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Technician Grades in the Institutes of Technology

1. Background

Following a claim by MSF (now AMICUS) in May 2002 and talks between the relevant
parties, it was agreed 10 set up a Review Group to examine and report on the grade(s) of
techmician in the seetor in the context of the report of the Expert Group for medical laboratory
technicians/technologists,

The Review Group comprised of an independent chairperson (agreed by both partics) and
representatives of the employers and the stall trade unions. The terms of reference were
agreed and the report was finalised on 27" July 2005.

3 Carcer Structure

There will be three grades in the technician structure; Technician, Technical Officer and
Senior Technical Officer

a. Technician

This will be the entry grade for all new technicians to the sector. The minimum
qualification will be an appropriate qualification of at least Level 7 under the
NQAI Framework and ideally al least one-year postgraduate experience. (In
the case of Trades/Crafis arcas see interim proposal below) Progression to the
carcer grade of Technical Officer will be as follows:

Adter completing a minimum ol 3 years continuous service within the grade or
cquivalent within the third level sector, a year of which must have been at the
maximum of the scale and have attained a further qualification of at least Level
8 under the NOAI Framework ie. Honours Primary Degree or equivalent
(Mational Diploma level or equivalent will not be deemed equivalent where
course was completed prior to introduction of NQAI Framework),

Cir

Afier completing 3 years continuous serviee within the grade or equivalent
within the sector and having attained a further qualilication of at least Masiers
Degree o equivalent level (Note: Senior Trades is not deemed cquivalent in
this situation). The person will then be placed on the nearest point (not below)
ol the Technical Oificer Grade scale 1o that which they are currently on in the
Technician grade and remain on that point for 2 years. Afier the satislactory
completion of that period. they will then be imeremental in the normal manner.

(urerlifications for entry o Trade or Crafi areas os Technician - Imerim
Arrangement



Or

While awaiting the outeome of discussions with the NQAI on equivalence and
where no current arrangements are in operation, for trade and crafi arcas, the
following interim  arrangement  will apply. (This will be reviewed on
completion of the NQAI discussions), In paricular circumstances, the
President/Dircctor, where this in line with the existing practice in the Institute,
may deem the following as meeting the entry requirements as a Technician for
trade or crafl arcas only:

Hold the relevant Senior Trades or equivalent or Natjonal Crafi Certificate and
ideally at least one-year postgraduate experience

Progression to the career grade of Technical Officer will be as follows:

After completing a minimum of 5 years continuous service within the grade or
equivalent within the third level sector. a year of which must have been at the
maximum of the scale and have attained a further qualification of @t least Level
8 under the NQAI Framework i.e. Honours Primary Degree or equivalent
(National Diploma level or equivalent will not be deemed equivalent where
course was completed prior to introduction of NQAI Framework),

After completing a minimum of 5 years continuous service within the grade or
equivalent within the third level sector, a year of which must have been at the
maximum of the scale and have obtained the appropriate  advanced
Qualification in the relevant trade/craft achieved since meeling minimum entry
requirement (award must be examination and/or assessment based) - plus a
minimum of 8 years relevam experience (in industry and/or teaching) oMained
since meeting the minimum academic requircments.

Ur

After completing 3 years continuous service within the grade or equivalem
within the sector and having attained a further qualification of at lcast Masters
Degree or equivalent level (Note: Senior Trades is not deemed equivalent in
this situation). The person will then be placed on the nearest point (not below)
of the Technical Officer Grade scale 1o which they are currently on in the
Fechnician grade and remain on that point for 2 years,  Afler the satisfacton
completion of that period. they will then be incremental in the normal manner,

Technical Officer (Career Grade)

This is the Career grade for all technicians, Entry to the grade will be via the
Fechnician route as outlined above, However, in exceptional circumstances,
an institute may recruit at this grade. In such circumstances. entrants must
salisly all the qualification requirements of the grade. The qualification
requirement for progression from Technician grade is as above. In the case of
open competition the reguirements will be:

An appropriate Level 8 under the NQAI Framework ic. Primary Honours
Degree or equivalent.
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Al least 3 years relevant professional posigraduate expenience at an appropriate
level

. Senior Technical Officer
This will be the senior technical grade in the sector,

The qualifications required are a minimum of a Masters Degree and at least 5
years post qualification experience in a relevant environment and at an
appropriate level.

3 Salary Scales
The relevant salary scales arc attached as Appendix A.

Entry will normally at Point 1 for new appointees. However, in determining starting salary.
incremental eredit, up to a maximum of five increments (i.e. the sixth point of the scale) may
be awarded where the appointee has relevant professional experience over and above the
minimum required for appointment. No more than one increment may be awarded for cach
vear of such experience,

in exceptional circumstances, where an appoiniee lo a post has more than five vears relevant
experience over and above the minimum required for appointment AND where the
application of the above would result in less than curremt salary * being achieved. she may
enter the scale ai @ point higher than the sixth point, at the diseretion of the Instiluie.
Similarly. no more than one increment may be awarded for cach year of such expericnee.

* Current Salary _being certified/verified annual gross remuneration {including  pension
contributions) immediately prior to appointment, taking account of BIK (Benefit-in-Kind) and
other perquisites i.c. benefits in addition 1o normal camings, as declared 1o the Revenue
Commissioners.

4. Senior Posts

I'he following procedures will apply for the identilication ol semor posts and the selection
and appoiniment of suitable candidanes.

(i1 1 is agreed that the number and location of the Senior Technical Officer posts i
cach Institute is dependent on a number of factors, in particular:

e The structure of the Institute, i.e. Number of Faculties, Schonls,
Depariments and Funclion arcas.

o Number of advanced, specialist technical arcas, il any.



(i}

In proposing any ratio of Senior Technical Officers to the Technical Officer career
Grade, cognisance must be taken of ratios of other career structures within the
Institute sector.

Taking these into consideration, the ratio proposed is | Senior Technical Officer o
every 6 Technical Officers within the Institute.

