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INTRODUCTION  

Doras Buí is a community development organisation that is led by the needs of lone parents as 

identified by them. We have developed a model of work that is based on quality, value, respect 

and inclusion and staff are supported and expected to work within the organisation’s ethos.  

 

Doras Buí has committed itself to embracing an inclusive Quality Assurance culture within our 

Community Development Programme. Building on existing good practice, Doras Buí developed 

an internal Quality Assurance Policy and Procedure Framework document which demonstrates 

our commitment to clearly articulate the principles and procedures followed by Doras Buí in its 

quest to achieve and sustain the highest standards in Quality Assurance. Our organisational 

ethos encourages a culture of support to Board of Management, staff and lone parent families 

and assures quality assurance is embedded into all aspects of the organisation.  It is Doras Buí's 

belief that clear, quality policies and procedures are in place and our holistic approach 

encourages planning and development and secures an environment that represents all who 

access the organisation. 

 

Doras Buí’s Early Years’ service is successful in achieving the Siolta National Framework for Early 

Childhood Education (2008) which is a set of Quality standards drawn up to guide best practice 

in the Republic of Ireland.  Siolta is a quality assurance programme that was developed by the 

Centre for Early Childhood Development and Education under the guidance of the Department 

of Education and Science.  Siolta is a self-assessment framework used by early year services 

and practitioners to evaluate the quality of care being provided while identifying areas that need 

“attention and improvement” (Duignan, Fallon, O'Dwyer, Schonfeld, & Walsh, 2007).  The Siolta 

accreditation process requires services to undertake the practice of self-assessment to review 

their own practice and reflect on it in relation to the sixteen standards and seventy-five 

components under the support and guidance of a Síolta co-ordinator.  Doras Buí is committed 

to the upkeep of Siolta’s Quality Framework.   

 

 

BACKGROUND TO POLICIES & PROCEDURES  

Doras Bui a Parents Alone Resource Centre policies and procedures help guide the actions of all 

individuals involved in the service. They ensure and endorse the well-being of all families, 

children, staff, volunteers and everyone who is connected to the service. When policies and 

procedures are well thought out and, most importantly, implemented they provide common 

understanding and agreement on how things should be done at the service. Doras Bui’s 
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Procedures provide clear instructions and guidelines on what should/must be done in a set of 

circumstances or about an issue. 

Policies and procedures help new and existing staff and families to familiarize themselves with 

the service’s practices and gives them information about what to expect from the Doras Bui 

service. All our Policies are ‘living’ documents that are regularly reviewed to ensure they meet 

all the needs of those working in the service and consider the possible changes that have 

happened in the service and within the wider community. 

To summarize good, well thought out and implemented policies and procedures ensure, Doras 

Bui Policies and Procedures ensure; 

▪ Good practice 

▪ Help to establish a professional and effective organization 

▪ They provide consistency amongst staff, parents and children 

▪ They can prevent any ambiguity about how particular situations/issues should be 

handled in the service 

▪ They promote harmony among staff 

▪ More efficient and effective delivery of service   

 

MISSION STATEMENT 

‘Doras Buí is a community development resource centre & early Years’ Service that provides 

high quality supports and programmes to one parent families living in the North-East Dublin 

area. We are committed to the delivery of an excellent early years’ services in a safe and inclusive 

environment where children and families are facilitated to reach their full potential’.  We aim to 

support lone parents to extend their life choices; overcome discrimination and isolation and 

become socially and economically independent. 

 

__________________________________________________________________ 

 

DESCRIPTION OF DORAS BUÍ 

Founded in late 1985, Doras Buí is legally constituted as a company limited by guarantee with 

charitable status. It is run and managed primarily by lone parents. 

 

Doras Bui’s catchment area has a population of 137,364 in 2016.  The area is contiguous with 

the Dublin City Council Dublin North Central Administrative area and is in alignment with the 

NSP area. Supports are targeted at the most disadvantaged areas within the catchment as 

identified in the Pobal HP Deprivation Index (Haase and Pratschike 2016).  Neighbourhoods 
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within our catchment area differ considerably in terms of socio-economic and demographic data, 

suggesting stark spatial disparities concerning material wealth and quality of life factors among 

the population.  

 

The philosophy of the Centre encourages economic independence, self-confidence and the 

development of skills. This is put into practice through the provision of drop-in information, 

support and guidance service, a referral service on employment related issues, creative and 

supportive activities on subjects identified by lone parents, a child counselling service and a full-

time child day-care centre for the children of lone parents in work or education. 

 

Doras Buí campaigns for policy and attitudinal change in favour of lone parent families. This 

process, requiring experimentation and innovation, has led to a self-help model of provision that 

encourages lone parents to access information and to develop confidence and independence and 

move on in their lives.  The values underpin Doras Buí approach to Community Development 

which include those of respect, dialogue and the promotion of an ethic of service.   

 

___________________________________________________________________ 

 

DEFINITION OF COMMUNITY DEVELOPMENT  

Doras Buí believes that the aim of community development is to encourage people to take control 

of their lives, to fully develop their human potential and to promote community empowerment. 

It involves people coming together in groups to identify their collective needs and to develop 

programmes to meet these needs. 

 

 

COMMUNICATION IN DORAS BUÍ 

Doras Buí is committed to the provision of an effective communications system for all the 

stakeholders within the organisation.  We strive to achieve high quality in all our services 

concerned with the provision of delivery.  

___________________________________________________________________ 

 

CODE OF BEHAVIOUR FOR STAFF 

The staff of Doras Buí, carry a duty of care in relation to the children and young people who are 

involved in Doras Bui. The following code of behaviour outlines the principles of good practice 

which will be implemented and consistently followed by all those working with children, young 

people and service users who come through our services. It also outlines how we ensure that 
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children and young people are provided with a safe environment and one which promotes respect 

and dignity among young people. Staff will work in a professional manner and in a way, which 

provides a balance between providing an informal and caring environment with appropriate 

professional distance. This code of behaviour ensures the safety of the adults and young people 

involved in Doras Bui.   

Staff Will: 

▪ Always show respect and understanding for the rights, safety and welfare of the children 

and young people 

▪ Never use inappropriate or offensive language or engage in inappropriate conversation in 

the presence of children or young people, such as swearing and unwelcome threatening 

behaviour 

▪ Ensure that inappropriate language or behaviour by children or young people will be 

challenged 

▪ At all times, act in a professional manner and be aware of the possibility of becoming over 

involved with any one child or young person 

▪ Use their regular supervision sessions to discuss and examine practice issues 

▪ Be sensitive to the potential risk to personal safety and false allegations that may arise 

when they meet alone with a child/young person  

▪ Be aware that while physical contact is a valid way of comforting, reassuring and showing 

concern for a child/young person, it should only take place when it is acceptable to all 

persons concerned 

▪ Not to tolerate bullying in their work with children and young people. Staff are encouraged 

to report cases of bullying to a Designated Child Protection Officer. Thereafter complaints 

must be brought to the attention of management.  

▪ Actively promote equality within Doras Buí and ensure that language or behaviour of a 

racist, sexist or otherwise offensive manner will not be accepted 

▪ “Our Duty to Care” (2002) 

_________________________________________________________________ 

DORAS BUÍ’S MONITORING AND EVALUATION  

Doras Buí assures quality assurance and recognises the importance of and is committed to 

monitoring and evaluating the services within the organisation through a systematic logic model 

approach, this approach underpins the organisations learning and development.  The ongoing 

monitoring and evaluation are a key tool within the organisation with a focus on learning, 

development, continued success, planning and quality assurance.  An innovative logic model 

evaluation is used rather than a ‘report card’ approach, it is a process in which staff can learn 

how to ask good questions and gather and review information from key stakeholders which 
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enhances decision making and ensures quality outcomes.  Evaluation is the responsibility of all 

staff engaged in the organisation and against that background it provides opportunities for 

collaborative learning within the services and the development of good relationships with 

external stakeholders.   

 

Doras Buí recognise that ‘external’ evaluations are quite often the better way of doing business, 

however due to funding and resource constraints often Doras Buí are left with no option but to 

do ‘internal’ monitoring and evaluation.  We are aware that ongoing work and development in 

relation to monitoring and evaluating is much needed and is always at the forefront of the 

organisations strategic planning.  Doras Buí strive to continue developing their logic model 

monitoring and evaluating systems to achieve improved quality assurance.  The following are 

current processes in which monitoring, and evaluation takes place through the various services. 

 

Teen Parent Support Programme 

The Teen Parent Support Programmes evaluates the service on an annual basis.  A review on 

services is examined and teen parents are asked to partake in an evaluation and give feedback 

on the service.  This evaluation is part of the funding criteria for the Teen Parent Support 

Programme.  Key learning and outcomes are imperative for the development of the programme. 

 

Information & Support 

Doras Bui’s information and support service are an integral part of the service and underpins 

other services within the organisation.  Doras Buí monitors and evaluates the service on an 

ongoing basis, this is done through one to one monitoring and review with service users, 

feedback is verbally taken, and outcomes are fed back to the line manager in which she brings 

to the senior management team, learning outcomes are addressed and key learning takes place 

to ensure the continued development of the service.   

 

Programmes/Courses 

A logic model evaluation process takes place throughout the duration of each 

programme/course, participants are asked to complete evaluation forms, which are used for the 

organisations key learning and development of future centre’s plans in relation to group work 

programmes.  Learning of outcomes ensures lone parent’s needs are met and quality services 

are provided. 

 

Child Counselling  
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Ongoing monitoring and evaluation take place within the Child Counselling Service.  The CEO 

meets with the counsellors monthly to review the service and practices.  Issues that arise are 

discussed and learning and development of improved practices and services occurs, this ensures 

an enhanced quality Child Counselling service is provided for lone parent families. 

 

Adult Counselling  

Clients are met by the information worker at the end of their counselling period and a verbal 

assessment of the counselling service takes place.  The information worker feeds outcomes back 

to the project co-ordinator in which she brings to the senior management team and learning 

outcomes are addressed.  Additionally, ongoing assessments take place with the Adult 

Counsellors to ensure best practice is been provided and to make sure the counsellors needs are 

being met.  These mechanisms confirm the service is developed professionally and all needs are 

being met. 

 

Early Years  

Doras Buí’s early years’ service achieved Siolta National Framework for Early Childhood 

Education (2008) in October 2012, we are currently in the process of re-validation for the next 

phase of the Siolta Award.  The Siolta is a set of Quality standards drawn up to guide best 

practice in the Republic of Ireland.  Siolta is a quality assurance programme that was developed 

by the Centre for Early Childhood Development and Education under the guidance of the 

Department of Education and Science.  Siolta is a self-assessment framework used by early year 

services and practitioners to evaluate the quality of care being provided while identifying areas 

that need “attention and improvement” (Duignan, Fallon, O'Dwyer, Schonfeld, & Walsh, 2007).  

The Siolta accreditation process requires staff to undertake the practice of self-assessment to 

review their own practice and reflect in relation to the sixteen standards and seventy-five 

components on an ongoing basis, staff record evidence, and this is documented in the services 

portfolio for inspection. 

 

Stakeholders 

Due to funding constraints and resources it is not always feasible to do high levels of monitoring 

and evaluation with stakeholders, however Doras Buí are aware of the importance of reviewing 

relationships and collaboration work with key stakeholders.  In 2015-16 Doras Buí completed a 

review via Survey Monkey with local organisations, this was key learning for our 4-year strategic 

plan and continual development for the organisation.  Based on the outcomes Doras Buí was 

proficient in improving its service and benefited in knowing that working in collaboration, 
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inclusion and developing good working relationships with local organisations is imperative for 

the development of the organisation.   

 

Service Users 

Feedback from service users is imperative for the learning and development of the organisation, 

all service users accessing the various services are brought through monitory and evaluation 

processes via the service they are accessing.  Without positive and or constructive feedback, the 

organisation would not be in a position to grow, learn and develop and provide quality services 

to lone parent families, with this in mind Doras Buí encourage feedback and this is always 

acknowledged, respected and responded to.   

 

Staff 

Ongoing monitoring and evaluating of staff take place, this is done via one to one weekly 

meetings with senior staff, bi-weekly programme meetings, monthly staff meetings, quarterly 

one to one support and supervision sessions and annual appraisal meetings.  These meetings 

are to monitor, set targets, review previous targets, evaluate, support staff and ensure adequate 

provisions are in place for staff and the organisation.  Feedback is recorded and discussed on a 

one to one basis and in group settings with staff and outcomes and solutions are discussed at 

the senior management team.  Doras Buí’s policies and procedures handbook is available to all 

staff.  Staff matters are addressed in the handbook.   

 

In 2015-16, service users, staff, local organisations were asked to partake in an overall review 

and evaluation in which they gave feedback which informed our 4-year strategic plan, some 

positive and some constructive information was fed back.  Doras Bui took learning from all the 

feedback and the Board of Management and staff ensure appropriate changes take place to 

address the diverse needs of our service users.  Doras Buí recognises that ongoing monitoring 

and evaluation of the service is imperative and continues to strive in ensuring this happens. 

 

_________________________________________________________________ 

 

PHILOSOPHY OF DORAS BUÍ 

Our organisational philosophy aims to encourage social and economic self-reliance; confidence 

and the development of skills. 

 

_________________________________________________________________ 
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VALUES  

Doras Bui, value, support and recognise family diversity, promote society’s understanding of the 

needs of one parent families and campaign to change policies that negatively affect lone parent 

families.  All our activities are delivered to lone parents and their children in a spirit of solidarity 

and professionalism and are guided by the following principles: 

 

The following standards identify specific basic values to which Doras Bui adheres: 

 

Integrity:  Doras Bui is committed to acting honestly, in accordance with external laws and 

regulations and internal policies, and in such a way that inspires trust and confidence among 

directors, employees, as well as the families, agencies and all others who interacts with Doras 

Bui throughout the year. 

Respect:  Doras Bui is committed to showing respect and consideration for all, which includes 

courtesy, compassion, the celebration of diversity, and a commitment to listening to the ideas 

of others. 

Openness:  Doras Bui is committed to being responsive and inclusive, to ensuring that avenues 

for communication are accessible to all, and to sharing information openly and honestly, 

consistent with the obligations of privacy and confidentiality. 

Equity:  Doras Bui is committed to recognizing and appreciating the achievements and 

contributions of all, and to holding every person to the highest standards of ethical behavior. 

Fiscal Responsibility:  Doras Bui is committed to using its resources wisely, and in managing 

these resources, to be responsible to the community. 

Accountability:  Doras Bui is committed to producing the highest quality of work throughout 

the organization, taking responsibility for its actions, and avoiding potential conflicts of interest 
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SECTION TWO - GOVERNENCE 
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INTRODUCTION 

Since 1986, Doras Buí’s Board have consistently adhered to the principles of effective 

governance and good financial management. Doras Buí is legally constituted as a Company 

Limited by Guarantee which also has Charitable Status. The Board is composed primarily of local 

professionals who are currently parenting alone, have lived in a one-parent family or have a 

keen interest in the well-being of lone parent families. This experience means that they bring a 

valuable understanding and powerful vision to the work of the Organisation.  

 

The Boards experience is invaluable in ensuring that the services we provide continue to be 

delivered in a respectful, confidential and professional manner.  Our Board are registered with 

the Company’s Office and is compliant with the Companies Regularities office and adhere to the 

principals within the Governance Code.  The Board have sub-committees made up of Directors 

overseeing audit controls, financial and human resource management. 

 

Governance for Doras Buí is about taking responsibility for the organisation’s 

performance.  Ultimately the role is concerned with providing insight, wisdom, and good 

judgement whilst ensuring Doras Buí’s control procedures and systems are specific to our set of 

policies, procedures and activities.  Clear and transparent financial policies and accounting 

procedures are important aspects of the Boards commitment.  This is particularly important for 

Doras Buí as we rely on public funds for the running costs of our organisation.  The Board 

understand good governance provides legitimacy, accountability and transparency and 

safeguards the mission of Doras Buí. Doras Buí adheres to the National and EU Public 

Procurement regulations and guidelines. 

 

The role of Doras Buí’s Board is to ensure the Board is well managed and governed.  The Board 

have commenced the journey towards the Governance Code and have identified themselves as 

a type C organisation.  We are officially on the Governance Code Journey website and work 

towards ensuring we are compliant with all governance regulations.  The Board offers effective 

guidance to the Director on the overall allocation of resources, ensures financial controls are 

guided and implemented and ensures broad policies and procedures are in place.   

 

 

DIRECTORS RESPONSIBILITIES  

▪ Strategic overview of the organisation ensuring Doras Buí adheres to all aspects of charitable 

regulations 
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▪ Oversight of financial Management Practices, approving annual budgets and ensuring 

transparent financial policies and procedures 

▪ Providing regular checks on the integrity of external financial and non-financial reports 

▪ Annual approval and review of robust policies and procedures related to the organization 

▪ Determining, reviewing and maintaining the vision, purpose and values of Doras Buí 

▪ Approval of short and long-term strategies 

▪ Oversight of Human resource 

▪ Risk & asset management oversight 

▪ Monitoring of activities of the organization to satisfy that Doras Buí is being managed 

efficiently and effectively and ensuring the implementation of all mandatory requirements 

▪ Planning, designing and delivery of Doras Buí’s strategic plan 

▪ Supervision of the Director to ensure effective and efficient transparency and communication 

within the organization 

▪ Providing accountability for the organisation to funders and other key organisation’s 

▪ Developing organisational policy and procedures in conjunction with the Director 

▪ Performing and representation function – to act in the best interest of the organisation  

 

Kirsty Fogarty – Chairperson 

Fiona Nolan - Secretary  

Rebecca Moore – Director 

Kathleen Carey – Director 

Sinead McKeon – Director 

Niall Dunne – Director 

Maria Jackson – Director 

Cara Traynor – Director 

Julie Roberts – Director 

Frank Sherwin - Director 

 

 

ORGANISATIONAL MEETINGS 

A schedule of organisational meetings is prepared by the CEO and disseminated to the Board 

and Staff, annually.  
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SENIOR TEAM  

The Purpose of the Senior Team is to; 

▪ Ensure that all parts of the organisation mutually re-enforce and maximise value from 

our collective work; 

▪ Ensure the ethos of the organisation is live and developing across all parts of the 

organisation;  

▪ Take responsibility for proper delivery of the organisation’s agreed work plan; 

▪ Build in time & space for strategic thinking regarding the future of the organisation;  

▪ Identify opportunities regarding relationships and funding with key external 

bodies/individuals. 

▪ Review, monitor and evaluate services and implement learning from outcomes 

▪ Review risk management  

▪ Ensure quality assurance is adhered to throughout the organisation  

 

To carry out its various roles effectively the Senior Team 

▪ Meets bi-monthly with an agreed agenda –facilitator & action point note taker to be rotated; 

▪ Take forward agreed action points as appropriate; 

▪ Monitor Financial performance 

▪ Monitor Risks including Quality Assurance, Evaluation, Health & Safety 

▪ Use SWOT analysis and other tools to play to our strengths and to support appropriate 

decision-making; 

▪ Strive to ensure that facilitative leadership is embedded across the organisation; 

▪ Prepare for meetings of the Board of Management 

▪  

 

COMMUNITY DEVELOPMENT STAFF MEETINGS 

The purpose of staff meetings in the community development section of the organization is to: 

▪ Ensure effective communication between staff on all aspects of their roles and responsibilities 

in the interest of service users. 

▪ Discuss service delivery matters 

▪ Share information 

 

Meetings are held monthly, and the content and structure are designed to support maximum 

participation. At the start of the meeting each staff member takes three minutes to (i) tell the 

group what their main work priority is now (ii) share something happening in their work & (iii) 

mention anything that is bugging them in their work now (iv) report on Programme Statistics, 



 

 

21 

 

 

monitory and evaluation for the previous period – see template and (v) Take a current topic or 

issue affecting lone parents and discuss the organisations' response to it. 

 

Preparation and facilitation of all meetings is rotated between all staff and attendance is 

obligatory. 

 

__________________________________________________________________ 

 

EARLY YEARS’ STAFF MEETINGS 

Childcare staff meet on a monthly the purpose of which is: 

▪ To support individuals to work effectively as a team 

▪ To discuss the general routine and curriculum 

▪ To review and plan any necessary changes in the above 

▪ To be updated on developments in legislation and/or regulation 

_________________________________________________________________ 

 

SENIOR EARLY YEARS TEAM MEETINGS 

The Purpose of the Senior Childcare Workers Team is to  

▪ Ensure that all parts of the childcare mutually re-enforce and maximise value from our 

collective work; 

▪ Ensure the ethos of the organisation is live and developing across all parts of the 

organisation;  

▪ Take responsibility for proper delivery of the childcares agreed work plan; 

▪ Build in time & space for strategic thinking and planning regarding the future of the crèche;  

▪ Identify opportunities regarding relationships and funding with key external 

bodies/individuals. 

▪ Review, monitor and evaluate services and implement learning from outcomes 

▪ Ensure quality assurance is adhered to throughout the organisation  

▪ Support one another to development their leadership skills; 

▪ To discuss any matters which may have arisen in relation to the day to day operations of the 

service 

▪ To identify any areas for professional development 

▪ To identify risks to child development and in child protection  

▪  

_________________________________________________________________ 
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PROGRAMME TEAM MEETINGS 

The Programme Team staff meet bi-monthly the purpose of which is: 

▪ To ensure the day to day operational services are being done 

▪ Communication purposes 

▪ Identify any issues emerging  

▪ To work on policy issues that may affect lone parent families 

▪ To support individuals to work effectively as a team 

▪ To discuss the general routine and curriculum 

▪ To review and plan any necessary changes 

▪ To ensure quality assurance, monitoring and evaluation are happening in the day to day 

operations of the organisation  

Programme Team meet monthly together to: 

▪ Support one another to development their leadership skills; 

▪ To discuss any matters which may have arisen in relation to the day to day operations of the 

service 

▪ To identify any areas for professional development 

__________________________________________________________________ 

 

CHILD/ADULT COUNSELLORS MEETINGS 

The purpose of which is: 

▪ To ensure the day to day operational services are being done 

▪ Communication purposes 

▪ Identify any issues emerging with focus on Child Protection 

▪ To work on policy issues that may affect lone parent families 

▪ To support individuals to work effectively as a team 

▪ To review and plan any necessary changes 

▪ To ensure quality assurance, monitoring and evaluation are happening in the day to day 

operations of the organisation  

Child Counsellors meet monthly together to: 

▪ Support one another  

▪ Discuss cases, particularly in relation to child protection 

▪ To discuss any matters which may have arisen in relation to the day to day operations of the 

service 

▪ To identify any areas for professional development 
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BOARD OF DIRECTORS 

The Board of Directors of Doras Bui is composed of 80% of Directors that have some experience 

of lone parenthood, 20% have an interest in the development of lone parent families.  The 

number of Directors shall be not less than five nor greater than fourteen.  The Board meets 9 

times annually.  It ensures that the organisation has a clear mission and strategy that the 

organisation is well managed, and it provides guidance on the overall allocation of resources. 

 

The Board of Directors takes responsibility for the organisation’s performance but does not 

involve itself in the detail of the performance management system. Ultimately the role is 

concerned with providing insight, wisdom and good judgement.  The role is divided into two 

broad categories: the work of the organisation and the work of the Board of Directors itself 

 

Critical Functions of the Board of Directors include: 

o Agreeing policy and strategy 

o Performing a representation function 

o Providing accountability for the organisation to funders and other key organisations  

o Ensuring sound financial management and accountability 

o Providing support and advice to the Director and through her/him to the staff 

o Developing organisational policies and procedures in conjunction with the Director and 

through her/him the staff. 

  

In contrast, the role of the CEO and staff is to take responsibility for supporting the process of 

developing strategy and implementing it once it is agreed by the Board of Directors. The staff is 

responsible for turning the Board of Directors intentions into action and for administering the 

systems and procedures needed to get results. The CEO and staff are also responsible for 

ensuring that the mechanics of the governance process runs smoothly. 

 

The Board of Directors review their operations and practices on a yearly basis via their AGM.  

From time to time throughout the year, training on governance and other areas as identified 

take place.  This is essential for the organisations development and to ensure the Board of 

Directors are operating under clear governance guidelines.  The organisation is currently on the 

Governance Code Journey. 

