



 (
Meánscoil
 
Mhuire
 
Longford
2018
Notes for LCVP Link Modules and Exam
A condensed overview of laws and best practice for business and vocational sector 
Mr Mac 
Aodha
Meánscoil
 
Mhuire
 
Longford
)


LCVP Notes
Working life.
Work is an activity or task for which we are not paid.
Employment is when we get paid for it.
Value of Employment:
Employee benefits include: 
Financial =  Salary, bonus, benefit in kind (car), overtime
Non financial = Security, Self esteem, promotion, travel, new skills acquisition, friends.
Self employed benefits include: salary, benefit in kind, share in profits/dividends.
Voluntary work benefits: Helping others, acquiring new skills, improving CV, new skills or experiences, enhanced respect and reputation, sense of achievement, self actualisation, possibility for future employment.
Employment of younger worker
Protection of young persons (employment) act 1996.
Under 18’s cannot work more than 40 hours per week (8 hours per day) except in emergency.
In term time 14 year olds or younger cannot work during term time, 35 hours max during holidays or 40 hours per week during work experience.
15 year olds can work a max of 8 hours per week during term time,  35 hours during holidays and 40 hours per week for work experience.
Early mornings and late nights.
Under  16’s can only work after 8am and up to 8pm regardless of whether  they have school the next day or not.
16 – 17 year old: Can only start work after 6am and up to 10pm if they have school the next day. If they do not have school the next day they can work up to 11pm. If they do work till 11pm they cannot start before 7am the next morning.
Rests and Breaks.
Under 16’s must get 30 minutes break each four hours, and must be off 14 hours in any 24 hour period. They should also have 2 days off each 7 days.
For 16 – 17 year olds a break of 30 minutes each 4.5 hours must be given. They must be off 12 hours in any 24 hour period and get 2 days a week off.
Exceptions include employment of close relatives and in the fishing, shipping or defence forces.


Fines and Penalties.
Employers who do not follow these rules under the protection of Young Persons (Employment) act 1996 can face fines of up to 1,904.61 euro and an extra 317.43 euro each day they continue to break the law.
Duties of an employer: Must see a copy of birth cert before employing someone under 16 and get the permission of parents/guardian. 
There are other acts of law that protect young workers including
Safety health and welfare at work act 2005.
Equality Act 2004: Prohibits discrimination on nine grounds, ex: age, race, religion, disability etc!
Protection of employees act 2001. Part time workers can’t be treated worse than full time.
National minimum wage act, 2000 (in 2009 it was 8.65 euro an hour) under 18 = 6.06euro an hour.
Organisation of working time act, 1997: Four weeks holidays a year when 1365 hours are worked, If a minimum of 117 hours worked then 1/3 of a working week per calendar month, Or 8% of the hours worked up to a max of four weeks off. Some employers just increase wages by 8% to cover this.
Contract of employment: All employees are entitled to a written contract which must include:
Employers name, Job title, Job description, Wages/salary, Dismissal procedure, Hours to be worked, Holiday entitlements, Commencement date, Deductions from wages/salary, Employee name and address.
Health and safety regulations: Are important to prevent accidents, maintain hygiene standards, prevent bullying, harassment and to protect the security of the work place.
Safety Statement: Every work place must have one. It highlights hazards, risks, safety procedures and guide lines.
Employers must provide information and training and supervision when appropriate. Ex: fire drills. They must provide a safe working environment Ex: Machinery with safety features and restricted access. They must provide safety equipment and clothing and ensure it is used. They must record accidents and injuries and then show they have taken preventative measures to ensure they don’t reoccur, Facilitate the appointment of a safety re. They must investigate claims of bullying or harassment. They must have an anti bullying policy in place with agreed procedures. 
Employees have responsibilities too. They must follow safety instructions and procedures, wear safety clothing, report injuries and hazards, use equipment responsibly, they must also treat everybody with respect.
These responsibilities are set out in The Safety, Health and Welfare at work act, 1989 and the Safety, Health and Welfare at Work Regulations, 1993.
Smoking in the work place was then band in 2004.