The first filling of these posts will be confined to an internal competition, which
will be open to all current technicians with the minimum service requirement of 5
years for Senior Technical Officer, Competition will be by application and
interview,

Ideally, cach Institute should have at least one Senior Technical Officer post in
each School or major functional area e.g. Computer Services, Esiates, ete. within
the Institute but this is dependent on the number of technicians currently within
that School/Function, the School/Function structure. etc. Note: Terminology re
structures on School/Dept/Function may vary from Institute to Institute.

Any posts that remain unfilled afier this competition will be filled by public
competition under the qualification criteria outlined above. No additional pOSLS OF
funding will be allocated to institutes for these positions and all posts must come
from within quota sanctioned from Dept of Education and Science.

Any vacancies that arisc in the fulure for these posts will be filled by public
competition.

(it} The Selection Board will consist of 4 members,

(i)

v}

Governing Body Representative
Director/President or nominee
Internal Management stafl member
External member

FPhe Board will have the necessary gender balance.

The date of implementation for the senior posts will be the date of appointment
lollowing the appropriate competitive process,

Existing post holders should be assimilated into the new seales under the
normal rules governing assimilation for institute stall i.c. rearest point {but not
lower) plus one if 3 years or more on the maximum of the current technician
scale; nearest point (but not lower) if less than 3 YEars on maximm.



5. Salary Scale for Existing Technicians who have 20 Years service or more

Technicians currently serving, who have attained 20 years incremental service or more as of
01* May 2005 and who are not appointed to the post of Senior Technical Officer. will be
eligible for two additional increments - above the current maximum of the Technician scale -
on the Senior Technical Officer scale. Payment of these increments is confined 1o those
technicians only and NO future technicians attaining this period of serviee will be eligible for
these increments, Payment of these additional increments is with effect from 1% January
200M, i.e. those technicians who have attained 20 years incremental service as of that date and
01" May 2005 will receive appropriate back monies. This allowance is subject to the
following:

s Service for the purpose of these increments is service in respect of which
incrememal credit is allowed

6. Annual Leave

The annual leave® for each grade will be as follows:

Technician - 24 Days

Technical Officer - 26 Days plus an additional day afier 5 and 10 years
serviee during which he/she was in reeeipt of an annual leave
allowance of not less than 26 and 27 days respectively,

Maximum 28 days.

Senior Technical Oflicer - 27 Days plus an additional day after 5 and 10 years
service during which he/she was in receipt of an annual leave
allowance of not less than 27 and 28 days respectively.

Maximum 29 days.

* Theve annal leave entitlements inclide allowance for all Church Holy days
All technician grades will also be entitled o other concession days as allowed by the institute.

NOTE: The implementation date for new leave entitlements is 01" October 2005, The
annual leave year operated by cach institute remains unaltered.
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Contracts and job descriptions

Copies of agreed contracts and full Job descriptions for each of the three grades are attached.

a.

€.

Senior Technical Officer Grade

The Senior Technical Officer will be responsible to the President, Director, and Head
of School/Department/Function for the supervision, coordination, administration and
development of technical facilities within Institute, Faculty, School, Department, and
Function level. S/He will be required to work closely with students, management,
academic, technical and other stalT,

Essential competencies, skills, knowledge, gualifications and experience.

* Masters Degree and at least 5 years post qualification experience in relevant
environment and at an appropriate level

Skills necessary 1o supervise, co-ordinate and direct technical staft

Good organisational and problem solving skills

Management and interpersonal skills

Good knowledge of Health and Safety legislation,

Evidence of personal development through further educational training

Ability to take initiative. give leadership and work with people.

Specialist technical knowledge in designated area,

In addition, ideally have the abilit ¥ to assist in writing up rescarch proposals at
Institute, Faculty, School, Department and Funetion level,

B ® & 8 & 0 0 @

Technical Officer Grade

The Technical Officer will be responsible 1o the President. Director. Head of School.
Head o Depariment/Function and Senior Technical Officer for the co-ordination,
administration and development of technical facilities at Institute, Faculy, School,
Depariment, and Function level, Required to work closely with students., management,
academic, technical and other stafl,

Essentiol competencies, skills, knenwledge, gualifications and experience

*  Primary Honours Degree (Level 8) and at least three years relevant postgraduate
experience al an appropriate level,

Ability to take initiative, give leadership and work with people,

Ciood organisational, communication and interpersonal skills,

Ability 1o provide on the job learing and coaching of other stafl

Giood technical knowledge in designate arca.

Ciood knowledge of Health and safety legislation

Evidence of personal development through further skills development.

In addition, ideally have the ability 10 assist in writing up research proposals a
Institute. Faculty, School, Departiment and Function level,

Technician Grade



The Technician will be responsible to the President, Director, Head of School, Head of
Department/Function, and Senior Technical Officer/Technical Officer for the
administration and development of technical facilities within Instituie, Faculty,
School, Department, Function level. Required 1o work closely with students,
management, academic, technical and other staff,

Essential competences, skills, knowledge, qualifications and experience.

o  Ordinary Degree (Level 7) and at least one year's postgraduate experience. Where
appropriate, the President/Director may deem the following as meeting the entry
requirements as a Technician for trade or crafl areas only:

Hold the relevant Senior Trades or equivalemt or National Crafi Certificate and al
least one-year postgraduate experience (This is an interim arrangement while
awaiting the outcome of NQAI discussions. )

«  Ability 1o take initiative, give leadership and work with people.
e Good organisational. communication and interpersonal skills.
e  Good knowledge of Health and Safety legislation,
s Evidence of personal development through further skills development
e Good technical knowledge in designated area.
8. Implementation

A Sub Committee consisting of all partics (8 members — 4 from each side) o this Agreement
will oversee any issues and resolve any difficulties that may arise. Any further difficultics
should be referred to the Labour Relations Commission and, i necessary. (o the Labour
Court.

