and transparent manner.

*  Once nominated by the Nominations Sub — Committee, the Executive Committee shall then proceed to have
nominee ratified at the next AGM.

» Shall operate to its Terms of Reference in conducting its business.

2)  With regards to the position of Trustee of the Club, one member of the Executive Committee shall be members of
the Nomination Sub-Committee.

3) Nominations from Members of the Club for the position of Trustee shall be set out in writing in the prescribed
format and shall be sent to the Honorary Secretary.

4) The Nominations Sub - Committee shall consider candidates on merit and against objective criteria and take
duecare to conduct its business in a clear, open and transparent manner.

Operational details

1. The Committee shall meet as required

2. Minutes shall be taken of all its meetings

3.  Members shall be nominated and approved by the Executive Committee

4.  Membership should reflect 50:50 gender representation

5. The quorum for each meeting shall be three

6. The Executive Committee shall nominate a Chair of the Nomination Sub-Committee

7. Decisions will be by simple majority. If tied the Chair has the casting vote.
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4.25 Terms of Reference for Nomination Sub Committee - Position of Treasurer, Chair of Governance,
and Junior Convenor

Purpose

The purpose of the Nominations Committee is to assess nominated candidates (ahead of an AGM) with the requisite skills
and experience to fill the role of Treasurer, Chair of Governance, and/or Junior Convenor when they arise and recommend
to the members only those candidates, who satisfactorily complete the assessment process for election at the AGM.

Composition of Sub- Committee

In respect of the positions of Treasurer, Chair of Governance and Junior Convenor a specially convened Nomination Sub-
Committee comprising a minimum of four persons, to include at least one member from the Executive Committee shall
interview the nominees and assess their responses against the prescribed and advertised criteria.

Terms of Reference

1) The Nominations Sub-Committee in consultation with members of the Executive Committee:
» shall determine the nominations process and deadlines for nominations for each upcoming election and such
information shall be issued to the membership in advance of the AGM.
* may also set out criteria including skill sets which the Club may be seeking for the designated positions.
» actively encourage nominations for election from members who may represent diverse or minority membership
and take positive inclusive measures to encourage further inclusiveness within the Club.
» shall operate to its Terms of Reference in conducting its business.
2) The Nominations Sub - Committee shall consider candidates on merit and against objective criteria and take due care
to conduct its business in a clear, open and transparent manner.
3) Only those nominees who satisfactorily complete the Nomination Sub-Committee process shall be proposed by them
for election as Treasurer, Chair of Governance or Junior Convenor of the Club at the Annual General Meeting
4) The Nominee receiving the most votes at the AGM shall be deemed elected to the position.
5) Inthe event of a tie vote the Chairperson shall have a casting vote.

Operational details

1. The Committee shall meet as required

2. Minutes shall be taken of all its meetings

3. Membership should reflect 50:50 gender representation

4. The quorum for each meeting shall be three

5. The Executive Committee shall nominate a Chair of the Nomination Sub-Committee

6. Decisions will be by simple majority. If tied the Chair has the casting vote.
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4.26 Terms of Reference for Nomination Sub Committee - Position of Chairperson

Purpose

The purpose of the Nominations Committee is to assess nominated candidates (ahead of an AGM) with the requisite
skills and experience to fill the role of Chairperson, when it arises and recommend to the members only those candidates,
who satisfactorily complete the assessment process for election at the AGM.

Composition of sub- committee in respect of the role of Chairperson

A specially convened Nomination Sub-Committee comprising a minimum of four persons, two of which should be external
to the Club, and two of which shall be either a Trustees or Ex-Officers of the Club, shall interview the nominees, and
assess their responses against the prescribed and advertised criteria. Only those nominees who satisfactorily complete
the Nomination Sub-Committee process shall be proposed by them for election as Chairperson of the Club at the Annual
General Meeting.

Terms of Reference

1) The Nominations Sub-Committee:

» shall determine the nominations process and deadlines for nominations for each upcoming election and such
information shall be issued to the membership in advance of the AGM.

* may also set out criteria including skill sets which the Club may be seeking for the positions of Chairperson.

« actively encourage nominations for election from members who may represent diverse or minority membership
and take positive inclusive measures to encourage further inclusiveness within the Club.

« shall operate to its Terms of Reference in conducting its business.

2) With regards to the position of Chairperson of the Club, members of the Executive Committee shall not be members
of the Nomination Sub-Committee.

3) The position of Chairperson of the Club shall be advertised 45 days in advance of the Annual General Meeting clearly
setting out the requirements needed for the position. The Nominations Subcommittee shall prepare a role description
for the role detailing the criteria, expectations and any obligations for the role including the time commitment required.

4) Nominations from Members of the Club for the position of Chairperson shall be set out in writing in the prescribed
format and shall be sent to the Honorary Secretary not later than 30 days before the date of the Annual General
Meeting.

5) The Nominations Sub - Committee shall consider candidates on merit and against objective criteria and take due
care to conduct its business in a clear, open and transparent manner.

6) With regards to the position of Chairperson of the Club, the Nomination Sub-Committee will propose those nominees
who have satisfactorily completed an assessment process. Only those nominees so proposed by the Nominations
Sub-Committee shall then proceed to election by members at the Annual General Meeting.

7) The Nominee receiving the most votes at the AGM shall be deemed elected to the position.

8) In the event of a tie vote the outgoing Chairperson shall have a casting vote. If the outgoing Chairperson is one of the
nominees in the position of tied vote, the casting vote will fall to the President of the Club.

Operational details

e The Committee shall meet as required

*  Minutes shall be taken of all its meetings

*  Membership should reflect 50:50 gender representation

e The quorum for each meeting shall be three

*  The Executive Committee shall nominate a Chair of the Nomination Sub-Committee
» Decisions will be by simple majority. If tied the Chair has the casting vote.
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APPENDICES

5.1 Confidentiality Agreement form
CONFIDENTIAL INFORMATION

1.1 Much of the work undertaken by the Company (Millicent Members Golf Club) is highly confidential and in the
course of your role you will inevitably receive highly confidential information. You shall not, either during your
role (other than in the proper course of your duties and for the benefit of the Company) or after your role has
ended for any reason whatsoever:

(i) use, attempt to use, disclose or communicate to any person, or allow others to use any Confidential
Information belonging to the Company that in any way brings our name or our stakeholders names into
disrepute or compromise the confidentiality of our business, which you shall have come to know or have
received or obtained at any time (before or after the date of this Agreement) by reason of, or in connection
with your service with the Company, its committees, subcommittees or any other service provided; or

(i) copy or reproduce in any form or by or on any media or device or allow others access to or to copy or
reproduce “Documents” containing or referring to Confidential Information.