Diversity in the work place.
Equality Act 2004: Prohibits discrimination on nine grounds, ex: age, race, religion, disability, political belief, family status, sexual orientation, marital status, member of the travelling community.
Harassment = Any act which is defined as unwelcome or offensive including words, gestures. Generating or circulating or displaying written material which is offensive, humiliating, intimidating or discriminatory. This involves Everyone connected to the business ( ie) employer – employee - customer and business contacts. All employees are entitled to equal pay for equal work. The office of the director of equality was set up to investigate discrimination and the equality authority was set up by the 1998 employment equality act to promote equality of opportunity. 

Workplace disputes: 
These can occur for a variety of reasons including Pay, Working conditions, New technology, Redundancy, Harassment, Poor industrial relations, Demarcation, Dismissal.

Trade unions: 
If an employee has a problem they can bring it to the shop steward who is a trade union volunteer and the steward can communicate and negotiate with management to try and solve the problem. 
Trade unions protect workers right and interests in their dealings with an employer. They negotiate with employers to improve pay and conditions. They represent employees during disputes and hold a great deal of power. If jobs are to be lost the trade union will negotiate redundancy payments for workers and they can also negotiate discounts for members for services.
If a shop steward is not successful in resolving a dispute locally then they can contact Trade Union head quarters and request assistance from a full time union official who will come to the workplace and attempt to resolve the issue.
If all this fails then:
The Labour Relations commission can become involved. They will send a rep who will listen to both sides and try to come up with a fair and reasonable solution that both sides can agree to. (www.lrc.ie)
The LRC can also send a RIGHTS COMMISSIONER to investigate a dispute. They are trained in and deal with Unfair dismissal cases, Protection of employees, The Safety, Health and Welfare Act & The terms of Employment Act.
The Labour Court is then the court of Final appeal. It investigates disputes. 
Its decisions are only legally binding with regard to rights commissioners and Equality Officers.
Unemployment Assistance. 
Job seekers benefit: Payable to those who have lost their job.  Payable for a maximum of 12 months and the rate is based on your previous salary and PRSI contributions in the previous year.
Jobseekers allowance: Available to those who are not entitled to job seekers benefit, it is means tested (kids etc).
Family income support: This is support for families with an income below set amount, back to school payment included.
Revenue job assist: if unemployed for 12 months and then go back to work you get a tax allowance for 3 years.
Back to work enterprise allowance: If out of work and decide to start your own business you keep your social welfare payment in full for one year and a percentage the 2nd year.
Part time job incentive scheme: Still get your social welfare payment for 15 months after starting part time work.
Back to education allowance: Job seekers are encouraged to return to education, so you will continue to get social welfare on return to it. You must have been out of work for 3 months and education for 2 years.
Organisations that assist the unemployed:
FÁS: Provides services and courses. You can be paid to train and re-skill. Include Apprenticeships & community work.
Irish National Organisation for the unemployed: Have information centres, provide training on social welfare.
Local Development Social Inclusion Programme: Part of national development plan and part funded by the EU. It helps unemployed by providing advice, training, guidance and self employment initiatives. 
Leader Programme: Part funded by the EU all parts of rural Ireland has one. Key role to play in building small business.
Area partnership companies: promote job creation in disadvantaged urban areas. Provide training & advice.
Types of Economic activity:
Primary: Farming, Fishing, Forestry, Mining.
Secondary: Construction, Manufacturing.
Tertiary: Retailers, wholesalers, Financial institutions, Tourism, Transport, Legal, Public services.
Job Seeking Skills:
Businesses use the media to advertise a job vacancy: Newspapers, Local and national radio stations, Internet, Shop windows and notice boards, Internal notice boards, Jobs fairs, Job recruitment agencies, Jod training agencies ex: Fás. Word of mouth. Job adverts give the job description, skills required and how to apply. Usually by Letter, application form, telephone, E-mail, online.
Writing a Letter Could be asked to write one on exam.
 (
Your
 Address,
Date: **/**/**
Receivers’ Name,
& Address.
Re: Job Title being applied for.
Dear Sir / Madam,
I wish to apply for the job of XXX advertised in the Sunday Independent on ** May 20**.
I would appreciate if an application form could be sent to the above address.
Yours faithfully,
Signature
Signed
____________________________
)










Always be Accurate Clear & Brief.
Telephone: When phoning a business about a job, prepare what you are going to say beforehand, be polite and speak clearly, know the name of the person or department you are looking for, have a pen and paper at hand, ensure you provide them with your name and contact details. Don’t be afraid to ask someone to repeat themselves.