0. Training and Education Requirements Including Funding and Facilitics.

The personal and professional development of all technical prades is vital W mamtaming a
high quality of service: therefore it is cssential 1o ensure that technicians are fully integrated
imto the institute’s training and development programme.

Additional management training should be given 1o stall that are expected 10 manage o
labaratory or other lacilities.

In-service training places should be provided for individuals with non-standard qualilication
1o adapt 1o professional requirements

1. Managemenl reporting structures

a. Senior Technical Officers may report 1o the relevant Institute officer with the
appropriale  management o supervisory [unclion as designated by the
Dircctor/President, This includes Heads of School/Department. recognised
Functional Heads i.e. Central Service Manager Grades



b. Technical Officer and Technician grades will, in the main, report to the Senior
Technical Officer as designated by the President/Dircctor. In  some
exceptional cases. they may report to the Manager as listed above or to a
rescarcher (Note: does not include MSc. PhD students or Research Assistants)
designated by the President/Director.

c. The Senior Technical Officer to whom the Technical Officer or Technician
reports may not necessarily be in the same Depariment/School/Functional area
as the Technical Officer/Technician,

1. Development plans for delivery of services,

Technicians provide consultative, advisory and analytical technical services for stalf and
students in laboratory techniques. Due to the rapid changes that have taken place in science
and technology it is ecssential that the technician profession respond to these changes in a
proper organized and efficient manner.

Information technology is now an essential tool in all instittes activities particularly in
laboratories.  Strategic investment in this area must he made in an appropriate and cost
effective way. This will lead 1o a more efficient service.,

The change in the diversity and level of courses offered at ceriificate. degrees, masters and
Ph.D. levels and the considerable development in the area of research supervision of students
at all levels and consullancy work have necessitaied the introduction of more sophisticated
equipment and analytical technigues requiring higher competency levels,

Due to the specialist nature and the wide spread of disciplines supported by the technicians in
the institutes. stafl development problems are exacerbated, since it is difficult o attend off the
Job training and development

12.  Interaction with other staff, students and support services

Technicians imeract with students, other stafl grades and the public on a daily basis as well as
membership of bodies/'commitices such as:
1) Governing Body

2} Faculty Boards

3) Steering commitices'work groups

4) Sialf development committees

3} Safety advisory committees

61 Student support commitiees

71 Project teams

B) Trade Union commitiees

9} Paninership commitice

1) PMDS committee



APPENDIX B

CONTRACT OF EMPLOYMENT - TECHNICIAN

4.

Name of Employer

Name of Employee:

Title of Post: Technician

Place of Work:

HOURS OF WORK

To be on duty for not less than 36.5 hours per week. Hours of work may be allocated
hetween the hours of .00 am and 10,00 pm. Monday to Friday inclusive - individual
institules may continue existing arrangements or agree alternative starting times before
. 00am. dependant on local requirements, No member of the stalT will be required to
work on more than onc night per week as part of the 36.5 hour week. Stall who agree
to work additional nights or a1 weekends (subject 1o the provisions of the Working-
time Act) will be paid overtime at the rate approved from time to ime.

iNetex: Joby sharimg flexi-time arraingements. may operoic he imtroduced i some
fnsiifates.

I sueh circumsiaees staff. in Iastittes where suitable recording arrangements el
mod crrvently apply. may be reguired o assert el own aftendence by way of card or
otirer aereed attemdance recovding system |

DATE OF COMMENCEMENT
NATURE OF POSITION

This is a permanent pensionable appointment. subject (o satisfactory service durning the
probationary pericd, and to this contract of employment.



1.

The provisions of the Regional Technical Colleges Acts, 1992 10 1999/ Dublin
Institute of Technology Acts, 1992 and 1994 and any subsequent Acts replacing or
amending these Acts and any orders and regulations made under these Acts will apply.

DUTIES

The range of duties assigned to a Technician may vary from discipline/area 1o
discipline/arca within an Institute and between Institutes. The nature of the post
requires the appointee to work closely with lecturing and other staff,

lechnician grades will, in the main, report to the Senior Technical Officer as
designated by the President/Director. In some exceptional cases, they may report to the
Manager as set out in the job description or 10 a researcher designated by the
President/Director.

The Senior Technical Officer to whom the Technician reports may not necessarily be
in the same Depariment/School/Functional area as the Technician,

Following appointment, the appointee will be assi gned to a particular location and post
— Institutes may operate a number of different locations in addition to the main
campus. The appointee may be reallocated to another post dependent on Institute
requirements and subject to skill set requirements. However, appoiniees should note
that the nature of the post may change over time, Training and re-training will be
provided if required. On assignment 1o the particular post, the Institute will provide a
detailed list of duties and responsibilities applicable to the post. A copy of the Job
Description is attached.

PROBATIONARY PERIOD

A probationary period of al least one vear will apply to this post. The appointee will
be advised on histher performance during the period. At the end of that year the
appointee may be confirmed in hisher appointment. continued on probation for a
further period or at any time during the probationary period the appointment may be
terminated.

On the Institute being satisfied with the performance of the appoinice, the appointment
shall be confirmed and the office holder shall he eligible for pensionable service up 1o
reliring age subject o the conditions and terms of emplovment set out herein,

RESIGNATION/RETIREMENT
The appointee may terminate this appointment on not less than one month’s notice in
writing to the HR Office of the Institute. The provisions of the Public Service

Superannuation Miscellancous Provisions) Act 2004 and any Act amending or
replacing it apply to the post.

SUPERANNUATION



1.

14.

15.

16.

The Fducation Sector Superannuation Scheme (formerly included in the Local
Government Superannuation Scheme) will apply as provided for in Section 11 (8) of
the Regional Technical Colleges Act 1992/ Dublin Instituie of Technology Acts, 1992
as adapted by the Education Sector Superannuation Scheme (Transfer of Departmental
Administration and Ministerial Functions) Order 2001 (S1 number 14 of 2001).