1.2 All Confidential Information whether in your control or possession or not, is and shall at all times remain the
absolute property of the Company or of the relevant entity within the Company, and you undertake, both during
your role and afterwards:

(i) to exercise due care and diligence to avoid any unauthorised publication, disclosure or use of Confidential
Information and any Documents containing or referring to it:

(i) on request and in any event, on the Termination Date of your service with the company, its committees,
subcommittees or any other service provided, to deliver up any Confidential Information (including all
copies of all Documents whether or not lawfully made or obtained) and to delete Confidential Information
from any re-useable or mobile medium; and

(iii) to do such things and sign such documents at the expense of the Company as shall be reasonably necessary to
give effect to this clause and/or to provide evidence that it has been complied with.

1.3 The restrictions will not restrict you from disclosing (but only to the proper recipient) any Confidential Information
which you are required to disclose by law or any order of the court or any relevant regulatory body provided
that, you shall unless required by law have given prior written notice to the Company of the requirement and of
the information to be disclosed and allowed the Company an opportunity to comment on the requirement before
making the disclosure.

1.4 You agree that the restrictions set out are without prejudice to any other duties of confidentiality owed to the
Millicent Golf Club whether express or implied and are to survive the termination of your employment or service
with the company, its committees or subcommittees.

15 “Confidential Information” includes any information which may be imparted in confidence or be of a confidential
nature relating to the business or prospective business or internal affairs of Millicent Golf Club or their members,
customers, agents or partners and in particular all information relating to the performance, structure, operation
and marketing or sales of the Company including, but not limited to technical, financial, marketing, staffing
and business plans and information, strategic information, proposals, requests for proposals, specifications,
drawings, costs, customer information, procedures, proposed products, business systems, lists of members
and clients,(including all addresses, banking and contact details) pricing structures, names and addresses
of marketing contacts, service and product information including details of any processes, data, programs,
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computer models, software or other systems utilised by the business, knowhow, trade secrets, minutes of all
meetings and any other commercial, financial or technical information relating to Millicent Golf Club or to any
member, client or supplier, officer or employee.

1.6 “Documents” means any recorded information in any format on any media or device.

1.7 Your agreement with Millicent Golf Club in this clause is for itself and as a member, officer or trustee for any
company or entity of (Millicent Golf Club) to whose Confidential Information you have access.

1.8 It is understood that due to the importance of the Company in maintaining confidentiality, that any breach of this
requirement and your agreement thereto will be treated as gross misconduct in accordance with the Disciplinary
procedure and may result in Dismissal and/or any further action as deemed necessary by the Company.

Signed

Print Name (Block Letters)

Date
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5.2 Sample Accident Report Form

Location

Report Prepared by Date

1 Details of person involved in incident / accident

Name Date of Birth /
Age

Address Nationality
Gender

Is the person involved in the incident /accident?

Club Member
Pro — Coach

Employee

Member of Public

What type of work / activity was the person doing at the time of the incident / accident?

Yes ~ No ~ If yes, please provide further details

Was the person wearing personal protective equipment at the time of the incident/accident?

location of incident 7 accident)?

Where was the person at the time of the incident / accident (please indicate address of establishment and
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2 Circumstances of the Incident/ Accident (An 'agent' may be another person, an animal, a
substance, equipment or other item):

Date of Incident/ Time of Incident/ a.m./ p.m.
Accident Accident

Briefly describe what the person was doing at the time of the incident/accident, identifying the agent involved

Briefly describe what happened including the agent involved:

How could the incident/ accident have been prevented? Was the accident caused by any alleged negligence
on the part of any staff? (If yes, please supply details):

3 Details of the injury
Indicate the type of injury (tick one box only) Indicate part of the body most seriously injured (tick one
box only)
Bruising LJ | Head, except eyes LJ
Concussion D Eyes D
Internal injuries LJ | Neck L]
Open wound D Back, spine I:l
Abrasion, graze LJ | Chest LJ
Amputation D Abdomen D
Open fracture (bone exposed LJ | Shoulder, upper arm, elbow LJ
Closed fracture D Lower arm, wrist D
Dislocation O Hand E
Sprain, torn ligaments LJ | Fingers, one or more
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Suffocation, asphyxiation Hip joint, thigh, kneecap D

Electrical injury Knee joint, lower leg, ankle area

O

Injury not ascertained

Foot D

coo|g

Other Toes, one or more
Extensive parts of the body
Multiple injuries LJ
Other ]
4 Consequences of the Incident/Accident
Fatal- Non-fatal -

Was First Aid Treatment Administered? Yes - No - If yes, by whom?

Was person involved in the incident/ accident removed to hospital? Yes —No

- If yes,what hospital?

Were Garda/PSNI involved or other parties? Yes - No -

If yes, indicate name, station, ID no.

Was the accident caused by any alleged defect in the premises, facilities or camp equipment? (If yes

please supply details on a separate page if more space is needed)

Date of resumption of Anticipated absence 4-7 days - 8-14 days-
work if returned if not returned More than 14 days -

5 Witnesses Details

Witness 1 Witness 2

Address Address

6 Details of Notifier

Name Position

Signature Date
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5.3 Membership Form

\\ﬁ?sﬁ
Q N Full - 7 Day
5 Day

12 MONTH MEMBERSHIP APPLICATION FORM | Intermediate

(From Date of Joining) Student
Junior
First Name: Please use Block Capitals Family
Overseas
Surname: Please tick appropriate box
Address:
Office Use | Payment
. Method
Date of Birth: / / Telephone: .O.nly L
Minimum
Deposit: 30%
- Debit
Email: Mobile: Payments
Club communication will be by e-mail and/or phone so please provide both email address and (7 Months)
- - - - . Other

mobile and landline phone numbers. By providing your e-mail address you agree to receive

communication by email from the Club. Invoice No:

Present/Last Golf Club: GUI/ILGU

Current/last Congu Handicap: NO.

GOLF net No.

Initial Handicap allotted:

Lowest Club Handicap held:

Date of leaving of last Golf Club:

Society Handicap
Present/Last Golf Society:

Pitch & Putt Handicap: howg_st P8;1P y
andicap held:

Please Note:

1. Failure to provide full and accurate information will result in your application being returned or refused.

2. Applicants may be requested to supply additional information and/or to attend for interview.

3. The lodgment of this application does not establish any order from which new members may be appointed.

4. Millicent Members Golf Club has the right to refuse membership and is not obliged to give reasons.

5. Initial subscription, levies, fees and other charges, as appropriate, shall be made at date of application, balance payable as per
agreement above.

6. The allotment of handicaps at Millicent Members Golf Club is the responsibility of the relevant Men’s/Ladies Golf Club who will advise

you of the procedure to obtain a handicap in accordance with clause 16 of the Congu UHS
7. Acknowledgement of acceptance of membership will be e-mailed or texted to applicants.

Signed: Date:

Proposer and Seconder for applicants must be FULL MEMBERS of Millicent Members Golf Club.