Email:
Always include a subject in the subject field. Email is not confidential so private information should not be included. You should only apply be email if the advertisement states this. You can also use email to request information about a company or organisation.
Application form: Take note of the closing date and return the application in plenty of time, read over your answers to check for grammar or spelling errors. Photocopy your completed form as you will likely to be asked to expand on information you have put on it during an interview. Don’t forget to include any other documentation requested ex: licence. Send by registered post.
 (
Qualities
 are attributes you were born with or developed growing up Ex: Honestly, Fairness.
Skills
 are the talents that you have acquired and learned over time Ex: IT skills, Communication skills.
)Read instructions carefully, you may be asked to use BLOCK CAPITALS or a particular colour pen.


Interview:
If offered an interview, take note of the time and date and show up in time and to the correct place. If you are not sure how to get to an interview location, research this in plenty of time.
Dress appropriately and neatly, Re-read your application form answers, Do some background research on the position, know the qualities and skills required for the job, have all documentation that has been asked for by the employer, prepare answers to possible questions, think of a question to ask, Get there early and remember that once you arrive at the location behave appropriately (Judgment of you may start from the instant you enter the building).
In the interview: Maintain eye contact with the person asking the question, Listen to and answer the question being asked, Sit up straight and don’t fidget, don’t bluff, try to relax and be confident, be polite.
Standard Sample interview Questions:
· From your work experience what were your duties and responsibilities?
· How do you feel you related to your colleagues?
· What qualities or skills would you bring to the position?
· What are your strengths and weaknesses?
· What skills and qualities are essential for this position and why?
· What makes you believe you work well as part of a team?
· What skills and qualities are needed to work well as part of a team?
· What would you like to achieve from this job if you are successful?
· Where do you see yourself in five years time?
· Give an example of how you dealt with a difficult situation in the past.