DISCIPLINE/DISMISSAL/SUSPENSION

The Institute shall have the power 1o suspend the appointee, to impose disciplinary
sanclions on the appointee and to terminate the appointment in accordance with such
disciplinary /dismissal procedures as maybe collectively agreed from time to time and
subject to the Regional Technical Colleges Act, 1992 1o 1999/ Dublin Institute of
Technology Acts, 1992 and 1994 and any Act replacing or amending it and relevant
employment legislation, The Act provides that the termination of an appointment shall
require the consent of the Minister for Education and Science.

SICK LEAVE

Sick leave will be granted 1o the appointee in accordance with agreements approved
from time 1o time by the Minister for Education and Science.

Referral of an appointee for a full medical report will be in accordance with
collectively agreed procedures.

ANNUAL LEAVE

Annual Leave will be in aceordance with arrangements authorised by the Minister for
Education and Science from time to time. The current annual leave entitlement 15 24
days. This includes allowance for all Church Holydays.

MATERNITY LEAVE/ADOPTIVE LEAVE/PARENTAL LEAVE/FORCE
MAJEURE LEAVE/PATERNITY LEAVE/CARERS' LEAVE

IThe provisions ol the relevam Acts and any Acts replacing or amending them wall
apply

Other special leave may be granted in accordance with arrangements authorised
by the Minister for Education and Science from time to time,

HEALTH AND SAFETY

The relevant provisions of the Safety. Health and Welfare at Work Act 1988 and any
subsequent Acts amending or replacing it applies 1o all employees of the Institule.
Staft should familiarise themselves with the requirements as set out in the Act and the
Institute’s safety policy.
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18.

19,

20.

Signed: Date:

Signed: Date:

EXTERNAL ACTIVITY

Any external activity engaged in by the appointee must not be such as to interfere with
the fulfilling of the appointee’s dutics and responsibilities 1o the Institute,

Any external employment, self-employment, working partnerships or consultancy
work entered into by the appointee must not conflict with the interests of the institute
and must have the prior written approval of the Director/President of the Institute.
Approval may be given where this activity is deemed by the Institute not io interfere
with the fulfilling of the appointee’s duties and responsibilities to the Institute and/or
where the activity is deemed not to interfere within the interests of the Institute. Any
approval/refusal will be subject to ongoing review by the Institute.

SALARY

The salary payable in respect of this position will be as authorised by the Minister for
Education and Science from time to time. Details are available from the Human
Resources Office.  Salary is payable (weekly/fortnightly/monthly) in arrears [insen
frequency applicable in particular institute]

CONFIDENTIALITY

The Institute is obliged to maintain confidentiality in certain aspects of its work. It is
the duty of the appointee to observe such confidentiality.  This restriction shall
continue 1o apply afier termination of this appointment.

DECLARATION AND SIGNATURES

I have read and fully understand the foregoing Contract of Employment and I agree 1o
abide by the terms of this contract and further warranl that all statemenis and
representations, which 1 have made 1o the Institute in application for this appointment,
are true and accurate.

{appointec)

{on behalf of the Institute)



INSTITUTES OF TECHNOLOGY

JOB DESCRIPTION - TECHNICIAN

The range of dutics assigned to a Technician may vary from discipline/arca o
discipline/area within an Institute and between Institutes.  The nature of the post
requires the appointee 10 work closely with lecturing and other stafT.

Technician grades will, in the main, report to the Senior Technical Officer as
designated by the President/Director. In some exceptional cases, they may report to the
Manager as listed above or to a researcher designated by the President/Director.

The Senior Technical Officer to whom the Technician reports may not necessarily be
in the same Depariment/School/Functional area as the Technician.

Following appointment, the appointee will be assigned to a particular location and post
~ Institutes may operate a number of different locations in addition o the main
campus. The appointee may be reallocated 0 anoiher post dependent on Instilute
requirements and subject to skill set requirements. However, appointees should note
that the nature of the post may change over time. Training and re-training will be
provided if required. On assignment to the particular post, the Institute will provide a
detailed list of duties and responsibilities applicable to the posi. A copy of the Job
Description is attached.

Main Duties:

The following indicate some of the principal dutics and responsibilitics that may be
assigned depending on the post/Institute in gquestion:

e Organising. preparing and setting up for practical classes. demonstrations.
assessments, practical examinations, project and rescarch work in laboraiory and
other arcas.

s Toundertake commissioning of new cquipment.

o Installing and testing of software, making sofliware available W appropriate users.
ensuring anti-virus software is installed and kept up w date. netw ork managenwn
where appropriate.

o Tocarry oul routine maintenance ol equipment.

e Provide technical assistance to lecturers and students 1o ensure the safe and
smooth running of events.

e To ensure that laboratories. materials and cquipment are kept clean, tidy and in
good order,



To provide support for delivery and receipt of goods,

To undertake such other dutics as the Director. Head of School/Department,
Senior Technical Officer or other authorised officer may assign from time to time,

Sample range of duties acrass different expertise areas

Providing consultative, advisory and analytical technical services for stafT and
students in laboratory techniques.

Providing first and second line support for studemis and staff in information
technology e.g. running local help desks,

Provide technical support for the delivery of Institute wide student, staff and
managing/administration of computer network systems/information Technology
and visual aids facilities,

Management/administration of compuier networks, installing and testing of
software,

Specifying technical specification for the development of new and updating
currant laboratories, workstations, workshops  and computer  networks
systems/information technology and visual aids facilities,

In conjunction with other Technicians, assist the [T Manager in ensuring that
there is an effective, efficient and uscr-orientated 1T available 1o all wsers in their
designated area.

He responsible for the maintenance ol computer equipment and peripherals,

Liaise with Senior Technical Officer and Technical Officer prades and other
designated manager grades 1o define service requirements and monitor service
fevels in their designated area.

Assisting in Programme quality assurance and development.