Proposer's signature: Name in Block Capitals:

Seconder's signature: Name in Block Capitals:

Note: The Proposer and Seconder of successful new applicants are responsible for their introduction to the Club,
and it is also their responsibility to ensure that each new member has adequate knowledge of the etiquette of golf.

Applications to: Honorary Secretary, Millicent Members Golf Club, Millicent, Clane, Co. Kildare
Phone 045/893279 Website: wwwMillicentgolfclub.com Email: info@millicentgolfclub.com
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54 GDPR Form

Our Data Protection Promise — Millicent Members Golf Club

Millicent Members Golf Club is committed to respect your rights under data protection laws. Keeping your personal and
data safe is very important to us. Our Data Privacy Guidelines (available in our Policy & Procedures manual) contains the
essential information about our data processing. We kindly ask you to take a moment to read these guidelines so that you
are clear about why and how we process your personal data.

In the guidelines you can find information on the following: (a) the purposes and legal basis for processing; (b) the
sources of your personal data; (c) the recipients of your personal data; (d) your rights under data protection laws.

Data Protection Statement
I. Mandatory acknowledgement for the provision of members services to you

I, the undersigned, by signing this statement acknowledge that | have been made aware of the Data Privacy Guidelines
providing clarifications about how Millicent Golf Club will process my personal data for the purpose of management of the
business of Millicent Golf Club.

1. Optional authorization(s)

I, the undersigned, by ticking the boxes below voluntarily authorize Millicent golf Club to process my personal data
for administrative purposes. | understand that if | do not agree to the following, this will not have any impact on my
membership provided to me by Millicent Members Golf Club. Tick here:

« | consent to the retention of my records as per legislative requirements.
« | agree for my personal data to be used by Millicent Golf Club to improve its services through data analysis
« | consent to be contacted for general marketing purposes via e-mail

| Consent to contact me for personalized marketing purposes via

e-mail D SMS D phone D

Place and date:

Print full name of member:

Signature of the member:

Print full name of the Data Controller:

Signature of the Data Controller:
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5.5 Sample Grievance Form

Millicent Golf Club is committed to ensuring that all of our members receive the best possible service. We welcome
feedback from members when they experience problems and treat feedback as an opportunity to help us to improve our
service delivery. We endeavor to handle all complaints fairly and work towards solving customer complaints in a courteous
and timely manner.

How to Make a Complaint

You may refer your complaint to the secretary of the Executive Committee who will be happy to assist you. Alternatively,
you can use the form below to describe the nature of your complaint and email the completed form to: secretary@
millicentgolfclub.com

You may also post your completed complaint form to:

Hon. Secretary Millicent Golf Club,
Clane,
Co. Kildare

Name of Complainant:

Address:

Telephone Number:

Email:

Date of Complaint:

Please describe in detail the nature of your complaint:
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5.6 Buggy Guidelines

Introduction

The purpose of this document is to establish a standard for the safe operation of all ride-on buggies operated on the
course and its environs at Millicent Golf Club. The document also sets down the criteria to be applied and conditions to
be met for their use. The course is defined as anywhere within the environs of Millicent Golf Course and includes all car
parking facilities and pathways.

Buggies should preferably be booked in advance on the BRS system when making your normal reservation to play golf or
with the pro-shop. Priority will be given to those with medical certificates.

On arrival, please check with the pro-shop to confirm availability of your buggy. The hire charge should be deducted from
your general purse on the BRS system or paid to the pro-sop attendant and recorded. A key will then be provided.

Please return the buggy in a clean condition removing all personal belongings and any papers/empty bottles/rubbish etc.
Please return the key to the pro-shop if opened or return the key to the bar staff who will refund the key deposit if the pro-
shop is closed.

Operating Instructions in how to use the buggy are displayed on the buggy. Should you have any doubts or notice any
problem with the buggy, please inform a member of the pro-shop team.

Any booking is subject to restrictions that may be imposed owing to the condition of the course at any point in time. No
guarantee can be given that a buggy will be available unless it has been pre-booked. The Club also allows members and
visitors to use their own buggies on the course subject to them having their own insurance.

It is important that all buggy users understand and abide by our requirements set out below in relation to our Golf Buggy
Safety Policy and our Golf Buggy Safe Work Practice.

Qualifications

Under normal conditions there is no restriction on the use of ride-on buggies. Pathways must be used at all times where
provided, but it may be necessary to restrict access to other parts of the course in some circumstances as directed by the
Head Greenkeeper.

These restrictions will be advertised via BRS, club website and course information at our golf shop.

Any person who operates a ride-on buggy on the golf course is deemed by so doing, to have the necessary knowledge,
training and skill to safely operate this vehicle and be fully accountable for their actions and the consequences thereof.
The safe operation of ride-on buggies on the course requires conscientious application and adherence to the minimum
standard of care prescribed in this policy document.

Golf Buggies must be operated in accordance with the requirements of both the Golf Buggy Safety Policy and Golf Buggy
Safe Working Practice.

The Club reserves the right to refuse permission to use a golf buggy if all of the conditions stipulated are not complied
with. It is Club policy that if the whole course or part of the course is open, ride-on buggies may be used. In exceptional
weather conditions, the Head Greenkeeper or the Course Manager may determine that unrestricted use of Buggies will,
or may be, likely to cause significant damage to the course. In these circumstances, buggy restrictions will apply.

Buggies may be permitted in exceptional circumstances, but only by those people who have a disability, as defined
under the Disability Discrimination legislation. Such persons must have had lodged with the Director of Golf, a Medical
Certificate to Blue Badge standard signed by a registered General Practitioner or Consultant, confirming they have a
disability as prescribed by the legislation and are unable to play a full round of golf without the use of a buggy.
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For general play and competitions and (non-competition play) a golf buggy shall only be used by members, visitors and
guests authorised to do so. Golf buggies may be used during closed and open competitions by those suffering from a
disability within the meaning of the Disability Discrimination Legislation and as stipulated by Golf Ireland’s Transportation
Policy .

A discounted rental rate will apply to those members who have returned a satisfactorily completed medical certificate. The
General Manager will maintain the register of members who have returned a medical certificate and will ensure that the
pro-shop will hold a copy of the up-to-date register in order to assist with bookings at the discounted rate. This provision
may be reviewed at the discretion of the Executive Committee.

Golf Buggy Safety and Safe Working Policy

Golf Buggy Safety Policy

The Club has a duty of care to all users of the golf course and its environs. The topography of certain areas of the course
is such that caution and prudence must be shown by the user of a Golf Buggy. It is also necessary for the Club to provide
adequately safe means of access for all golfers including those given permission to use golf buggies.

Moreover, the Club has to ensure the safety of golfers who do not wish to use golf buggies but who might be at risk from
a mechanically defective golf buggy or its careless use. This duty of care also applies to members of the public who may,
from time to time, justifiably be on the course.