Career Investigation:
We start a career investigation by taking a look at ourselves.
What are your interests, work experience, subject choices, skills, aptitudes, qualities.
Subject choices: These many have a bearing on the career you choose.
Work experience: Many students have some work experience which could influence their career choice.
Skills: students should look at what skills they may already have.
Practical: cooking, letter writing, money management.
Technical: Driving, IT, phone.
Language: communication skills, second or third language.
Interpersonal: team working, teaching, leadership.
Personal: Organisation, time management, planning.
Qualities: Ex:  Honestly, Sociable, Dependable, Confident, Self motivated, Hard working, Ambitious, Creative.
Aptitudes: Ex: Verbal or numerical reasoning, Spelling, Mechanical reasoning, Abstract reasoning, Accuracy.
Career investigation template headings:
Title, Prepared by, Description, Qualifications and training required, relevant skills and qualities, Two pathways to the career, out of class learning experience, Evaluation of career with regard to you your subject choices, interests and personal attributes, Evaluation of the Career investigation itself. 
Employment in Ireland has been effected by many factors in the recent past, namely, high labour costs causing low skill companies to leave, emigration as people leave to find work, immigration as people arrive to find work, changes in employment law which has given more protection to workers, the introduction of part time contracts or “0 hours” contracts.
Work placement:
Work experience allows the student to: See what duties are involved in a job, interact with the public if necessary, confirm that their career choice is really for them, develop social skills ex: team work. Develop or learn new skills such as filing, working with the public. Helps the student to identify their skills and aptitudes.
Work Shadowing: Observe careers they would not have an opportunity to do hands on ex: solicitor, doctor. Develop communication skills. Interact with professionals and identify personal skills and aptitudes.
How Work experience benefits the employer: Some pressure may be removed from the employer by the student freeing up other employees to do important tasks. Ex: If the student is filing (which must be done) then another employee will be able to tackle another vital task. It can also allow an employer to see, first hand if a candidate is right for the job. It gives the employer an opportunity to add to its community outside of economics. It can increase an employer’s profile within their community.
Find work experience: Identify career, identify local business catering for this career option, apply in person by phone or letter, fill out a placement application, liaise between the school and employer re insurance or teacher visitation, accept responsibility for travel arrangements etc, prepare to be disappointed.
While in work placement: you should know start and finish times, observe the dress code, know the job description and attached duties, observe health and safety protocol, maintain confidentiality, use initiative when performing tasks, if asked to carry out a task you deem to be unsafe contact parent or teacher, if you’re not going to show up let them know in plenty of time.
Work place diary template:
Name of work place	Description of work place	Reason for choosing	Summary of duties.
Write a page giving an account of at least three days of the work experience under the following headings.
(1) Day	(2) Date		(3)Name of supervisor	(4) What I did at work today 	(5)What new thing I learned.
(6) Main problems experienced	(7) what I found most interesting	(8) How did I relate to others.
(9) Evaluation of the day.
Enterprise Education:
Personal enterprise includes taking a part time job, doing a course to improve skills/qualifications or organising activities in school and with friends.
Community enterprise: Voluntary work to promote the local area or to help others. Ex. Tidy towns.
Business enterprise: People who set up their own business. Referred to as entrepreneurs. They are highly motivated, hardworking and take calculated risks.
Enterprise Qualities:
Innovative, determined, hardworking, ambitious, realistic, Analytical, Risk-taker, self confident, flexible, decisive.
Enterprise Skills:
Planning, interpersonal, communication, decision making, risk assessment, time management, leadership.
Teamwork: Forming, Storming, Norming, Performing, Transforming.
Teamwork benefits include: Sharing of ideas, responsibility & workload, work gets done faster.
Teamwork drawbacks can include: Some team members may dominate, team leader must be found and accepted, decision making can be delayed due to group consultation, some members may not pull their weight.
Good team members have the following skills and qualities, good, listening leadership, interpersonal  and communication skills, they are also willing to compromise, take responsibility and are flexible.
Leaders: Influence the activities of a group in order to achieve goals. They can lead by using their expertise, knowledge & authority. Some skills & qualities include responsibility, energy, self confidence, communication skills, persistence and ambition.

Meetings: A vital part of team working.
To prepare for a meeting an agenda should be prepared, notice of the meeting circulated to relevant people, a venue should be organised and adequate facilities should be in place at the venue. Water and possibly refreshments
Running a meeting: A chairperson should be appointed who will run or chair the meeting, give everyone a chance to speak, organise a vote if needed, follow the order of the agenda, any other business (AOB) can address new issues, minutes should be taken and read at the start of the next meeting, decisions should be made and implemented.
The secretary is a member of the team appointed to take minutes, send out the agenda, keep a register, keep all official documents and deal with all correspondence. 
Evaluation: every activity in LCVP involves evaluation. We evaluate the activity the team & our own performances.
Questions to ask while evaluating: Were goals achieved, what worked and what didn’t, what was learned, what problems were encountered and how were they dealt with, how well did you perform your role, what lessons were learned, what needs to change in order to have success in other activities?
Methods of evaluation include:  comparing objectives to outcomes, group or class discussion, feedback from teacher or interview panel, using a questionnaire and self evaluation were you reflect on the activity.
Making a presentation: 
A presentation should consist of three parts:
(1) The opening: Selling the idea in the presentation to your audience, establish your personal credibility.
(2) Main content: Provides the detail of your message enough so as your audience can understand it.
(3) Closing: A summary of the main ideas and an appeal for action from the audience.
Remember ABC: be ACCURATE  -- BRIEF – CLEAR...................