 

__________________________________________________________________ 
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CONFLICT OF INTEREST POLICY  

This policy supports our code of conduct for Board Directors and all sub-groups of the governing 

body, whose membership may also include non-Board Directors.  It also applies and any staff 

who could be deemed a potential conflict.  The policy arises when a board /staff member, may 

be involved in decisions that may be potentially influenced by considerations other than the best 

interests of the organisation. All Board Members must complete a declaration of Interest form 

annually to ensure transparency.  Staff must complete forms if there is an identified risk. 

 

Potential Conflicts of Interest 

Board and staff have a legal obligation to act in the best interest of Doras Bui and in accordance 

with Doras Bui’s governing documents.  Conflicts of interest may arise where an individual’s 

personal or family interests and /or loyalties conflict with this of the organisation.  The aim of 

this policy is to protect both the organisation and individuals involved from any appearance of 

impropriety.  See appendix for Declaration of Interest template.   

 

Definitions 

▪ We understand a conflict of interest as one that arises when private interests compete with 

a Boards, staff member’s duties to act always in the best interests of the organisation. 

▪ We understand a conflict of loyalty as one where a Director, staff is, or is perceived to be, 

influenced by considerations other than the best interests of the organisation. 

▪ Conflicts of interest/loyalty may be sufficiently serious to amount to conflicts of interest. 

 

The Declaration of Interests 

▪ Accordingly, the Board requires all Directors/staff to declare their interests and any gifts or 

hospitality received about their role in Doras Bui. 

▪ A declaration of interest’s form is provided for people’s interests participating on Doras Bui’s 

Board, listing the types of interest Directors/staff must declare.  To be effective, all current 

Directors must complete Declaration of Interest forms.  The declaration of interest forms 

will be maintained by the Secretary of Doras Bui and will be kept on file in the Boards file. 

▪ If further potential conflict of interests or loyalty concerns are raised by Directors additional 

declaration of interest forms must to be completed where they will be filed accordingly. 

▪ Any staff member who may have potential conflict of interests or loyalty concerns must 

complete a separate declaration of interest form specifically relevant to staff. 
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Process 

▪ Any Director / staff member who feels there is a potential conflict of interest or loyalty that 

is not being declared should raise this for discussion at senior management level or 

Governance level.  Information will be discussed and decided upon at a Directors meeting. If 

the Board decides there is no conflict of interest or loyalty concern, the meeting proceeds as 

normal and minutes will be taken to reflect this. 

▪ If the Board decides that there is a conflict of interest or loyalty that is serious enough to 

warrant being a conflict, it will be treated as such, the Director or staff member (s) in question 

must temporarily leave the meeting (if they are in attendance) at which the matter is being 

decided upon.  On return, the Director / staff member should be told what decision was 

reached and the conflicts of interest are recorded in the minutes of the meeting. 

 

Data Protection 

The information provided will be processed in accordance with data protection principals as set 

out in the Data Protection Act.  Data will be processed only to ensure that Directors/Staff act in 

the best interests of Doras Bui.  The information provided will not be used for any other purpose. 
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SECTION THREE – GENERAL POLICIES & PROCEDURES  
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INTRODUCTION  

Doras Bui is a community development organisation that is led by the needs of lone parents as 

identified by them. We have developed a model of work that is based on quality, value, respect 

and inclusion and staff are supported and expected to work within the organisation’s ethos.  

 

Doras Bui has committed itself to embracing a Social Inclusion framework building on existing 

good practice, Doras Bui developed an internal handbook document which demonstrates our 

commitment to clearly articulate the principles and procedures followed by Doras Bui in its quest 

to achieve and sustain the highest standards in quality. Our organisational ethos encourages a 

culture of support to Board of Management, staff and lone parent families and assures quality is 

embedded into all aspects of the organisation.  It is Doras Bui's belief that clear, quality policies 

and procedures are in place and our holistic approach encourages planning and development 

and secures an environment that represents all who access the organisation. 

___________________________________________________________________ 

 

CODE OF ETHICS POLICY 

Doras Bui is committed to maintaining the highest level of integrity and the highest standards 

of ethical conduct in all its activities and dealings. 

 

Doras Bui recognises that it can best accomplish its mission when the Board of Directors, staff 

and all others associated with Doras Bui represent the diverse interests, cultures, occupations 

and expertise of the community. Doras Bui adopts this Code of Ethics in recognition of its 

responsibility to the public trust, in recognition of the importance of fairness and objectivity in 

its conduct of business, as a means of assuring that every decision of Doras Bui s made in the 

interest of the organisation and the community it serves, and as a means of publicly codifying 

its expectations of Board, staff and others serving the organisation. 

 

This Code of Ethics shall be provided to each board member and employee with all other policies 

at the time that he or she is asked to serve or work for Doras Bui. Each board member and 

employee of Doras Bui will carefully review this Code of Ethics Statement and fully comply with 

the policy. 
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EQUALITY POLICY 

Doras Buí is committed to encouraging equality and diversity among our workforce and 

eliminating unlawful discrimination. 

 

The aim is for our workforce to be truly representative of all sections of society and our 

customers, and for each employee to feel respected and able to give their best and is committed 

against unlawful discrimination of customers or the public  

 

The Policy’s Purpose is to: 

▪ provide equality, fairness and respect for all in our employment, whether temporary, part-

time or full-time  

▪ not unlawfully discriminate because of the Equality Act 2010 protected characteristics of age, 

disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, 

race (including colour, nationality, and ethnic or national origin), religion or belief, sex 

(gender) and sexual orientation 

▪ oppose and avoid all forms of unlawful discrimination. This includes in pay and benefits, 

terms and conditions of employment, dealing with grievances and discipline, dismissal, 

redundancy, leave for parents, requests for flexible working, and selection for employment, 

promotion, training or other developmental opportunities  

 

Doras Bui commits to:  

▪ Encourage equality and diversity in the workplace as they are good practice and make 

business sense 

▪ Create a working environment free of bullying, harassment, victimisation and unlawful 

discrimination, promoting dignity and respect for all, and where individual differences and 

the contributions of all staff are recognised and valued 

▪ This commitment includes training managers and all other employees about their rights and 

responsibilities.  Responsibilities include staff conducting themselves to help the organisation 

provide equal opportunities in employment, and prevent bullying, harassment, victimisation 

and unlawful discrimination 

▪ All staff should understand they, as well as their employer, can be held liable for acts of 

bullying, harassment, victimisation and unlawful discrimination, in the course of their 

employment, against fellow employees, customers, suppliers and the public 
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▪ Take seriously complaints of bullying, harassment, victimisation and unlawful discrimination 

by fellow employees, customers, suppliers, visitors, the public and any others in the course 

of the organisation’s work activities 

▪ Such acts will be dealt with as misconduct under the organisation’s grievance and/or 

disciplinary procedures, and any appropriate action will be taken. Particularly serious 

complaints could amount to gross misconduct and lead to dismissal without notice 

▪ Further, sexual harassment may amount to both an employment rights matter and a criminal 

matter, such as in sexual assault allegations. In addition, harassment under the Protection 

from Harassment Act 1997 – which is not limited to circumstances where harassment relates 

to a protected characteristic – is a criminal offence 

▪ Make opportunities for training, development and progress available to all staff, who will be 

helped and encouraged to develop their full potential, so their talents and resources can be 

fully utilised to maximise the efficiency of the organisation 

▪ Decisions concerning staff being based on merit (apart from in any necessary and limited 

exemptions and exceptions allowed under the Equality Act) 

▪ Review employment practices and procedures when necessary to ensure fairness, and also 

update them and the policy to take account of changes in the law 

▪ Monitor the make-up of the workforce regarding information such as age, gender, ethnic 

background, sexual orientation, religion or belief, and disability in encouraging equality and 

diversity, and in meeting the aims and commitments set out in the equality policy 

▪ Monitoring will also include assessing how the equality policy, and any sporting action plan, 

are working in practice, reviewing them annually, and considering and taking action to 

address any issues 

_________________________________________________________________ 

DUTY OF CARE POLICY 

The Board of Management and staff in Doras Bui have a duty of care to themselves and others, 

which is taken seriously.  Having children (persons under 18 years and under) on the 

organisations premises or engaged in the organisations activities means we have, by law, have 

a duty of care for them.  We as an organisation have a duty of care to everyone who accesses 

our services. 

 

A duty of care is ‘to take reasonable care to identify possible causes of harm; and prevent harm 

from occurring’.  Taking reasonable care means balancing the safety of the Board of Directors, 

workers (irrespective of paid or unpaid), young people, children and others against providing 

opportunities to develop skills, responsibility and maturity. 
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It is the policy for all staff to show respect and understanding for the all attending Doras Bui 

services.  Staff will ensure the inclusion of all, irrespective of needs.  All actions concerning 

children must uphold the best interests as a primary concern. 

 

Staff must always be mindful of the fact that they hold a position of trust and that their behaviour 

towards parents, young people and children in their charge must be above reproach. Doras Bui 

promotes good practice for those involved in working with children.  

 

 

INCLUSION POLICY 

At Doras Buí we achieve care and inclusion for the overall organisation by constantly reviewing 

an anti-bias approach that is implemented by staff and Board of Management.  Our early years’ 

service promotes children’s individual learning according to their stage of development in line 

with the Child Care Act, 1991; Child Care (Pre-school Services) (No. 2) Regulations 2016; 

Disability Act 2005; Equal Status Acts 2000–2012; the United Nations Convention on the Rights 

of the Child, with particular attention to Articles 29 and 30; and Children First: National Guidance 

for the Protection and Welfare of Children, 2011. 

 

Diversity is recognised valued and affirmed within an inclusive learning environment by all staff, 

volunteers and the Board at Doras Bui.   Our policy states that all children and their families are 

included and not discriminated against for any reason including on the grounds of race, ethnicity, 

gender, age, ability, religion, or minority group membership.  

 

Doras Buí show sensitivity warmth and positive regard for all children and their families.  We 

believe that all children are unique individuals but share similarities.  At Doras Bui we recognise 

children’s and family’s differences. Doras Buí’s child centred curriculum encourages on going 

planning and development which creates a secure learning environment for all children. Daily 

routines are planned around children’s interests, cultural backgrounds, strengths, needs and 

previous learning experiences. We encourage independence, self-help, skill development and 

how to interact positively with others.  Key workers regularly engage with parents to facilitate 

information sharing and to ensure parents are involved in planning for their child’s development 

and learning. Information sharing between staff and parents/guardians ensures a partnership 

approach. 

Parents and children are encouraged to contribute to various aspects of our service for example 

providing information and photos illustrating on aspects of their lives, culture & community. 

___________________________________________________________________ 
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CODE OF CONDUCT POLICY 

This code of conduct is not intended to detract from the enhancing experiences families and 

children gain from positive relationships with staff and Board of Directors.  More importantly it 

is intended to assist staff by which the performance, honesty, integrity and impartiality of Doras 

Bui is judged and maintained.  Doras Bui’s core values underpin the day to day activities of our 

service.   

 

All staff at Doras Bui’s highly motivated and are trained to a high standard to support families 

and children.  The staff in Doras Bui are experienced and highly committed.  All our early years 

Team Leaders are trained to level 6 qualification whilst all other early years’ staff have a 

minimum training of level 5 qualification as per regulation.  All other staff are qualified in their 

areas of work.   

 

Staff at Doras Bui should abide by this code with the highest standards of integrity by: 

▪ Ensuring their conduct does not bring the integrity of their position and or the organisation 

into disrepute 

▪ Acting in a way that enhances public trust and confidence 

▪ Not using their position or the resources of Doras Bui for personal gain, for the benefit of 

persons/organisations unconnected with Doras Bui or for the benefit of competitors 

▪ Avoiding conflicts of interest 

 

Staff of Doras Bui should observe appropriate behaviour at work by;  

▪ Treating colleagues, students, children, parents and whom every they meet, with courtesy 

and respect 

▪ Deal with colleagues and others fairly and promptly 

▪ Promote equality and inclusiveness in all dealings  

▪ Perform duties with diligence, efficiency and respect 

▪ Make imperial decisions based on trust, integrity and non-judgemental  

▪ Serve the organisation to the highest standards of service ethics in the performance of their 

duties  

 

Consequently, the purpose of this code of conduct is: 

▪ To identify boundaries and responsibilities 

▪ To agree communication and accountability 

▪ To ensure staff demonstrate high standards of conduct to encourage all families and children 

do the same 
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▪ To ensure that staff avoid putting themselves at risk of allegations of abusive or 

unprofessional conduct 

▪ To help staff understand what behaviour is and is not acceptable. 

 

Staff and the Board of Directors must always be mindful of the fact that they hold a position of 

trust and that their behaviour towards adults/young people and children in their care must be 

above reproach.  Deliberate breaches of the code may be treated as a disciplinary offence.  All 

staff are asked to use their common sense and act reasonably within the conditions provided in 

this document.  

 

________________________________________________________________ 

 

ISSUES WHICH AFFECT STAFF DIRECTLY 

▪ Taking or making personal calls either on the company’s landline or on personal mobiles 

must be kept to a minimum. 

▪ Staff using the Centre’s internet capability to access emails must not use the organisation’s 

address – they must open a separate email account. 

▪ Staff must be aware that cars are parked within the Centre grounds at their own risk. The 

organisation cannot take responsibility for any damage to cars or other property. 

▪ Staff smoking outside the building must ensure that cigarette butts are not left strewn around 

for other people to clean up. Staff will not be given extra breaks for smoking other than those 

available to all staff mid-morning and afternoon. Taking additional smoke breaks will be 

considered a disciplinary matter. 

▪ Each staff member is expected to play their part in ensuring that the staff dining area is kept 

clean and tidy and to clean up after themselves at the end of tea and lunch breaks.  

 

________________________________________________________________ 

 

RECRUITMENT POLICY  

The purpose of this policy is to ensure that Doras Bui hires quality employees in a fair and 

consistent manner. All positions must have the approval of the CEO and the Finance Sub Group 

Board.  Doras Bui is committed to ensuring that there is no discrimination on the grounds of 

gender, marital or family status, sexual orientation, religious belief, age, disability, race or 

membership of the traveller community at any stage of the recruitment process or in the terms 

and conditions offered. 
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Job Requirements 

When specifying requirements, qualifications or experience for any position, only characteristics 

essential to the performance of the job will be used.  No position will be classified by reference 

to, gender, marital or family status, sexual orientation, religious belief, age, disability, race or 

membership of the traveller community.  All job descriptions must be written and signed off 

before the recruitment process proceeds, this should also include the salary scale and where 

applicable the point at which it is proposed to start the successful candidate at. 

 

Advertisement of vacancies 

Employment vacancies can be published in either or all the following ways: 

▪ National daily and /or Sunday newspapers 

▪ Local free sheet newspapers (i.e. Northside People) 

▪ Social Media 

▪ Active Link/other relevant recruitment sites 

Circulated across  

▪ The LESN, all Contact Points and Jobs Clubs 

▪ Community based organisations 

▪ Organisation companies nationally 

▪ Internally within Doras Bui on notice boards 

 

Advertisements will make clear, in both wording and illustrations, that the positions are open to 

all suitably qualified candidates, regardless of gender, marital or family status, sexual 

orientation, religious belief, age, disability, race or membership of the travelling community. 

Details will be fully circulated so as to ensure access to all suitable applicants. All advertisements 

will carry the statement Doras Bui is an equal opportunities employer.  

 

Promotion 

Where promotional or career opportunities are open to staff, vacancies will be placed on notice 

boards and circulated through e-mail or by inter-office memorandum.  If an existing staff 

member wishes to apply for a vacancy, he/she should follow the guidelines in the advertisement.  

The staff member will go through the same selection process as external candidates. Where 

appropriate staff member’s Line Manager will be contacted as a reference check. 

 

Interview Procedures 

An interview panel will consist of at least the CEO and or the relevant Section Staff if appropriate, 

and or a member of the Board of Directors and/or an external person where relevant.  Due to 
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fairness and equality; a minimum of two, maximum of three people will interview for any post 

available. 

 

It is recommended any interview panel makes efforts to ensure the gender balance of the panel.  

The panel will have a job specification, person specification and competency chart agreed before 

the selection process starts. They will also have agreed clear lines of questioning before the 

process begins.  When the process is completed all interview notes/charts will be taken by the 

CEO and kept on file as per GDPR complies.  When the selection process is over the interview 

panel will endeavour to make a team decision on the successful candidate. Where agreement 

cannot be reached among the team a meeting will be held with the CEO and a representative 

Board Sub Group to make a decision on the next process. 

 

The Candidate 

All applications for a vacancy will be acknowledged either in writing, e-mail or by phone. 

Candidates will be advised as the selection process is unfolding, where their application is in the 

process for example, if a candidate is unsuitable at the screening stage they will be advised as 

soon as is possible.  Candidates will be called to attend the selection process either by phone, 

email or letter and advised at that stage what the process will be.  Where a candidate is unable 

to present for the selection process another time will be put forward and failure to find a second 

suitable time may mean the candidate cannot be considered for the vacancy.   Recommendations 

from interview will be brought by the CEO to the Board of Directors for ratification and will be 

recorded in the Board minutes.  When the Board ratifies a decision, the successful candidate will 

be offered the position subject to the reference checks supporting the evidence gathered during 

the process.  In the event of unsatisfactory reference checks; the Board will be up-dated and 

discussions in relation to suitability for post will be decided at Board level. 

 

Unsuccessful Candidates 

Unsuccessful Candidates who have reached the final stages of the selection procedure may be 

facilitated with feedback by telephone. 

 

_________________________________________________________________ 
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JOB DESCRIPTION 

All employees appointed shall perform the duties determined by management as set out in the 

job description given to him/her with the contract of employment.  The job description will be 

reviewed and updated regularly on the agreement of both employer and employee. 

___________________________________________________________________ 

 

PERSONAL FILES 

There is a file for each employee recording salary, increments, annual leave, sick leave details, 

medical certificates, correspondence, records of performance management, disciplinary or 

grievance procedures. Employees are entitled to inspect their own personal files. 

___________________________________________________________________ 

 

INDUCTION POLICY 

All new staff of the Organisation are required to complete an induction process.  The Induction 

Process will consist of the following actions for new staff members commencing in the company: 

 

Pre-employment 

▪ On acceptance of an offer of employment, HR will notify all staff of the commencement of a 

new colleague, when they will start, who they are, where they will be working and what they 

will be doing. 

▪ IT will set the new staff member with an e-mail address prior to their commencement. 

▪ A first day programme of activities will be established for the new employee. 

▪ Policies & Procedures will be explained to all new staff by a senior staff member and access 

to the Staff Handbook will be made available along with a general briefing on staff guidelines.  

▪ A copy of the induction document will be made available to the new staff member. 

▪ The CEO will nominate a ‘buddy’, a colleague as a reference point for the new employee 

(where applicable). 

 

First Week 

▪ The new employee will be introduced to their immediate colleagues and shown where they 

will be working. 

▪ A presentation on the company will be made to the employee. 

▪ A presentation on the use of IT, computer access, and the company’s IT Policy will be given 

to the new staff member. 

▪ Access to the Staff Handbook will be made available along with a general briefing on staff 

guidelines. 



 

 

37 

 

 

▪ A short presentation will be made on Health and Safety policies of the company. 

▪ A tour of their immediate building and introductions to other colleagues will be made. 

▪ Introduction to the work – each afternoon the employee will be given time to feel their way 

into the work. 

 

First Month 

Visits to other sections in the Organisation will be arranged with short briefings on what they do. 

Training on the use of the Photocopier, phone system, expenses claim forms, security, and the 

general area will be given. 

 

First Six Month 

Additional training will be given on the following issues: 

▪ Health and Safety 

▪ Fire Safety 

▪ Manual Handling 

▪ General 

▪ IT (if necessary) 

▪ Company Structures 

▪ Short briefings from each section within the company will be made to the new staff member 

___________________________________________________________________ 

 

PROBATION 

Confirmation of all appointments will be subject to satisfactory completion of a period of 

probation, which will normally be for six months, with a review at three months.   

 

During the period of probation either party in accordance with the provisions of the Minimum 

Notice and Terms of Employment Act 1973-1991 can terminate the contract.  During the 

probationary period management will ensure that each employee is fully assisted in 

understanding and becoming familiar with the demands of his/her post and that there is full 

discussion with the employee about any problems or difficulties. During the probationary period, 

the employee will be advised on his or her progress.  The period of probation may be extended 

for a specific period (generally by three to six months), if management is not fully satisfied that 

the employee is suitable for the post. The employee will be informed through supervision and in 

writing about the reason/s for this decision.  Where a person has a contract (i.e. fixed term) with 

the company for one year or more and then moves to an indefinite contract, the initial contract 

will be deemed to be the probationary period, unless in exceptional circumstances.  Management 
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will always notify the employee in writing of his or her satisfactory completion of the period of 

probation. 

 

___________________________________________________________________ 

 

NOTICE OF TERMINATION OF EMPLOYMENT 

Management will give at least two weeks’ notice of termination of employment in writing. This 

will be extended to four weeks in the case of staff who have served continuously for more than 

three years.  In the case of gross misconduct where dismissal results after due investigation the 

entitlement will be based on the legal minimum as specified in the Minimum Notice and Terms 

of Employment Acts, 1973-1991.  An employee must comply with the terms of the Minimum 

Notice and Terms of Employment Acts when giving notice of his or her termination of 

employment.  The length of notice by either party can be changed by agreement. However, the 

legal rights under the Act are not waived by any such agreement.  Salary may be paid in lieu of 

notice.  Employees may invoke the grievance procedure if they dispute the notice of termination 

of employment. 

___________________________________________________________________ 

 

PENSION POLICY 

There is no legal obligation for Doras Bui as an employer to set up or contribute to a pension 

scheme. However, it is our duty of care to provide information on Personal Retirement Standard 

Savings Account (PRSA). See Appendix  

___________________________________________________________________ 

 

TIME OFF IN LIEU 

Time off in lieu for hours worked in excess of the normal working week will be granted on an 

hour per hours basis for every hour of overtime worked.  Requests must be made in writing and 

in advance to the CEO and or their Senior staff member and will be kept on file for varication.  

Time off in lieu must be taken within four working weeks of being worked. 

 

Where Early Years staff who are due to leave at 6:00pm have to stay with children in the event 

of parents arriving late, they are entitled to time in lieu.  However, details of the parent’s name 

and time of arrival must be given to the Creche Supervisor the morning after the event.  Failure 

to do so may result in the loss of time in lieu. 

___________________________________________________________________ 
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PRIVILEGE DAYS 

Doras Buí provides staff with two extra days leave per year.  These are “privilege days” on Good 

Friday and Christmas Eve fi they fall on a weekday.  Staff who are on annual leave at this time 

do not accrue day in lieu for either of these days. 

___________________________________________________________________ 

 

PERFORMANCE APPRAISAL PROCESS 

The Company operates a performance review process for all staff. This process was introduced 

through staff consultation and involvement. The process is carried out with each staff member 

on an annual basis usually on or before the yearly anniversary of when the staff member joined 

the company.  

 

The intention of the performance review is for the company to formally meet with each individual 

to align company and individual goals thus keeping the individual work focussed on the overall 

work of the organisation and on yearly organisational goals. This is to maximize opportunities 

for the benefit of both the employee and the organisation. 

 

The Performance process is reviewed annually to ensure that it remains relevant to both the 

organisation and the individual and where improvements can be made to the process, the 

changes are implemented.  

___________________________________________________________________ 

 

STAFFING POLICY  

While all staff have individual job descriptions, they are expected to work as part of a team. This 

may mean being asked from time to time to undertake duties or tasks that are not explicit in 

their job description.  It is expected that staff communicate effectively with each other to ensure 

that at least one staff member is available during the opening hours of the Centre to meet with 

callers and to respond to telephone calls.  While staff may wish to use their own diaries in relation 

to individual appointments, for health and safety reasons, the shared calendar on the Outlook 

programme must be used for all appointments and activities within the centre and for meetings 

or events outside the Centre which staff attend. 