To assist the safe employment of golf buggies all potential users (members and visitors) shall comply with the following
conditions:

1. Only recognised golf buggies are permitted at Millicent Golf Club.
2. All Golf Buggies must be fully insured.

3.  Privately owned Buggies (other than those where permission has been given to park on-site) must be transported to
Millicent Golf Club within the confines of the owner’s vehicle. Transportation using a trailer is permitted but restricted
to the visitor’s car park.

4.  Facilities to store or recharge privately owned buggies are available at Millicent Golf Club, but only with prior
agreement with the General Manager. Storage or charging of Golf Buggies is at owner’s risk.

5. In accordance with section 24.7.1 of the constitution of Millicent Golf Club, Neither the Men’s nor the Women’s
Clubs nor Junior Club nor the Executive Committee or Trustees shall be responsible for any personal belongings of
Members or Members’ visitors brought to or kept at or left on the premises of the Club (either in the Club House or
outside in the car park or on the Course). Accordingly, it is the obligation of the owners of non-club buggies to:

a. Ensure that such buggies are maintained at all times and are not brought onto the course or used within the
confines of the club should they develop any defect.

b. Ensure that they are securely stored whilst on the premises at the location designated by the club at its
discretion.

C. Ensure that appropriate insurance is in place (including Road Traffic Act cover) to indemnify themselves and
the club against any third- party claims (either from members, guests or other persons) arising from death,
personal injury, or property damage to the course, the clubhouse or its environs, or any other third-party
property damage arising out of the ownership, possession or use of the owner’s buggy.

d. The club will endeavour from time to time and at its discretion, to offer to insure the owner’s buggies by way
of a facility solely under the club’s Motor insurance arrangements. Owners will re-imburse the club on a per
buggy/per person basis for the costs incurred with such facility if availed of.
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10.

1.

12.

13.

14.

15.

16.

17.

18.

Members’ privately owned buggies on Millicent Golf Club property are only for the use of those members
mentioned on the golf buggy insurance certificate.

Golf buggies must be operated with the utmost courtesy to care and consideration for the safety and convenience
of pedestrians. Pedestrians must be afforded the right-of-way at all times.

The signs and instructions erected on the course to warn golf buggy users of potential danger areas, or areas
forbidden to golf buggies because of concerns about danger or the potential to cause unacceptable wear and tear
to the course, must be followed at all times.

Golf buggies must be operated and parked in such a manner that they do not impede or interfere with normal
pedestrian or vehicular flow on roadways, pathways or pavements and must not be parked in car-parking facilities.

Golf buggy operators will be responsible for the security of ignition keys for the period that the buggy is rented by
them and will be charged for the replacement of the non-return of said key.

Millicent Golf Club has no responsibility for ensuring the safe operation of golf buggies on or beyond the confines
of the course and the club car-parks. The Club will accept no responsibility for any loss or damage caused to any
property. It is imperative that owners of buggies (members) must have public liability insurance included in their
insurance policy.

No person under the age of seventeen (17) years is permitted to operate a buggy.
No golf buggy will be operated in excess of 16km/10 miles per hour. All speed limits must be observed.
Golf buggies shall be used only between dawn and dusk.

Golf buggies must be operated in compliance with the common ‘rules of the road" regardless of whether golf
buggies are operated on pavements or roadways.

Operators must stop the golf buggy at blind intersections and proceed with caution.

Golf Buggy operators must not be under the influence of alcoholic drinks or drugs and the consumption of alcohol
and/or the improper use of drugs when using a golf buggy is not permitted.

The Executive has the authority to immediately suspend or prohibit any individual from using or being carried in a
golf buggy. Application for reinstatement of permission to use a Club/privately owned buggy can only be made to
the Executive Committee.

Golf Buggy Safe Working Practice

»  Golf buggy operators must not be under the influence of alcoholic drinks or drugs
* Never allow children to drive the Golf Buggy
* Never allow an un-insured person to drive your Golf Buggy

Before Use

- Al
« A

| operators of golf buggies must understand the Golf Buggy Safety Policy before they are allowed to use a buggy.
golf buggy shall only be used by the number of occupants it is designed to carry and driven by the person who is

authorised to do so. (The person Insured)
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During Use

* Always remain seated and hold on while the vehicle is in motion.

* Hands, feet and head must be kept inside the golf buggy at all times while the vehicle is in motion.

*  Golf buggies must not be driven in prohibited areas.

*  The vehicle must be used to progress the game and must not be driven up and down excessively, e.g., when looking
for golf balls.

* The vehicle must not be used on tees, greens or the slopes and areas leading up to tee and greens.

»  The vehicle must not be used within 2 metres of any bunkers, ditches or ponds/lakes or slopes leading to bunkers, the
river’s edge, except when using designated bridges.

e The vehicle must not be driven into any deep rough on the course.

»  Check the area behind the vehicle before reversing.

» Atall times set the parking brake before leaving the vehicle.

* Always consider the terrain, existing vehicular and pedestrian traffic conditions as well as environmental factors that
may affect the ability to operate the vehicle safely.

*  Drive the vehicle only as fast as the terrain and safety considerations allow.

« To avoid tipping over, drive the buggy straight up and down severe slopes.

»  Slow down before corners.

» All turns must be executed at reduced speeds.

* Avoid sudden stops or changes of direction that may result in loss of control.

* Be extra careful when the course is wet and muddy.

After Use

When the golf buggy is left unattended, turn the operating key to the off position, remove the key and engage the parking
brake.

Checklist

Know the following controls and how to use them:

e Ignition switch and immobiliser key

e Accelerator

* Footbrake

« Parking brake — Set the brake before leaving the Golf Buggy

Administration in Respect of Privately Owned Buggies

The Director of Golf will retain on file a fully completed Proof of Buggy insurance. This proof will either be in the form of the
Club’s Motor insurance duly extended to include the Member’s buggy or by way of separate insurance proof duly provided
by the owner (copy acceptable).

The Director of Golf will also ensure that the Pro-Shop Staff are in possession of an up-to-date copy of the register of
Authorised Buggy Users, for whom documents are held on file and to whom authorisation has been granted for use of a
privately owned buggy.
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5.7

AR,
TRAVELERS

IMPORTANT NOTICE

Please read this Policy carefully to ensure that it is

in accordance with your requirements and that you
understand its terms, exclusions and conditions. Please
contact us immediately if any corrections are necessary.

Members Insurance Policy

Any enquiries you may have regarding your Policy may be
addressed either to the insurance broker who arranged the
Policy for you or directly to us.

CLAIMS PROCEDURE

If you wish to make a claim, please contact the insurance
broker who arranged the Policy or contact us at 01
6095601 or at the address below, quoting your policy
number. Please also refer to our on-line guidance on how
to make a claim which can be found at www.travelers.ie.