Organising, assisting and advising lectures and students on the sale operation and
use of equipment and materials.,

Crganising. supervising. assisting and advising stall and students doing project
work at centificate. diploma, degree and postgraduate level and project repons,

Designing. modifying, building. testin £ and installation of equipment for teaching
and research needs.

Carry oul and assist in rescarch.
Organising, preparing and selting up practical classes, assisting and advising

lectures and siudents on the safe operation and use of equipment and materials in
laboratories and other areas.



Organizing, preparing and selting up equipment and materials for practical
examinations

Writing and updating technical instruction manuals for stafl and students

Carrying out of safety audits in all areas of operation in cooperalion with other
grades of stafl

Monitoring, testing and recording of condition of safety equipment and class
materials 1o comply with Health and Safety Regulation and other Regulations
specific to work area i.e. RPIL, EPA and Material Safety Data Sheets,

Arranging for safe disposal of used materials ¢.g. biological, chemical and
malerials containing toxic, hazardous and volatile materials

Assist in the organizing and scheduling of work of laboratory aides

Repairing, maintaining, securing and storing of laboratory equipment, and
consumable materials

Stock control of equipment and consumable matenials
Assist in consulting with suppliers of equipment and consumable materials, and
assist in obtaining technical specifications, quotations and ordering new

equipment and consumable materials.

Taking delivery of cquipment and consumable materials and commission new
cgquipment



CONTRACT OF EMPLOYMENT — TECHNICAL OFFICER

Name of Employer

Name of Employee:

Title of Posi: Technical Officer

Place of Wark:

HOURS OF WORK

To be on duty for not less than 36.5 hours per week. Hours of work may be allocated
between the hours of 8.00 am and 10.00 pm. Monday to Friday inclusive - individual
institules may continue existing arrangements or agree allernative starting times before
9.00am. dependant on local requirements. No member of the staff will be required 1o
work on more than one night per week as part of the 36.5 hour week, Stall who agrec
to work additional nights or a1 weekends (subjeet 1o the provisions of the Working-
time Act) will be paid overtime at the rate approved from time 1o time,

(Newtes: Job sharing flevi-time  arrangemenis may operate'be imtroduced in vome
fsiitutes.,

In sueh circumstances staff, in Institwtes where suirable Fecording arrangemenis oo
Ior crrvemily apply. may be required 1o assert their own artendence by wene of cared or
ather agreed attendance recording system |

DATE OF COMMENCEMENT
NATURE OF POSITION

This 15 a permanent pensionable appointment. subject 1o satisfactory service during the
probationary period, and 1o this contract of employment.



0.

The provisions of the Regional Technical Colleges Acts, 1992 10 1999/ Dublin
Institute of Technology Acts, 1992 and 1994 and any subsequent Acls replacing or
amending these Aets and any orders and regulations made under these Acts will apply.

DUTIES

The range of duties assigned o the Technical Officer grade may vary from
discipline/area to discipline/area within an Institute and between Institutes. The nature
of the post requires the appointee 1o work closely with lecturing and other stafl.

Technical Officer grades will, in the main, report to the Senior Technical Officer as
designated by the President/Director. In some exceplional cases, they may report to the
Manager as set oul in the job description or to a researcher designated by the
President/Director.

The Senior Technical Officer to whom the Technical Officer reports may not
necessarily be in the same Department/School/Functional arca as the Technical
Officer.

Following appointment the appointee will be assigned to a particular location and post
— Institutes may operate a number of different locations in addition 1o the main
campus. The appointec may be reallocated 10 another post dependemt on Institute
requirements and appeintees should note that the nature of the post may change over
time. On assignment 1o the particular post. the Institute will provide a detailed list of
duties and responsibilities applicable to the post. A copy of the Job Deseription is
attached.

PROBATIONARY PERIOD

A probationary period of at least one year will apply to this post. The appoiniee will
be advised on histher performance during the period. At the end of that year the
appointee may be conflirmed in his/her appoiniment. continued on probation for a
further period or at any time during the probationary period the appointment may be
terminated.

On the Institute being satisfied with the performance of the appointee, the appointment
shall be confirmed and the office holder shall be eligible Tor pensionable service up
retiring age subject to the conditions and terms of employment set oul herein.

RESIGNATION/RETIREMENT

I'he appoimee may terminate this appointment on not less than one month’s notice in
writing 1o the IR Office of the Institute. The provisions of ithe Public Service
Superannuation  (Miscellancous Provisions) Acl 2004 and any Act amending or
replacing it apply 1o the post.

SUPERANNUATION

The Education Sector Superannuation Scheme (formerly included n the Local
Government Superannuation Scheme) will apply as provided for in Section 11 (8) of



12,

13.

14.

15.

16.

the Regional Technical Colleges Act 1992/ Dublin Institute of Technology Acts, 1992
as adapted by the Education Sector Superannuation Scheme { Transfer of Departimental
Administration and Ministerial Functions) Order 2001 {51 number 14 of 2001),

DISCIPLINE/DISMISSAL/SUSPENSION

The Institute shall have the power 1o suspend the appointee, to impose disciplinary
sanctions on the appointee and to terminate the appointment in accordance with such
disciplinary/ dismissal procedures as maybe collectively agreed from time to time and
subject to the Regional Technical Colleges Act, 1992 1o 1999/ Dublin Institute of
Technology Acts, 1992 and 1994 and any Act replacing or amending it and relevant
employment legislation. The Act provides that the termination of an appointment shall
require the consent of the Minister for Education and Science.

SICK LEAVE

Sick leave will be granted to the appeintee in accordance with agreements approved
from time to time by the Minister for Education and Science.

Referral of an appointee for a full medical report will be in accordance with
collectively agreed procedures,

ANNUAL LEAYVE

Annual Leave will be in accordance with arrangements authorised by the Minister for
Education and Science from time to time. The current annual [eave entitlement is 26
days plus an additional day afier 5 and 10 vears” service during which he/she was in
reccipl of an annual leave allowance of not less than 26 and 27 days respectively, The
maximum leave allowance for a Technical Officer, including the service days, is 28
days. This annual leave entitlement includes allowance for all Church Holydays.

