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1.
INTRODUCTION

1.1
SECTION 15

This Guide is prepared in accordance with Section 15 of the Freedom of Information Acts 1997 and 2003 which require each public body to provide general information on its structure and functions, a description of the classes of records it holds and the way in which customers can get access to the information held about them. 


All references in this Guide to the Freedom of Information Act or Acts refer to the 1997 Act as amended by the 2003 Act. The Freedom of Information (Amendment) Act came into effect on 11 April 2003. This Act introduced a number of important amendments to the 1997 Act notably in relation to Section 19 (Government Records), Section 20 (Deliberations of Public Bodies), Section 24 (Security, Defence and International Relations) and Section 47(Fees).


The Freedom of Information (FOI) Act, 1997 establishes three new statutory Rights:

· A legal right for each person to access information held by public bodies

· A legal right for each person to have official information relating to him/herself amended where it is incomplete,  incorrect or misleading;

· A legal right to obtain reasons for decisions affecting oneself.


The Act asserts the right of members of the public to obtain access to official information to the greatest extent possible, consistent with the public interest and the right to privacy of individuals.


This part of the manual has been prepared and published in accordance with the requirements under section 15 of the Act.  Its purpose is to facilitate access to official information held by the Agency by outlining:

· the structure and functions of the Agency

· the services provided  and how they may be availed of

· information on the classes of records held

-
Information on how to make a request to the Agency under the Freedom of Information Act, 1997. 

1.2
The Chief Executive of the FSA and Head of a public body within the meaning of the FOI Act 1997 as amended has delegated the decision making function and the review function to other members of the Agency.  A copy of such delegation order is available on request from the Agency and also on the Agency’s website www.fsa.ie.

2. AVAILABLE INFORMATION


A good deal of information will continue to be made available without the need to use the FOI Act.  The Family Support Agency (FSA) currently makes information routinely available to the public on its functions, activities and schemes through its website, which is located at www.fsa.ie.


Copies of the Agency’s Annual Report, Strategic Plan and information leaflets are available free of charge on our website or directly from the Agency. Other publications include research reports, practical resource materials for community and voluntary groups and policy submissions


Part 8 Page 12 highlights the type of information that can be obtained from each section of the Agency, without using the FOI Act, under the heading “Information Available”. Part 8 also outlines the topics on which records are held by each section of the Agency under “Classes of Records”. 


Applications for information under the heading “Information Available” or for formal applications under the FOI Act under “Classes of Records” should be addressed to:





Ms Deirdre Roche, EO





Family Support Agency





4th Floor 





St Stephen’s Green House





Earlsfort Terrace





Dublin 2





Tel  01.6114100
                                  Fax 01. 6760824

                                  e mail: deirdre.roche@fsa.ie

Applications should be in writing and should clearly indicate that the information is sought under the Freedom of Information Act.


Please give as much detail as possible to enable the staff of the Agency to identify the record quickly and efficiently.  If you have difficulty in identifying the precise record that you require, the staff of the Agency will be happy to assist you in preparing your request.  Please include a daytime telephone number so that you can be contacted if it is necessary to clarify details of your request.


People with disabilities will be facilitated by means of appropriate access arrangements.

3.
WHAT IS THE FOI ACT DESIGNED TO DO?


The FOI Act is designed to allow public access to information held by public bodies which is NOT routinely available through other sources.  Access to information under the Act is subject to certain exemptions and involves specific procedures and time limits.  This reference book provides a guide to the structure of the Agency so as to help you access information under the FOI Act.


Under the FOI Act, anyone is entitled to apply for access to information not otherwise publicly available.  Each person has a right to:

-
access to records held by the Agency

· correction of personal information relating to oneself held by the Agency where it is inaccurate, incomplete or misleading

· access to reasons for decisions made by the Agency directly affecting oneself.


The following records come within the scope of the Act:

· all records relating to personal information held by the Agency, irrespective of when created

· all other records created from the commencement date of the Act (i.e. 21 April 1998)

· any other records necessary to the understanding of a current record, even if created prior to 21 April 1998.


The Agency is obliged to respond to the request within 4 weeks.

RIGHTS OF REVIEW AND APPEAL


The Act sets out a series of exemptions to protect sensitive information where its disclosure may damage key interests of the State or third parties.  Where a public body invokes these provisions to withhold information, the decision may be appealed.  Decisions in relation to deferral of access, charges, forms of access, etc. may also be the subject of appeal.  Details of the appeals mechanism are outlined below.


INTERNAL REVIEW


You may seek internal review of the initial decision, which will be carried out by an official at a higher level, if:

(a) You are dissatisfied with the initial response received i.e. refusal of information, form of access, etc. 

or

(b) 
You have not received a reply within 4 weeks of you initial application.  This is deemed to be a refusal of your request and allows you to proceed to internal review.



Request for internal review should be submitted in writing to:





Ms Polly Phillimore




Family Support Agency





4th Floor 





St Stephen’s Green House





Earlsfort Terrace





Dublin 2





Tel  01.6114100
                                  email: polly.phillimore@fsa.ie

Such a request for internal review must be submitted within 4 weeks of the initial decision.  The Agency must complete the review within 3 weeks.  Internal review must normally be completed before an appeal may be made to the Information Commissioner.


REVIEW BY THE INFORMATION COMMISSIONER


Following completion of internal review, you may seek independent review of the decision from the Information Commissioner.