___________________________________________________________________ 
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EMPLOYEE INVOLVEMENT POLICY 

Doras Bui operates in an ever-changing environment, where its ability to succeed is influenced 

to a significant extent by the contribution of all those employed in the company.  Employees are 

offered an opportunity to participate with Management in an environment of trust and co-

operation, with the overall goal of improving the performance of the organisation while 

enhancing the job satisfaction and the quality of working life of employees. This is achieved by 

seeking views of employees on their training, providing information on customer visits, operating 

an ‘open door’ policy and ensuring a safe place of work for all. Employees are encouraged to 

contribute ideas in improving all aspects of the business.  Through this policy Doras Bui will 

endeavour to improve the performance of the company through co-operation, consultation, and 

exchange of information, to the mutual benefit of the company, its customers, clients, employees 

and stakeholders. 

 

Initiatives such as monthly staff meetings, working sub groups, social gatherings, team building, 

support from the company towards the annual Christmas Party all support a healthy employee 

involvement ethos. 

___________________________________________________________________ 

 

SUPPORT & SUPERVISION  

Supervision and support will include annual performance management and development for each 

employee. The purpose of the annual performance management and development is to: 

▪ Ensure that the requirements of the position are fulfilled. 

▪ Give the employee feedback on his or her performance. 

▪ Identify any additional training needs. 

▪ Review his or her work since last meeting. 

▪ Plan objectives for the time ahead. 

▪ It is also a regular part of the performance management to review the employee’s job 

description and to decide by agreement of both parties how it is to be updated if necessary. 

Employees have the right to be fully informed of the outcomes of the performance 

management. 

___________________________________________________________________ 

 

CONTRACT OF EMPLOYMENT 

In the instance where the successful candidate has not previously worked with the organisation, 

it is essential that Referees provided by the candidate be contacted. This is to be undertaken 

once approval has been received from the Board of Directors or the CEO represented on the 
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interview panel.  Upon receipt of two satisfactory References, the successful candidate will be 

formally offered the contract of Employment.  In the event of unsatisfactory reference checks; 

the Board will be up-dated and discussions in relation to suitability for post will be decided at 

Board level. 

 

Suitable candidates will be issued with Contracts of Employment. The CEO or Senior Staff signs 

all contracts of employment on behalf of the Board Successful candidates must also be advised 

that they must present a P45 immediately upon taking up employment.  The Board of Doras Bui 

seeks the highest standards in all aspects of its human Resource Policies. The issue of the 

Handbook has been authorised by the Board. In addition, the Board ratifies new appointments 

and it is informed or consulted on many aspects of HR policy. 

 

The Finance Committee established by the Board reviews and decides on recommendations from 

the Director and seeks ratification as appropriate from the Board.  All Employees files contain 

contracts of employment, details of salary increment and any other relevant documentation 

pertaining to the individual. All employees can access their staff files at any time. 

___________________________________________________________________ 

 

DOUBLE EMPLOYMENT 

Doras Buí is dedicated to the health and welfare of all its employees.  The onus of responsibility 

lies with Doras Buí to ensure that all employees work within a 48-hour working week and also 

receive adequate daily and weekly rest.  However, the company appreciates that some 

employees work outside this employment.  It is imperative that all employees understand that 

the onus of ensuring that the total aggregate of hours between both employments does not go 

outside the legal limitations.  To ensure compliance with the Working Time Act 1997 employees 

should advise the Director in writing when seeking to work outside Doras Buí. 

___________________________________________________________________ 

 

PART-TIME STAFF POLICY  

Staffs engaged on a part time contract have working hours specified in their contracts. 

___________________________________________________________________ 

 

HOURS PLACE OF WORK POLICY  

Employees will normally be based at our office on Bunratty Drive in Coolock or from time to time 

at any other location decided by the Management. Any changes will be made with due notice 

and consultation with the employee. 
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Opening Hours: The Centre is open from 8.30am to 6.00pm Monday to Friday with the following 

qualifications: 

Resource Centre staff are not available between 1.00pm to 2.00pm and at 4.30pm on Fridays. 

The Early Year’s closes at 4.00pm on the last Monday of every month to facilitate staff meetings 

 

Break Times: 

Early Year Staff: 

25 Hours –  20-minute break 

30 Hours –  15-minute break mornings and afternoons and 30 minutes for lunch 

37.5 Hours –  15-minute break mornings and afternoons and 30 minutes for lunch 

 

Community Development & Administration Staff: 

35 Hours – 15-minute break and 1 hour for lunch 

All employees working a full day must take a minimum of 30 minutes for their lunch break. 

 

Overtime cannot be worked without first obtaining the permission of the CEO.  As per your 

contract of employment from time to time, business dictates the need for employees to work 

beyond their normal stated hours. If employees are required to work extra hours, every effort 

will be made to ensure that they are given prior notice as soon as possible to enable them to 

work.  

 

The CEO will ensure that no employee is faced with working beyond the 48-hour maximum. 

However, from time to time the CEO may require the employee to alert them that they are 

approaching the threshold. Each employee is entitled to a minimum of 11 hours consecutive rest 

per day. No employee must work more than an average of 48 hours per week per quarter. Every 

employee must take a complete day’s rest once a week. Should it be necessary to work 7 

consecutive days, this will be discussed with you by your manager and occasionally this may 

stretch to a minimum of two day’s consecutive rest in two weeks.  

 

If, due to some unforeseen event you are unable to take either your rest or interval at work or 

equally your daily or weekly rest period to which you are entitled, you are required to complete 

the company Notification of failure to avail of break period form and return it to your manager 

within one week from the date it was not availed of. Once notified, your manager will as soon 

as possible, having regard to the nature of your duties, arrange for a compensatory rest period 
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to be taken, within one month from the date of notification. If you fail to avail of this re-arranged 

rest period, no further arrangements will be made. 

___________________________________________________________________ 

 

TRAINING AND DEVELOPMENT POLICY  

It is the policy of Doras Bui to provide opportunities for staff to undertake training, which is 

relevant to their job or professional development within the organisation. Internal training 

opportunities will also be provided and will be planned in consultation with employees. 

 

Employees who have been a minimum of six months in the employment are eligible to make an 

application for financial assistance or time off to undertake take a training course and/or 

examination in an outside institution. 

Applications will be considered individually, and the decision will rest on the relevance of the 

course to the job and the ability of the organisation to commit resources at the time the 

application is made. The Director must receive prior approval from the Finance Sub-group before 

any training commences. 

 

Where a decision has been made by the company to make a financial contribution towards the 

cost of an external training course, the staff member must provide proof of payment for the total 

cost of the course to receive the financial contribution. 

 

If individual leaves the company within the study year where the support is more than €250 the 

company will seek to recover the costs pro-rata. 

___________________________________________________________________ 

 

STUDY LEAVE POLICY 

The company makes provision for study leave for staff who undertake accredited training or 

education courses.  

Certificate course  3 days leave 

Diploma course   4 days leave per college year 

Degree course:  5 days leave per college year 

Masters:   6 days leave per college year 

This leave includes both exam and study leave and must be cleared with the Director at least 

four weeks in advance of taking the leave. 
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Staff who wish to seek funding should be encouraged to apply at the latest by 31st July to allow 

time for Board approval of fees, before the individual commences the course. 

Where the courses are accredited the employee may be eligible for a tax refund. Individuals 

should refer to the Revenue Commissioners to discuss their individual tax allowances. 

___________________________________________________________________ 

 

IN-SERVICE POLICY 

In-Service Training is provided to all employees to ensure that they have an appropriate level of 

knowledge and skill to carry out their job function and its related quality requirements and to 

improve their individual professional development. In-Service training is normally undertaken 

by external training and development consultants and the costs are borne by the company. If 

training occurs outside normal working hours due to financial constraints, the usual ‘time in lieu’ 

entitlements do not apply. 

___________________________________________________________________ 

 

RETIREMENT POLICY 

Normal retirement age is the date upon which you reach your 65th birthday.  However, Doras 

Bui have the right to for-go on retirement age subject to agreement with the CEO/Board of 

Management.   

___________________________________________________________________ 

 

REDUNDANCY POLICY 

Management aims to maintain and secure employment for its entire staff that has established a 

satisfactory record of performance and conduct. The company will plan and organize the 

workforce requirements, deciding on size, structure and deployment, in line with funding. 

However, it may be necessary to reduce the number of people employed due to, for example, a 

reduction in funding or a change in organisational direction.  Any reduction will be brought about 

as fairly as possible and with as much consultation with staff and their representatives as is 

practicable in accordance with the guidelines below. 

 

Procedures 

If it becomes clear that redundancy is necessary, the following measures will be considered, 

dependent on the circumstances to minimize any job losses: 

▪ Review of staffing needs over the next six months. 

▪ Restrictions on recruitment in the area concerned to allow for natural wastage. 
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▪ Transfer or retraining to other areas and positions where it is economically and practically 

possible. 

▪ Early retirement and/or retirement of those over retiring age. 

▪ Reductions in temporary employment (except those with specific skills). 

▪ A scheme for selective voluntary redundancy at the point of redundancy, bearing in mind the 

need to keep a balance of skills, experience and performance. 

 

Notice of Redundancy 

Where redundancy is unavoidable the organisation will give 30 days’ notice to staff 

representatives and will provide; 

1. The reason why an employee has become redundant 

2. The employees whom it is proposing to make redundant 

3. The proposed method of selecting the redundant employees 

4. The proposed method of carrying out dismissals. 

Management will consider any representations made by employee representatives and, if it 

rejects any of their representations, will state its reasons, which will be considered final. 

 

Selection for redundancy 

In the case of compulsory redundancy, selection for redundancy will be based where all things 

are equal on the principle of ‘last in, first out’. 

 

Appeals Procedure 

If an employee feels that the selection criteria have been unfairly applied, he or she can bring it 

to the Redundancy Appeals Committee. This committee is comprised of two or more members 

of management. The committee will consider individual grievances and subsequent solutions 

with the aim of resolving the complaint. This does not infringe on or replace the person’s legal 

right to appeal under the Unfair Dismissals Act. 

 

Support around redundancies  

Support and help will be offered to employees in finding other work and time off for job search 

and interviews will be provided. Help with tax; social welfare and pensions will also be available. 

 

Redundancy Payments 

Apart from statutory entitlements, payment in lieu of notice or pay for untaken holidays, 

management may at its discretion make additional ex-gratia payments according to length of 

service. 
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DISCIPLINARY POLICY 

Management is responsible for the promotion of consistent and agreed codes of conduct and 

standards of behaviour within the organisation. The following disciplinary procedure sets out the 

action to be taken by management with a member of staff who may be guilty of misconduct or 

gross misconduct. The procedure aims to balance justice for the individual with the need for 

discipline in the organisation. It is the policy of the organisation that disciplinary procedures 

should be fair and uniform throughout. 

 

The purpose of this procedure is to make clear the relationship between people empowered by 

management to take disciplinary action and employees who are the subject of disciplinary action 

so that all concerned understand their rights and obligations. 

 

This procedure has been written in the light of the requirements of the Unfair Dismissals Act, 

1977 and the 1993 Amendment. The procedure applies to all staff, whether full or part-time, 

except staff that are in their probationary period to which the Disciplinary Procedure for 

Probationary Employees shall apply. 

 

The disciplinary procedure is designed to assist any member of staff whose conduct and/or 

standard of behaviour are in question, and its initiation should be seen as giving an opportunity 

to improve rather than as a first step in the process of sanctioning a dismissal.  It is the 

responsibility of management to clarify the role and responsibilities of the employee within the 

agreed job description and within the context of supervision.  It is the responsibility of 

management to: 

▪ Resolve matters with potential disciplinary implications at the informal level, if possible. 

▪ Ensure that employees at all stages in the disciplinary procedure are given a fair hearing. 

▪ Find out, if possible, any underlying reasons for disciplinary problems. 

Employees’ personal problems will, where appropriate, be taken into account. 

 

Management consider that members of management and employees who have responsibility for 

implementing disciplinary procedures should have a thorough knowledge of them and know how 

to conduct disciplinary interviews and hearings. Management will ensure that they receive 

adequate training for this important responsibility. 

 

Misconduct 

It is not possible to list in writing every possible act or omission that will constitute misconduct. 

In any event every employee is required to behave in a manner, which will not endanger or 
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inconvenience fellow employees or visitors or bring discredit to the organisation. Examples of 

misconduct that could lead to formal disciplinary action (if not resolved through informal 

proceedings) are as follows: 

▪ Consistently poor time keeping. 

▪ Negligence in the performance of duties. 

▪ Violent or threatening behaviour. 

▪ Breach of confidence not amounting to gross misconduct. 

▪ Being absent without reasonable permission or an acceptable reason. 

▪ Reporting for work under the influence of alcohol. 

▪ Deliberate breach of safety rules. 

▪ Deliberate falsification of information relevant to the organisation. 

▪ Deliberately withholding information, which obstructs the work of the organisation. 

▪ Deliberately bringing the organisation into disrepute. 

▪ Consistent non-cooperation with staff members or management. 

▪ Repeated breach of the organisation’s policies. 

▪ Unprofessional use of Email or Internet. 

▪ Shouting at children 

 

Responsibility for disciplinary action 

Disciplinary action is the responsibility of management or any appropriate body to which 

disciplinary powers have been delegated. 

 

Procedure for the Purpose of Section 14 of the Unfair Dismissals Act, 1977, 1993 

The following steps will be taken before a decision to dismiss an employee from the Company is 

made: 

1. The Company will carry out a full investigation. The employee may be suspended with or 

without pay pending such investigation. 

2. The employee will be informed of the reasons for the proposed dismissal and will have the 

right to state their case.  The employee may be accompanied, if they wish, by a fellow 

employee of their choice or other appropriate representative. 

3. If the employee wishes to challenge the dismissal in accordance with normal procedures, the 

matter shall be referred to a Rights Commissioner, the Labour Court, the Labour Relations 

Commission or Employment Appeals Tribunal as appropriate. 

4. In the case of alleged serious or gross misconduct, the Company may dismiss the employee 

without notice or pay in lieu of notice. 

 



 

 

48 

 

 

The disciplinary procedure is operated if the employer has complaints about the conduct, 

attendance, time-keeping, or job performance of any employee. Full investigations will be made 

as quickly as possible. The employee has a right to a short summary of the main areas of 

complaint before any meeting to deal with the complaint takes place unless the employer 

considers the matter so urgent that such a statement cannot reasonably be provided.  If the 

statement has not been provided the employee concerned will be informed at the beginning of 

the meeting of the main areas of complaint. The employee has the right to present their case 

and to be represented by someone they choose. A written record will be kept. There are four 

stages in the disciplinary procedure. Where the complaint is found to be justified, but does not 

amount to gross misconduct, the procedure will be as follows: 

 

First stage: Oral Warning 

The employee will be told what to do about the situation.  The warning will lapse after three 

months. 

 

Second stage: Written Warning 

If the complaint persists within the period of the previous warning the procedure will be repeated. 

This time a written warning will be given.  The warning will lapse after 6 months. 

 

Third stage: Written Warning 

After 6 months if the complaint persists the employee is warned in writing that a further breach 

of discipline will lead to dismissal.  The warning will lapse after six months. 

 

Fourth stage: Dismissal 

If there is a further breach of discipline within the period of the previous warning the 

management may decide, using the procedure in clause 3 of the contract, to dismiss the 

employee concerned. 

 

Warnings lapse after a fixed period at each stage.  A first disciplinary complaint against an 

employee shall be treated using the first stage (oral warning) procedure, except in exceptional 

circumstances in the case of alleged serious or gross misconduct, when an investigation at the 

third or fourth stages may be initiated.  There is no dismissal for first offences, except in the 

case of gross misconduct.  Examples of serious or gross misconduct are theft and assault. 

 

Doras Bui’s structures for implementation of the Disciplinary Procedure. 
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The procedure for investigating and implementing the disciplinary action are as follows: 

Stages 1 and 2 - Will be conducted by the Line Manager after consultation with the Director or 

by the Director at his/her discretion. 

Stages 3 and 4 - The Director following consultation with and agreement of the Board will take 

actions under these stages. 

 

The employee must the right to appeal the decision and the Chairperson of the Board of 

Management will appoint an Appeals Officer to hear it as soon as possible and no later than 15 

working days from the formal notification of the appeal.  

___________________________________________________________________ 

 

APPEALS  

Guidelines on the conduct of Appeals before an independent Appeals Officer  

1. Introduction  

An appeal is provided for in the Disciplinary Policy.  

The Appeal will be heard by an external independent person(s) with appropriate experience. The 

Appeal Officer will be appointed by the Board of Doras Bui (or Finance Sub group?). A secretary 

will be appointed by the Board to manage the work for the Appeal Officer(s) on his/her 

instruction. 

 

2. How to seek a Review  

An officer may seek a review of disciplinary proceedings by the Appeal Officer on one or more 

of the following grounds: 

1. the provisions of the policy were not adhered to 

2. all the relevant facts were not ascertained 

3. all the relevant facts were not considered, or not considered in a reasonable manner 

4. the staff member concerned was not afforded a reasonable opportunity to answer the 

allegation 

5. the staff member concerned could not reasonably be expected to have understood that the 

behaviour alleged would attract disciplinary action 

The sanction recommended is disproportionate to the underperformance or misconduct alleged. 

 

Submissions to the Appeal Officer seeking a review should state the ground(s) on which the 

review is being sought. 

 

3. The Appeal Process 



 

 

50 

 

 

A staff member who has been notified by the Director/Appropriate Authority that disciplinary 

action is being proposed should be informed of their right to an appeal and the process involved. 

They should be provided with a copy of these guidelines. 

 

The staff member, on being informed that it has been decided to take disciplinary action against 

him/her in accordance with the Disciplinary Policy, may within ten working days of receiving 

the notification of the decision, request in writing to the Director/Appropriate Authority, that 

the disciplinary proceedings be reviewed by the Appeal Officer.  

 

4.Submitting an Appeal to the Board 

Where a staff member requests that disciplinary proceedings be reviewed by the Appeal Officer 

the following procedures should be followed: 

▪ The staff member concerned, or his/her trade union representative should submit a written 

statement of appeal in accordance with paragraph 2 above to the Secretary to the Appeal 

Officer (address below) and copied to the Director/Appropriate Authority within ten working 

days of the submission of the request for an appeal.  

▪ This statement should include details of the allegations made against the staff member, the 

process that was followed, the disciplinary measures proposed and the grounds on which the 

staff me concerned is requesting an appeal to the Appeal Officer. Documentation relevant to 

the case should also be forwarded with the statement. Contact details of the staff member 

concerned should be included (full address for correspondence and contact details). 

▪ The CEO/Appropriate Authority is required to submit a written counter-statement to be 

submitted to the Secretary to the Appeal Officer and to the staff member concerned within 

ten working days of the receipt by the Director/Appropriate Authority of the staff member’s 

statement.  This counter-statement should include details of the facts of the case, and the 

disciplinary procedures followed from the beginning. Copies of documents relating to the case 

should also be enclosed, including, items such as reports pertaining to investigations. The 

counter-statement should also give the reasons for the disciplinary action proposed. 

▪ The receipt of all documents concerning the appeal will be acknowledged by the Secretary, 

and the Appeal Officer will receive copies of all documents submitted. 

▪ In addition to the documents submitted concerning the appeal, the Appeal Officer may 

request from the staff member concerned, or from the Director/Appropriate Authority other 

documents it deems appropriate, within such time and in such format as the Appeal Officer 

may specify in the request.  

 

 



 

 

51 

 

 

5. Appearance before the Appeal Officer 

The Appeal Officer having considered the submissions received, and having decided to review 

the disciplinary procedures, will set a date.  This date is communicated to both parties by the 

Secretary.  Prior to the official notification of the hearing being issued, the Secretary will 

ascertain if there are dates that will not suit either party, i.e. due to attendance in respect of 

official duties, annual leave, etc. Therefore, it is important that every effort should be made to 

keep this appointment. The Appeal Officer will make every effort to hear appeals on the dates 

allocated and will adjourn hearings only in exceptional cases. 

 

The staff member concerned is entitled to make an oral submission to the Appeal Officer. They 

can do this either in person, or through a serving staff member of their choice, or a whole-time 

official of the union holding recognition for their grade, or other such person as the Appeal Officer 

agrees. 

▪ The Director/Appropriate Authority may also be accompanied by a staff member/manager 

designated to assist the Director/Appropriate Authority.   

▪ Any other person that the Appeal Officer agrees upon may be present. 

▪ The Appeal Officer should be provided with the names of the persons accompanying both the 

staff member concerned and the Director/Appropriate Authority, at least one week before 

the hearing.  All parties will be made aware of who will attend the hearing.  

▪ Proceedings before the Appeal Officer are informal. 

 

6. Format of Hearing 

On the day of the hearing, both parties should present themselves at the location as detailed in 

the letter informing them of the hearing date.  They should bring copies of all documentation 

relevant to the appeal (the submission of the staff member seeking the review, the 

Director/Appropriate Authority’s counter-statement and other relevant documents that have 

already been submitted to the Appeal Officer). To ensure that the Appeal Officer is fully briefed 

ahead of the hearing, it is not advisable that new documentation be presented at this stage.  

However, if it is deemed necessary to submit written additional material on the day of the 

hearing, the Secretary should be informed immediately upon arrival at the venue for the hearing.  

Copies of additional material for all parties, including the Appeal Officer, should be supplied.  

The Appeal Officer(s) may meet for a short period before the hearing.   Rooms are set aside for 

both parties to wait in prior to the hearing.  The Secretary will collect and accompany both 

parties to the room where the hearing will take place.  Introductions will be made.  Both parties 

sit opposite each other throughout the hearing.  Present in the room will be the Appeal Officer, 

the Secretary and both parties and their representatives. It is not possible to state the exact 
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time involved (approximately 1½/2 hours) for the hearing, as each case differs.  On occasions, 

it may be necessary to have a short break in the proceedings. 

 

Following a brief opening statement, the Appeal Officer will invite the staff member seeking the 

review to make the opening statement.  This can be made by the staff member concerned or 

his/her representative. This allows the staff member concerned to present his/her case to the 

Appeal Officer. The Appeal Officer will be in receipt of documents submitted; therefore, reference 

can be made to them.  Papers are given to the Appeal Officer in the same format as submitted.  

The Appeal Officer will then invite the Director/Appropriate Authority or his/her representative 

to respond and to present their case. 

 

On completion of both presentations, the Appeal Officer may seek clarification from either party.  

Such questioning is to allow the Appeal Officer to be fully informed of both sides’ views to allow 

it to form an opinion.  In addition, each party may seek clarification on points raised by the other 

party.  Throughout the hearing the Secretary and Appeal Officer may take notes.  These notes 

are purely for the information of the Appeal Officer to facilitate it in its deliberations on the case. 

 

The formal documentation of the hearing consists of the submissions from both parties to the 

Appeal Officer, and any other submissions that the Appeal Officer deem necessary to be made 

available. 

 

7. Close of Hearing 

When the Appeal Officer is satisfied that he/she has sufficient information to consider the appeal, 

the Appeal Officer will close the hearing with the agreement of all concerned.  Both parties leave 

at this stage.  The Appeal Officer will then consider the case. 

 

Having made such enquiries as it considers necessary and having considered any submissions 

made or evidence given, the Appeal Officer shall form an opinion as to whether or not a case 

has been established on one or more of the grounds set out in paragraph 2 above and shall issue 

his/her opinion within ten working days of the hearing On reaching a decision, the Secretary will 

be informed and will forward the Appeal Officer’s opinion within ten working days of the hearing 

to all parties concerned and their representatives. 

 

Where that opinion is to the effect that such a case has been established by the staff member 

concerned, the Appeal Officer may, at his/her sole discretion, recommend to the 

Director/Appropriate Authority that:  
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▪ no further action should be taken in the matter, or 

▪ the disciplinary action decided by the Director/Appropriate Authority should be amended in 

a specified manner, or 

▪ The case should be re-considered by the Director/Appropriate Authority to remedy a specified 

deficiency in the disciplinary proceedings (in which event the provisions of these guidelines 

shall continue to apply). 

 

A decision to take disciplinary action should be notified in writing to the staff member and/or his 

or her representative.  Where no further action is to be taken the allegation will be deemed to 

have been withdrawn. 