MATERNITY LEAVEADOPTIVE LEAVE/PARENTAL LEAVE/FORCE
MAJEURE LEAVE/PATERNITY LEAVE/CARERS' LEAVE

The provisions of the relevant Acts and any Acts replacing or amending them will
apply.

Other special leave may be granted in accordance with arrangements authorised by the
Minister for Education and Scicnee from time to time.

HEALTH AND SAFETY

The relevant provisions of the Safety. Health and Welfare at Waork Act 1988 and any
subscquent Acts amending or replacing it applies to all employees of the Institute,
Stafl should familiarise themselves with the requirements as set out in the Act and the
Institute’s safety policy.
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20.

Signed: Date:

Signed: Date:

EXTERNAL ACTIVITY

Any external activity engaged in by the appoiniee must not be such as to interfere with
the fulfilling of the appointee’s duties and responsibilities 1o the Institute.

Any external employment, self-employment. working parinerships or consultancy
work entered into by the appointee must not conflict with the interests of the instituie
and must have the prior written approval of the Director/President of the Institute.
Approval may be given where this activity is deemed by the Institute not o interfere
with the fulfilling of the appointee’s duties and responsibilities to the Institute and/or
where the activity is deemed not to interfere within the interests of the Institute.  Any
approval/refusal will be subject to ongoing review by the Institute.

SALARY

The salary payable in respect of this position will be as authorised by the Minister for
Education and Science from time to time.  Details are available from the Human
Resources Office. Salary is pavable {weekly/fortnightly/monthly) in arrears [insert
frequency applicable in particular institute]

CONFIDENTIALITY

The Instituie is obliged to maintain confidentiality in certain aspects of its work. It is
the duty of the appointee to observe such confidentiality.  This restriction shall
continue to apply after termination of this appointment.

DECLARATION AND SIGNATURES

| have read and fully understand the foregoing Contract of Employment and [ agree to
abide by the terms of this conract and further warrant that all statements and
representations, which I have made 1o the Institute in application for this appointment,
are true and accurale,

{appoiniee)

(on hehalf of the Institute)



INSTITUTES OF TECHNOLOGY

JOB DESCRIPTION — TECHNICAL OFFICER

The range of duties assigned to the Technical Officer grade may vary from
discipline/area to discipline/area within an Institute and between Institutes. The nature
of the post requires the appointee to work closely with lecturing and other siaff.

The Technical Officer grades will, in the main, report 1o the Senior Technical Officer
as designated by the President/Director. In some exceplional cases, they may report 1o
the Manager as listed or to a researcher designated by the President/Director.

The Senior Technical Officer to whom the Technical Dfficer reports may not
necessarily be in the same Department/School/Functional area as the Technical
Officer.

Following appointment the appointee will be assi gned to a particular location and post
= Institutes may operate a number of different locations in addition to the main
campus. The appointee may be reallocated to another post dependent on Institute
requirements and appointees should note that the nature of the post may change over
time. On assignment to the particular post, the Institute will provide a detailed list of
duties and responsibilities applicable to the post.

Main Dutics:

The following indicate some of the principal dutics and responsibilities that may be
assipgned:

Urganising. preparing and  setting uwp for practical classes, demonstrations,
assessments. practical examinations, project and research work in laboratory and other
areas.

Installing and testing of sofiware, making soliware available 1o appropriaie users,
ensuning anti-virus sofiware is installed and kepl up to date. network management
where appropriate.

To be present. as required. a1 each laboratory or workshop class, including night
classes, il necessary, for the entire duration of the class. 1o provide technical assistance
as required. 1o provide demonstrations cte.

Provide technical assistance 1o lecturers and students on the sale operation and use of
equipment and materials.,

Repairing, maintaining, sccuring and storing of laboratory/computer equipment, and
consumable materials,



Designing. modifying, building, testing, installation of equipment/hardware as
appropriate, for teaching and research needs.

Establishing and maintaining stock control of equipment and consumable materials.
Consulting with suppliers of equipment and consumable materials, obtaining technical
specifications, quotations and ordering new equipment and consumable materials,

taking delivery of equipment and materials, checking and installing as appropriate.

Advising on specifying requirements for new and updated Iaboratories, workstations,
workshops, ele.

Preparing and updating technical instruction manuals as required.

Managing administration of computer/information technology and visual aids
facilities.

Assisting Head of School/Department/Function with budget control and estimates for
annual running and development costs.

Arranging for the safe disposal of used matenals, eg. biological, chemical and
materials containing toxic, hazardous and volatile materials.

Organising and scheduling work of laboratory staff,
Monitoring. testing and recording of condition of safety equipment (o comply with
Health and Safety Regulations and other Regulations specific 1o work developing.

updating. ete. of hazard analysis documentation,

Carrying out of safety audits in all areas of operation in co-operation with other grades
of stafl.

Ensure that laboratories. materials and equipment are kept clean, tidy and in good
order.

Attend school or other meetings as required from time Lo e,

To panicipaie in all committees/groups ol which s/he is a member or o which s'he is
assigned.

Providing and contributing o reports as required from time Lo e,
rticipate in ongoing training and professional development.

Undertake such other appropriate duties as may be assigned from time 1o time by the
Institute authoritics.



CONTRACT OF EMPLOYMENT — SENIOR TECHNICAL OFFICER

1. Name of Emplover

2, Name of Employee:

3. Title of Posi: senior Technical Officer

4. Place of Work:

. HOURS OF WORK

To be on duty for not less than 36.5 hours per week. Hours of work may be allocated
between the hours of 8.00 am and 10.00 pm. Monday to Friday inclusive - individual
institutes may continue eXIsling arrangements or agree alternative starting times before

9.00am, dependant on local requirements. No member of the stafl” will be

required 1o

work on more than one night per week as pant of the 36.5 hour week. Stail who g gree
to work additional nights or at weekends (subjeet 1o the provisions of the Working-

time Act) will be paid overtime at the rute approved from time 1o time.