You may seek independent review if you are not satisfied with the decision of the internal review.  In addition, if you have not received a reply to your application for internal review within 3 weeks, this is deemed to be a refusal and you may appeal the matter to the Commissioner.  The Commissioner’s decision can only be appealed to the High Court on a point of law.


Appeals in writing may be made directly to the Information Commissioner at the following address:



Office of the Information Commissioner,



18, Lower Leeson Street,



Dublin 2.



Lo-Call: 1890 223030


Fax: 01 6395674


E-Mail: info@oic.ie
4.
FEES


There are basically two types of charges that apply under the Freedom of Information Acts:


(1.) 
Fees that accompany a request for a record or review of a decision:

‑ 
in respect of requests for personal records about yourself, no fee will be charged; 

‑
a fee of €15 must accompany a request for records other than those containing only personal information relating to yourself. A reduced fee of €10 applies in relation to such a request if you are the holder of a medical card; 

‑
a fee of €75 must accompany an application for an internal review of a Freedom of Information decision of the Department. A reduced fee of €25 applies if you are the holder of a medical card. There is no fee for an internal review in relation to a decision to impose fees or deposits;

‑
a fee of €150 must accompany an application for an external review by the Information Commissioner of a decision of the Department. A reduced fee of €50 applies if you are the holder of a medical card or in relation to a review relating to certain third party information. There is no fee for an external review in relation to a decision to impose fees or deposits.   

(2.) 
Fees and deposits in relation to the cost of search and retrieval and copying of records may be charged as follows: 

‑
in respect of requests for personal records about yourself, fees will not be charged, unless there is a very large volume of records involved;

‑
for requests for non‑personal records fees may be charged in respect of the time spent in efficiently locating the records and for copying records, based on a standard hourly rate. No charges will apply for the time spent by the Department in considering the request.    

‑
a deposit may be payable where the total fee is likely to exceed EUR 50.79. In these circumstances, the Department will, if requested, assist you in amending the request so as to reduce or eliminate the amount of the fee.

Fees for search and retrieval and copying of records released:

‑
  €20.95 per hour ‑ search and retrieval              

‑
  €0.04 per sheet for a photocopy                                                 

‑
  €0.51 for a 3 and a half inch computer diskette                                               

‑
  €10.16 for a CD‑ROM                                          

‑
  €6.35 for a radiograph (X‑Ray)

Payment should be made by way of bank draft, postal order or personal cheque made payable to the "Department of Social and Family Affairs". If you are claiming a reduced application fee, your request must also include:

‑
Your Medical Card registration number;                  

‑
The name of the issuing Health Service Executive Area; and                                      

‑
Your consent to the verification of these details with that Health Service Executive.          

Charges may be waived in the following circumstances:

* 
where the cost of collecting and accounting for the fee would exceed the amount of the fee;

* 
where the information would be of particular assistance to the understanding of an issue of national importance; or,

* 
in the case of personal information, where such charges would not be reasonable having regard to the means of the person making the request. 

5.
DESCRIPTION OF FUNCTIONS  


The Family Support Agency Act, 2001 provided for the establishment of the Family Support Agency.  The Agency was formally established by the Minister for Social and Family Affairs on 6 May 2003. 


The Family Support Agency has a clearly defined role in the area of family policy and services. The Agency’s responsibilities include the following:-

· To support, promote and develop Family and Community Services Resource Centres Programme

· To support, promote and develop the provision of marriage, relationship, child and bereavement counselling services and other family supports.

· To provide a nationwide family mediation service, assisting persons involved in the process of separation or divorce to reach agreement where possible, especially in disputes involving children.

· To conduct or commission research into matters related to the Agency’s function or such other matters as the Minster may request.

· To provide at the request of the Minister or on its own initiative advice, information and assistance to the Minister in relation to the development of any aspect of the Agency’s functions. 

· To promote and disseminate information about issues in relation to marriage and relationships education, family mediation, parenting and family responsibilities and related matters and in this regard to co-operate with other public authorities in providing information to assist persons in  balancing their work and family responsibilities.


In fulfilling its statutory obligations, the Agency is required to have regard to:-

· The need to assist in particular, persons involved in the process of separation or divorce to reach agreement where possible, especially in disputes involving children.

· The need for co-operation with other relevant public authorities and voluntary bodies.

· Government policy in particular social inclusion policy.


The Agency’s functions, as prescribed in the Family Support Agency Act 2001, are set out in Appendix 1.


Statement of Policy with Regard to Confidentiality and FOI


The Family Support Agency undertakes to treat as confidential any information provided to it in confidence by individuals or others, subject to our obligations under law, including the Freedom of Information Act, 1997. When supplying confidential or sensitive information to the Agency that you do not wish to be disclosed, you should make this clear and specify the reasons for its sensitivity. The Agency will consult with you before making a decision on any Freedom of Information request received, involving sensitive information that you may have supplied.


Discussions arising out of Mediation are confidential and the mediator will not voluntarily disclose any information obtained through the mediation process except where a child is at risk

6.
MISSION STATEMENT

The mission statement of the Family Support Agency is “Promoting and Supporting Family and Community Well-Being.” The aim of the Agency is to support families and the community through the delivery of its functions

7. STRUCTURE AND ORGANISATION


The Chief Executive Officer of the Agency has the responsibility of carrying out and managing and control generally of the administration and business of the Agency.  The Chief Executive Officer, together with the Board of the Agency, appointed as prescribed in the 2001 Act, and the internal management team has overall responsibility for ensuring the Agency’s effective operation and administration.