COMPLAINTS PROCEDURE
If you wish to make a complaint please note the following:

Our Promise To You

*  We will acknowledge complaints promptly We will
investigate quickly and thoroughly

*  We will keep you informed of progress

*  We will do everything to resolve your complaint fairly

*  We will learn from our mistakes and use your feedback
to continually improve our service

What To Do If You Have A Complaint
If you have a complaint, please contact us on 01 6095600,
or email us at CustomerRelations@travelers.com.

For full information on your rights and how we will handle
your complaint, please see our website here: http://www.
travelers.ie/documents/ComplaintsProcedure_Ireland.pdf

USING PERSONAL DATA: FAIR PROCESSING NOTICE
How we treat information about you and your rights under
data protection legislation.

In order to provide OUR insurance services, we (Travelers
Insurance Designated Activity Company acting as a Data
Controller) will collect certain personal information about
you. The type of information that we collect will dependon
our relationship with you. For example, you may be a
Travelers policyholder, prospective policyholder or a third
party making a claim under a Travelers insurance policy.

If you provide us with personal information about a third
party, you should share this notice with them.

We will also collect different types of information depending
upon the kind of insurance cover we are being asked to
provide or the kind of claim we are being asked to assess
or pay.

AON
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Some of the information we collect may be classified as
‘special category data’, which is data that may contain
information about physical or mental health, religious
beliefs and criminal and disciplinary offences (including
convictions).

Your personal information may be used in a number of
ways including:

» considering an application for insurance,

» providing and administering an insurance policy,

* handling claims including claims validation,

» preventing and detecting fraud, including providing
information to the relevant authorities.

Where relevant, we will share your information with other
companies in the Travelers group, third parties such

as claims handlers, loss adjusters, other insurers and
reinsurers, fraud prevention agencies, service companies
associated with our products, or as required by law
(including providing the information to government or
regulatory authorities). This may involve the transfer

of your information to countries inside and outside the
European Economic Area.

We may also use your personal information for marketing
purposes, but only in accordance with your marketing
preferences.

For more information about how we process your data and
the rights you have, please click http://www.travelers.ie/
main/privacy-policy.aspx.

SUMMARY OF CONFLICTS OF INTEREST POLICY
Travelers maintain an internal Conflict of Interest policy
which identifies circumstance which may give rise to a
potential for conflict of interest.

Where a conflict of interest or suspected conflict of interest
has been identified, and cannot be reasonably avoided,
we will disclose the general nature and or source of the
conflict of interest to you and your insurance intermediary.
Travelers will not proceed and bind any insurance contract
with you unless you the policyholder have acknowledged,
in writing, that you are aware of the conflict of interest and
still want to proceed with your insurance contract with us,
and, that your intermediary confirms in writing the conflict
does not damage your best interests.
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The Contract of Insurance

The Named Insured having made to the Company

a Proposal and declaration which shall be the basis

of this contract and having paid or agreed to pay the
premium to the Company the Company will provide the
insurance indicated in the Policy Sections during the
Period of Insurance stated in the Master Schedule or in
any subsequent Endorsement Schedules or Renewal
Schedules forming part of this Policy or during any
subsequent Period of Insurance for which the Company
may accept payment subject to the terms conditions and
exclusions contained herein or endorsed hereon The
Policy and the Proposal shall be read as one contract
and unless otherwise stated any word or expression

to which a particular meaning has been given in the
General Definitions or specific Section definitions in this
Policy shall bear the same meaning wherever it appears
in the Policy or specific Section respectively and unless
the context requires otherwise

(a) the singular includes the plural and vice versa

(b) the male gender includes the female and neutral
genders

(c) person includes a body corporate
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General Definitions

Company
Company means Travelers Insurance Designated Activity
Company

Compensation

Compensation means compensatory damages imposed
by law including interest which may be awarded on such
damages

Deductible

Deductible means the amount for which the Named
Insured is responsible the application of which is further
defined in General Exclusion - Deductible

Defined Peril

Defined Peril means fire lightning explosion aircraft or
other aerial devices or articles dropped therefrom riot civil
commotion strikers locked-out workers persons taking part
in labour disturbances malicious persons earthquake storm
flood escape of water from any tank apparatus or pipe or
impact by any road vehicle or animal

Event

Event means an occurrence or series of occurrences
consequent on or attributable to one source or original
cause giving rise to indemnity under this Policy

Golf Club Premises
Golf Club Premises means the clubhouse and golf course
area including the car park area of the clubhouse

Inception Date
Inception Date means the date on which the Policy
becomes effective

Insured
Insured means

(a) the Named Insured and

(b) in respect of the Personal Liability Section the legal
personal representative of any person covered
hereunder Provided that the Company’s aggregate
liability to all persons comprising the Named Insured
and any other party or parties shall not exceed any of
the specified amounts detailed in the Schedules as
sums insured or limits of indemnity or the amount of
any other limit stated in the Policy

AON
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Insured Persons
Insured Persons stated in the Schedule means either

(a) where all members of the golf club are to be covered
by this Policy (indicated by the reference All Members
in the Schedule) any member of the golf club whose
name appears on the clubs register of members

(b) where specified members of the golf club are to be
covered by this Policy (indicated by the reference
Specified Members in the Schedule) any member of
the golf club whose name appears in the clubs register
of members and is specified to the Company

Insured Activity

Insured Activity means playing golf or being on the golf
club premises and further extends to include attending

any meeting of the Insured’s golf club or attending any
meeting or function on behalf of or as a representative of
the Insured’s golf club whether on a Golf Club Premises or
not but excluding commuting to and from such meetings or
functions

Named Insured

Named Insured means persons as specified in the Master
Schedule or in any subsequent Endorsement Schedules or
Renewal Schedules forming part of this Policy or their legal
personal representative

Period of Insurance

Period of Insurance means the period stated in the Master
Schedule or in any subsequent Endorsement Schedules or
Renewal Schedules forming part of this Policy

Policy
Policy means this policy document comprising its general
definitions conditions and exclusions

Proposal

Proposal means all information provided and all
statements or declarations made to the Company by or on
behalf of the Insured

Renewal Date
Renewal Date means the first day immediately subsequent
to the expiry of the Period of Insurance

Schedule
Schedule means the Schedule to the Policy

Third Party
Third Party means a person firm or company other than
the Insured
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General Conditions

1. Arbitration

Any dispute between the Insured and the Company
regarding the Company’s liability in respect of a claim

or the amount to be paid shall in default of agreement

be referred within twelve months of the dispute arising

to an Arbitrator appointed jointly by the Insured and the
Company or failing agreement appointed by the President
for the time being of the Incorporated Law Society of
Ireland and the decision of such Arbitrator shall be final and
binding on both parties

Where any difference is referred to arbitration the making
of an award shall be a condition precedent to any right of
action against the Company.