(Notes: Job sharing flexi-time arrangements my operate’be introduced i some

Trstitates.

In swch circumstances staff, in Institutes where switable recording arvangements do
ot crrrently apply, may be reguired o assert their own attendeance v way of card or

other agreed attendance recardimge sysiem )

6. DATE OF COMMENCEMENT

i NATURE OF POSITION

This is a permanent pensionable appointment, subject to satisfactory service during the

probationary period, and to this contract ol employment.



1.

The provisions of the Regional Technical Colleges Acts, 1992 to 1999 Dublin
Institute of Technology Acts, 1992 and 1994 and any subsequent Acts replacing or
amending these Acts and any orders and regulations made under these Acts will apply.

DUTIES

The Senior Technical Officer will be responsible to the President/Director, Head of
School/Department/ recognised Function as agreed, for the supervision, co-ordination,
direction and administration of all technical staff and services within the
School/Department/Function, and such other technical duties as may be laid down by
the President/Director, Head of School/DepartmentFunction. Some of these
Schools/Departments/Funetions may operate over a number of different locations in
addition 10 the main campus. Due to the low number of Technicians/Technical
Officers in cerain Schools/Department/Functional areas, some Scnior Technical
Officers may have a cross School/Department/Functional responsibility. A Senior
Technical Officer may also be responsible for the operation of an advanced. specialist
technical service where only one or a small number of technical stafl’ arc located.
These arcas mavbe specific and unique and may not conform to the normal structure
of a School / Depariment /Function. The President/Director of the Institute will
normally designate these areas in advance. The nature of the post requires the
appointee to work closely with lecturing and other stafl.

Senior Technical Officers may report to the relevant Institute officer with the
appropriate  management  or  supervisory  function  as designated by  the
Director/President. This includes Heads of School/Department. recognised Functional
Heads i.e. Central Manager Grades

Following appointment the appointee will be assigned 10 a particular location and post.
The appoiniee maybe reallocated 1o another post of similar grade dependant on
institute requirements and appointees should note that the nature of the post may
change over time. On assignment 1o the particular post. the Instilute will provide a
detailed list of duties and responsibilities applicable o the post.

PROBATIONARY PERIOD

A probationary period of at least one year will apply 1o this post. I'he appointee will
be advised on histher performance during the period. At the end ol that year the
appointee may be confirmed in hisher appointnient. continued on probation Tor a
Further period or at any time during the probationary period the appointment may be
terminated,

O the Institute being satisfied with the performance ol the appointee, the appointment
shall be confirmed and the office holder shall be eligible Tor pensionable service up 1o
retiring age subjeet to the conditions and terms of employment set oul herein.

RESIGNATION/RETIREMENT

The appointee may terminate this appoiniment on not less than one month’s nolice in
writing to the HR Office of the Institute. The provisions of the Public Service
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14.

Superannuation (Miscellaneous Provisions) Act 2004 and any Act amending or
replacing it apply to the post.

SUPERANNUATION

The Education Sector Superannuation Scheme (formerly included in the Local
Government Superannuation Scheme) will apply as provided for in Section 11 (8) of
the Regional Technical Colleges Act 1992/ Dublin Institute of Technology Acts, 1992
as adapted by the Education Sector Superannuation Scheme (Transfer of Departmental
Administration and Ministerial Functions) Order 2001 (S] number 14 of 2001).

DISCIPLINE/DISMISSAL/SUSPENSION

The Institute shall have the power to suspend the appointee, to impose disciplinary
sanctions on the appointee and to terminate the appointment in accordance with such
disciplinary /dismissal procedures as maybe collectively agreed from time 1o time and
subject to the Regional Technical Colleges Act, 1992 to 1999/ Dublin Institute of
Technology Acts, 1992 and 1994 and any Act replacing or amending it and relevant
employment legislation. The Act provides that the termination of an appointment shall
require the consent of the Minister for Education and Science.

SICK LEAVE

Sick leave will be granted 1o the appointee in accordance with agreemenis approved
[rom time to time by the Minister for Education and Science.

Referral of an appointee for a full medical report will be in accordance with
collectively agreed procedures.

ANNUAL LEAVE

Annual Leave will be in accordance with arrangements authorised by the Minister for
Fducation and Science from time o time. The current annual leave entitlement is 27
days

plus an additional day alter 5 and 10 years® service during which he/she was in receipt
ol an annual leave allowance of not less than 27 and 28 days respectively.  The
maximum leave allowance lor a Senior Technical Officer, including the service days.
15 29 days. This annual leave entitlement includes allowance lor all Church Holydays

MATERNITY LEAVE/ADOPTIVE LEAVEPARENTAL LEAVEFORCE
MAJEURE LEAVEMPATERNITY LEAVE/CARERS' LEAYE

The provisions of the relevant Acts and any Acts replacing or amending them will
apply

Other special leave may be granted in accordance with arrangements authorised by the
Mimister for Education and Science from time Lo time.



16.

17.

19.

20,

Signed: hate:

Signed: Date:

HEALTH AND SAFETY

The relevant provisions of the Salety, Health and Welfare at Work Act 1988 and any
subsequent Acts amending or replacing it applies 1o all employees of the Institute.
Staff should familiarise themselves with the requiremenis as set out in the Act and the
Institute's safety policy.