The Agency consists of 5 sections:

-
Corporate Services  

· Family Mediation Service, 

· Family Resource Centre Programme, 

· Scheme of Grants for Marriage, Child and Bereavement Counseling Services and other family support services,

· Research and information


Details of the role of each section, together with information on the services provided and including the classes of records held, are outlined in Part 8. 

8.
STRUCTURAL BREAKDOWN BY SECTION OF THE AGENCY
8.1
General guidance on reading this Part


The following chapter gives a breakdown of the internal structure and organisation of the Agency.  It describes the supports and services provided by each section and the information available on these supports and services.


A breakdown of the classes of records held is outlined in the following sub-divisions, dealing with the work and services of each section.  These breakdowns describe only those classes of records that are unique to or of most relevance to the work of that particular section.


There are also categories of records that are common to the work of more than one section and/or responsibility for achieving objectives which are shared by more than one section.  These records include:

· Contact with Organisations (general, routine and once-off)

· Agency submissions

· Conferences and Seminars

· Agency Correspondence (general)

· Agency Authored Articles in External Publications


* Note: this list is not exhaustive

8.2.
CORPORATE SERVICES

8.2.1.
DETAILS OF ACTIVITIES


Administration                     

· To provide general administrative support services.

· To maintain, monitor and develop internal organisational structures, systems and procedures.

· To ensure that Information System Services are maintained and developed.

· To ensure high quality customer services. 

· To co-ordinate the production of Reports, Plans and Strategies. 

· To ensure compliance with Corporate Governance and Ethics in Public Office 


HR/Personnel

· To manage all aspects of Human Resources, including Staff Recruitment, Placement, Training and Development.

· Responsibility for Partnership and Industrial Relations.


Finance

· To manage financial policies, systems and procedures.

· To process and record all invoices and requests for payment.

· To maintain income and expenditure reports.


Facilities

· Overall responsibility for accommodation, facilities and related services. 

· Responsibility for procurement of supplies and services.
Secretariat to the Board

· Administrative support to the Board and related structures.

8.2.2
INFORMATION AVAILABLE


Information on the Agency’s Finance, Facilities, Staffing and Board. Also, information on the Agency’s general Administration, compliance with Corporate Governance and Ethics in Public Office.

8.2.3.
CLASSES OF RECORDS HELD

· General Correspondence relating to Activities specified

· Income and Expenditure Records and Source Documents

· Premises details and leases

· Request for Tenders and related documents

· Staff Records, Performance Management and Development Systems Forms

· Declarations (Corporate Governance and Ethics in Public Office)

· Board correspondence, minutes and general administration papers

8.2.4
DELIVERY OF SERVICE

The Corporate Services Section delivers services as follows :-

· Provision of internal administrative support in relation to finances, human resources, accommodation, records management and ISS.

· Maintaining and monitoring records in relation to finances, human resources and accommodation.

· Staff recruitment, training and development, placement and industrial relations. 

· Production of financial accounts and information

· Production of Annual Reports, Business Plans, Strategic Plans and other Plans and Reports as required from time to time.

8.3
FAMILY MEDIATION SERVICE

8.3.1
DESCRIPTION OF THE SERVICE


Family mediation is a confidential service to help couples (both married and non-married) who have decided to separate or divorce or who have already separated to negotiate their own agreement, while addressing the needs and interests of all involved.  The Family Mediation Service encourages separating couples to co-operate with each other in working out mutually acceptable arrangements on all or any of the following:

· parenting of children

· financial support
· family home and property
· pensions
· other problems relating to separation
8.3.2
DELIVERY OF THE SERVICE


A professional Mediator assists the separating parties reach their own agreement.


*
both parties attend


*
discussions are confidential


*
the mediator does not take sides


For an appointment, both parties must contact the service and confirm willingness to attend.


When a couple has reached agreement, a session is offered to parents to invite their children in to discuss their new family arrangements in a hopeful and positive way.


The Agreement reached at mediation is drawn up into a Mediated Agreement which the parties can take to their respective solicitors to have drawn up into a legal separation agreement or be used as the basis of a divorce application.  In the case of unmarried parties, their mediated agreement can be drawn up into a legal contract.


Family Mediation is delivered by the mediators of the Agency from the 4 full time centres and from the 10 part time centres located around the country.  See Appendix 1 for list of mediators and Appendix 3 for centre details


The Service Manager of the Family Mediation Service has overall responsibility for the mediation service and is assisted in his/her work by the Regional managers. The Service manager in turn reports to the Chief Executive Officer of the Agency.
8.3.3
INFORMATION AVAILABLE


General information on mediation is provided in the Information Pack –“Family Mediation Service, Help for Separating Families”, this pack contains seven information leaflets.  In addition the following are available:- 

· Family Mediation Service’s Code of Ethics

· Ground Rules of Mediation
· Budget Form 
· Pension Detail Form. 

These and further information can be obtained from the Family Mediation Service and on the website www.fsa.ie.