 

Where, following the issue of an opinion by the Appeal Officer, the Director/Appropriate Authority 

proposes to take disciplinary action other than in accordance with that opinion, he or she shall 

refer the matter to the Finance Sub-group? For review before making a final decision.  He or she 

shall notify the staff member concerned accordingly who shall be given an opportunity to make 

representations to the sub group.  Such representations must be made within ten working days 

of the receipt of the notification.  The sub-group, in reviewing the matter, shall be supplied with 

any representations made by the staff member concerned and any opinion delivered by the 

Appeal Officer. 

 

8. Dismissal 

A decision to dismiss a staff member must be made by the appropriate authority.  The decision 

should be communicated to the staff member in writing.  Where the decision to dismiss is made 

other than for reasons of misconduct, notice of termination will  be given in accordance with the 

staff member’s terms of employment. 

9. All Disciplinary Cases 

In general, it is expected that the opinion of the Appeal Officer will be considered and decisions 

to implement disciplinary action contrary to the opinion of the  Appeal Officer should be an 

exceptional event. 

 

10. Rejection by the Board for a Review 

The Board may reject a request for a review of disciplinary proceedings if it considers that it 

outside the prescribed time limits set down in the paragraph 3 above, or that the case being 

made is frivolous, vexatious or without substance or foundation. 

___________________________________________________________________ 
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GRIEVANCE POLICY 

Employees of this organisation have the right to express any grievance in relation to their 

employment. The purpose of the following grievance procedure is to provide a formal method 

for an individual member of staff to take up a complaint or concern with management. 

The grievance procedure will be followed if an employee feels that he or she has a grievance 

against the operation or decisions of the organisation or another employee, which affects his or 

her ability to perform his or her job satisfactorily. 

 

The aim of the grievance procedure is to enable fair and quick resolution of any problem or 

grievance an employee may have relating to his or her employment. Management wishes to 

ensure that all grievances are dealt with without undue delay and at the earliest possible stage 

of the procedure. 

 

Initially employees are expected to make efforts to resolve grievances first directly with the 

person/people concerned. The grievance procedure will be used when these efforts are 

ineffective. 

 

Grievance Procedure – General Points 

▪ Employees may at all stages in this procedure be advised or accompanied by a staff 

colleague, staff representative(s), trade union representative(s) of their choice, or may elect 

to have this person or these persons present the complaint on their behalf. 

▪ If the employee is a union member management will notify the relevant personnel of all 

meetings at the same time as the employee is informed, unless management is specifically 

asked not to do so. 

▪ Management will keep a written record of each meeting, which will include details of the 

employee’s case, the response of management and the outcome of the meeting. The 

employee will be asked to agree and sign the record of the meeting, after consultation with 

his or her representative. Copies of the record will be given to everyone who attended the 

meeting. 

▪ At the end of every stage of the procedure the employee will be advised by management of 

the next stage. 

▪ Time limits may be changed at any stage by mutual consent. The date and time of grievance 

hearing(s) will be agreed between the employee, their chosen representative and 

management (and, where relevant, the person(s) who are the subject of the grievance). 

▪ The employee and their chosen representative will be allowed adequate time to prepare the 

employee’s case. 
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▪ Every effort will be made to resolve the grievance at each stage. 

▪ The proceedings will remain confidential to the employee, his or her representative and 

management. 

▪ No action to change an employee’s terms and conditions of employment will be taken while 

he or she is following the grievance procedure. 

▪ Copies of correspondence and written records relating to the grievance will be kept in the 

employee’s personal file. This information will be destroyed after 6 months unless 

management have an important reason not to do so. 

 

Procedure for investigating grievance 

Stage 1 

The complainant will raise the matter with his or her immediate manager. The manager will 

investigate the grievance and will do his or her best to resolve the matter as soon as possible 

(within a maximum of 10 working days). 

Or 

If the employee’s grievance is with his or her manager, the employee will raise the issue with 

an individual on a higher level, if appropriate, who will investigate the grievance and will do his 

or her best to initiate and address the issue as soon as possible (within a maximum of 10 working 

days). Where there is a grievance with the Director the employee should bring the issue to the 

attention of a sub group of the Board in place to deal with staff issues. 

Stage 2  

If the matter is not resolved the complaint should be made in writing to the most senior person 

at executive level within the organisation. This person should attempt to resolve it within 15 

working days. 

Stage 3 

If the matter is still unresolved the complaint should be made in writing to the Chairperson of 

the Board of Management who will form a Sub-Group to deal with the matter as soon as possible 

(but not later than 15 working days from the receipt of the formal notification of the grievance 

from the employee).  The Director of the organisation will decide upon the chairperson of the 

Disciplinary and Grievance Panel. 

Stage 4 

Should the matter remain unresolved, a Rights Commissioner will refer it to the Labour Relations 

Commission for conciliation or for a hearing. If still unresolved, it will be referred to the Labour 

Court for formal investigation. 

___________________________________________________________________ 
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METHOD OF PAYMENT POLICY 

Payment will be made monthly on the last Thursday of each month, by credit transfer. Staff are 

paid one week early in both December and January to facilitate the financial demands of staff at 

this time of the year.  In the case of an emergency, special arrangements can be made at the 

discretion of the CEO.  Details of gross pay, deductions, etc. will be itemised on the pay slip 

provided monthly by email. 

 

Each job in the organisation shall be graded, either based on a job evaluation scheme, or by 

comparison with existing comparable grading systems in other organisations, or as set down by 

our funding bodies. 

 

Salary Scale 

Each grade shall be placed on the relevant salary scale. 

 

Pay Agreements 

Management will award cost of living increases under appropriate national pay agreements, as 

outlined in those pay agreements, save in exceptional circumstances, and where there may be 

funding issues. 

 

Salary on Appointment 

Generally new members of staff are appointed to the appropriate point of the salary scale for 

their post dependent on relevant qualifications, experience and responsibilities of the post. 

 

Promotion 

Staff who are promoted within the organisation are placed on the appropriate point of the new 

salary scale dependent on qualifications and experience and responsibilities of the post, unless 

this is lower than their current salary, in which case they will be placed on the next available 

point. Similarly, when individual staff members’ jobs are regarded because of changes in the job 

they will be placed at the bottom point of the new salary scale, unless this is lower than their 

current salary, in which case they will be placed on the next available point. This should not be 

below their current income plus one increment. 

 

Review of Salaries 

Management will review all salary scales on a regular basis, to check if the scales applying are 

still appropriate on the basis either of the job evaluation that took place or the comparable grade 

that was used, or due to updated information from our funders. 
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Increments 

Increments are subject to funding and where available will be awarded annually, subject to 

satisfactory performance, until he or she reaches the top of the scale. 

 

Subject to Funding 

Doras Bui’s contracts and remuneration policies continue to be subject to annual funding 

allocations from various government sources. 

___________________________________________________________________ 

 

FINANCIAL POLICY 

Underpinning all Doras Bui’s financial management systems is a series of financial policies and 

procedures which guide operations and lay out how our organisation uses and manages its 

money.  Our financial policies and procedures help to establish financial controls within the 

organisation that ensure accuracy, timeliness and completeness of financial data. The policies 

and procedures are generally used by finance staff, but it can also act as a reference for trustees, 

managers and other staff.  The Board of Management review the financial policies and 

procedures on a regular basis to ensure they are reflective of good practice.  The following 

procedures are live in the day to day operations of the financial controls. 

 

Supplies 

Supplies or services including professional services for amounts less than €5,000 (excluding VAT 

as applicable) in value are purchased based on verbal quotes from one or more competitive 

suppliers. (Copies of all quotes obtained, are retained for future reference). 

Supplies or services between €5,001 and €50,000 (excluding VAT as applicable) are purchased 

following a decision made by the Board of Management to accept proposal(s) by the Director. 

Request for Tenders are prepared including specifications where necessary are sent in writing or 

by fax or email to at least three suppliers or service providers. Details of the quotes received are 

kept on file and including written, faxed or emailed quotes. The final decision is made by the 

Board of Management. 

 

In the case of verbal quotes a brief note is kept on file stating the date contacted, the quote 

supplied, the price and goods/service, any condition of supply and a brief comment on the 

suitability or otherwise of this supplier. 
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Excluding salaries, administration expenses and contracts outlined in Projected Budget 

Statements and approved by the Board of Directors, payments of up to €1,000 from agreed 

budgets may be authorised by the CEO. 

 

Bank Accounts 

The opening of a new bank account must be notified to, agreed by the Board of Directors and 

recorded in the minutes. Any changes to the bank mandate will be presented to the Board by 

way of a special resolution and the decision agreed and recorded in the Board minutes. 

 

All bills including out of pocket expenses for staff and Board of Directors will be paid by the end 

of the month after they have been incurred. 

 

Excluding salaries, administration expenses and contracts outlined in projected Budget 

statements and approved by the Board of Directors, payment of up to €1,000 from agreed 

budgets may be authorised by the CEO. 

 

In emergency situations, the CEO can authorise payments above €1,000 from agreed budgets. 

These payments must be ratified by the Board of Directors at its next meeting. 

 

Banking  

Doras Bui has seven bank accounts with Bank of Ireland, Coolock Village, Dublin 5.  The agreed 

cheque signatories are the following; 

Fiona Nolan– Board member 

Anita Whelan – CEO 

Clare Quigley – Finance Administrator 

 

A minimum of two of two signatures is required to sign cheques. The CEO and one board member 

must sign all cheques. In the absence of the CEO, the Finance Administrator may sign along with 

a Board member. The pre-signing of blank cheques is prohibited. Cheques should not be made 

payable to cash (except for petty cash) and t signatories are forbidden from signing cheques 

payable to them.  All cheques must have two signatures – the CEO of Doras Bui and one of three 

members of the Board of Directors as agreed. 

 

Banking on line is used primarily for the payment of salaries through the Electronic Transfer 

Fund (EFT) system. Any two of the following personnel are digitally certified to authorise these 

payments: 
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Fiona Nolan– Board member 

Anita Whelan – CEO 

Clare Quigley – Finance Administrator 

 

Monthly P30 returns are made using the Revenue Commissioners on line system ‘ROS@. 

The annual P35 return is submitted to the Revenue Commissioners within the required deadline. 

 

The payment of Salaries 

The payroll system used by Doras Bui is Sage Quick Pay. Salaries are paid monthly on the last 

Thursday of every month. Tax records are received from Revenue and kept on file in the financial 

administration office. 

 

Salaries are inputted into system on the last Tuesday of every month when the Finance 

Administrator receives any changes are notified in writing to the Finance Administrator and all 

staff time is monitored through the Time clock system and reported to the Director monthly. 

 

The payroll is prepared. Payslips and a gross to net report are printed from the system. These 

are attached to the salary report which the Director signs off on each month and they are kept 

on file.  

 

PAYE/PRSI is apportioned over the various programmes on records signed off as part of the 

monthly monitoring meeting.  

 

All bank accounts are reconciled monthly and form part of the monthly monitoring meetings 

between the Finance Administrator and the Director signed and kept on file. 

 

Income & expenditure record keeping 

Doras Bui maintains a computerised cheque journal and cash receipts book system ‘TAS Books 

2’ for all income and expenditure. 

 

All invoices are stamped and dated upon receipt. Payments are made within 30 days. The cheque 

number is written on the invoices. Invoices are not paid unless accompanied by a cheque 

requisition form signed by the Finance Administrator and authorised by the CEO. 

 

The CEO reviews the income and expenditure transaction report monthly which is then signed 

off and kept on file. 
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In accordance with European Council Regulation 1083/2006, Article 90 requires that all 

supporting documentation for eligible expenditure submitted for ESF funding must be retained 

for a certain period up to and after the closure of the current HCIOP 2007-2013.  The ESF 

Authority requests that; 

A. Beneficiary organisations must retain all supporting documentation, at a minimum, to the 

31st December 2022 

B. After the 31st December 2022, no document should be disposed of without the agreement of 

the Managing Authority Guidelines  

 

Financial Reporting 

The Finance Administrator and CEO meet monthly to review all spending and to monitor cash 

flow. 

▪ A budget feedback report is prepared for the board monthly. 

▪ The main providers of funding to Doras Bui include the following: 

▪ Children & Family Services HSE (TPSP) 

▪ Dept. Community, Environment and Local Government (SICAP) 

▪ Dept. of Social Protection (CSP) 

▪ Dept. Justice, Defence, Equality & Law Reform (EWM)  

▪ Dept. Children & Youth Affairs (TPSP Crèche Subvention & ECCE) 

▪ TUSLA Family Support Agency (Child Counselling) 

 

In addition to the annual audited accounts, returns and reports to funders are made three times, 

quarterly or bi annually depending on their requirements. 

A fixed asset register is maintained. 

 

Security  

Chequebooks are stored always in the locked compartment of the fireproof safe. The Finance 

Administrator & Director hold keys to the safe. 

▪ It is company policy not to have large amounts of cash on the premises and all cash is locked 

in the safe always. Lodgements are made weekly. 

▪ To protect the safety and security of staff, parents are actively encouraged to pay their 

childcare fees by standing order where possible. 
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Petty Cash 

▪ An impress system has been implemented in 2015 to ensure adequate good governance in 

relation to petty cash controls 

▪ Petty cash €64 

▪ If petty cash falls below €20 a cheque for a further €64 to be requested to replenish petty 

cash 

▪ At any given time, petty cash will consist of no more than €84 and no less than €20 

▪ This is to ensure the smooth day to day running of the organisation  

 

Purchasing  

The Board of Doras Bui uses the Public Procurement Guidelines in relation to all non-wage 

spending. The costs of the purchase of equipment, furniture and fittings and any major 

alterations or repairs to the premises must be presented by the Director to the Board for their 

consideration and decision. 

 

Supplies or services including professional services for amounts less than €5,000 (excluding VAT 

as applicable) in value are purchased based on verbal quotes from one or more competitive 

suppliers. Copies of all quotes obtained, should be retained for future reference.  

 

In the case of verbal quotes a brief note is maintained stating:  

▪ Name of the supplier contacted 

▪ The date contacted  

▪ Quote supplied - price and goods/service 

▪ Condition of supply  

▪ Brief comment on the suitability or otherwise of this supplier 

 

Procurement of Goods and Services to a value of €5,001 – €50,000 

Supplies or services contracts between €5,001 and €50,000 (excluding VAT as applicable) are 

purchased based on responses to requirements and. or specifications sent in writing or by fax 

or email to at least three suppliers or service providers. Details of the quotes received are kept 

on file and including written, faxed or emailed quotes.  

 

Excluding salaries, administration expenses and contracts outlined in Projected Budget 

Statements and approved by the Board of Management, payments of up to €1,000 from agreed 

budgets may be authorised by the Director. 
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Where Board members have a professional or personal interest in the outcome of any financial 

decision, they exclude themselves from that portion of the meeting at which any such decision 

is being made. 

 

In relation to the recruitment of course facilitators or tutors, Doras Bui holds a database of 

facilitators. All facilitators listed on this database have previously worked with the organisation 

and have experience and skills in specific areas in relation to the content of the programme. 

 

Criteria used to recruit facilitators are (i) relevant qualifications and experience of delivering 

specific training to our client group (ii) previous experience working in the organisation (iii) 

feedback from participants (iv) rates of attendance and (v) numbers who complete programmes 

(vi) value for money and referral from other organisations. 

 

The Finance Administrator is responsible for the purchasing of stationery and office supplies.  

 

Credit Card Process 

Requests musts be made to the Finance Manager for use of the credit card by relevant staff 

members.  The request must be authorised by their Senior staff member or by the Finance 

Manager.  The request should be made on the approved Credit Card purchase request form 

which includes:  

• Name and contact details of supplier 

• Items being purchased 

• Support documentation i.e. website print out 

• Total amount of purchase 

• Line Managers signature 

 

If possible, the Finance Manager will complete the purchase within the Finance Department, 

however if not possible the card may need to be used outside premises. The relevant member 

must sign for the card and return it to the Finance Department immediately following the 

purchase.   

 

Receipts are required for all purchases.  Receipts for internet purchases should be sent to 

finance@dorasbui.ie Receipts for purchases outside of the company premises must be submitted 

to the Finance Manger immediately.  Failure to submit a receipt for Credit Card purchases will 

result in the blocking of the relevant staff member using the card for subsequent purchases.   

 

mailto:finance@dorasbui.ie
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Reconciliation of Credit Care statements is carried out monthly.  The Finance Manager is notified 

of any missing receipts/invoices and the staff member responsible for the purchase. 

 

Storage of Records 

1. All records are to be kept in boxes with the dates and description written on the outside 

2. Financial Records are to be kept safely in the attic and scanned in some cases 

3. Children’s developmental records are to be kept until the child reaches 21 years and then 

shredded 

4. Accident Reports can be shredded after two years except where claims have been made.  

5. Documentation relating to claims is to be kept on the Director’s files and when claims are 

settled, records can be shredded after 7 years 

6. All other records can be shredded after 7 years. 

___________________________________________________________________ 

 

RESERVES POLICY 

Doras Bui reserve policy helps to inform the way the board of management manages the 

companies reserves, which include capital reserves, revenue restricted reserves and revenue 

unrestrictive reserves.  The aim is to ensure the stability of the company’s mission, programmes 

and ongoing operations of the organisation.  This reserves policy will ensure that the Board of 

Management of Doras Bui accepts and understands its responsibility and will work on ensuring 

adequate reserve funds are in place.  The Board of Management manage the organisations 

capital reserves, revenue restricted reserves and revenue unrestrictive reserves.  Our reserves 

plan is a key element for the organisations strategic plan and feeds into our budgeting and 

decision-making process.  The policy ensures the Boards ability to retain sufficient reserves to 

deal with the impact of unforeseen events; emergencies or shortfalls. 

 

The Board of Directors have set out below the main areas to be included in this policy.  It is in 

keeping with good governance practice we comply with our financial and other legal obligations 

as set out on in the Company Acts 1963 to 2009 which helps inform the way the Board manage 

the company’s cash, liquid assets and debt provision.  The Board agreed the following to be 

priority expenditure. 

 

Working Capital  

The reserves fund will be based on income and expenditure over the year and forecast for the 

coming year.  This will enable the board to cover costs such as payroll while waiting for expected 

money to come in, provide an internal source of funds for situations such as a sudden increase 
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in expenses, one-time unbudgeted expenses, or in the event of the winding up of the 

organisation any surplus after liabilities have been discharged. 

 

Capital costs 

The Board of Management of Doras Bui recognises that in the context of owning our own building 

there is a need to ensure that an adequate amount of money is reserved to cover costs 

associated with any major repairs or maintenance that may be required from time to time.  Our 

current operating reserve is also intended to provide uninsured losses, unforeseen capital costs, 

building and maintenance costs. 

 

Other Contingencies 

Operating costs are always a concern for Doras Bui, our reserves are not intended to replace a 

permanent loss of funds or eliminate an ongoing budget gap. It is the intention of Doras Bui for 

operating reserves to be used and replenished within a reasonably short period of time to ensure 

the event of unforeseen events in the organisation.  The Board accepts that it has a responsibility 

to cater for any temporary unforeseen difficulties in relation to the payment of and wages and 

overheads costs for a reasonable period; the amount reserved is €60,000 which covers the cost 

of wages and overheads for 3 weeks.  Doras Bui's Board of Management understand that raising 

this amount for a reserve is quite unrealistic due to our economic environment now, however 

we have committed ourselves to working towards accruing a target reserve fund of €20,000. 

Our Reserve policy will be implemented in concert with the other governance and financial polices 

of Doras Bui and is intended to support the goals and strategies contained in these related 

policies and in our strategic and operational plans. Doras Bui are extremely mindful and accepts 

that building a reserve fund is challenging in the current economic climate but are committed to 

working on building and accruing our targeted reserve fund. 

 

This Policy will be reviewed every year at minimum, or sooner if warranted by the Finance 

Committee.  Changes to the Policy will be recommended by the Finance Committee to the Board 

of Management. 

___________________________________________________________________ 

 

TIME CLOCK POLICY 

The Board of Directors introduced a time clock system in 2006 to formalise a staff attendance 

record. This policy is consistent with the legislation in the EU Working Time Act.  All staff use the 

Time Clock to record their presence in the building. 
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The Time Clock is located outside the Finance Office, it is linked to the finance manager’s 

computer on which agreed working hours, annual and sick leave is also recorded. Weekly records 

are downloaded from the computer and are stored in the Director’s office. 

 

The system is user friendly: each staff member is issued with a fob on a key ring which is to be 

used to register their presence in the Centre by passing it across the front of the clock. The 

Display will show the individual’s number and name and the clock will beep. The process takes 

no longer than a few seconds. 

 

Staff will clock in and out four times per day:  

1. Mornings 

2. The starting time of the designated lunch break whether staff leave the building or not 

3. The finishing time of the designated lunch break whether staff leave the building or not 

4. Evenings when staff are going home. 

It will not be necessary to clock out for 15-minute morning or afternoon breaks. 

 

Please note staff are strictly forbidden from asking a colleague to use their fob for any reason. 

If this occurs both staff members will be instantly dismissed.  If a fob is lost or misplaced the 

employee will pay €5 to cover the cost of a replacement fob.  

___________________________________________________________________ 

 

DRESS CODE POLICY 

All staff are expected to come to work clean, tidy and well groomed. Crèche staff members will 

be provided with one purple tunic, staff have an option to purchase a second one.  Crèche staff 

to wear black trousers and black shoes.  Staff may wear sunglasses and caps while in the outdoor 

play area, if they so wish. 

___________________________________________________________________ 

 

SICK & ABSENTEEISM LEAVE POLICY  

▪ In the event of absence due to sickness from work, employees (or someone on their behalf 

if staff members health circumstances deem them unavailable) are required to contact their 

immediate Senior Staff member or the CEO at the office by 10:00am on the first day of 

absence or (9.00am if start time is 8.30am) 

▪ Text, telephone messages left on the answering machine or email messages will not be 

accepted as notice of absence due to sick leave. 

▪ A certificate from a qualified medical practitioner must state  
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- The general nature of the employee’s ailment 

- The precise period for which the employee will be unfit for duty  

- And the probable date of resumption of duty.  

▪ Subsequent certificates must be submitted on a weekly basis (or as specified on the medical 

certificate, if more than one week) if the absence continues beyond the period covered by 

the initial certificate. 

▪ In all periods of illness, the organisation may request, and has the right to require an 

independent medical examination and report on the fitness of the employee. 

▪ If an employee who falls sick during a period of annual leave, produces at the time, a doctor’s 

statement to the effect that he or she is unfit for work, the period of his or her sickness will 

be treated as sick leave not annual leave.   

▪ Any staff member who has more than 4 sick absences in any 12-month period will be invited 

to a meeting with his or her manager to examine and discuss if there are any reasons within 

the organisation, which may be causing the absences.  

▪ If the organisations deem a visit to the company doctor necessary, the staff member will be 

supported to attend, and report will be made available to the employer.  

___________________________________________________________________ 

ANNUAL LEAVE POLICY 

 The purpose of this policy is to ensure that all employees enjoy the benefit of their annual leave 

and public holiday entitlements, reflecting the company’s commitment to the health and welfare 

of all its employees.  All employees are entitled to the benefit of the nine public holidays that 

occur during the year (pro-rata) 

▪ The company’s annual leave year runs from January through to December.  All employees 

have entitlement to holidays irrespective of employment status or length of service. 

▪ All employees are entitled to a minimum of 25 holidays per calendar year. 

▪ Part-time employees will receive their entitlement on a pro-rata basis. 

▪ Employees who have worked for a consecutive period of 8 months or more must take two 

weeks uninterrupted break form work during the course of the calendar year. 

▪ In exceptional circumstances with the prior agreement of the CEO an employee must carry 

over more than seven days into the next leave year. 

▪ All employees must give a minimum of four weeks’ notice of their intention to take annual 

leave.  All employees must take at least ten days of their annual leave between June 15 and 

September 15 each year.  Employees are obliged to notify of the CEO of the dates of leave 

to be taken before 1 July at least eight weeks in advance. 

▪ Employees are entitled to holiday pay prior to their annual leave year and should indicate to 

the Director if they employees wish to avail of this facility. 
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▪ Employees joining the organisation after the beginning of the leave year are granted leave 

pro rata in their first leave year. 