Local Enterprise: 
Main types of business ownership.
(1) Sole trader: business owned by one person. Ex A shop.
(2) Partnership: A business owed by between 2 & 20 people sharing responsibility profit &l loss.
(3) Private limited company: 1-50 shareholders with limited liability and separate legal identity.
(4) Public limited company: 7 or more shareholders with limited liability. Usually large companies Ex AIB.
(5) State enterprise: business owned by the state, Ex Bord na mona.
(6) A Co-operative: At least 7 people having a common bond Ex: Credit union.
(7) Franchise: Business operating under licence from a franchisor. The franchisor is paid a fee & % of profit.
Businesses can also be described by the number of staff SMALL = 0 -50 MEDIUM = 51 – 250 LARGE = 251+.
Enterprise start up and support.
Firstly you have to decide what your business is going to provide.

The need for finance:
Money is needed to obtain a premises, hire staff, get equipment, purchase stock. This finance can be obtained using savings, redundancy money, loans & investments, a partner, grants, sell shares.
What type of company should you set up? (see notes above on types of companies)
Where will you locate your business? 
The need to recruit and train staff. (see notes above on hiring staff).
The need to develop a suitable "marketing mix" using the 4P's  PRODUCT - PRICE - PROMOTION - PLACE
Advice & Finance are available from banks, Enterprise boards, Area partnership companies, Fas, Government agencies like bord failte & Udaras na Gealtachta, the small firms association.


SWOT Analysis:
S  = Strengths: Ex: Dedicated workforce, good reputation, location, value of company.
W = Weaknesses: Ex:Lack of funds, high staff turnover, lack of skilled workers, poor industrial relations
O = Opportunities: Ex: A new market opening, new product range, lower production costs.    
T  = Threats. Ex: Competition, reduced sales, possible bankruptcy or closure.
Organising a visit in or visit out:
Contact local organisation by phone & letter. Obtain permission for trip or to have the speaker come to the school. Specify objectives to be achieved by the trip or talk. For a trip suitable transport, insurance should be arranged and money collected. Draw up a set of questions to be asked during the visit. If a speaker is coming into the school ensure the room is big enough has enough seating and the facilities needed by the speaker are available. Someone from the class should welcome the speaker. After the activity the LCVP class should do a debriefing session to ascertain what people have learned. Write a letter of thanks. 
Organising this type of activity could form the action plan part of a student’s portfolio. 

Role of adults working in a business environment.
There are different skill levels: Unskilled - Semi-skilled - Skilled - Professional
There are also different types of work categories: Manual - Clerical - Technical - Artistic - Clerical - Administrative - Services.
Different Enterprises have a different chains of command or organisation
Board of Directors (These people are elected by shareholders) The board is made up of Executive directors who work in the business and non-executive directors who attend board meetings and share there knowledge and expertise and contacts.
The BOD appoints a company secretary.
Managing director / Chief Executive Officer oversees the running of the organisation and reports to the board. (Appointed by the board)
The Production Manager (ensures that products are being produced in the most efficient and high quality way)
The Marketing Manager (ensures that people know about the product and makes it attractive to buy)
The Sales Manager (maintains and grows the supply chain)
Human Resources Manager (Manages the employees concerns and responsibilities)
All of the managers above report to the Managing Director.
Each of the four managers above have Supervisors to implement the department plan 
Employees report to supervisors (Employees make the goals and the plans of the management structure happen)
Teams: Many employees and workers find themselves working in teams. Teams should share decision making and work load. Teams are often given targets and incentives to reach those targets. There is often a social aspect to working as part of a team both within the work place and outside it.
Some employees could have special roles as well as the regular job. Examples of this would be health and safety officer, Shop Steward, Employee Rep (in semi-state companies or school board of management)