8.3.4
CLASSES OF RECORDS HELD

· Client files

· General correspondence, meetings etc

· Codes and Policies

· Standard Clauses in a Mediated Agreement

· Programme outline of specialist training in family mediation

· Questionnaire forms

· Trainee Evaluation forms

· Library Index

· Statistics

· Publications

· Media

· Staff files

· Performance Management and Development System 

8.4
FAMILY RESOURCE CENTRE PROGRAMME

8.4.1
DESCRIPTION OF THE SCHEME

The Family Support Agency has overall responsibility for management of the Family Resource Centre Programme (“FRC”), including monitoring of centres, financial administration and executive decision‑making.


The aim of a Family and Community Services Resource Centre is essentially to help combat disadvantage by improving the functioning of the family unit.  Each Centre should target families who are disadvantaged and should outreach to the most marginalised. The Centre should provide a focussed but flexible programme for individuals who wish to avail of its activities. Activities should be aimed at enhancing the self‑esteem and potential of individuals in order to increase the capacity of local communities to become self‑reliant and self‑directed. Programmes should be based on the principles of personal, adult education and community empowerment.


The categories of funding under the FRC programme are as follows:

· Start-up grants

· Core funding to cover the cost of staff, together with the overheads and administration costs of running the project.

· Funding of a network of regional and specialist support agencies, with responsibility for day to day advice and support to the local centres and setting standards for their work.

· Funding for additional items.  These include: 

-
Small grants for activities/research/community consultation,        scholarship grants and networking grants. 

-
Grants for equipment and premises

-
Grants towards advertising costs  


8.4.2
INFORMATION AVAILABLE


Information is available from the Family Support Agency; Phone No:6114100 or on the Agency’s web site: www.fsa.ie

8.4.3
CLASSES OF RECORDS HELD


Yearly file for each Project with details of financial records and correspondence.

8.5 
SCHEME OF GRANTS FOR MARRIAGE, CHILD AND   BEREAVEMENT COUNSELLING SERVICES

8.5.1
DESCRIPTION OF SCHEME


This is a non‑statutory scheme of once‑off grants to voluntary organisations providing the following services:



Marriage counselling,



Child counselling in relation to parental separation,



Marriage preparation, and



Bereavement counselling and support.


The focus of the scheme is on the development of support services in the community for families to enhance stability in family life and to assist families and their members to deal with difficult periods which they may experience.  The aim is to ensure a larger and more accessible service, to ensure the highest level of service possible and that the service is delivered at low cost to the client.


The allocation of funding is intended to assist voluntary organisations in the provision of marriage counselling services, marriage preparation courses, child counselling in cases of parental separation and bereavement counselling and support on the death of an immediate family member.  A voluntary organisation has been described for the purposes of the scheme as being a group in the State who provide low cost services to the community with or without the presence of volunteers on the staff.


The terms of the sanction which governs the disbursement of the allocation requires that the funding be provided to assist voluntary organisations where there is a genuine need and demand for the services and where services cannot be adequately supplied or met from existing resources.


Payments are discretionary and voluntary organisations funded should be made aware that any allocation must be solely for the purpose of assistance towards the provision of these services and that no underlying entitlement will arise where an annual grant has been paid before. 


The provision of the grant aid and the level of the allocations to be made in individual cases are dependent on the availability of funds.    

8.5.2
INFORMATION AVAILABLE.


Details of the scheme are contained in FSA2: Grants for Marriage, Child and Bereavement Counselling Services. They are also available on the Agency’s web site:  www.fsa.ie.
8.5.3
CLASSES OF RECORDS HELD


Numerical series relating to applications from individual voluntary organisations.  General administration files.

8.6.
RESEARCH 

8.6.1
RESEARCH DESCRIPTION

Under the 2001 Act establishing the Agency, it is empowered to undertake or commission research into matters:

· related to its functions, or 

· such other matters as the Minister may request to inform the future development of family policy and services. 


In addition to research as indicated above, the research function is involved in the provision of advice on family support issues to other organisations involved in research which has an impact or relates to the functions of the Agency.

8.6.2
INFORMATION AVAILABLE


Copies of 14 Reports commissioned by the Department of Social and Family Affairs under the first phase of the Family Research Programme are available from the Agency or through the Agency’s website – www.fsa.ie. The reports cover such diverse areas of family life as marriage, marital breakdown, fathers, grandparents and family friendly work practices.

8.6.3
CLASSES OF RECORDS HELD


General issues relating to the administration/management of the Agency


Issues directly related to the research function.

8.7
INFORMATION
8.7.1
DESCRIPTION OF ROLE OF THE INFORMATION FUNCTION
· To promote and disseminate information about issues in relation to marriage and relationships, family mediation, parenting and family responsibilities and related matters.

· In co-operation with other Agencies, to provide information to assist persons in balancing their work and family responsibilities.

· To use appropriate information channels to inform our stakeholders and the public about the Agency’s services

· To maintain a website to provide information about the Agency

· To raise the profile of the Agency through appropriate public relations

8.7.2
DELIVERY OF SERVICE

The Information section delivers its service as follows:-

· Publication of the Agency’s Annual Report and Strategic Plan,

· Maintenance and updating of the Agency website

· Media briefings

· Submissions on issues related to the Agency’s functions

8.7.3
INFORMATION AVAILABLE

Information is available on the Agency’s website www.fsa.ie.