▪ All employees are entitled to the benefit of the nine public holidays that occur during the 

year 

▪ Staff wishing to take leave in the period leading up to the Christmas holidays must apply on 

or before 1st December.  

▪ Administration and Resource staffs annual Leave cannot be taken by two co-workers at the 

same time. Annual Leave is allocated on a first come first served basis.   

▪ In the early years a maximum of two staff may take Annual Leave at the same time. 

Employees are entitled to holiday pay prior to their annual leave and should indicate to the 

Director if they wish to avail of this facility. Holidays request ed must be either full days or 

half days.  Hours from holidays are not permitted. 

___________________________________________________________________ 

OVERTIME WORKED POLICY 

Overtime must not be undertaken without the prior approval of Line Managers or the CEO 

Requests for Time in Lieu for overtime worked must be made in writing to the Early Years’ or 

CEO.  Time in Lieu not taken within the month of overtime worked will be forfeited. 

___________________________________________________________________ 

 

REQUEST FOR REFERENCES POLICY 

Staff are not allowed to give references or letters of any kind whatsoever to any individual 

suggesting or implying endorsement of the organisation without the prior written approval of  

management. Breaches of this policy may be considered a disciplinary matter. 

___________________________________________________________________ 

 

DATABASE POLICY 

The Data Protection Acts (GDPR 2018) lay down strict rules about the way in which personal 

data and sensitive personal data are collected, accessed, used and disclosed. The Data Protection 

Acts also permit individuals to access their personal data on request and confer on individuals 

the right to have their personal data amended if found to be incorrect.  

 

Only employees of Doras Bui can access databases in-house, access to any database offsite is 

not permitted, disciplinary procedures may incur if policy is abused.   

___________________________________________________________________ 
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DATA PROTECTION  

Doras Bui’s policy on Data Protection is taken very seriously and it is the policy of Doras Bui to 

ensure adequate procedures are in place to protect its service users, staff and any other 

individual whose information is collection for a specific purpose.    

 

Doras Bui recognise that Individuals have privacy rights in relation to the pertaining and 

processing of personal data and understand that Data protection rights apply to information held 

on computer or in manual or paper files. 

 

The General Data Protection Policy (GDPR) came into force across the EU on 25 May 2018. A 

new European Union-wide framework known as the General Data Protection Regulation changes 

the rules on data protection. It provides for a more uniform interpretation and application of 

data protection standards across the EU. 

 

The Data Protection Acts state that information that is kept must be accurate, must only be 

made available to those that should have it and must only be used for specified purposes. A 

person has the right to access personal information relating to themselves and have any errors 

corrected or, in some cases, have the information erased. 

 

Data Protection Relevant Information  

▪ If a person’s information is being held for the purposes of direct marketing, they can have 

your details removed. 

▪ The Data Protection Commissioner is appointed by the Government. The Commissioner is 

independent in the exercise of their functions. Individuals who access Doras Bui and feel 

their rights are being infringed can complain to the Commissioner, who has powers to enforce 

the provisions of the Act. 

▪ If a person suffers damage as a result of a breach of your data protection rights, they may 

sue for damages through the courts. The Commissioner also maintains a register, available 

for public inspection, giving general details about the data handling practices of many 

important data controllers, such as government departments and State-sector bodies, 

financial institutions, and any person or organisation who keeps sensitive types of personal 

data. 

▪ Anyone can access information relating to themselves by sending a letter or email to the 

organisation or person holding your personal details and ask them for a copy of this 
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information. You should receive their information within 40 calendar days of request. A l fee 

of €6.35 will be required. 

▪ If Doras Bui has organisation on a person and details are not factually correct, the person 

can ask them to be changed or, in some cases, remove these details.  

▪ If a person feels Doras Bui do not have valid reason for holding personal details or that they 

have taken these details in an unfair way, the person can ask them to change or remove 

these details. You can also ask them not to use your personal details for purposes other than 

their main purpose. 

 

Further information on rights and how to obtain information is available on the Commissioner’s 

website. 

 

Making a complaint to the Data Commissioner 

Write or email the Data Protection Commissioner, letter of complaint should include the following 

details: 

▪ The name of the organisation or person you are complaining about 

▪ The steps you have taken to have your concerns dealt with 

▪ The details of any response you have received 

 

If the Commissioner agrees with your complaint, they will try to make sure that the organisation 

or person obeys the law and puts matters right. If the Data Protection Commissioner does not 

accept your complaint, you may appeal to the Circuit Court against this decision within 21 days. 

___________________________________________________________________ 

 

USE OF EMAIL & INTERNET POLICY 

The purpose of implementing Doras Bui’s Internet and email policies is to ensure that staff 

understand the way in which they should be used. Our policies and procedures enable both staff 

and the organisation to gain the maximum value from the Internet, alert them to the dangers 

that can arise to the organisation if the technology is misused and informs every one of the 

consequences of misuse by staff (i.e. disciplinary action). 

 

In 2015 Doras Bui moved from using a server to I Cloud. I Cloud is a cloud storage and cloud 

computing service from Apple Inc.  The service provides its users with means to store data such 

as documents, photos, and music on remote servers for download to IOS, Macintosh, or windows 

devices, to share and send data to other users, and to manage their Apple devices if lost or 

stolen.  The service also provides the means to wirelessly back up iOS devices directly to iCloud, 

http://www.dataprotection.ie/ViewDoc.asp?fn=/documents/rights/RightsPlainEnglish.htm&CatID=16&m=r
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instead of being reliant on manual backups to a host Mac or Windows computer using.  All Doras 

Bui’s I Cloud data are protected with security passwords, all staff are prohibited unless 

authorised by the CEO in writing to access Doras Bui’s I Cloud system OR Salesforce system off 

site, accessing off site will lead to disciplinary proceedings.   

 

All information and messages that are created, sent, received or stored on the Doras Bui E-mail 

system are the property of the organisation.  The organization reserves the right to monitor, 

read and /or block all internal and external E-mail as well as use of Internet services.  If you are 

receiving unsolicited or inappropriate E-mail, please contact the I.T. staff member. 

 

Any E-mail that contains statements or content That are defamatory, obscene, pornographic, 

libellous, harassing or which may be offensive to another person by means of being sexually 

explicit, racist, sexist, political, religious or include comments on sexual orientation, disability or 

other personal attributes are unacceptable and strictly prohibited.   Sending, accessing, viewing 

or downloading of such material is a serious breach of Doras Bui’s E-mail and Internet policy and 

disciplinary action will be taken. 

 

Retrieving, accessing or viewing files from inappropriate sources can introduce viruses, pirated 

or unlicensed programs on to the network.  Copyright law also applies to E-mail and document 

retrieved via Internet -Copyright material should not be downloaded or circulated. 

 

Viruses 

Viruses can cause substantial damage to your machine and the network: all reasonable 

precautions should be taken to ensure you do not introduce viruses’ organizations system.  If 

any virus is known or suspected on your machine, please inform the IT staff member. 

 

Privacy  

E –mail communication should not be assumed to be private, as security cannot be guaranteed.  

Highly confidential or sensitive information should not be sent through E-mail or via the Internet.  

When sending E- mail messages a statement of confidentiality will automatically be added to 

your message. 

 

Software/ Downloads 

The IT staff member and Director must be informed of all software needs/ request.  No software 

is to be installed or downloaded without the prior knowledge of the It staff member and Director.  

It is permitted to download relevant business documents from a reliable source. 
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Breach of Policy 

Any inappropriate, excessive or unauthorised use of E-mail and Internet services is a breach of 

Company policy and this policy statement and disciplinary action will be taken.  Serious breach 

of policy and criminal offences could lead to suspension or termination of employment. 

 

Business Use 

DORAS BUI provides nominated employees with E-mail addresses and access to Internet 

services for business purposes.  Employees are encouraged to use E-mail and Internet services 

to monitor and search websites for new developments or relevant information, to inform 

colleagues of web sites that may be of interest and maintain business contacts. 

 

E-mail and Internet Services may not be used for the following: 

To send chain mail, participate in on-line games, retrieve games or screensavers from the 

Internet or join mailing lists (unless there is a relevant business need to do so). 

Join any chat rooms or messaging services. 

Accessing personal E-mail accounts e.g. Hotmail, yahoo. 

Respond to external requests for information or complaints received through the E-mail unless 

it is your specific area or responsibility to do so e.g. if you receive a request from the media 

please forward on to the Director. 

Download or store any programmes, screensavers, picture attachments, desktops, audio or 

video files and all other non-essential business-related material. 

 

Personal Use 

The occasional and limited personal use of Company E-mail and Internet services by employees 

is permitted – This usage must comply with the Policy of the Company and is subject to 

monitoring. 

 

Visual display units 

Management recognises its responsibility to ensure the implementation of the Safety, Health 

and Welfare at work (General Applications) Regulations, 1993 regarding the safe operation of 

display screen equipment. The regulations apply to any staff that habitually use display screen 

equipment to a significant degree during their normal duties. 

 

Management is responsible for:  
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▪ Evaluating periodically the health and safety conditions of workstations, with particular 

reference to eyesight, physical difficulties and mental stress and taking appropriate measures 

to minimise risks identified. 

▪ Providing information about relevant health and safety factors. 

▪ Facilitating employees to have periodic breaks or a change of routine away from the display 

screen. 

▪ Facilitating employees who will be working for more than one hour continuously per day on 

a VDU to have an appropriate eye test at regular intervals thereafter; staff are reminded of 

their ‘free eye-test option’ under their social welfare entitlements. 

___________________________________________________________________ 

TRAVEL AND SUBSISTENCE ALLOWANCE 

Doras Buí is a community development organisation that relies on grants from government and 

donations from philanthropic sources to deliver its programmes and services.  For that reason, 

we are not in a position to pay travel and subsistence costs to all employees at rates equivalent 

to those in the Public Service. 

 

All claims for travel and subsistence must be signed by a Senior staff member and then submitted 

with a cheque requisition to the Financial Manager. The Chairperson must sign claims for travel 

and subsistence incurred by the Director. The Chairperson can deputise a member of the Board 

of Management to undertake this task if s/he is not available within the agreed time.  ‘Mileage 

starts from Doras Buí to the destination and the return journey from the destination to Doras 

Buí’ Mileage is not covered to or from the staff members residence. 

 

Day to day subsistence must be vouched for with receipts, failure to provide evidence of receipts 

will invoke failure of payment 

 

Traveling to locations outside Dublin City & its environs 

Where it is not feasible to use public transport staff will be reimbursed the sum equivalent to the 

total cost of a return bus or rail or both, where relevant. 

Where staff have to stay overnight, a bed and breakfast allowance of €40.00 per night will be 

paid. 

An allowance of €20.00 will be paid towards the cost of evening meals and where lunch is not 

provided an allowance of €10.00 will be paid also. 

A childcare allowance of €30.00 per overnight stay is available for staff that need to pay an 

external person to mind their child/ren when they have to stay overnight away from home to 

attend meetings or other activities on behalf of Doras Buí. 
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Local Travel and Subsistence 

A mileage rate of 53cent per kilometre will be paid for travel within Dublin City and its environs.  

Alternatively, public transport costs will be reimbursed. 

 

An out of pocket expense of €15.00 per meeting towards childcare is available for staff paid who 

need to pay an external person to mind their child/ren when attending meetings or other 

activities on behalf of Doras Buí outside normal office hours. 

 

A childcare allowance of €30.00 per overnight stay is available for staff that need to pay an 

external person to mind their child/ren when they have to stay overnight away from home to 

attend meetings or other activities on behalf of Doras Bui 

 

Staff using cars 1,500 cc or less and travel more than 6,437 kilometre per calendar year could 

be liable to benefit in kind from the revenue.  Staff need to be mindful of this. 

 

Distances for the calculation of Travel Expense for local journeys both ways should be mapped 

from google maps  

 

Payment for using own car while on Doras Bui’s Business is 0.53 per kilometre 

MILES KILOMETRES 

1  1.6  

2 3.2 

3 4.8 

4 6.4 

5 8.0 

6 9.65 

7 11.2 

8 13.9 

9 14.5 

10 16.0 

 

 

MATERNITY LEAVE POLICY 

The Maternity Protection Acts 1994 and 2004, and the Adoptive Act 1995 and 2005, will apply.  

The purpose of this policy is to provide time off for female employees, who are pregnant, have 

recently given birth or who are breastfeeding up to the 26th week after the birth of a child. The 
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policy covers all female employees who are pregnant, have recently given birth or who are 

breastfeeding. It covers part-time and full-time employees. It also covers male employees in the 

event of the mother’s death.  (Maternity Protection Acts 1994 and 2004) 

 

Ante Natal and Post Natal Care 

An employee is entitled to paid leave for antenatal medical appointments before the birth and 

postnatal medical appointments for the first 16 weeks following the birth. 

 

Policy 

An employee must notify the CEO, in writing, of her intention to take maternity leave no later 

than 4 weeks before her maternity leave begins. The employee must produce a medical 

certificate confirming the pregnancy and giving the expected date of confinement. A pregnant 

employee is entitled to 22 weeks maternity leave (26 weeks from March 2007) paid by the 

Department of Social Community & Family Affairs. The employee must take at least two weeks 

leave before the expected birth of the baby and no less than four weeks after the birth of the 

baby. An employee is entitled to an additional 12 weeks maternity leave (16 weeks from March 

2007) in addition to the 22 weeks, should she require it, but this is unpaid leave. All conditions 

of employment including full holiday and public holiday entitlements are retained during 

maternity leave. 

 

If an employee wishes to take additional maternity leave, she must notify the CEO in writing of 

this intention, preferably when she gives written notification of her intention to take maternity 

leave or otherwise no later than 4 weeks before the originally set date of return to work.  An 

employee must notify the CEO in writing of her intention to return to work and the intended date 

of return, not later than 4 weeks before her intended return. This notification requirement is 

essential and should not be overlooked.  

 

An employee, who is pregnant, has recently given birth or who is breastfeeding, will not be 

placed in any job that is a risk to her health and safety or the health and safety of her child. If 

such a risk exists, it will be the company policy to remove the risk, assign the employee to other 

suitable employment or place the employee on health and safety leave.  

 

An employee will be paid for the first 21 days of health and safety leave. Thereafter she will be 

entitled to receive benefit from the Department of Social Community and Family Affairs.  Health 

and Safety leave ends on commencement of maternity leave, if the employee is pregnant, or 
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ends not later than 26 weeks after the birth, if the employee is breastfeeding.  Maternity leave 

will count as service. 

 

Health & Safety  

To comply with health & safety regulations when dealing with pregnancy at work, Doras Bui will 

carry out specific risk assessments for employees.  We will particularly take account of any 

medical advice our employee has received.  If a risk cannot be eliminated or reduced to an 

acceptable level, we will; 

• Adjust the working conditions or hours of work or both (based on reduced salary) if this 

is not possible, we will;  

• Provide alternate work and if this is not possible;  

• We will facilitate granting the employee health and safety leave (sick leave). 

When carrying out suck a risk assessment we will identify hazards in the workplace that could 

pose a health and safety risk to the new and expectant mothers and take appropriate action to 

remove or reduce the risk.  We will keep this risk assessment under review and update as 

necessary.  Furthermore, we will ensure that pregnant, post-natal or breastfeeding employees 

have a suitable place to rest.  (see appendix – Risk Assessment)  

 

 

PARENTAL LEAVE POLICY 

The purpose of this policy is to provide unpaid parental leave to employees who are natural or 

adoptive parents to take care of a child under 5 or older in specified conditions.  All full and part-

time employees who are parents and meet certain criteria outlined with in the policy below. 

 

Parental Leave Policy 

Any full-time employee who is a natural or adoptive parent is entitled to 18 weeks unpaid leave 

to enable him/her to take care of his/her child, on 8 March 2013 the European Union (Parental 

Leave) Regulations 2013 increased the amount of parental leave available to each parent per 

child from 14 weeks to 18 weeks and extended the age limit for a child with a long-term illness 

to 16 years. The Regulations also provide that a parent returning from parental leave may 

request a change in working hours.  The child must be under five years of age (may be up to 8 

years if adopted between the ages of 3 and 8, however leave must be taken within 2 years of 

an adoption order). The leave may be taken in a block of weeks or broken down into pre-planned 

time off. Eighteen weeks unpaid parental leave is available per eligible child, and the maximum 

time off in any one-year is eighteen weeks (except multiple births). 

 

http://www.irishstatutebook.ie/2013/en/si/0081.html
http://www.irishstatutebook.ie/2013/en/si/0081.html
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Full-time employees who have less than 1 years’ service may be entitled to a pro rata parental 

entitlement after 3 month’s services, if the child is about to go beyond the specified age limit. 

The parental leave entitlement is one week’s unpaid leave for each month of continuous 

employment.  

 

Permanent part-time employees will be entitled to unpaid parental leave on a pro-rata basis. 

This is calculated on the average number of hours worked per week in the 14 weeks prior to the 

commencement of the parental leave.  All employment rights are protected while on parental 

leave. Public holidays, holidays, sick leave, force majeure or maternity leave are not considered 

to be part of parental leave 

 

Requests for parental leave must go the Director a minimum of 6 weeks prior to the proposed 

date of commencement. This request must specify the commencement date, duration and 

mechanism for taking the parental leave. A Birth Certificate for the child must be attached.  

Doras Bui reserves the right to discontinue the employee’s salary contributions during the course 

of parental leave. 

___________________________________________________________________ 

 

ADOPTIVE LEAVE POLICY  

The purpose of this policy is to provide 16 weeks paid leave to employees who are adoptive 

parents to take care of their child.  All full and part- time employees who are adoptive parents 

and meet certain criteria outlined within the policy below. 

 

Policy 

Any full time or part-time employee who has at least one year’s continuous service in accordance 

with the Adoptive Leave Act 1995, is entitled to 16 weeks paid leave, plus up to eight weeks 

additional unpaid leave. Adoptive leave will be available to all adoptive mothers or sole adoptive 

fathers. Adoptive leave will commence at the time the child is placed with the employee for 

adoption. 

 

In the case of foreign adoption some or all the additional four weeks leave can be taken before 

the placement date.  The employee must give the Manager notice in writing of his or her intention 

to take adoptive leave, at least 4 weeks before the expected placement of the child.  The 

employee must inform management, in writing, of the expected date of placement of the child 

as soon as is reasonably practicable. 
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If the employee wishes to take additional leave, he or she must inform management, in writing, 

at least 4 weeks beforehand of his or her intention to take additional adoptive leave. The 

employee must also inform the Manager in writing at least 4 weeks in advance of the date he or 

she intends to return to work after adoptive or additional adoptive leave. 

 

Evidence of Placement 

When an employee has commenced adoptive leave, he or she must provide management with 

a ‘Certificate of Placement’ as soon as possible, but no later than 4 weeks after the day of 

placement. 

 

Foreign Adoptions 

The employee must give management a copy of the ‘Declaration of Suitability’ before the 

commencement of adoptive leave or additional adoptive leave. 

___________________________________________________________________ 

 

COMPASSIONTE LEAVE / SPECIAL LEAVE POLICIES 

All employees are covered by the compassionate leave policy.  The purpose of the compassionate 

leave policy is to provide time off for employees in the event of personal or family crisis.  The 

company understands that, from time to time, employees require time off in the event of a 

personal/family crisis such as serious illness or bereavement.  The company will consider an 

employee’s request for reasonable periods of paid leave.  In such circumstances however, 

compassionate leave will always be granted at the discretion of the CEO. 

 

An employee who requires compassionate leave should approach his/her manager and explain 

the circumstances.  The company will grant four days compassionate leave for bereavement in 

immediate family.  Immediate family only means Father, Mother, Brother, Sister, Partner, 

Daughter or Son.  In the case of grandparents or in-laws up to two days bereavement leave may 

be given at the discretion of the CEO.  If extenuating circumstances prevail, the CEO will have 

discretion to authorise up to a further two days. 

 

Miscellaneous Reasons 

Short periods of paid or unpaid leave may be granted as required, but at the discretion of 

management to whom advance applications must be made. 

___________________________________________________________________ 
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UNPAID LEAVE  

Generally, unpaid leave will only be considered by Doras Bui where an employee's circumstances 

are exceptional. Where available, an employee’s accrued leave (such as annual leave, personal 

leave and long service leave) will be utilised before unpaid leave will be considered.  Short 

periods of paid or unpaid leave where appropriate may be granted at the discretion of 

management to whom advance applications must be made.  Longer periods of unpaid leave 

must be approved by the Board of Management.  

___________________________________________________________________ 

 

CARER’S LEAVE POLICY 

The Carer’s Leave Act, 2001 allows employees to take up to 65 weeks unpaid leave so that they 

can take care of someone who needs full-time care and attention and be assured of their 

employment when they return.  Employees must have at least 12 months continuous service 

with an employer before they can qualify for the right to carer’s leave. 

 

The leave is for the purpose of personally providing full-time care to a person who is objectively 

assessed by the Department of Social and Family Affairs as being in need of full-time care and 

attention. However, under regulations made by the Minister for Social, Community and Family 

Affairs an employee may work for up to 10 hours per week while on carer’s leave. 

 

Subject to certain exceptions, the leave terminates when the employee ceases to personally 

provide the full-time care and attention to the relevant person. An example of this is where 

another person/institution takes over the care of the relevant person concerned. An employee 

is entitled to a maximum of 65 weeks in respect of any one relevant person. 

The 65-week entitlement may be taken as a continuous period, or in separate unit periods, the 

aggregate duration of which does not exceed 65 weeks. (The minimum unit period is 13 weeks.) 

The employer may refuse, on reasonable grounds, given in writing, to permit an employee to 

take carer’s leave for a period of less than 13 weeks. 

___________________________________________________________________ 

 

FATHERS LEAVE POLICY 

In the event of the death of the mother of an employee’s child, during or after childbirth, the 

employee will be entitled to paid leave. If the mother dies before the end of the 10th week after 

the birth of the child, the father will be entitled to a period of paid leave up to the end of the 

18th week. 
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If the mother dies between the end of the 10th week and the end of the 18th week following the 

birth the father will be entitled to a period of paid leave up to the end of the 18th week. 

 

An employee must notify the Director on the first day of the leave of his/her intention to take 

leave and the duration of the leave. An employee must also notify the Director of his/her 

intention to take additional leave no later than four weeks before the date on which he is 

expected to return to work. 

 

Fathers-to-be are entitled to a once-off right to paid time off to attend the last two ante-natal 

classes in a set of such classes attended by the expectant mother of their child before the birth 

of the child.  

___________________________________________________________________ 

 

FORCE MAJEURE LEAVE POLICY 

The purpose of force majeure leave is to provide paid leave, in the event that a member of an 

employee’s family has suffered an illness or injury and the employee’s presence is indispensable.  

All employees are covered by this policy.  Force majeure leave covers the following members: 

▪ Parent 

▪ Natural or adoptive child 

▪ Spouse 

▪ Partner 

▪ Brother/sister 

▪ Grandparent 

 

Employees will be entitled to up to three days paid force majeure leave in a 12-month period or 

up to five days in a 36-month period. Force majeure leave is available to any employee whose 

situation meets the following three criteria: 

▪ Your situation is urgent 

▪ Your need is immediate  

▪ Your presence is indispensable 

 

In these circumstances force majeure leave may be taken in respect of the above-defined family 

member. The company acknowledges that it is not always feasible for employees to give notice 

requesting force majeure leave. However, as soon as practical the employee needs to discuss in 

detail with the CEO reasons for taking this leave and thereafter a formal notice outlining a 

summary of the facts needs to; be recorded and given to the Director. Prior medical 
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appointments are not eligible by the company for force majeure leave. Doras Bui wishes to state 

that all matters appropriate to reasons for this type of leave will remain strictly confidential and 

any relevant documentation will be kept in the personnel files. 

___________________________________________________________________ 

 

JURY SERVICE POLICY 

Employees are entitled to take time off work for jury service. An employee will be granted paid 

leave to attend jury service. 