EXTERNAL ACTIVITY

Any external activity engaged in by the appointee must not be such as 1o interfere with
the fulfilling of the appointee’s duties and responsibilitics 1o the Institute.,

Any external employment, seli~employment, working parinerships or consultancy
work entered into by the appointee must not conflict with the interests of the institute
and must have the prior written approval of the Dircctor/Presidenmt of the Institute.
Approval may be given where this activity is deemed by the Institute not to interfere
with the fulfilling of the appointee’s dulies and responsibilities o the Institute and/or
where the activity is deemed not 1o interfere within the interesis of the Institute. Any
approval/refusal will be subject 1o ongoing review by the Institute,

SALARY

The salary payable in respect of this position will be as authorised by the Minister for
Education and Science from time to time.  Details are available from the Human
Resources (MTice, Salary is payvable (weekly/fortnightly/monthly) in arrears |inserl
frequency applicable in particular institute|

CONFIDENTIALITY

The Institute is obliged 1o maintain confidentiality in certain aspects ol its work, 11 s
the duty of the appointee 10 observe such conlidentiality,  This restnction shall
conlinue 1o apply aller termination of this appointment.

DECLARATION AND SIGNATURES

I have read and Tully understand the foregoing Contract of Employment and | agree to
abide by the terms of this contract and {urther warrant that all statements and
representations, which 1 have made o the Institute in application lor this appoinunent.
e Irese iIIIIJ Aacourile.

{appointec)

(on behalfl of the Institute)



INSTITUTES OF TECHNOLOGY

JOB DESCRIPTION - SENIOR TECHNICAL OFFICER

The Senior Technical Officer will be responsible to the President/Director, Head of
school/Departiment/ recognised Function as agreed, for the supervision, co-ordination,
direction and administration of all technical stafl and services within the
School/Department/Function, and such other technical duties as may be laid down by
the  President/Director, Head of School/Department/Function. Some of  these
Schools/Depariments/Functions may operale over a number of different locations in
additon 1o the main campus. Due to the low number of Technicians/Technical
Officers in certain  Schools/Department/Functional areas, some Senior Techmical
Officers may have a cross School/Department/Functional responsibility. A Senior
Technical Officer may also be responsible for the operation of an advanced, specialist
technical service where only one or a small number of technical staff are located.
These areas maybe specific and unigue and may not conform to the normal struciure
of a School / Department /Function. The President/Director of the Institute will
normally designate these arcas in advance. The nature of the post requires the
appointee to work closely with lecturing and other stafT.

senior Techmical Officers may report to the relevant Institute officer with the
appropriate  management  or  supervisory function as  desipnated by  the
[Director/President. This includes Heads of School/Department, recognised Functional
Heads i.c. Central Manager Grades

Following appointment the appointee will be assigned 1o a particular location and post.
The appointee maybe reallocated 1o another post of similar grade dependant on
mstitute requirements and appointees should note that the nature of the post may
change over ime.  On assignmeni to the particular post. the Institute will provide a
detailed list of duties and responsibilities applicable 1o the post.

Main Duties:

The following indicate some of the principal dutics and responsibilities that may be
assipned:

The supervision ol and administration of all technical stafl and services within the
School/Depanment/Function arca. This includes but not limited 1o

= [Passing on work dircetions from Head ol School/llead of Depariment/recognised
Head of Function as agreed and being responsible for ensuring completion of

wirrk,

*  RecordingSupervising and  administering  of atlendance in accordance with
current Institute practices,

s Scheduling, co-coordinating and guiding work activities following consultation.
& Assist with the Training Needs Analysis Programme.

s Maintaining assets register within the arca.



Responsible for Quality Assurance procedures, as regards technical staff, e.g. stock
control.

Responsible for compiling health and safety audits and ensure compliance of the
implementation of other health and safety regulations as they pertain to the technical
function.

Assist with budget management, specifying equipment and consumable matenals
requirements and co-ordination of purchasing.

Assisting in agreeing and monitoring agreed service level agreements.

Supporting the role of the technical staff and making representations in relation to
aAppropriale resources.

To support collaborative rescarch  frameworks  developed  with  other
Institutes/Universities' Agencies and help in the wriling of
School/Department/Function and joint research proposals

Organising. preparing and setting up for practical classes, demonsirations,
assessments, practical examinations, project and research work in laboratory and other
areas.

Installing and testing of software, making software available to appropriale users,
ensuring anti-virus software is installed and kept up 1o date, network management
where appropriale

To be present, as required. at each laboratory or workshop class, including mght
classes, if necessary for the entire duration of the class, to provide technical assistance
as required. to provide demonstrations elc.

Provide technical assistance to lecturers and students on the safe operation and wse of
equipment and materials

Repairing. maintsining, securing and storing of laborulory/computer equipment. and
consumable materials

Designing., modifving, building. testing.  installaion ol equipment’hardware  as
appropriate, for eaching and research needs

Establish and maimaining stock control of equipment and consumable materials
Consulting with supplicrs of equipment and consumahble materials, oblaining technical
specitications, guotations and ordering new equipment and consumable materials,

taking delivery of equipment and materials, checking and installing as appropriate

Advising on and specifving  requirements  for new and  updated  laboratorics.
workstations, workshops ete,

Preparing and updating technical instruction manuals as required

Managing/administration of computer/information technology and visual aids Tacilities



Assisting Head of School/Department/Function with budget control and estimates for
annual running and development costs

Arranging for safe disposal of used materials e.g. biological. chemical and materials
containing toxic, hazardous and volatile materials

Responsible for the ‘Day to Day” running of their area to include the organising and
scheduling work of laboratory staff

To oversee compliance with qualily assurance requirements

Where necessary, to assist in the supervision and training of graduate and, post-
graduate students in laboratory technigues

Monitoring, testing and recording of condition of safety equipment 1o comply with
Health and Safety Regulation and other Regulations specific 1o work Developing,
updating, cic of hazard analysis documentation,

Carry out of safety audits in all areas of aperation in co-operation with other grades of
staff

Ensure that laboratories, materials and cquipment are kept clean, tidy and in good
order

Attend school or other meetings as required from time to time

To panicipate in all commitiees/groups of which she is a member or te which s/he is
assigned

Providing and contributing to reports as required from time to time.
Participate in ongoing training and professional development.

Undertake such other dppropricale dutics as may be csxigned from lime 1o time My the
mstifite antlorities.