8.7.4
CLASSES OF RECORDS HELD 

· General Correspondence relating to the Activities specified

· Media 

· Submissions.
· Request for Tenders and related documents
APPENDIX 1

Family Support Agency’s Statutory Functions

The functions of the Family Support Agency, as prescribed in the Family Support Agency Act 2001,  Section 4, are set out below :-

4.—(1) The functions of the Agency shall be—

 (a) to provide a family mediation service,

 (b) to provide, where the Agency considers it necessary or expedient -    


(i) family mediation through such other persons as it considers appropriate,

   
(ii) training in family mediation, either by itself or such other persons as it considers appropriate,

(c)
to support, promote and develop the provision of marriage and relationship counselling and family support services,

(d)
to promote and disseminate information about issues in relation to marriage   and relationships education, family mediation, parenting and family responsibilities and related matters and in this regard to co-operate with other public authorities in providing information to assist persons in balancing their work and family responsibilities,

(e)
to support, promote and develop the Family and Community Services Resource Centre Programme of the Minister,

 (f)
to undertake or commission research into matters related to its functions or such other matters as the Minister may request,

 (g)
to provide at the request of the Minister or on its own initiative advice, information and assistance to the Minister in relation to the development of any aspect of its functions,

     (h)
to provide, subject to the consent of the Minister, and in accordance with criteria established under section 7, financial assistance to voluntary bodies in respect of any matter related to the Agency’s functions and for this purpose to administer—

(i)
the scheme of the Minister known as the Scheme of Grants to Voluntary

(ii)
the programme of the Minister known as the Family and Community Services Resource Centre Programme, and

(iii)
such other schemes, grants and other facilities for financial assistance as may, from time to time, be authorised by the Minister after consultation with the Minister for Finance,

     (i)
to prepare strategic plans in accordance with section 9,
     (j)
to perform any additional functions assigned to the Agency under Section 5

4.—(2) 
The Agency in performing the functions conferred on it by or under this Act shall have regard to—

    (a)
the need to assist in particular, persons involved in the process of separation or divorce to reach agreement where    possible, especially in disputes involving children.


(b) 
the need for co-operation with other relevant public authorities and voluntary bodies.


(c) 
Government policy in particular social inclusion policy.

       (3) 
The Agency shall have all such powers as are necessary for or incidental to the performance of its functions under this Act.

Appendix 2

FAMILY SUPPORT AGENCY

Board Members

Michael O’Kennedy, Chairperson

Marie Fenlon

Dick Hickey

Catherine Hazlett
Caroline Murphy

Yvette O’Malley

Bríd Rocks

Muriel Walls

Appendix 3
FAMILY SUPPORT AGENCY

Sub Groups

	  Sub-Group
	  Members 
	  Executive

	 
	 
	 

	   Audit Committee
	Dick Hickey (Chair.), Muriel Walls, Marie Fenlon, Catherine Hazlett, Brian Duffy
	  Bill O'Dea

	 
	 
	 

	  Counselling
	Dick Hickey (Chair), Brid Rocks, Caroline Murphy
	  Liz Sullivan

	 
	 
	 

	  Family Mediation Service
	Muriel Walls (Chair.), Y. O'Malley, M. Fenlon, Catherine Hazlett
	  Polly Phillimore

	 
	 
	 

	  FRC
	B Rocks (Chair), M. Fenlon, D. Hickey
	    Liz Sullivan

	
	
	 

	  Research 
	Caroline Murphy, Dick Hickey, Jim Walsh
	  Aideen Mooney

	 
	 
	 

	  Information + Strategic Planning 
	Dick Hickey (Chair.), Bríd Rocks
	   Bill O’Dea

	 
	 
	 

	  Oireachtas Liaison Committee
	Michael O'Kennedy (Chair.), Muriel Walls, Pat Bennett, Bill O'Dea, Polly Phillimore 
	  Bill O'Dea

	
	
	


Appendix 4
Organisational Structure and Staffing in 2009
        Pat Bennett                               Chief Executive 

       1. Corporate Services                          2. Research                               3. Information

           Bill O’Dea                       AP               Aideen Mooney*       AP            Vacancy   AP

           Kay Keilthy                     HEO            Vacancy                     EO 

           Anne O’Riordan              HEO            (Research & Information)
           Niamh Egan

EO

           Michael Hanrahan
CO

       4. Family Resource Centres and Counselling Grants 

           Liz Sullivan                  AP

           Deirdre Fradl                 HEO       Ann Butler         EO        Edel Gilchrist         CO

           Olive Shanley                HEO       Marian Finn       EO        Siobhan Kennedy   CO       

           Vacancy                         HEO       Imelda Martin    EO        Greg Ryan              CO  
       5. Family Mediation Service

           
Service Co-Ordinator           Polly Phillimore
           
Area Co-Ordinators            Ann O’Kelly*


        
                               

                                                            Carmel Savage

                                                            Jim Sykes*

                                                            Sheila Healy

            
Mediators                                    
Yvette O’Malley*    .                 Jane Mc Colgan*
      Grace Corrigan*                   
           