Any claims not referred to arbitration within 12 calendar
months from the date of disclaim of the liability shall be
deemed to have been abandoned

2. Assignment
Assignment of interest under this Policy shall not bind the
Company without its written consent

3. Claims (Duties owed by the Insured)

Special Definition

Letter of Claim where used in this condition means any
written correspondence indicating an intention to claim
against the Insured that specifies sufficient information
about the incident to enable it to be investigated and
includes at least preliminary information as to the nature of
the injury or damage sustained

(a) if circumstances should exist or on the happening of
any Event which may give rise to a claim under this
Policy the Insured shall as soon as possible give
notice thereof to the Company in writing

(b) Inrespect of loss or damage to property the Insured
shall

(i) Immediately give notice to the Company in
writing as soon as possible but in any event
within seven days

(i)  retain all damaged property for inspection

(i)  produce at the Insured’s expense all receipts
and necessary documentation

(c) Every Letter of Claim writ summons process
impending prosecution notice of an inquest or
fatal accident inquiry in connection with any such
circumstance or event aforesaid shall be immediately
forwarded to the Company unacknowledged

(d) Inthe case of loss or damage involving theft of
or malicious damage to property the Insured
shall immediately notify the Police and provide all
reasonable assistance in
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(i)  identifying and prosecuting the person(s)
involved

(i)  recovering such stolen property

(e) The Insured if required by the Company shall attend
all proceedings and assist the Company in the
giving of evidence and the attendance of witnesses
and shall give the Company all information and
assistance and do and concur in doing whatever
the Company may require in connection with any
circumstance event or claim

(f)  The Insured shall bear their own costs and expenses
under this Condition

(g) No admission offer promise payment or indemnity
shall be made or given by or on behalf of the Insured
without the written consent of the Company

4. Claims (Company’s Rights)
(a) The Company may

(i) investigate handle and control any claim
notified to it at its absolute discretion and may
settle compromise or make ex-gratia payments
in respect thereof and generally conduct any
proceedings process or actions related to such
claim as it deems appropriate and the costs
incurred by the Company in this undertaking shall
be subject to any Deductible shown in the relevant
Section under which the claim is being brought by
the Insured irrespective of whether an indemnity is
subsequently provided to the Insured in respect of
such claim

(ii) at its discretion take over and control the legal
representation of the Insured at any inquest
inquiry or other proceedings in any Court
concerning any matter that has or may give rise to
a claim hereunder or the defence and settlement
of any claim. The Company shall conduct such
representation and defence and settlement of
claims as it sees fit to do In the event that the
Company makes any payment the Insured will on
demand pay to the Company the amount of the
Deductible applicable

(b) The Company may at any time pay to the Insured the
amount of the Limit of Indemnity (less any sum already
paid and less the amount of any Deductible) or any
lesser amount for which any claim or claims can be
settled and shall then cease to have the conduct and
control of the negotiations actions or proceedings and
be under no further liability in respect of such claim or
claims except for costs and expenses incurred prior
to the date of such payment for which the Company
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is liable hereunder The Company shall not be
responsible for any loss which the Insured may claim
to have sustained by reason of the Company having
acted in such a way

5. Condition Precedent

The due observance of the terms provisions and
amendments of this Policy by the Insured insofar as they
relate to anything to be done or complied with by the
Insured and the truth of the statements and answers and
information supplied on or in connection with the Proposal
shall be a condition precedent to any liability of the
Company to make any payment under this Policy

6. Contribution

If at the time any claim arises under this Policy there

be any other insurance effected by or on behalf of the
Insured covering the same property or same liability or
same protection the Company will not be liable to pay or
contribute more than its rateable proportion of any such
claim and costs and expenses in connection therewith

7. Finance Act 1990

The appropriate Stamp Duty has been paid or will be paid
in accordance with the provision of Section 113 of the
Finance Act 1990

8. Insurance Act 1936

All monies which become or may become payable by

the Company under this Policy shall in accordance with
Section 93 of the Insurance Act 1936 be payable and paid
in the Republic of Ireland

9. Jurisdiction

Any indemnity provided by this Policy in respect of legal
liability to pay Compensation (including claimants’ costs
and expenses) shall operate in accordance with the law
of any country but not in respect of any judgement award
payment or settlement made within countries which
operate under the laws of the United States of America
or Canada (or to any order made anywhere in the world
to enforce such judgement award payment or settlement
either in whole or in part)

10. Misrepresentation and Fraud
This insurance shall be voidable

(a) if the Insured has concealed or misrepresented
incorrectly described or failed to declare any fact or
circumstance material to the insurance or its subject
matter or

(b) if the Insured or anyone acting on thelnsured’s
behalf has committed fraud attempted fraud or sworn
falsely concerning this insurance or its subject matter
whether before or after loss If the Insured notifies any
claim knowing it to be false intentionally exaggerated
or fraudulent as regard amount or otherwise this
Policy shall become void and all claims hereunder
shall be forfeited
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11. Policy Interpretation
The parties to this contract agree that the Policy and any
dispute concerning its interpretation or application is to be
subject to and to be construed in accordance with Irish
Law.

Each party agrees (subject as provided in General
Condition — Arbitration) to submit if required to the
jurisdiction of any Court of competent jurisdiction within
Ireland and to comply with all requirements necessary to
give such Court jurisdiction

12. Reasonable Care

The Insured at its own expense shall take all reasonable
precautions to prevent or diminish losses or liability arising
in connection with the insured risks

13. Sanctions

This Policy shall not be deemed to provide cover nor shall
the Company have any liability to pay any claim or provide
any benefit hereunder to the extent that the provision of
such cover payment of such claim or provision of such
benefit would expose the Company to any sanction
prohibition or restriction under United Nations resolutions
or the trade or economic sanctions laws or regulations of
the European Union United Kingdom or United States of
America

14. Subrogation

The Company shall be subrogated to all of the Insured’s
rights of recovery against any person or organisation
before or after any claims payment under this insurance
and the Insured shall provide all relevant information and
assistance in this regard.

Any recovery made shall be applied first to the Company’s
outlay and then to the Insured’s Deductible in priority

to any outstanding uninsured loss of the Insured in the
absence of agreement to the contrary.
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General Exclusions
The Company shall not be liable

1.

()

War and Allied Risks/Dispossession of Property/
Radioactive Contamination in respect of any loss or
destruction of or damage to any property whatsoever
or any loss or expense whatsoever resulting or arising
therefrom or any consequential loss or any legal
liability of whatsoever nature directly or indirectly
caused or occasioned by or happening through or in
consequence of

war invasion of foreign enemy hostilities or warlike
operations (whether war be declared or not) civil war
rebellion revolution insurrection or military or usurped
power

permanent or temporary dispossession of any
property resulting from confiscation nationalisation
commandeering or requisition by any lawfully
constituted authority

(i) ionising radiations from or contamination by
radioactivity from any nuclear fuel or from any nuclear
waste or from the combustion of nuclear fuel

(i) the radioactive toxic explosive or other hazardous
properties of any nuclear installation reactor or other
nuclear assembly or nuclear component thereof

(iii) any weapon or device employing atomic or nuclear
fission and or fusion or other like reaction or radioactive
force or matter

(iv) the radioactive toxic explosive or other hazardous
or contaminating properties of any radioactive matter
but the exclusion in this paragraph (iv) shall not extend
to radioactive isotopes other than nuclear fuel when
such isotopes are being prepared carried stored or
used for commercial agricultural medical scientific or
other similar peaceful purposes

(v) any chemical biological bio-chemical or
electromagnetic weapon.