Single European Market (SEM)
Was designed to make the rules for trading more simple and to reduce the effect of boarders between markets. It involves the free movement of People, Goods, Services & Capital. These are often referred to as the four freedoms.
From an Irish perspective there are positives and negatives to being part of the single market.
Positives 
Free trade means we can see the whole of Europe as one market of which we are part. no import or export tariffs apply when trading with EU partners.
If sales increase then profits increase then enterprises expand and the result is more job security.
The member states use the Euro as the currency of trade and so no conversions are needed and no currency conversion costs are incurred.
Selling to a larger market introduces businesses to economy of scale (bulk buying materials is cheaper, more people reached by advertising more cheaply results in lower production costs)
Skilled labour is easier to get as people move freely and the qualifications of other member states are recognized by us.
Export cost are reduced due to standardized trading documentation similar trading regulations (less admin reduces production costs)
Negatives
More competition from other businesses not based in Ireland.
EU standards for goods may increase production costs.
Businesses need employees with language skills to break into other non English speaking markets.
Cheaper labour costs elsewhere in the EU could give competitors an advantage.

Information & Communication Technologies.
Technology is used in business all the time nowadays.
Mobile phones (Can contact employees who are out of office eg: sales people.)
Video-conferencing (We can have face to face business meetings with people anywhere in the world without leaving the office reducing travel expenses and saving time)
We can use the internet to do research which would otherwise be time and money intensive. We can advertise to a world wide audience.
Ordering stock and inventory can be done by email of synchronized computers systems or apps.
Computers are used to track sales, deal with orders, send invoices, stock control, payroll management, employee records and presentations.
Employees can work from home.
Importance of Education and Training.
If we want to start a business we need to have sufficient knowledge because it could involve
Accounting and budgeting.     Hiring and managing people.     Public relations.    Market research etc.
Volunteer groups and local enterprise organisations.
Some volunteer organisations include trocaire, gaa, svp, scouts, redcross, credit union, civil defence.
What difference do these organisations make?
They provide a service that may not be being made available by government agencies.
They bring communities closer together.
They can improve facilities in the locality such as a youth club or a pitch or tennis court.
They are a place where a good example for young people is set.
They cater for a need that has been identified in that particular community Ex: meals on wheels.
Sometimes the work of these groups can be hampered by a lack of funds or a lack of skilled people to bring the project forward.
Many types of skilled and semi skilled volunteers tend to be involved in these organisations such as coaches, paramedics, counsellors, teachers, managers, craft workers. All of these skills make the group more able to achieve their goals. Helpers are always needed to make a plan come together.
An Enterprise activity.
There are three types Personal, community & Business.
Coming up with ideas: There are certain guidelines we can follow in order to develop a product or service.
1. Generate ideas: We could copy a product or service already available, we could improve on an existing product, Idenitfy a gap in the market, make an ideas collection box available to others so as to open up the pool of knowledge, within a business brainstorming could come up with new product or service ideas, Research and development with an already existing business.
2. Product / service screening: Pick out the best ideas for further development.
3. Concept development: what is the USP (unique selling point) of your product or service.
4. Feasibility study: Is it actually possible to make the product or supply the service and will it make money?
5. Prototype development: Do we need to make a model or working sample of the product?
6. Manufacture and Supply: Production and marketing of the new product or service.

Business Plan:
Every business start up should begin with a business plan. The plan helps with the following:
· Sets out goals and targets that the business should achieve.
· Outlines any market research undertaken and the results of this research.
· Strategies to be employed in order to meet targets.
· Outlines the marketing mix (refer to the 4P’s from above)
· Provides information on the team starting the business, their background and a company history if applicable.
· Identifies the resources available for use by the business including plant and cash availability.
A normal business plan layout has:
· A summary of the plan including aims and objectives and strategies of the enterprise.
· Background of the Enterprise including how it came about, ownership structure, location, seed capital, people.
· Product details like unique selling points.
· Market research and analysis
· Strategies and sales forecasts.
· Production information such as how and where the product will be made, plant required, input products
· Management structure and job description of senior managers.
· Financial plan including future forecasts and passed performance if available, break even model.
Advantages of a business plan are that:
· It highlights issues before they happen.
· Sets out clearly the targets of the business and every ones role in helping to achieve those targets.
· Clearly identifies the resources the business has available to it and those resources it needs to acquire.
· Outcomes can be compared to aims and objectives.
· A good business plan can help secure financial support from investors or loans from banking institutions.
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