___________________________________________________________________ 

 

NETWORKING POLICY 

Networking and linking with local and national organisations are an integral part of Doras Bui’s 

overall strategy to campaign for policy change in favour of one-parent families:  

The objectives of networking/linking are as follows: 

▪ Putting lone parent issues on to the agenda of local and or national community and voluntary 

organisations; 

▪ Influencing the policies and provision of statutory bodies in relation to lone parents and their 

children; 

▪ Working with local community and voluntary organisations to improve local community 

infrastructures and the local environment in the interests of lone parents and their children 

and for the benefit of all families living in the community; 

▪ It must bring added value to the work of the centre; 

 

All requests for and decisions made regarding networking and linking must be referred to the 

Board of Directors for final approval.  Staff will be provided with report-back forms to ensure 

feedback for the team as a whole and to monitor and evaluate its effectiveness.  

___________________________________________________________________ 

 

USE OF ORGANISATION RESOURCES POLICY 

The Board of Directors will ensure that all office equipment and furniture adhere to health and 

safety standards.  All staff are expected to ensure that the Centre’s resources such as stationery 

and office equipment are kept safe and are used in a cost-effective manner.  Personal telephone 

calls should be kept to a minimum. Staff using the Centre’s Internet capability to access emails 

must not use the organisations address – a personal email account must be used. 
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PARTICIPANTS RESOURCES 

Participants are to be given one manual and one pen per course. We do not have the resources 

to provide stationery and pens on an ongoing basis to course participants.  Doras Bui’s 

FACEBOOK page, Text messaging and emails are to be used as much as possible to contact 

participants. Postage is very expensive and is only to be used as a last resort. 

 

The computer in the Information Room is for the express use of callers. Printers are not to be 

used to print out items for participants such as: 

▪ Advertisements for accommodation to let  

▪ Application forms for social welfare benefits 

▪ CVs 

 

Note: Other local agencies such as the Local Employment Service and the Job Clubs will prepare 

and print out CVs for local people. 

___________________________________________________________________ 

 

TRADE UNIONS POLICY 

Management recognises the right of employees to join a trade union.   Management will allow 

reasonable time off with pay to the employee representative/s (shop steward/s) to carry out 

industrial relations duties, including local negotiation, representing members in grievance or 

disciplinary procedures, attending meetings, and attending training courses. Any employee may 

if he or she wishes: 

▪ Belong to an independent trade union of his or her choice and take part in its activities. 

▪ Seek to hold office as an official of an independent trade union. 

▪ Have subscriptions to professional associations and/or trace unions deducted from his or her 

salary on written request to management/administrator. 

 

Equally, an employee has the right not to join a trade union. The Management recognises that 

many staff are members of the IMPACT Trade Unions. 

___________________________________________________________________ 

 

EQUAL OPPORTUNITIES POLICY 

The purpose of this policy is to demonstrate the company’s commitment to equality of 

opportunity for existing and potential employees, by promoting a work environment free from 

discrimination in the following areas; 

▪ Gender 



 

 

82 

 

 

▪ Marital status 

▪ Family status 

▪ Race 

▪ Religion 

▪ Sexual Orientation 

▪ Disability 

▪ Age 

▪ Membership of the Traveller Community 

 

Scope 

▪ All present employees 

▪ All potential employees 

▪ All past employees for twelve months after termination 

 

The organisation is committed to equal opportunity of employment and all employment decisions 

will be based on merit, qualifications, and abilities. All employment related decisions will not be 

influenced or affected by an employee’s race, colour, nationality, religion, sex, marital status, 

family status, sexual orientation, disability, age or membership of the Traveller Community. 

Implied in all the company’s contracts of employment is a commitment to equal pay for like 

work. The company fully endorses a working environment free from discrimination, harassment 

and sexual harassment. 

 

The company will strive for recruitment, employment, training and promotion practices and 

policies that are free of barriers, both systemic and deliberate, that directly or indirectly 

discriminate against people. This includes those with disabilities, members of racial minorities, 

women and all other protected groups.  

 

Training, experience and promotional opportunities are open to all employees of the company. 

All decisions made will be based on employees’ existing skills, knowledge and attitude required 

to perform the job effectively and efficiently, to the standards required by the company both 

now and for the future. 

 

All employees with similar job descriptions or performing similar functions/roles within this 

company will be treated equally about all aspects of their terms of employment i.e. working 

conditions, selection for short term working, transfers, procedures for disciplinary measures and 

termination of employment. 
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It is the responsibility of the CEO in this company to support and communicate the Equal 

Opportunities Policy. Managers must encourage open discussion with their employees to identify 

and resolve problem areas. All employees in turn must accept their personal responsibility to 

comply with this policy. This includes maintaining professional standards of behaviour always 

towards all colleagues and clients alike.  

 

Employees are encouraged to raise questions or concerns about any discrimination in the 

workplace and are advised to bring these issues to the attention of their immediate Manager. 

The company assures its employees that any concerns or reports made will be dealt without fear 

of reprisal. An employee engaging in any form of discrimination will be subject to the disciplinary 

procedures of the company. 

 

Procedure 

The Company will always state, “We are an Equal Opportunities Employer” in any form of job 

advertisement, either internally or externally. 

 

The company will take appropriate disciplinary action towards an employee who fails to follow 

the Company Equal Opportunities Policy. 

 

An employee who feels that they have been treated unfairly in terms of access to employment, 

conditions of employment, training, work experience or promotion, regarding or reclassification 

of posts, should follow and apply the Company’s Grievance Procedure. 

 

The company will ensure that all employees involved in making employment related decisions 

will be provided with training and guidance to ensure that they understand their role, the 

Company policy and legal requirements. 

 

When recruiting, full job specifications will be prepared, outlining requirements that are essential 

for the job in question. Non-essential qualifications/qualities will be described as “desirable”. 

 

As arrears of remuneration can be claimed for up to 3 years before the date on which the 

disputed claim was referred to an Equality Officer, all payment benefits documentation will be 

kept for a minimum of 3 years. 
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As cases referring to discrimination on any grounds must be lodged not later than six months 

from the date of the first alleged breach of the 1998 Act which led to a charge of discrimination, 

except where a reasonable cause can be shown, all personnel records of potential/past 

employees will be kept for one year after either the termination of application for employment, 

training or promotion. 

___________________________________________________________________ 

 

SEXUAL HARASSMENT POLICY 

It is the management’s responsibility to ensure that the work environment gives all employees 

the freedom to do their work without having to suffer sexual harassment from other staff. 

Sexual Harassment is unlawful under the Employment Equality Act, 1998. It is defined as any 

act of physical intimacy, request for sexual favours or any other unwelcome act or conduct which 

could reasonably be regarded as offensive, humiliating or intimidating. Sexual harassment can 

take many forms e.g. Unwanted verbal or physical advances. 

▪ Words or actions of a sexual nature or with sexual undertones even if the offence is not 

specifically intended. 

▪ Display in the workplace of material of an explicitly sexual nature, which is objectionable to 

the recipient, causes offence, discomfort or humiliation, or interferes with a person’s ability 

to work. 

All employees of the organisation have a right to a working environment free of sexual 

harassment. 

 

Management is committed to treat sexual harassment as misconduct under the organisation’s 

normal disciplinary procedure. For very serious incidents or repeated incidents of sexual 

harassment after warnings and due investigation, dismissal is a potential result. 

 

Management is aware that it is not always easy to clearly define sexual harassment. It is a 

matter of individual perception and what one person may consider sexual harassment may not 

be considered so by another. Management will take these difficulties of definition and perception 

into account in all cases. 

 

Staff who are suffering sexual harassment should follow the procedure as outlined below. 

 

Complaints of sexual harassment will be dealt with as quickly as possible and treated with 

sensitivity. Complaints will also be treated confidentially as far as possible. 
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The victimisation of a complainant or of an employee, who gives evidence regarding sexual 

harassment, will be subject to disciplinary action. 

 

All managers will be required to implement this policy and to set appropriate standards of 

behaviour by their own example. 

 

All employees are required to comply with this policy and are responsible for ensuring that sexual 

harassment does not occur at any level in the organisation. However, the ultimate responsibility 

rests with the management. 

 

Complaints Procedure 

Informal: 

An employee who is being sexually harassed should first attempt to resolve the problem 

informally if this is possible. He or she should explain clearly to the alleged perpetrator that the 

behaviour in question is unwelcome and offensive. 

 

If the employee who is being sexually harassed finds it difficult or embarrassing to communicate 

directly with the perpetrator, he or she should communicate with the assistance of a third party, 

for example, a friend, sympathetic colleague, line supervisor/manager, or union representative. 

In choosing the assistance of a third party the employee needs to be happy that this person is 

competent to deal with the situation and that the person is comfortable doing this. 

 

Formal: 

If the problem continues or if it is not appropriate to resolve the problem informally (for example, 

because of the severity of the harassment) it will be necessary to process the complaint through 

the procedure as outlined below; 

1. The complainant should make notes of the incidents and dates and report immediately. 

2. The perpetrator will be informed of the allegation made against him/her as soon as is 

possible. The perpetrator will be given an opportunity to respond to such allegations, in line 

with the disciplinary and grievance procedures of the organisation.  

3. All complaints will be dealt with promptly and confidentially, as far as possible, keeping 

complainant informed at all stages. 

4. Both parties should seek appropriate advice/representation as soon as possible. 

5. Two members of management, who have received appropriate training to enable them to 

pursue the investigation in a sensitive and objective manner, will investigate the complaints, 
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where practicable. The advice/assistance of an outside expert will be available to the 

investigators if necessary. 

6. Gender balance will be considered on the investigation team. 

7. The investigation will be pursued with due respect for the rights of both the complainant and 

the alleged harasser. 

8. The investigation will be carried out with the minimum of delay consistent with fairness to 

both parties. 

9. Both parties may be accompanied/represented at interviews held during the investigation. 

10. The investigator/s will keep a record of all interviews/meetings held during the investigation. 

11. If at the end of the full grievance procedure the complaint was valid, disciplinary action will 

be taken to stop the harassment immediately and prevent its recurrence. Possible sanctions 

for the harasser may range from verbal warning to transfer or dismissal, depending on the 

severity of the harassment. Management will inform the complainant what action is to be 

taken. Where appropriate an apology and assurance of no recurrence may suffice. 

12. Where transfer of one of the parties is appropriate, the complainant will not be transferred 

unless he or she requests transfer 

13. Staff will be protected from intimidation; victimisation or discrimination resulting from 

reporting alleged sexual harassment or assisting with the investigation. Any victimization is 

a breach of equality legislation and will be dealt with under the disciplinary or grievance 

procedure as appropriate. 

14. Management will carefully monitor the workplace following a complaint, which is held to be 

well founded, with reference to the offender’s behaviour and the prevention of victimization 

of the complainant. If further harassment is noted, action will be taken by management to 

bring it to an end, disciplinary procedures up to and including potential dismissal will be 

taken. 

15. Where a compliant is not upheld by the formal investigation this does not necessarily indicate 

that the complaint had malicious intent. While a malicious complaint will generally be treated 

as misconduct under the disciplinary procedure, the application of this provision should not 

in any way deter employees from bringing forward legitimate complaints. 

16. In a situation where the complainant may not be satisfied with the outcome or findings from 

the complaint’s procedure, he/she can address the matter with a sub-group of the board of 

directors of the company convened for that purpose. 

__________________________________________________________________ 
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ALCOHOL, DRUG ABUSE, SMOKING AND E-CIGARETTES 

The consumption of alcohol and the premises is strictly forbidden unless it is part of an agreed 

event authorized by Management.  Any staff who is found consuming alcohol on the premises or 

is found to be intoxicated at work will face disciplinary action under the disciplinary procedure.  

Even if a staff member is found to be suffering from the immediate after effects of alcohol which 

could potentially impair their ability to perform in their role could face disciplinary procedures.  

The possession uses or distribution of drugs for non-medical purposes on the premises is strictly 

forbidden.  The smoking of E-cigarettes is totally prohibited in the organisation.  Any staff 

member who is found to be intoxicated (drug related) at work will face disciplinary procedures.  

A breach of this procedure is considered gross misconduct and therefore will face immediate 

disciplinary action.  

___________________________________________________________________ 

 

FIRST AID POLICY 

There are no reported cases of infection arising from the administration of first aid. However, 

we recognise the possible concerns of those responsible for first aid. They are encouraged to 

update their training and take whatever precautions are advised.  Staff who are trained in first 

aid are required to use rubber gloves and breathing aids if dealing with any first aid instances. 

___________________________________________________________________ 

 

VIOLENCE IN THE WORKPLACE POLICY 

Management recognises that there may be a risk of violence and/or harassment for employees 

and is committed to reducing the risk of violence in the workplace. Management accept that it 

may not be possible to prevent all incidents of violence at work but believe it is the responsibility 

of management to reduce the chances of it occurring and to minimise the consequences.  

Management defines violence at work as any incident where an employee is threatened or 

assaulted in circumstances relating to his or her employment. Violence can be: 

▪ Verbal. 

▪ Threat of assault. 

▪ Actual assault (including sexual assault). 

 

Management aims to decrease the potential for such instances through finding out if there is a 

problem and how serious it is by: 

▪ Identifying the hazards. 

▪ Assessing the risks to health and safety. 

▪ Including this in the health and safety statement. 
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▪ Implementing appropriate safeguards. 

▪ Providing appropriate training for staff. 

 

Staff are required to report any violent incidents on the Accident Report Form. This is a form 

maintained by the Director. This is where any accidents, however minor are recorded. Serious 

accidents at work must also be notified to the Health and Safety Authority. 

___________________________________________________________________ 

 

STRESS IN THE WORKPLACE POLICY 

Management is aware of the increasing health hazards associated with stress at work. The Health 

and Safety Authority state that workplace stress arises when the demands on a person exceed 

the capacity to meet them. Management aims to decrease the potential for workplace stress 

through: 

▪ Promoting awareness of the detrimental effects of long-term stress for individuals and the 

organisation. 

▪ Encouraging employees to recognise stress in themselves and others. 

▪ Encouraging individuals to get help in dealing with stress as appropriate. 

▪ Regular review of job descriptions to check for work overload. 

▪ Changing organisational structures and systems as necessary. 

▪ Ensuring that supervision and staff development help alleviate stress levels. 

▪ Regular meetings including performance appraisal meetings. 

▪ Supported Supervision programme. 

___________________________________________________________________ 

BULLYING POLICY 

Management recognises that one source of stress for employees in the workplace is recurrent 

bullying conduct on the part of one employee against another, or on the part of a supervisor 

against an employee.  Allegations of bullying will be dealt with through a procedure identical to 

the harassment complaints procedure outlined under disciplinary procedures. 

___________________________________________________________________ 

 

MOBILE PHONES AND CAMERAS 

Mobile Phones 

Members of staff must keep personal mobile phones switched off and in a secure place.  Personal 

mobile phones are not permitted in any spaces that are accessed by children.  It is recognized 

that in certain situations it may be necessary for staff to have a mobile phone for the use of the 
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service i.e. an outing.  The use of a mobile phone must not detract from the quality of 

supervisions and care of the children 

Camera 

Personal mobile phones or similar devises must not be used to take photographs of children 

unless it is authorized by the early year’s manager.  The organizational phone can be used for 

camera purposes, but all data will be protected/encrypted and belongs to the organization.  Staff 

have a duty to ensure parents do not use their mobile phones to take photos in the setting. 

 

Members of staff must only use cameras provided by the service (unless authorized phone 

camera) to take photographs of children.  

___________________________________________________________________ 

 

SOCIAL MEDIA  

This policy provides guidance for both staff and parents of our service.  The policy which is broad 

should be understood for purposes to include all social media sites, message boards, chat rooms, 

electronic newsletters, online forums and other sites and services that permits users to share 

information with others. Pictures of any children, parents, staff or volunteers must never be 

down-loaded onto any websites, chat rooms or email account.  Doras Bui accepts and recognizes 

that Social Media tools can provide excellent opportunities for teaching and learning, and staff 

and parents choose to use Social Networking sites for personal and professional reasons.  

However, such sites can have risks and can never be 100% safe.  Doras Bui have a high 

reputation and our aim is to protect the well-fare of the organization against negative threats on 

networking sites which could potentially impact and put at risk our service to the families we 

serve, potential service users, staff, Board of Management and funders.  We have therefore put 

the following into place; 

 

Staff 

▪ Staff must not post, or reply to any comments about the service, service users or the 

workings of the organization on any social networking site. 

▪ If staff choose to allow colleagues to be “friends” on social networking sites then this 

relationship must remain professional and Doras Bui must not be named, our Confidentiality 

Policy must be adhered to.  

▪ Staff within Doras Bui will manage the settings Facebook account (with settings set at the 

highest security level possible) – this will solely be used for advertisement purposes, sharing 

appropriate information with service users and a wider community and at times with 

permission from families the sharing of special events.   
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▪ If staff members come across any information sharing on the internet concerning Doras Bui 

other than that of our official website and Facebook, this must be reported to management 

immediately. 

▪ Staff must adhere to our confidentiality policy always. 

▪ Staff must not post photographs of any child or parent who attends the service without their 

permission. 

▪ Staff members must always remember they are a representative of Doras Bui always. 

▪ Staff are encouraged and permitted to use the office internet facilities to source materials 

and resources relating to their area of work which supports them in their goals and objectives 

of the organization.  staff may not access personal email accounts or Social networking sites.  

Staff must use the internet safety and comply with legislation, they must use it in an 

acceptable way whereby they misuse the internet and create unnecessary business risk to 

the Doras Bui.  

▪ Our Wi-Fi (wireless connection) is locked and encrypted (the IT person will hold this 

information)  

▪ Failure to comply with the above will lead to a staff disciplinary procedure.  Any member of 

staff found to be in breach of any of the above may be subject to disciplinary action.  Every 

staff has a duty of care to report any breach of policy to the management team.   

 

Children 

▪ The setting of computers for children will have ‘Parental Controls set’ to prevent the children 

accessing inappropriate websites.  All children are supervised while using the computer to 

access web or websites  

 

Parents 

▪ Parents must be reminded that they are not permitted to post photographs which may 

contain images of children other than their own to Social Media Networking sites with regards 

to Doras Bui for example photographs from outings or sports day etc. 

▪ Parents are asked to be mindful and not name Doras Bui on any social networking sites. 

▪ Parents are asked to be mindful of the impacts social media can have on everyone and are 

asked not to put the organization into disrepute. 

▪ Observe confidentiality by not discussing other children, parents, practitioners or the 

organization on any site. 

▪ Not share, tag, post or copy any information from Doras Bui’s social media platform without 

prior permission from the Management. 
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▪ Consider how social media conduct may be perceived by others and how this could affect 

their own reputation and the reputation of Doras Bui. 

▪ Report any known breaches of the above to management for safeguarding.  

▪ Parents can contact the organization through the managers email address. 

 

Unacceptable behavior 

The following is deemed unacceptable use of behavior by staff members; 

▪ Visiting internet sites that contain obscene, hateful, pornographic or otherwise illegal material 

▪ Using the computer to perpetrate any form of fraud, or software, film or music piracy 

▪ Using the internet to send offensive or harassing material to other users 

▪ Downloading commercial software or any copyrighted materials belonging to third parties, 

unless this download is covered or permitted under a commercial agreement or such license 

▪ Hacking into unauthorized areas 

▪ Publishing defamatory and/or knowingly false material about Doras Bui and or colleagues 

and or parents/children on any social networking sites, blogs (on-line journal) wikis and any 

online publishing format 

▪ Revealing confidential information and Doras Bui in a personal online posting, upload or 

transition – including financial information and information relating to our service users, 

business plans, policies, staff, parents, children and or internal discussions. 

▪ Undertaking deliberate activities that waste staff effort or networked resources  

 

Company-owned information  

The producing, collection and or processing of business-related information by staff members 

during their work, remains the property of Doras Bui.  This includes pictures, data, or any 

information stored on a third-party website  

 

Monitoring 

Doras Bui accepts that the use of the internet is a valuable business tool.  However, misuse of 

this facility can have a negative impact upon staff productivity and the reputation of the 

organization.  All the settings internet-related resources are provided only for business purposed 

and not for personal.  Therefore, Doras Bui maintains the right to monitor the volume of internet 

and network traffic, together with the internet sites visited.  The specific content of any 

transactions can at any time be monitored and inspected.   
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Sanctions 

Where it is believed that a staff member has failed to comply with this policy, they will face 

disciplinary procedures.  The actual disciplinary process will depend on the factors such as the 

seriousness of the breach. 

___________________________________________________________________ 

 

CAR PARKING 

Staff must be aware that cars are parked within the grounds of the Centre at their own risk. The 

organisation cannot take responsibility for any damage to cars or other property. 

___________________________________________________________________ 

 

OWN VEHICLE DRIVING POLICY  

As part of the overall health and safety policy, we are committed to reducing the risks which our 

staff face and create when on the road as part of their work.  Staff will complete a travel and 

subsistence declaration if driving own car for work (see appendix)  

 

It is the policy of Doras Bui that personal cars for work must only be used to get to and from 

destinations i.e. meetings. Training etc.  At no point can staff carry products, goods or clients.   

 

It is recommended staff check with their own insurers to ensure they are covered by their 

insurance.  Some insurance companies will provide ‘Indemnity Letters of Evidence’, other 

insurers wont.   

 

Staff are responsible for the personal upkeep of their vehicles, tax, NCT, insurance and personal 

items within the vehicle.  A travel allowance will be contributed where travel takes place. Staff 

should undertake regular checks of their vehicle to ensure that their car is and continues to be 

in a roadworthy state.  

 

All staff driving in their own vehicles must; Produce a copy of their: 

▪ Driving licence  

▪ Insurance certificate  

▪ Tax disc 

▪ NCT  

▪ Signed copy Travel and Subsistence – Insurance Declaration 
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All staff must be vigilant and play their part by always driving within road traffic laws, safely and 

responsibly.   

___________________________________________________________________ 

 

CYCLE TO WORK POLICY 

The ‘Cycle to work’ scheme is a tax incentive scheme which aims to encourage paid staff to cycle 

to and from work. Staff must use the bicycle and safety equipment mainly for qualifying journeys 

i.e. to and from work.  staff will be asked to sign a statement saying that the bicycle is for their 

own use and will be mainly used for qualifying journeys. 

 

Doras Bui offers the ‘Cycle to Work’ scheme to all paid staff, however due to the organization 

being a charity we can only offer the scheme to two staff members at any given time.  If a staff 

member would like to take part in the ‘cycle to work’ scheme they must be a PRSI employee 

and talk the Finance Manager in Doras Bui. 

 

Under the scheme Doras Bui will pay for bicycles and bicycle equipment up to a maximum of 

€1,000 and staff pay back through a ‘salary sacrifice’ arrangement over a maximum period time 

of 12 months. This generally means that a staff member interested in taking part the scheme 

visits the cycle shop, select the bike and or equipment they wish to buy (up to a €1,000 

maximum) and have the shop invoice Doras Bui directly for the cost. *Note, the tax exemption 

does not apply if the interested staff member pays for the bicycle and or parts and are 

reimbursed by the employer. 

 

The repayment for the bicycle and equipment is then deducted from the staff members gross 

salary (this means before income tax, PRSI, pension levies or Universal Social Charge are 

deducted). These deductions will be deducted monthly.  Staff can only avail of the scheme once 

in a five-year period. This applies even if staff do not purchase equipment up to the €1,000 limit.  

 

The scheme applies to new bicycles and pedicels (electrically assisted bicycles which require 

some effort from the cyclist). It does not cover motorbikes, scooters or mopeds.  Other 

equipment can be purchased, please visit website. For further information.   

___________________________________________________________________ 

 

WEATHER POLICY 

This policy outlines how Doras Bui will address Health & Safety, pay and notification of employees 

when operations are impacted by inclement weather.    
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Responsibilities  

Management: The CEO will liaise with Senior team & Board of Management in managing 

impact upon operations of inclement weather and make decisions as 

required 

Staff: Are required to read and understand the terms and conditions outlined in 

this policy  

Procedure 

The safety of employees, clients and children is a priority for Doras Bui.  Doras Bui realise there 

are emergency situations caused by inclement weather?  

 

It is the policy of Doras Bui to remain open during most periods of inclement weather; however, 

where extraordinary circumstances warrant, due to weather or other unforeseen business 

interruption, the company reserves the right to close offices and services. 