In the event that any part of this exclusion is found to
be invalid or unenforceable the remainder shall remain
in full force and effect thereof
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Property Coverages Civil Commotion in Northern
Ireland under the Property Damage Section where
operative or endorsements attaching thereto in
respect of any loss destruction or damage in Northern
Ireland directly or indirectly caused or occasioned
by or happening through or in consequence of civil
commotion

Deductible

In respect of the amounts stated in any Schedule as

a Deductible for the first part of each and every claim
hereunder under one or more Sections of this Policy in
respect of an Event as ascertained after the application
of the terms conditions and provisions of this Policy
and which shall apply to costs and expenses incurred
by the Company in investigating such claim irrespective
of whether an indemnity is subsequently provided to
the Insured.

For the purpose of the application of the Deductible it is
agreed that in respect of the Personal Liability Section
All claims attributable to

(i) the same act or omission

(i) a series of acts or omissions consequent upon or
attributable to the same original cause or source will be
regarded as one claim for which the Company’s liability
shall not exceed any of the specified amounts detailed
in the Schedule as limits of indemnity or the amount of
any other limit stated in the Policy.

The amount of the Deductible shall form part of such
limit of indemnity and for the avoidance of doubt the
limit of indemnity shall not apply in excess of the
amounts stated as a Deductible.
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Property Damage Section Condition
Definitions 1. Company’s Rights following a Claim On the happening

In this Section the following terms shall have the following
meanings

Damage or Damaged
Damage or Damaged means accidental loss or destruction
of or damage

Golf Equipment

Golf Equipment means golf clubs golf club bag caddy car
golf shoes golf waterproofs golf hats golf gloves golf carry
bag (excluding mechanically propelled buggies) GPS/
Electric golf aids

Personal Clothing
Personal Clothing means jackets jumpers trousers and
ordinary shoes watches and jewellery

Cover

1. General

If during the Period of Insurance the Property Insured
described in the Schedule or any part thereof shall be
Damaged (other than by an excluded cause) the Company
will pay to the Named Insured the value of the Property
Insured or the amount of the Damage at the time of the
happening of such Damage or at the Company’s option
reinstate replace or repair such Property Insured or any
part thereof provided that the Company’s liability in respect
of each insured item shall be limited to the sum insured for
that item in the Schedule

2. Hole In One

The Company will

(a) pay up to €250 for vouched bar expenses incurred on
the day in the club bar or

(b) at the Insured’s discretion provide €100 to any member
of the golf club who holes their first tee shot whilst
playing in any official club competition official affiliated
golf society competition or Golfing Union of Ireland
Competition.
All claims must be supported by

(a) the original signed score card which must be
additionally signed by the Club Secretary or

(b) a copy of the original signed score card which must be
additionally signed by the Club Secretary
The Section Deductible does not apply in respect of this
Cover Clause

3. Automatic Reinstatement

In the absence of written notice by the Company or the
Insured to the contrary the insurance shall not be reduced
by the amount of any loss

of Damage in respect of which a claim is made

the Company and any person authorised by the
Company may without thereby incurring any liability
or diminishing any of the Company’s rights under this
Policy take or keep possession of or require to be
delivered to the Company any Property Insured and
deal with such Property for all reasonable purposes
and in any reasonable manner

No Property may be abandoned to the Company
whether taken possession of by the Company or not

Exclusions

The insurance provided under this Property Damage
Section does not cover

1. Damage caused by or consisting of inherent vice latent
defect gradual deterioration wear and tear frost change
in water table level its own faulty or defective design or
materials

2. Damage caused by or consisting of
(i) corrosion rust wet or dry rot shrinkage evaporation
loss of weight dampness dryness marring scratching
vermin insects humidity contamination or action of light
(i) change in temperature colour flavour texture or
finish but this shall not exclude
A. such Damage as described in paragraphs (i) to
(i) above which itself results from another cause not
otherwise excluded
B. subsequent Damage which itself results from a
cause not otherwise excluded

3. Damage caused by pollution or contamination but this
shall not exclude Damage to the Property Insured not
otherwise excluded caused by
(a) pollution or contamination which itself results from a
Defined Peril
(b) a Defined Peril which itself results from pollution or
contamination

4. Damage to the Property Insured resulting from
its undergoing any process of production packing
treatment commissioning servicing or repair

5. Damage caused by breakdown or derangement of

machinery or equipment

A dishonest deliberate or fraudulent act of the Insured

. Damage to smartphones or mobile phones

N o
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Personal Accident Section

Definitions

Accident

Accident means a sudden unexpected unusual specific
event which occurs at an identifiable time and place during
the Period of Insurance

Bodily Injury

Bodily Injury means an identifiable physical injury which

is caused by an Accident and solely and independently of
any other cause except from medical or surgical treatment
rendered necessary by such injury occasions the death or
disablement of the Insured within 24 months from the date
of the Accident

Loss of Sight

Loss of Sight means

(a) in both eyes if the Insured’s name is added to the
Registrar of Blind Persons on the authority of a fully
qualified ophthalmic specialist

(b) in one eye if after correction the degree of sight an

Insured has left in that eye is 3/60 or less on the Snellen
Scale

Loss of Limb

Loss of Limb means

(a) In the case of a leg

(i) loss by permanent physical severance at or above the
ankle or

(ii) permanent and total loss or use of a complete foot or
leg

(b) In the case of an arm

(i) loss by permanent physical severance of the four fingers
at or above the metacarpophalangeal joints (where the
fingers join the palm of the hand) or

(ii) permanent and total loss of use of a complete arm or
hand

AON
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Cover

The Company shall pay to the Insured the amount of

the benefit specified in the Schedule in respect of the
Contingencies detailed below if the Insured sustains Bodily
Injury caused by an Accident occurring during the Period
of Insurance and arising in connection with the Insured
Activity

Contingencies

1. Death

Permanent Loss of Sight in one or both eyes

Permanent loss of all hearing in one or both ears

Loss of one or more limbs

Temporary total disablement from engaging in or giving

attention to his profession or occupation

6. Permanent and total disablement which shall
permanently and totally disable the Insured from
following or engaging in or giving attention to any kind
of profession or occupation