Anna Slattery* 


Julie Mc Auliffe *
      Martin Long*

           
Claudia Greene* 

Karen Canny*

      Niamh Lehane*                                                                                           

             Collette Morrison*   

Karen Markey*

      Patricia Bolton*                             

Colma Nic Aodha Bhui*
Karen Quirke*              
      Eimer Hayden *
  
Eimear Hayden*            

Lyle Mc Elderry*
      Paula Desmond*

           
Fiona Mc Auslan*                 
Rosemary Hanratty*            Geoffrey Corry*

Mary Earley*                  

      
Administration
           
Anne Troy* / Antoinette O’Donovan*              SO

           
Clerical Officers

Angela Comerford*   Collette O’Connor*   Marie Geraghty*         Rachel O’Donovan    
Ann Connor*              Evelyn Mc Garrigle* Martina Doyle*             Sandra Murphy*
Sandra Murphy*         Helen Golden*          Michelle Coyle-Henry* Sandra Moran*†              

Catherine Kavanagh* Mairin Ui Fhaoilin*   Noelle O Connell*       Tara O’Connell*               
Cecilia Maguire*        Margaret Farrell*       Noreen Mullin*            Margaret Tierney

             Claire Connelly
            
 

         
* Indicates Part-time / Workshare staff 
Appendix 5 - Premises
Family Support Agency’s Headquarters

Floor 4, St. Stephens Green House, Earlsfort Terrace, Dublin 2

Phone: 01-6114100

Website: www.fsa.ie

Email: info@fsa.ie

Full-time Family Mediation Service Offices

Cork - Hibernian House, 80A South Mall, Cork

Phone: 021-4252200   

Dublin – Floor 1, St Stephens Green House, Earlsfort Terrace, Dublin 2

Phone: 01-6344320  

Galway - Floor 1, Ross House, Merchants Road, Galway

Phone: 091-509730  

Limerick- 3rd Floor, Riverpoint, Lower Mallow St, Limerick

Phone: 061- 214310
Part Time Family Mediation Service Offices 

Athlone –Suite 10, First Floor, Inish Carraig Business Centre, Golden Island, Athlone, Co Westmeath

Phone: 090- 6420970  

Blanchardstown - West End House, West End Business Park, Snugborough Road Extension, Blanchardstown, Dublin 15 Phone: 01-8118650   

Castlebar -C/o Family Centre, Chapel Street, Castlebar, Co Mayo

Phone: 094- 9035120   

Dundalk- 10 Seatown, Dundalk, Co Louth

Phone: 042 - 9359410   

Letterkenny – 3rd. Floor, Riverfront House, Pearse Road, Letterkenny

Phone: 074-9102240

Portlaoise – Level 2, Grattan House, Grattan Business Centre, Portlaoise, Co. Laois

Phone: 057-8695730

Raheny - Skillings House, 1st floor offices, Raheny Shopping Centre, Howth Rd, Dublin 5

Phone: (01)8510730 
Sligo- Level 6, The Quayside Shopping Centre, Wine St, Sligo.  

Phone: (071) 9154260.
Tallaght - The Rere, Tallaght Social Services Centre, The Square, Tallaght, Dublin 24

Phone: 01-4145180   

Tralee – Unit 2, Market Place, Maine Street, Tralee, Co Kerry

Phone: 066-7186100   

Waterford – 13B Wallace House, Maritana Gate, Canada Street, Waterford

Phone: 051- 860460 

Wexford – 32 Key West, Custom House Quay, Wexford 

Phone: 053- 63050  
SECTION 16 MANUAL

1.
INTRODUCTION


Section 16 of the Freedom of Information Act requires the Agency to publish a manual containing:


“the rules and procedures, practices, guidelines and interpretations...and an index of any precedents kept...for the purposes of decisions...under...any enactment or scheme administered” by the Agency “with respect to the rights, privileges, benefits, obligations, penalties or other sanctions to which members of the public are or may entitled or subject under the enactment or scheme, 


and


“appropriate information in relation to the manner or intended manner of administration or any such enactment or scheme”.


The Family Support Agency administers relatively few enactments or schemes of the type covered by Section 16. This part of the manual contains the rules of those schemes that the Agency administers as required under Section 16.


In relation to tendering and recruitment processes, the Agency acts in accordance with the civil service guidelines issued by the Department of Finance.

2.
FAMILY MEDIATION SERVICE.

2.1
DESCRIPTION

The Family Support Agency provides a nation wide family mediation service through the 14 centres of the Family Mediation Service.  See Appendix 3 for centre addresses and telephone numbers.


Family Mediation is a confidential service for couples either married or non- married who have decided to separate or divorce and who together want to work out the terms of their own agreement with the help of a professionally trained mediator. The service is provided free of charge by the Agency.

2.2
ELIGIBILITY

Family Mediation is available to parties whether married or not married and is provided free of charge. Family Mediation usually takes between 3 and 6 sessions.

2.3
REQUEST FOR MEDIATION

One party contacts a family mediation centre to request mediation.  Their partner is asked to confirm that they also are willing to attend.

2.4
COMMUNICATION WITH CLIENTS

Following the partner’s confirmation their names are placed on a waiting list and an appointment is sent out in due course.

2.5
CONFIDENTIALITY

At the first session the parties are asked to sign the Ground Rules of Mediation. Point 5 of these rules states;


Discussions arising out of Mediation are confidential and the Mediator will not voluntarily disclose any information obtained through the Mediation process except where a child is at risk.


Given the confidentiality of the process an application under Freedom of Information can only disclose information provided by and about the person seeking the information and not the other party.