 

Red Alert 

In cases of status Red weather alerts, as issued by Met Eireann, where there is a potential impact 

upon Doras Bui offices and the safety and welfare of staff, clients and children; Doras Bui will 

close its premises.   

 

The decision to close during status Red Alerts will not affect Doras Bui pay or holiday leave 

entitlements; however, if a staff member is already on annual leave or time in lieu on the day(s) 

the status is Red Alert, they may not claim these back.   

 

Note:  

Community Employment, TUS or students should liaise with their supervisors for clarification as 

to the impact of the Doras Bui closure, following a Status Red Alert, on their pay and holiday 

leave entitlements. 

___________________________________________________________________ 

 

SUICIDE POLICY AND SELF HARM 

Doras Bui recognise in communities across Ireland, suicide generates feelings of grief,  

apprehension and concern.  For every person who dies by suicide, many others attempt to end  

their lives, and many more suffer the despair that leads them to consider suicide. Historically as  

a nation we have struggled to talk openly about suicide and how it impacts on us.  It is therefore  

essential that Doras Bui continues to maintain the momentum. 
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While suicide and self-harm is a complex area and not all threats of suicide are the same, if an  

individual indicates that they are thinking about taking their own life, staff should take this threat  

seriously, while ensuring their own safety. If a service user, parent or other party makes a  

suicide threat the staff member should: 

▪ Take this threat seriously. 

▪ Respond sympathetically. 

▪ Attempt to persuade the person to get support from his/her own GP/counsellor, from mental 

▪ health services as appropriate; and Seek to contact a family member/ support person before 

the person leaves the premises. 

▪ Staff should seek support from their manager or any other person in authority. 

▪ Staff do not have the power to restrain a person or insist on him/her accepting medical help. 

▪ If a person makes a suicide threat in a phone conversation, staff and volunteers should 

respond. 

▪ As outlined above but should also seek to establish the person’s location and ask to contact  

▪ someone on his/her behalf. 

▪ If a client attempts suicide on Doras Bui premises, the priority must be the safety of other 

staff. 

▪ Volunteers and members of the public. Medical help should be sought immediately, and the 

Gardaí called at once. 

 

Reporting 

All such incidents must be reported to the Designated Liaison Person/ Deputy Designated Liaison  

Person. Management, staff and volunteers should be aware of the stress associated with such  

events and should seek support from Line Manager and peers as necessary.  

 

Suicide Prevention in the Community – A Practical Guide (HSE, 2011) is a useful resource for  

staff and volunteers seeking additional information on this complex issue, available at  

http://www.nosp.ie/practical_guide.pdf  in addition the following supports can be accessed;  

Samaritans Free 24hr helpline: 116 123 - Samaritans is available 24 hours a day, 7 days a week  

for anyone struggling to cope.  Pieta House Free 24hr helpline: 1800 247 247 

___________________________________________________________________ 

 

COMPLAINTS POLICY 

Doras Bui believes that having a well-managed mechanism for handling external complaints can 

improve the quality of its work, enhance the trust and confidence of stakeholders, identify areas 

http://www.nosp.ie/practical_guide.pdf
tel:116123
tel:1800247247
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of work that need to be improved, and ensure that Doras Bui learns from the feedback provided 

through this process. Doras Bui therefore welcomes feedback and will react constructively to 

complaints from the people it works with its supporters, donors, the general public, official 

bodies and its partners.  

 

The Complaints Handling Policy links to the principles of Doras Bui.  Feedback, transparency and  

learning will strengthen Doras Bui’s accountability as an organisation. This Policy solely deals  

with external grievances. Internal issues and grievances made by staff are dealt with in the  

grievance policy with management and in accordance with the Grievance Procedures contained  

in this Policy Handbook.  

 

As part of implementing the policy and procedure, all staff will receive a briefing on the benefits 

and purpose of the policy.  

 

Any updates/revisions to the policy must be endorsed by the Board of Management for them  

approval. As part of the annual participatory review and reflection process Doras Bui staff will  

reflect on the learnings from the complaints and constructive feedback they have received.   

 

This recording Log will be reviewed by the Senior team and all complaints will be reported to the  

Board of Management. 

 

Definitions for the purpose of this policy  

Doras Bui defines a complaint as: “an external grievance made against Doras Bui or against one  

acting on its behalf, where the organisation has allegedly failed to meet a requirement. That  

commitment might be related to Doras Bui activities, use of resources, mission and values, staff  

conduct/behaviour, or a legal requirement.” Examples of complaints that are covered by this  

policy include (but are not limited to):  

▪ A government, NGO, partner or other actor brings criminal allegations of fraud, unlawful  

▪ harassment or child abuse against Doras Bui in relation to laws and regulations, local laws 

and  

▪ regulations applying to communities supported by Doras Bui and/or to Doras Bui Policy.  In 

such  

▪ cases the most stringent standard will apply whether it be the local regulations or Doras Bui  

▪ policies;  

▪ A member of the public contacts Doras Bui to express their concern about the way in which 

we  
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▪ have conducted a fundraising campaign;  

▪ A local person or partner raising concerns with us about one of our programs and/or the  

▪ behaviour of one or more than one staff member; 

▪ A complaint may be made by a person to whom Doras Bui delivers programmes or support  

▪ including a partner, a local organisation with which we work, a national government or other  

▪ NGOs, as well as members of the Doras Bui public, supporters, donors, and trusts and  

▪ foundations. 

 

What Complaints Are Considered 

Doras Bui will receive and respond to all complaints irrespective of who makes them or the  

nature or subject of the complaint. Some complaints are of a more minor nature and can be  

more easily and promptly resolved and pose minimal risk to Doras Bui. Minor complaints that  

are readily resolved will not follow all the procedures outlined in the Complaints Handling  

Procedures of this Policy as to do so would be unnecessarily cumbersome, bureaucratic and  

compromise their timely resolution. More minor complaints might include a telephone complaint  

that can be responded to in an initial call, a written complaint that proceeds on the basis of a  

misconception that can readily be corrected. Complaints of a more complex and significant  

nature that require acknowledgement, initial assessment and investigation and may require  

remedial action (e.g. a change to the way in which we operate, train, counsel or discipline staff  

or volunteers or even the involvement of regulatory/enforcement authorities) will be undertaken  

in line with the Complaints Handling Procedures of this Policy. Serious complaints – those that  

pose significant operational, safety, financial or reputational risk to Doras Bui – will be  

immediately escalated to the Complaints Handling Focal Point, depending on the seriousness of  

the complaint, to the CEO and potentially the Board Chair. If it is established that a complaint  

has been made maliciously, in bad faith or without serious intent then a response will be made  

to the complainant explaining why their complaint is not being taken further. 

 

Principals 

The following principles will guide Doras Bui in the handling of complaints and ensure we  

recognise the importance and value of listening and responding to concerns and complaints; 

The feedback and complaints handling process is an effective, safe, confidential and accessible  

to all stakeholders in so far as possible, irrespective of their gender, status or background and  

without prejudice to their future participation; 

▪ Visibility: Information about the process for making a complaint will be clear and well 

publicised  

▪ to supporters, rights holders participating in programs, and other stakeholders; 
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▪ Accessibility: The complaints handling process is easily accessible to all stakeholders. There 

is readily accessible information about the process of making and resolving complaints in a 

range of formats so that no complainants are disadvantaged; 

▪ Doras Bui will ensure that flexibility is provided to complainants to ring, write and e-mail  

▪ complaints and/or to raise concerns in person; 

▪ All complaints are addressed in a fair and equitable, objective and unbiased manner 

throughout the complaints handling process. Issues of conflict of interest will be identified to 

ensure objectivity; 

▪ Confidentiality relating to the complaint will be safeguarded so far as reasonably practicable  

▪ including the person(s) to whom the complaint is addressed; 

▪ Doras Bui a customer-focussed approach; actively welcomes feedback including complaints 

and has a commitment to acting to resolve all complaints; 

▪ All complaints and constructive feedback will be taken seriously and handled as swiftly as 

practicable; 

▪ All complainants will be treated courteously and kept updated on the progress of their 

complaint through the complaints-handling process; 

▪ Accountability for handling complaints and reporting on the actions and decisions of Doras 

Bui with respect to complaints handling will be clearly established; 

▪ All complaints will be recorded through one central point before action is taken; 

▪ Complaints will be addressed as locally as possible using the agreed complaints procedure 

and only escalated to management if they are of a serious nature; 

▪ Doras Bui is committed to the continual improvement of the complaints handling process and 

the quality of Doras Bui work; 

▪ Doras Bui will ensure that sufficient resources and expertise are provided to handle 

complaints. Staff will be briefed on the nature and purpose of the policy and senior managers 

dealing with the complaints will be supported by the CEO; 

▪ Complaints will be handled in accordance with Doras Bui’s policies and procedures and in 

accordance with laws and regulations; 

▪ Senior Management or CEO and Chair of the Board, depending upon the nature and level of 

complaints, will be the key people to receive external complaints. 

 

Handling of complaints  

The handling of complaints will meet the following minimum standards:  

▪ All complaints will be acknowledged ideally within five working days by the recipient in 

writing; 
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▪ All complainants will receive a response giving the outcome of their complaint as soon as 

possible and ideally in writing within thirty working days of receipt. If the matter is more 

complex a further acknowledgement will be sent explaining what further investigation is 

required to resolve the complaint and the likely timeframe; 

▪ All complaints should be recorded on a Complaints Record Form (Appendix 1).  

▪ All complainants will be treated respectfully, whether it is felt the complaint is justified or 

not. 

 

Complaints Handling Procedures 

Doras Bui maintain appropriate confidentiality and ensure that only the parties relevant to 

solving the complaint are involved.  The person handling the complaint will ensure that the 

central contact for all complaints is informed and that the Complaint Record Form is completed.  

Doras Bui welcomes complaints and constructive feedback.  The following procedures ensures 

Doras Bui complaints are handled from a professional capacity;   

▪ General complaints about any aspect of Doras Bui Programmes or programme staff should 

be sent to the email address of adele.oconnor@dorasbui.ie – Project co-ordinator 

▪ General complaints in relation to early years should be sent to louise.mcguirk@dorasbui.ie – 

Early Years Manager 

▪ Other complaints or complaints who do not wish to forward complaints to above emails 

should be sent to the following e-mail address: director@dorasbui.ie – CEO  

▪ Complaints about the CEO should be sent to Kirsty Fogarty kirsty.p.fogarty@gmail.com 

▪ Alternatively, complaints can be made over the phone at 01 8484811, in writing to CEO, 

Doras Bui, Bunratty Drive, Coolock, Dublin 17 or face to face. 

 

Receiving Verbal and Written Complaints 

The complainant must be treated with respect at all times.  If the complaint is in writing the 

following procedures apply; 

▪ It is appropriate to write, phone or speak to the complainant to clarify the facts of the case 

Complainants, who are not anonymous, will receive an acknowledgement of their complaint 

to confirm that it has been received and an outline of the next steps 

▪ It is important that the person receiving a complaint face to-face clarifies the issues 

underlying the complaint, listens to what the complainant has to say and makes a brief and 

accurate written summary of the complaint  

 

Registering Complaints  

mailto:adele.oconnor@dorasbui.ie
mailto:louise.mcguirk@dorasbui.ie
mailto:director@dorasbui.ie
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▪ All complaints, whether verbal or written, must be recorded on the Complaints Record Form 

which will form the basis for a review at the end of each year 

▪ A complaints file will be kept in the CEO office in relevant files  

▪ These records will be used to ensure complaints are dealt with efficiently and effectively and 

to monitor any trends. It will provide information on the number and types of complaints 

Doras Bui is receiving. 

 

Responding to the Complainant  

Complaints that are not anonymous, will receive a response outlining the outcome of the 

complaint or, if it is a complex matter, when it will be investigated further and how long it is 

likely to take.  Doras Bui will let the complainant know in writing the outcome which may include: 

▪ Corrective action which has been taken;  

▪ Timeline for implementation; and/or  

▪ The person/role addressing the issue 

 

Wherever possible Doras Bui will invite the complainant to outline suggestions for actions the 

organisation can take to ensure similar complaints do not arise in future.  

 

Resolving Complaints (Investigation and Action)  

Each complaint will be investigated. The person handling the complaint will:  

▪ Establish the facts and gather the relevant information; and  

▪ If necessary and/or practicable, interview those involved. If, as a result of the investigation 

it is felt that there is a case to answer by the staff member then the appropriate disciplinary 

and other organisational policies and procedures will be followed. 

▪ Any relevant employment law should also be followed and considered.  

 

Appeals Process 

If a complainant is unhappy about the response received from Doras Bui or if they believe the 

corrective action has not been adequately implemented, they may appeal to the next level. For 

example: if the complaint is about a matter at management level then the complainant may 

appeal to the Chair of the Doras Bui.  If the complainant continues to be dissatisfied with the 

outcome, after all avenues have been explored to resolve the complaint, a letter will be sent to 

the complainant explaining the steps/actions that have been taken, outlining any changes that 

have been put in place as a result of the complaint and bringing the matter to a close. The Role 

of the Board of Doras Bui in relation to complaints is to ensure a comprehensive and satisfied 
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response mechanisms are implemented and need to be transparent and independent. In very 

serious cases a complaint may require Doras Bui Board to investigate and make a response.  

___________________________________________________________________ 

 

VOLUNTEER/STUDENT POLICY  

Doras Buí’s Volunteer/student Policy recognises the very significant contribution volunteers & 

students make to an organisation. Through our policy we aim to provide volunteers and students 

on placement with valuable experiences that develop, promote, nurture and support them in the 

delivery of their assigned roles within the organisation. Currently volunteer roles within Doras 

Buí are at Board level and through student placements. Our policy is based on best practice in 

volunteering and the fundamentals of quality practice in early years care and education. Doras 

Buí is is committed to promoting, developing and sustaining volunteering where appropriate 

within the organisation as a worthwhile activity for people to engage in and to enhance our 

capacity to fulfil our vision and mission as outlined in our strategic plan. Our policy reaffirms 

Doras Buí’s commitment to volunteers and students and recognises the value of specific 

expertise and skills that individual volunteers bring with them. Doras Buí will regularly review 

the policies, strategic directions and procedures of the Volunteer policy, ensuring continuous 

improvement.  

 

Rights of Volunteers/students in Doras Bui 

Volunteers in Doras Buí can expect the following: 

▪ To receive adequate information and a clear role description of what is expected of them, to 

understand why they are doing a task and how it fits into the larger organisational structure.  

▪ To be assigned suitable tasks and request for additional or alternative tasks where 

appropriate. 

▪ To have adequate support and supervision from a suitably trained supervisor.  

▪ To be respected by paid staff and acknowledged in terms of recognition and feedback on 

their work.  

▪ To be reimbursed for the out of pocket expenses made with prior approval   

▪ Have access to and an awareness of all organisational policies and procedures 

▪ Where possible to attend appropriate forums to contribute to discussions e.g. organisational 

aims and objectives.  

▪ To develop and enhance their skills and have access to suitable training and development 

opportunities. 

▪ Have their personal details kept in a confidential manner.  

▪ Work in a safe environment.  
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Responsibilities of Volunteers/students in Doras Buí  

Volunteers & students have the responsibility to:  

▪ Provide accurate information and documentation as requested. 

▪ Agree to Doras Buí’s policies & procedures. 

▪ Respect confidentiality. 

▪ Be reliable, honest and mindful of Doras Bui’s good name. 

▪ Not commit themselves to an unmanageable workload and to only work to a specified role 

description. 

▪ Report back as required and keep in regular contact with designated Doras Buí staff e.g. 

supervisor. 

▪ Treat everyone they meet when representing Doras Buí with courtesy and respect. 

 

Volunteers Procedures 

▪ Ensures adequate recruitment, support and supervision of volunteers.  

▪ Procedures will reflect the philosophy outlined in the Doras Buí’s equality policy. Volunteers 

shall be recruited on their ability to perform the task alone, and without discrimination on 

any ground.  

▪ Ensure that suitable role descriptions and support documentation are provided in all 

volunteer recruitment processes.  

▪ Protect and safeguard children through a system of controls including: 

▪ All volunteers will complete a child protection proofed recruitment and selection process that 

will include Garda vetting procedures prior to them taking up any role. 

▪ Volunteers will receive an appropriate induction, which will include information on the aims, 

background and organisational policies and procedures of the Doras Buí.  

▪ Additional information will be provided to help the volunteer in their work including accessible 

and relevant information sessions as appropriate. Opportunities to develop knowledge and 

skills will also be provided as appropriate. 

▪ Doras Buí recognises that volunteers require a clear, complete, and current description of 

the duties and responsibilities of the position which they are expected to fill. Role descriptions 

will be reviewed and updated regularly, or whenever the work involved in the position 

changes substantially. Role descriptions include a description of the purpose and duties of 

the position including details of management accountability channels, a timeframe for the 

performance of the role, qualification criteria, and a description of role benefits. 

▪ Doras Buí will ensure that volunteers receive specific on-the-job training to provide them 

with the information and skills necessary to perform their volunteer assignment if necessary. 
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The timing and methods for delivery of such training should be appropriate to the complexity 

and demands of the position and the capabilities of the volunteer.  

▪ Doras Buí acknowledges that volunteers benefit from appropriate support and will develop 

specific structures to ensure that this happens.  

▪ Doras Buí supports a culture of productive co-working between staff and volunteers to ensure 

the most effective delivery of the aims and objectives of the organisation and create a 

respectful working environment.  

▪ Doras Buí will, as far as is practical, care for the health, safety and welfare of its volunteers. 

Volunteers will be provided with copies of relevant organisational health and safety 

procedures and receive appropriate support and training.  

▪ Volunteers will be reimbursed on approved expenses on provision of the appropriate claims 

and receipts.  

▪ Volunteers will be given opportunities at the appropriate forums to participate in discussions 

concerning their work in the organisation. Volunteers may also access feedback through their 

appointed supervisor.  

▪ Doras Buí will ensure that adequate insurance arrangements are in place to ensure that 

volunteers are suitably covered whilst carrying out their duties on behalf of the organisation.  

▪ Doras Buí acknowledges that the relationship between the organisation and its volunteer 

workers is entirely voluntary and does not imply any formal contract.  

▪ Doras Buí will put in place appropriate grievance and disputes structures for volunteers, 

details of which will be reviewed and updated regularly, or whenever the work involved in 

the role changes substantially as per the Doras Buí grievance policy. 

▪ We understand the importance of maintaining quality standards in our work with everyone 

who is involved in our services.  Through our commitment to this policy we endeavour to 

provide volunteers with a rewarding and enjoyable work experience in Doras Buí.   

 

Students on placement 

Doras Buí recognises that qualifications and training make an important contribution to the 

quality of the care provided in our resource and early years settings. As part of our commitment 

to quality, we offer placements to students undertaking early years qualifications and training. 

Limited placements are also offered in work experience. We recognise that the quality of work 

which goes on in our early years setting makes it an ideal training space for students on childcare 

courses and their involvement offers valuable learning opportunities for all staff. 
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Procedures for students on placement: 

▪ Students on qualification courses are required to complete an application form and meet the 

'suitable person' requirements in terms of character and personality.  

▪ If colleges/ schools are placing students under the age of 17 years with Doras Buí they must 

vouch for their good character.  

▪ All students are not allowed to have unsupervised access to children as per good practice in 

child protection.  

▪ Public liability insurance is provided by the college/school to ensure appropriate insurance 

cover.  A copy of this cover is kept on file in Doras Buí.   

▪ Students are required to uphold strict confidentiality at all times including after placements 

have been completed as per Doras Buí’s confidentiality policy. 

▪ We engage with students' tutors to help students to fulfil the requirements of their course of 

study and reinforce a positive message to students about the value of qualifications and 

training.  

▪ Students are involved in an informal interview prior to their commencement of their 

placement at which time all relevant documentation is outlined including Garda vetting and 

reference checks.  

▪ We provide students, at the first session of their placement, with a short induction on how 

our setting is managed, how sessions are organised and all relevant policies and procedures. 

▪ The needs of the children are of paramount importance therefore student numbers are limited 

in a way which does not hinder the essential work of early years provision. 

▪ It is checked that potential trainees and students are engaged in recognised early years 

training, which provides the necessary background understanding of children's development 

and early years activities.   

▪ Students who are required to conduct child studies will obtain written permission from the 

parents/carers of the child to be studied made with prior approval from Doras Buí. 
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SECTION FOUR – CHILD PROTECTION  
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INTRODUCTION  

Doras Bui is committed to keeping children and young people safe and putting their needs at 

the fore front of all we do. Our Child Protection Policy Document is based upon; 

 

(i) Children First: National Guidelines for the Protection and Welfare of Children (2011) 

(ii) Our Duty to Care: The Principles of Good Practice for the Protection of Children and Young 

People (2002) 

(iii) National Children's Strategy, giving children a voice (2002) 

(iv) The UN Convention on the Rights of a Child (1992)   

 

Doras Bui is opposed to all form of child abuse and neglect and believes that children and young 

people have a right to be brought up in an environment free from any harm or neglect and which 

is supportive of their development.  All Doras Bui staff are required to report any concerns to 

Doras Bui’s Designated Child Protection Officers (DCPO).  Doras Bui’s services are designed and 

managed in such way as to maximise the safety and welfare of children attending them.  For the 

purpose of the document, please note, staff may be a student, volunteer, employment scheme 

person, parent or other person working within Doras Bui. 

 

In accordance with these documents, in good practice Doras Bui who has contact with children 

and young people will implement, monitor and review this Policy every two years.  In the event 

of any changes needing to be made prior to the review of this document, all staff will be notified 

of such changes.  

 

Doras Bui's Child Protection Policy will provide safeguards and supports for staff when working 

with children, young people and adults coming through our services. Early Years staff are obliged 

to inform the Early Years Manager or acting manager who is the Early Years Designated Child 

Protection Officer and Programme Team staff are obliged to inform the Programme Manager or 

acting manager who is the Programme Designated Child Protection Officer, of information that 

they become aware of, or concerns they have, which may require notification to legal or statutory 

authorities such as, suspected child abuse, domestic violence and any other they deem to be 

appropriate. In the case where the both Designated Child Protection Officers are not available 

Deputy Child Protection Officer CEO should be contacted.  

 

Designated Child Protection Officer; Louise McGuirk/Debbie Grant Mobile: 0879447965 

Email: louise.mcguirk@dorasbui.ie 

 

mailto:louise.mcguirk@dorasbui.ie
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Deputy Child Protection Officer; director@dorasbui.ie 

All staff and persons who work within Doras Bui must observe the following policy and 

procedures. Clarification on any point may be sought from the Designated Officers and/or the 

CEO. 

 

Context of the Policy: 

Children First National Guidelines for the Protection and Welfare of Children (2011): 

The Children First National Guidelines for the Protection and Welfare of Children are based upon 

the key principle that the best interests of the child are paramount (2011). Children First provide 

professionals with a set of sound principles and good practice guidelines. Children’s First states 

that “child” means a person under the age of 18 years, excluding a person who is or has been 

married.” 

 

Our Duty to Care 2002: By adopting the principles of good practice as outlined in Our Duty to 

Care (2002), the staff in Doras Bui hope to create an environment where young people are 

listened to, given a sense of belonging and kept safe. Parents are supported and encouraged, 

and staff who work within Doras Bui are supported and protected.  

 

National Children’s Strategy 2000: “Giving Young People a voice”. The vision of the National 

Children’s Strategy (2000) is “an Ireland where children are respected as young citizens with a 

valued contribution to make and a voice of their own; where all children are cherished and 

supported by family and the wider society; where they enjoy a fulfilling childhood and realise 

their potential.” 

 

UN Convention on the Rights of the Child: This was ratified by Ireland in 1992 and defines 

a child as being someone who is under 18 years of age. Article 19 states that “children have a 

right to be protected from all forms of violence: they must be kept safe from harm, and they 

must be given proper care by those looking after them”. 

 

Purpose of Child Protection Policy 

Doras Bui acknowledges the rights of children and young people to be protected, treated with 

respect and listened to and have their views taken into consideration.  We recognise that the 

welfare and safety of children and young people must always come first regardless of all other 

considerations. Our policies have been developed to ensure that children and young people are 

protected from neglect, physical, sexual and emotional harm or abuse.  The welfare of the child 

is paramount.   

mailto:director@dorasbui.ie
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Doras Bui adheres to current procedures which ensure the on-going training and development 

of all staff in relation to child safety and protection and all staff are committed to implementing 

this code of good practice. All staff are vetted to ascertain their suitability for working with 

children and young people.  