7. Medical surgical or optical expenses including hospital
nursing treatment and ambulance hire not recoverable
from any other source

8. Dental expenses not recoverable from any other
source

9. Fractures

10. Facial Scarring

11. Hospitalisation

12. Coma

a s~ b

Extension

Exposure

If an Insured suffers a Contingency arising out of Bodily
Injury caused by the unavoidable exposure to the elements
the Company will consider it as having been caused by an
Accident

Conditions

1. The Insured shall notify the Company of any potential
claim as soon as possible

2. Any benefit for persons under 18 years of age will be
paid to the Insured’s guardians

3. Benefit cannot be paid under more than one of the
Contingencies 1 to 4 and 6 in connection with the same
Accident

4. Payment of a claim under one of the Contingencies 1 to
4 and 6 will end the Cover granted insofar as it applies to
the Insured concerned
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5. The benefit under Contingency 5 shall not be payable
for more than 104 weeks in respect of any one Accident
calculated from 14 days from the commencement of the
date of the disablement

6. If and when benefit becomes payable under any of
Contingencies 1 to 4 or 6 weekly benefit being paid in
connection with the same Accident will cease and any
weekly benefit already paid under Contingency 5 will be
deducted from the benefit payable under Contingency 1 to
4o0r6

7. All certificates information and evidence required by
the Company shall be furnished at the expense of the
Insured and shall be in such form and of such nature

as the Company may prescribe An Insured as often as
required shall submit to medical examination on behalf
of the Company at his own expense in respect of any
alleged bodily injury The Company shall in the event of
the death of an Insured be entitled to have a post mortem
examination at its own expense

Exclusions

The Company will not pay any benefits in respect of any
Contingency

1. arising from intentional self-injury suicide or attempted
suicide provoked assault or deliberate exposure to
danger (except in an attempt to save human life)

2. arising from accidents happening when the Insured is
under the influence of intoxicants or drugs (other than
those taken under medical or dental supervision)

3. arising from accidents happening

AON
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Personal Liability Section

Definitions
In this Section the following terms shall have the following
meanings

Bodily Injury
Bodily Injury means

(a) death injury disease or illness of any person

(b) (i) mental injury
(ii) mental anguish
(iiif) shock

that results in a recognisable psychiatric injury

Damage
Damage means

(a) physical loss of or damage to tangible property
including attendant loss of use of such property

(b) nuisance trespass or interference with any easement
right of air light water or way

Cover

1. Legal Liability

The Company will indemnify the Insured subject to the
Limit of Indemnity in respect of all sums which the Insured
shall become legally liable to pay as Compensation for and
arising out of accidental Bodily Injury or Damage occurring
during the Period of Insurance and arising in connection
with an Insured Activity

2. Claimants’ Costs and Expenses

The Company will in addition to the Limit of Indemnity
indemnify the Insured in respect of all sums the Insured
shall become legally liable to pay as claimants’ costs and
expenses in connection with the indemnity provided under
Cover clause — Legal Liability

3. Defence Costs and Expenses

The Company will in addition to the Limit of Indemnity
indemnify the Insured in respect of all

(a) costs of legal representation reasonably incurred with
the Company’s written consent at any
(i) coroner’s inquest or other inquiry in respect of
any death
(ii) proceeding in a court (other than in the defence

AON
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of any criminal proceedings brought or in an appeal
against conviction arising from such criminal
proceeding) in respect of any act or omission causing
or relating to any matter

(b) other costs and expenses reasonably incurred with
the Company’s written consent which may be the
subject of indemnity under Cover clause — Legal
Liability

Limit of Indemnity

The Limit of Indemnity is stated in the Schedule and
applies to Compensation for accidental Bodily Injury or
Damage payable in respect of any one occurrence or all
occurrences of a series consequent on or attributable to
one source or original cause

Provided that

(a) where the Limit of Indemnity is less than the total
amount of the Insured’s liability (the total liability
excluding any costs and expenses) then the costs and
expenses payable under Cover clause — Claimant’s
Costs and Expenses and Cover clause — Defence
Costs and Expenses shall be limited to the proportion
that the Limit of Indemnity bears to thetotal amount of
such liability

(b) the Deductible in respect of Compensation and
claimants’ costs and expenses will be payable before
the Company shall be liable to make a payment

Exclusions

The Company shall not be liable to indemnify the Insured in
respect of

1. the cost of making good Damage to property
(a) belonging to the Insured or
(b) in the Insured’s care custody or control

liability assumed by the Insured under contract or
agreement to any person firm or company unless
such liability would have attached notwithstanding
such contract or agreement

3. liability arising from the ownership possession or use
by or on behalf of the Insured of any vessel or craft
made or intended to float on or in or travel through
water or air or space

4. liability arising from or caused by the ownership
possession or use by or on behalf of the Insured of
any mechanically propelled vehicle or plant
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liability arising out of or for the cost of removing
nullifying or clearing up any actual or alleged
Pollution or Contamination

(a) within the United States of America its territories
and possessions Puerto Rico and Canada or

(b) elsewhere in the world unless caused by a
sudden identifiable unintended and unexpected
incident which takes place in its entirety at a specific
time and place during the Period of Insurance

Provided that

(i) notwithstanding General Condition 17 or any

amendment thereto the Company shall not grant
indemnity in respect of any claim brought in the
courts of the United States of America its territories
and possessions Puerto Rico and Canada or in
respect of the enforcement of a judgement obtained
in any such courts

(ii) all Pollution or Contamination which arises out of

one incident shall be deemed to have occurred at
the time such incident takes place

(iii) the liability of the Company for all Compensation

payable in respect of all Pollution or Contamination
which has occurred or is deemed to have occurred
during the Period of Insurance shall not exceed the
Limit of Indemnity in the aggregate

For the purpose of this Exclusion ‘Pollution or
Contamination’ shall mean

A

all pollution or contamination of buildings or other
structures or water or land or the atmosphere and

all Damage or Injury directly or indirectly caused by
such pollution or contamination

liability arising out of libel or slander

liability arising out of advice design plan formula
specification or omission to perform a professional
duty provided for a fee or in circumstances where a
fee would normally be charged

aongolfcare.ie
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Aon, Harbour Street, Mullingar, Co. Westmeath
Tel: 00 353 44 99334060 Fax: 0053 44 9348970
Aon is a registered trading name of MacDonagh Boland Crotty MacRedmond Ltd, Registered in Ireland No. 5103.
Registered Office — Metropolitan Building, James Joyce Street, Dublin 1.
MacDonagh Boland Crotty MacRedmond Ltd., is regulated by the Central Bank of Ireland.

Travelers Insurance Designated Activity Company
Travelers Insurance DAC is regulated and authorised by the Central Bank of Ireland. Registered Office: Europa House, Harcourt Centre, Harcourt Street,

Dublin 2, Ireland.

travelers.co.uk travelers.ie
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