3.
FAMILY RESOURCE CENTRE PROGRAMME

3.1
ADMINISTRATION


The Family Support Agency has overall responsibility for management of the Family Resource Centre Programme, including monitoring of centres, financial administration and executive decision‑making.


A sub‑group of the Board advises the Board and the Minister on selection of new projects from non targeted areas.


The sub‑group of the Board has the following functions:‑

a) 
advising the Board and the Minister on applications received from groups for funding under the Programme; 


and

b)
advising generally on the Agency’s overall package of support for community development


The membership of the Sub‑group includes members of the Board of the Family Support Agency, the Combat Poverty Agency, members of the Family Resource Centre National Forum and a member from the Support Agency Network.


A network of Regional Support agencies funded through the Agency have responsibility for day‑to‑day advice and support to the local centres and setting standards for their work. Each Centre is assigned a Support Agency to provide day‑to‑day advice and guidance. The Support Agencies are responsible for:

*
initial, pre‑development work in agreed areas identified for inclusion in the Programme;

*
bringing agreed new Centres and areas into the Programme and working with them in drawing up their existing three year work plan and negotiating their contract with the Agency

*
facilitating networking amongst Centres in the Region;

*
providing day‑to‑day advice and support to and monitoring the work of existing Centres; ensuring good community development practice and principles are followed; reporting to the Agency on the Support Agency's own work and, alongside the individual Centres, on progress of Centres within the Region;

*
making sure that the Agency is aware of any serious difficulties arising in individual Centres and working with the Centre and Agency as appropriate to resolve such difficulties; and

*
promoting the overall development of the Community Development in the Region, including enhancing and supporting the capacity of the projects to influence policy.

3.2
CRITERIA FOR INCLUSION IN THE PROGRAMME


New groups entering the Family and Community Services Resource Centre Programme will be expected to adhere to the ethos and principles of the community development and undertake the core functions of the Programme, i.e. that they

‑ 
have a commitment to anti‑poverty focus

‑
provide support and act as a catalyst for community development activity

‑
act as a resource in the communities of which they are  part

-
promote co‑ordination and co‑operation between community, voluntary and statutory groups in the area of interest

‑
involve at all levels within the project, including their management structures, local people drawn from groups who themselves experience poverty and social exclusion

-
ensure the active participation of people who are the focus of the project in the structures and activities of the project

-
demonstrate a commitment, in principle and practice, to operate from an equality perspective.


Centres not recognised as charities by the Revenue Commissioners are required to have a current tax clearance certificate.


The following factors are considered in respect of the area or community:

a.
levels of poverty/disadvantage

b.
level of community development activity in the area or within the community of interest (as distinct from other voluntary activity)

c.
the need for such an initiative as opposed to other community work

d.
the desirability of a geographical spread of projects

e.
complementarity with local, regional and national level programmes

f.
new groups entering the FRC Programme will be expected to adhere to the principles and undertake the core functions of the programme, i.e. that they:

*
have a commitment to an anti‑poverty focus

*
provide support and act as a catalyst for community development activity

*
act as a resource in the communities/to the target group of which they are part

*
promote co‑ordination and co‑operation between community, voluntary and statutory groups in the area of interest.

3.3.
ASSESSMENT PROCEDURE


Decisions on applications by individual groups or selection of new areas for the programme are a matter for the Board of the Family Support Agency and the Minister of the day.  


Agency officials meet with an applicant centre prior to a recommendation being made to the Board and the Minister (unless the Agency was already sufficiently familiar with the group to make an immediate meeting unnecessary).


Centres being considered for inclusion in the FRC must be willing to undertake such pre‑development training (conducted by the support agency) as may be considered necessary.


The Sub‑group of the Board examines applications and makes recommendations to the Board and the Minister in light of the established long‑term priorities and the resources available.


Applications are assessed on the basis of the criteria detailed above. In assessing applications, the Sub‑group will have available, as relevant, comments on the application from the Agency/Support Agencies. In all cases, Agency officials meet groups in advance of submission of the application to the Sub‑group (i.e. this is necessary to discuss details of an application). In other cases, such meetings will take place after the Sub‑group has considered the application and where further clarification is needed before submitting a recommendation to the Board and the Minister.


Members of the Sub‑group have regard to the confidentiality of applications and the group's deliberations.

3.4.
OPTIONS FOR INCLUSION OF NEW CENTRES


The available options by which new centres can be brought to the stage of signing a contract with the Agency are:‑

a) 
acceptance of an application and negotiation of a workplan with an existing group that fully meets the criteria and has undergone any necessary training process;

b)
negotiation of a workplan with a new centre based on an existing group that has adapted to meet the criteria; this could include suitable expansion or modification of management structure, clarification of the group's focus etc.

c)
creation of a new centre in a 'greenfield' situation by a Support Agency; and

d)
deployment of a community worker in an area where this is considered necessary to create over time the appropriate circumstances in which to move on to the next stage at c) above.

c) and d) apply particularly, but not exclusively, to areas that are proactively targeted. The Sub‑group may advise on the appropriate option in any particular case. 

3.5.
PROCEDURES FOLLOWING APPROVAL


Following approval of a group for inclusion in the Programme by the Board and the Minister, the group are notified as soon as possible to this effect.  They are informed that they will be assigned a Support Agency who will work with them to prepare a workplan which will form the basis of their contract with the Agency.


When a workplan has been drafted, it is submitted to the Agency for consideration.  Provided that it is in order this workplan will then form the basis of the contract between the group and the Agency for a three year period.


If identified as an area for inclusion in the FRC Programme under the proactive targeting exercise (an exercise carried out in 1998/99 by Support Agencies) the group will be visited by Agency officials following receipt of its workplan.


Contract documents are prepared and issued. The group keeps one signed copy and the other signed copy is returned to the Agency.

3.6.
PAYMENT AND MONITORING REQUIREMENTS


Ongoing funding is provided to meet salaries and other running costs.  Payments are made quarterly in advance.  The contract provides for agreement on an annual budget, submission of an annual report, annual audited accounts and quarterly returns and projections of expenditure.  Receipt of quarterly payments is subject to compliance with these requirements.  Continued funding is also subject to satisfactory progress in implementation of the agreed workplan.


Unspent grants may be offset by reduction in future quarterly payments. Unspent monies must be repaid to the Family Support Agency. Quarterly payments are withheld where contractual requirements in relation to annual audited accounts, reports, etc. are not met.

3.7
REVIEW PROCESS AND CONTRACT RENEWAL


Projects are funded on the basis of three year renewable contracts, subject to satisfactory progress being made.  


The Regional Support Agencies for the Programme have a role in setting standards for the projects' work and report to the Agency on issues arising in their work within the Programme. Each project submits an annual progress report (as distinct from the annual report referred to earlier) and an end‑of‑contract triennial report. These reports are co‑signed by the Support Agency and give both the project and the Support Agency an opportunity to comment on the work and issues arising.


Project performance over the contractual period is monitored on the basis of all these various reports and the Agency's own meetings with them.  Where difficulties arise, the Agency's policy is to work with all concerned to try to resolve them. Most difficulties are resolved locally between the project and Support Agency.


The contract between the Agency and the Project provides for withdrawal of funding in the following circumstances: 

· If in the opinion of the Agency, having consulted with the nominated Support Agency, the Project shall be in breach of the terms of Agreement and, if such breach is capable of being remedied, shall have failed to remedy such breach within 21 days following receipt of notice from the Agency of such breach

· If the project fails to operate in accordance with the terms of Appendix 2 of its contract

- 
If the Project shall cease to function

-
If an Order is made or a resolution is passed for the winding up of the Project

-
If a Receiver should be appointed over any asset of the Project or if distress or execution shall be levied against any asset of the Project or if any Judgement against the Project shall remain unsatisfied for a period of 21 days following service of demand on foot thereof.

-
The Project may terminate this Agreement at any time upon giving the Agency 30 days notice in writing specifying the reasons for such termination. 


Withdrawal of funding however is rare and would only occur in extreme cases or where all other efforts at resolution of the difficulty had been exhausted.


Continued funding is subject to satisfactory progress in implementation of the agreed three year workplan (which form part of the contract as "Appendix 2" thereof).


The Family and Community Services Resource Centre Programme is funded under the Irish Government's National Development Plan 2000 to 2006.  It is a condition of the grant that the National Development Plan's support be acknowledged on projects' promotional material, etc. 


Applications for inclusion in the Family and Community Services Resource Centre Programme should be forwarded to the Family Support Agency, St. Stephen’s Green House, Earlsfort Terrace, Dublin 2.

4.
SCHEME OF GRANTS FOR MARRIAGE, CHILD AND BEREAVEMENT COUNSELLING SERVICES

4.1
DECISION MAKING


In order to qualify for funding under the scheme the service provided must include one or more of the services specified in Part 8.5.1.  Funding is not available for other services provided by the voluntary groups.


Applications from individuals are not eligible for grant payments.


In general, funding to cover the cost of training is not covered for local groups. However consideration can be given to expenses which volunteer trainees might not reasonably be expected to have to meet themselves.


Capital funding is not available under the scheme.

4.2 
GENUINE NEED ‑ THE FACTORS TO BE CONSIDERED

In assessing applications for funding and to identify a genuine need and demand, reference may be had to:

‑
the throughput of clients, 

‑
the number of counselling hours provided, 

‑
extent of deficiency in current services e.g. waiting lists of clients, 

‑
capacity to deliver the service.

4.3 
QUALITY OF SERVICE ‑ SOME INDICATORS


The following may be taken as indicators of quality of service:‑

‑
training requirements of counselling and other staff,

‑
support infrastructure, including management and secretarial services provided to staff,

‑
provision of professional indemnity insurance.


Other indicators might include ‑ supervision, evaluation of services undertaken by groups and affiliation to standard setting body e.g. IACT.

4.4. 
CHECKS TO SEE IF FINANCIAL AFFAIRS ARE IN ORDER


The government's tax clearance procedures apply to all grant allocations.  These procedures mean that groups must give their tax number or registered number for Charitable status, name of the tax office dealing with their affairs to certify that their tax affairs are in order.


The Scheme is advertised in January each year with a closing date of the end of February.  Application forms are available on request from the Family Support Agency or on the Agency’s website, www.fsa.ie.

5. 
RESEARCH 

5.1
RESEARCH


Decisions in relation to issues to be researched must be strictly informed by the provisions of the 2001 Act authorising the Agency to undertake research.


Any funding decisions under the research programme, must come within the Agency’s authorisation to undertake or commission research and must have the approval of the Minister for Social and Family Affairs.
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