 

The purpose of these procedures is as follows: 

▪ To inform all staff who work with children/young people about child protection 

▪ To outline the procedures to be followed by all staff in the event of a child/young person 

disclosing that she/he has been abused 

▪ To familiarise staff with best practice in relation to working with children and young people 

▪ To familiarise staff with the relevant policies and legislation in relation to child protection 

▪ The Senior Management Team are responsible for reviewing the child protection policy every 

two years (or more often if legislation or regulations demand it) 

Who must observe the policy: 

▪ Board 

▪ Managers 

▪ Staff 

▪ Volunteers 

▪ Students 

▪ Contract workers  

▪ Members on training panels  

▪ Any person working within the environment of Doras Bui  

 

Definitions of child Abuse  

Child abuse, as defined in Children’s First (2011) and other relevant codes of behaviour can be 

grouped into four categories, Children’s First outlines the principle types of child abuse as 

follows;  

(i) neglect 

(ii) emotional abuse 

(iii) physical abuse 

(iv) sexual abuse  

Signs and symptoms of abuse can be hard to recognise. A full list is available in the appendices 

of the child protection and welfare handbook and on www.dcya.gov.ie 

 

Definition of Neglect 

http://www.dcya.gov.ie/
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Neglect can be defined in terms of an omission, where the child suffers significant harm or 

impairment of development by being deprived of food, clothing, warmth, hygiene, intellectual 

stimulation, supervision and safety, attachment to and affection from adults, and/or medical 

care. 

 

Harm can be defined as the ill-treatment or the impairment of the health or development of a 

child. Whether it is significant is determined by the child's health and development as compared 

to that which could reasonably be expected of a child of similar age. 

Neglect generally becomes apparent in different ways over a period rather than at one specific 

point. For example, a child who suffers a series of minor injuries may not be having his or her 

needs met in terms of necessary supervision and safety. A child whose height or weight is 

significantly below average may be being deprived of adequate nutrition. A child who consistently 

misses school may be being deprived of intellectual stimulation. The threshold of significant harm 

is reached when the child's needs are neglected to the extent that his or her well-being and/or 

development are severely affected. 

 

The following are examples of signs and symptoms of neglect/failure to thrive.  The examples 

are not indicative of neglect on their own but rather a cluster or pattern of some of them may 

suggest abuse:  

▪ The child’s physical neglected appearance. 

▪ Poor personal hygiene. 

▪ Inappropriate clothing. 

▪ Tiredness. 

▪ Constant hunger. 

▪ Compulsive stealing/scavenging. 

▪ Diarrhoea (caused by poor or inappropriate diet). 

▪ Dry sparse hair. 

▪ Underweight/emaciated (generally short in stature). 

▪ Running away. 

▪ Untreated medical problems. 

▪ Self-destructive tendencies. 

 

(i) Definition of Emotional Abuse 

Emotional abuse is normally to be found in the relationship between a parent/carer and a child 

rather than in a specific event or pattern of events. It occurs when a child's developmental need 
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for affection, approval, consistency and security are not met. Unless other forms of abuse are 

present, it is rarely manifested in terms of physical signs or symptoms. Examples may include: 

▪ the imposition of negative attributes on a child, expressed by persistent criticism, sarcasm, 

hostility or blaming 

▪ conditional parenting in which the level of care shown to a child is made contingent on his or 

her behaviours or actions 

▪ emotional unavailability of the child's parent/carer 

▪ unresponsiveness of the parent/carer and/or inconsistent or inappropriate expectations of 

the child 

▪ premature imposition of responsibility on the child 

▪ unrealistic or inappropriate expectations of the child's capacity to understand something or 

to behave and control himself or herself in a certain way 

▪ under- or over-protection of the child 

▪ failure to show interest in, or provide age-appropriate opportunities for the child’s 

emotional development 

▪ use of unreasonable or over-harsh disciplinary measures 

▪ exposure to domestic violence 

▪ exposure to inappropriate or abusive material through new technology 

 

Emotional abuse can be manifested in terms of the child's behavioural, cognitive, affective or 

physical functioning. Examples of these include insecure attachment, unhappiness, low self-

esteem and developmental underachievement, and oppositional behaviour. The threshold of 

significant harm is reached when abusive interactions dominate and become typical of the 

relationship between the child and the parent/carer.  

 

Definition of Physical Abuse 

Physical abuse of a child is that which results in actual or potential physical harm from an 

interaction, or lack of interaction, which is reasonably within the control of a parent or person in 

a position of responsibility, power or trust. There may be single or repeated incident. Physical 

abuse can involve 

▪ severe physical punishment 

▪ beating, slapping, hitting or kicking 

▪ pushing, shaking or throwing 

▪ pinching, biting, choking or hair-pulling 

▪ terrorising with threats 

▪ use of excessive force in handling 
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▪ deliberate poisoning 

▪ suffocation 

▪ fabricated/induced illness (see Appendix 1 for details) 

▪ allowing or creating a substantial risk of significant harm to a child   

 

Definition of Sexual Abuse  

Sexual abuse occurs when a child is used by another person for his or her gratification or sexual 

arousal, or for that of others. Examples of child sexual abuse include: 

▪ exposure of the sexual organs or any sexual act intentionally performed in the presence of 

the child  

▪ intentional touching or molesting of the body of a child whether by a person or object for the 

purpose of sexual arousal or gratification 

▪ masturbation in the presence of the child or the involvement of the child in an act of 

masturbation 

▪ sexual intercourse with the child, whether oral, vaginal or anal 

▪ Sexual exploitation of a child, which includes inciting, encouraging, and requiring OR 

permitting a child to solicit for, or to engage in, prostitution or other sexual acts. Sexual 

exploitation also occurs when a child is involved in the exhibition, modelling or posing for the 

purpose arousal, gratification or sexual act, including its recording (on film, video tape 

manipulation, for those purposes, of the image by computer or other means, showing 

sexually explicit material to children, which is often a feature of the perpetrators of abuse 

 

Recognising Child Abuse 

The Guidelines advise that the ability to recognise child abuse depends as much on a person’s 

willingness to accept the possibility of its existence, as it does on knowledge and information. It 

is important to note that child abuse is not always readily visible.  The belief that parents/carers 

or other persons in charge of children would actually harm or neglect them is not easy to sustain 

and reluctance to act on suspicions about child abuse or neglect can often stem from uncertainty 

and fear.  There may be a tendency therefore, to deny, minimise or explain away any signs that 

a child is being harmed, even when evidence exists. At times, it is hard to distinguish between 

abusive situations and those where other problems are present, such as unemployment, poverty, 

poor housing, addiction, mental illness or isolation. Sympathy for families in difficult 

circumstances can sometimes dilute personal or professional concerns about the safety and 

welfare of children. Members of the public or professionals may be afraid of repercussions, afraid 

of being thought insensitive, afraid of breaking a confidence or afraid of being disloyal. 

Knowledge and information about child abuse will help to overcome reluctance to act. Therefore, 
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the protection and welfare of the child must always be the paramount concern.  Children First: 

National Guidance for the Protection and Welfare of Children (2011).  The provisions of the 

Protections for Persons Reporting Child Abuse Act 1998 apply once they communicate 

‘reasonably and in good faith’.  

 

Three stages of recognition 

(i) Considering the possibility – if a child appears to have suffered an inexplicable and suspicious 

looking injury, seems distressed without obvious reason, displays unusual behavioural 

problems or appears fearful in the company of a particular individual. 

(ii) Observing signs of abuse – a cluster or pattern of signs is the most reliable indicator of abuse. 

Children may make direct or indirect disclosures, which must always be taken seriously. 

Some signs are more indicative of abuse than others. These include: 

▪ Disclosure of abuse by a child or young person; 

▪ Age-inappropriate or abnormal sexual play or knowledge; 

▪ Specific injuries or patterns of injuries; 

▪ Absconding from home or a care situation; 

▪ Attempted suicide  

▪ Underage pregnancy or sexually transmitted disease; 

▪ Signs in one or more categories at the same time. For example, signs of developmental 

delay, physical injury and behavioural signs may together indicate a pattern of abuse. 

 

Many signs of abuse are non-specific and must be considered in the child’s social and family 

context. It is important to be open to alternative explanations for physical or behavioural signs 

of abuse. Less obvious disclosures may be gently explored with a child, without direct 

questioning (which the Child & Family Agency or A Garda Síochána may more usefully carry out). 

Play situations such as drawing or story telling may reveal significant information.  

 

(iii) Recording of information – it is important to establish the grounds for concern by obtaining 

as much detailed information as possible. Observations must be recorded and must include 

dates, times, names, locations, context and any other information which could be considered 

relevant or which might facilitate further assessment/investigation. Record facts only, no 

opinion should be stored safely in a locked filing cabinet or equivalent. Care should be taken 

when sharing this information 

 

Reasonable Grounds for Concern 
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Reasonable grounds for concern include but are not limited to the following (taken from “Child 

Protection and Welfare Practice Handbook” 2011) 

▪ An injury or behaviour that is consistent both with abuse and an innocent explanation but 

where there are corroborative indicators supporting the concern that it may be a case of 

abuse 

▪ Consistent indication over a period of time that a child is suffering from emotional or physical 

neglect 

▪ Admission or indication by someone of an alleged abuse 

▪ A specific indication from a child that he or she was abused 

▪ An account from a person who say the child being abused  

▪ Evidence (e.g. injury or behaviour) that is consistent with abuse and unlikely to have been 

caused in any other way 

▪ Pregnancy where children have been previously removed 

▪ Suspicion of fabricated or induced illness 

▪ Where a child under one year is present in a home where domestic violence is a concern. 

 

To decide if reasonable grounds for concern exist, it is important that the report is examined by 

looking at the information that has been reported and asking open-ended, non-leading 

questions, if necessary, to give further clarity. It is recommended that a referral to Children and 

Family Agency should always be made in areas of concern.   

 

PLEASE NOTE: There are other circumstances under which a referral should be considered. If 

you are in any doubt, discuss your concern with your Designated Child Protection Officer   

 

Designated Child Protection Officers (DCPO) 

Doras Bui has appointed Designated Child Protection Officers, for Early years and Programme 

Team. The duty of the DCPO is to deal with any complaints or issues arising, which concern the 

safety or welfare of any child/young person who is involved with Doras Buí. The DCPO is 

appropriately trained and familiar with appropriate procedures in the event of an allegation, 

concern or disclosure of child abuse.   The Deputy Child Protection Officer (CEO) will take over 

the responsibilities of the Designated Child Protection Officers in their absence.   The contact 

details of all Officers will be prominently displayed on   

▪ The parent’s notice board 

▪ The staff notice board 

▪ The Meeting Room’s notice board 
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Role of Child Designated Child Protection Officer  

The role of the Child Protection Officers involves the following duties: 

▪ To be familiar with Children First: National Guidelines for the Protection and Welfare of 

Children (2011), Our Duty to Care: The Principles of Good Practice for the Protection of 

Children and Young People (2002), National Children's Strategy, giving children a voice 

(2002) and The UN Convention on the Rights of a Child (1992) and to have responsibility for 

the implementation and monitoring of the child protection and welfare policy of Doras Bui 

▪ To receive reports of alleged/suspected or actual child abuse and to act on these in 

accordance with the guidelines 

▪ To ensure that training is provided for all new and existing staff/volunteers in Doras Bui on 

our Child Protection Policy 

▪ To build a working relationship with TUSLA, An Garda Síochána and other Agencies, as 

appropriate 

▪ To ensure that supports are put in place for the child/young person, employees or volunteers 

in cases of allegations being made 

▪ To keep up to date and undertake any relevant training on child protection policy and 

practice, to ensure the relevance and appropriateness of Doras Bui’s policy and procedures 

in this area 

▪ To review Doras Bui’s policy and procedures on child protection every two years and amend 

the document as the need arises 

▪ To ensure that systems are in place for recording and retaining all relevant documentation 

in relation to child protection issues 

▪ To support staff in ascertaining whether a report is deemed necessary at this time 

 

In making any report, the protection and safety of the child/young person is of paramount 

importance 

▪ Written up reports should be made without delay to TUSLA 

▪ The principle of natural justice should apply, which means that a person is innocent until 

proven otherwise 

▪ The principle of confidentiality should apply and only those who need to know should be 

informed 

 

Legal Responsibilities of Employees 

Everyone must be alert to the possibility that children with whom they are in contact may be 

experiencing abuse or have been abused in the past. This is an important responsibility for staff 

and volunteers when working with children and young people.  
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It is the responsibility of the staff of Doras Buí to recognise child protection concerns and share 

these, should they arise with their Designated Child Protection Officer (DCPO). Assessment or 

investigation on child protection concerns is the responsibility primarily of TUSLA and/or Garda 

Síochána.  Staff are not responsible for investigating or determining whether the child protection 

concerns are evidenced or not. Following reports to the DCPO, DCPO Staff are legally obliged to 

report abuse or suspicion of abuse to the proper authorities, under the offences against the state 

act 2006, section 176(2) 

“A person, having authority or control over a child or abuser, who intentionally or recklessly 

endangers a child by— 

a) causing or permitting any child to be placed or left in a situation which creates a 

substantial risk to the child of being a victim of serious harm or sexual abuse, or 

b) Failing to take reasonable steps to protect a child from such a risk while knowing  

 

Supporting Staff 

▪ Doras Bui will ensure staff will have the skills, competences and training to effectively deal 

with any child welfare or protection concerns in a timely, appropriate and professional 

manner in accordance with the requirements of this policy.  All staff will be supported through 

this process.   

▪ We will employ “best practice” in our recruitment and selection policies and practices so as 

to minimise risk to young people in our services 

▪ Doras Bui's Recruitment Policy and our recruitment practices establish and maintain 

standards of practice that will seek always to promote the welfare of children/young people 

▪ Doras Bui acknowledges that safe care for the children/young people that use our service 

starts with the appointment of staff that are suitably qualified, skilled and vetted (Garda 

checks and references), and who have the desired competences to deliver a quality service, 

where children/young people are safe and supported 

▪ All employees/volunteers will be given a copy of Doras Bui's Child Protection Policy and will 

be asked to sign a document certifying that they have read it and agree to abide by its 

contents, and that there is no reason why they would be considered unsuitable for working 

with children/young people  

▪ Staff’s supervision sessions will facilitate ongoing discussion about, and monitoring of the 

quality of work, which includes a review of concerns about work, self-care and child protection 

matters where appropriate. It also monitors the quality of service provision. The supervisor 

will periodically review with the worker, their understanding of the child protection policies, 

and monitor any training needs in relation to safe care and child protection matters. To 
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ensure a high standard of service provision, monthly staff meetings, programme, senior 

childcare workers and senior management team meetings take place in conjunction with 

quarterly supervision sessions 

 

Training 

Effective child protection requires that all those working in Doras Bui regularly review their 

training needs and participate in training and development in relation to Child Protection.  This 

promotes understanding in the recognition and identification of child abuse and appropriate 

reporting procedures.  Training promotes an understanding of relevant legislation, national 

guidelines and policies and procedures for the protection of children which translates into a better 

service for those children/young people and their families who use Doras Bui services.  New 

Doras Bui employees, students, volunteers and support staff will receive a copy of the Child 

protection policy. The line manager will discuss this document and outline responsibilities with 

regards to child protection.  Child protection training will be offered to all staff where possible. 

 

Reporting Procedures 

 

In making a report on suspected or actual child abuse, staff must ensure that the priority is 

always for the safety and welfare of the child/young person and that no young person is ever 

left in an unsafe situation.  The reporting procedure for dealing with disclosures, concerns or 

allegations of child abuse is outlined in the following steps: 

 

▪ Do not panic, remain calm.  The confidentiality of the child/young person and family must be 

respected with due regard to the “Children First” Department of Health Guidelines which 

state “giving information to others for the protection of a child is not a breach of 

confidentiality”. 

▪ Any staff member who identifies any concern that a child or young person may be at risk or 

experiencing the risk of abuse should speak to their Designated Child Protection Officer 

(DCPO) in their section, if their DCPO is not available staff should access another DCPO from 

another section or alternatively CEO or Senior Management.    

▪ On receiving a report from a member of staff regarding concerns or suspected or disclosed 

abuse, the Designated Officer should ascertain whether the information furnished by the staff 

constitutes sufficient grounds for the concern/abuse that may have occurred.  If clarity is 

needed, contact with TUSLA social work department for advice relating to the allegation, 

concern or disclosure may be made at this stage. 
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▪ Where it is decided by the Designated Officer and the staff member that the information does 

not constitute sufficient grounds for concern, the information and basis of this decision should 

be recorded on a Doras Bui ‘Concern form’ (see appendix).  However, it is vital that this 

situation is closely monitored and the reasons for not reporting the allegation, concern or 

disclosure be clearly recorded. Staff who made the initial report will be informed if a formal 

report is not being made to TUSLA and it is open to him/her to make a formal report 

themselves, directly to the relevant authority if they feel this is necessary. 

▪ Where there is disagreement between the Designated Officer and the staff member about 

whether to report concerns to TUSLA, either party can seek the advice of the CEO.  The staff 

member should be given sufficient reasons if it is decided not to formalise the report.  Again, 

it is open to the staff member who raised the initial concern to make a formal report 

themselves, directly to the relevant authority if they feel this is necessary. 

▪ The staff member/designated officer who intends to make a report to TUSLA should inform 

the parents/carers unless doing so is likely to endanger the child.  If it is decided not to 

inform the parents/cares for this reason, this decision and its basis should be recorded on 

the reporting form and signed by the designated officer. 

▪ If the information constitutes reasonable grounds for concern, the designated officer should 

ensure a report in writing is made to TUSLA (see appendix SRF form).  It is the responsibility 

of the staff member who has the concerns to complete the form, which should be then 

counter-signed by the designated officer prior to forwarding it to TUSLA.   

▪ A new SRF form should be used where there is a new incident or concern being reported.  

Where we are updating information in respect of a previous incident an update on the report 

should be used which refers to the original SRF. 

▪ All comments made by the child will be noted however a child will not be interviewed 

regarding the allegation by any staff member, it is not our role.   

▪ In cases where “serious risk” is identified, immediate action must be taken to protect the 

child or young person in question and indeed any other children who may be considered at 

'risk'.  In the event of such an emergency, with the non-availability of TUSLA staff, the report 

should be made to An Garda Síochána. This may be done at any Garda Station (Coolock, 

Garda Síochána is 01 6664200). Under no circumstances must a child be left in a dangerous 

situation. 

▪ The CEO and the Board of Directors must be informed about any disclosures. 

▪ Parents will often be distraught and may need support through this process.  A written record 

will be kept of any meetings with the parents/carers (see appendices)  
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Working with the child/young person   

Do not promise to keep secrets.  

Tell the child/young person that you; 

▪ Acknowledge that they have come to you.  

▪ Explain that there are secrets which are not helpful and must not be kept. 

▪ Explain you may need to talk to someone else to make sure they are safe and healthy. 

▪ Want to make sure that they are protected from any further/ongoing hurt. 

By refusing to make a commitment of secrecy to the child, you do run the risk that they may 

not tell you everything or indeed anything, there and then. However, it is better to do this than 

to tell a lie and ruin the child’s confidence in you. By being honest, it is more likely that the child 

will return to you at another time. 

* Promises that cannot be kept must not be made to children 

 

Doras Bui ensure that actions taken by them do not undermine or frustrate any investigations 

being conducted by TUSLA or An Garda Síochána. A close liaison will be maintained with these 

authorities to achieve this. 

 

Local Contact Details: 

Duty Social Work Team                 Tel: 01 8164200         01 8160314 

Coolock, Garda Station Tel: 01 6664200 

Out of hrs number duty social worker  Tel: 1890800510 

 

Record Keeping 

The Designated Child Protection Officers and the Deputy Child Protection officer are responsible 

for keeping the records in relation to child Protection in a safe and secure location. They are the 

only ones to have access to the following records;  

▪ Complaints about the safety and welfare of children/young people while working in Doras Bui 

▪ Any disclosures, concerns or allegations of child abuse 

▪ Follow up to any complaints, disclosure, concerns or allegations, including informal advice 

from TUSLA, reports to TUSLA and informing parents/guardians 

▪ Any bullying complaints related to Doras Buí work with the children/young people and follow 

up actions 

▪ All Garda Clearance Forms 

▪ All Parental/Guardian Consent Forms 
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Doras Buí holds records in accordance with the National Archives Act 1986, the Data Protection 

Act 1988 and the Freedom of Information Act 1997. (Please refer to Children First 2011 and to 

Doras Bui's Record Keeping Policy in Appendix) 

 

Co-operation with Statutory Agencies: 

It is the policy and practice of Doras Bui to promote ongoing co-operation with Statutory 

Agencies in the area regarding a concern for a child/young person. In this way, information and 

support is readily available for staff working with children/young people in the area. Through on-

going co-operation with other agencies, the most effective responses can be made to 

children/young people and particularly those at risk. Children/Young People are made aware of 

this process of sharing of information. 

 

Providing Ongoing Support Following a Disclosure 

Following a disclosure by a child, it is important that staff continue to offer a supportive and 

caring relationship to the child and family where appropriate. Disclosure is a great step for many 

children, young people and adults.  Staff must continue to offer support, particularly through: 

• Maintaining a positive relationship with the alleged victim  

• Keeping lines of communication open by listening carefully to the victim 

• Continuing to include the victim in the usual activities 

• Any further disclosure must be treated as first disclosure and responded to accordingly 

• Employees must also be aware of keeping lines of communication open with family members 

and supporting them through this process regardless of personal feelings toward them. A 

positive professional relationship between the service and parents of the child who has made 

a disclosure is often in the best interests of the child 

 

Procedure When Decision is Made Not to Report 

If, after reviewing all the evidence presented by reporting staff, the Designated Child Protection 

Officer feels there is insufficient evidence to make an official report to TUSLA, the following steps 

should be taken; 

 

1. Reporting staff will be informed the rationale behind why Doras Bui are taking this course of 

action (see “decision not to report” template in Appendix) 

2. Staff will be advised that they are free to report independently to TUSLA or An Garda 

Síochána, under the provisions of the “Protections for Persons Reporting Child Abuse Act 

(1998)” 
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3. If parents have been informed that a concern was raised by a staff member (this person will 

not be named or referred to in any way) Every effort should be made to maintain an open, 

honest and supportive relationship with parents. If necessary, referrals to support services 

will be completed. 

4. The Designated Child Protection Officer will share information on a need to know basis. Other 

staff may need to be made aware to closely monitor a child’s behaviour, physical appearance, 

and be watchful of possible signs and symptoms of abuse as per the remit of this policy 

5. As a matter of course, possible signs and symptoms of abuse or neglect will be noted in a 

concern forms (see appendix) 

 

Third Party Concerns 

In the event of staff receiving information of a suspicion of child abuse or neglect from a third 

party, this must be reported to the Designated Child Protection Officer “regardless of any 

consideration in respect confidentiality. The Social Work Service will then investigate the 

concerns” (Child Protection and Welfare Practice Handbook, 2011) 

If it is deemed that reasonable grounds for concern exist, the information will be acted upon, 

regardless of whether the source wishes to be identified or not. The source must be made aware 

staff are reporting the information and it will be acted upon as per this policy.  

 

Retrospective Disclosures by Adults  

An increasing number of adults are disclosing abuse that took place during their childhoods. In 

this situation, it is essential that consideration is given to the current risk to any child/young 

person who may be in contact with the alleged abuser and the Designated Child Protection Officer 

needs to be informed. Provision for this situation is made within this policy. If an adult (staff, 

parent, volunteer) makes a retrospective disclosure to a worker, our policy is to encourage the 

adult to report to the relevant authorities in a respectful manner while establishing whether there 

is any current risk to any child who may be in contact with the alleged abuser revealed in such 

disclosures. 

If any risk is deemed to exist, the staff member should report the allegation to the Designated 

Child protection Officer without delay. Children’s First (2011), states that “investigation of 

disclosures by adult victims of past abuse frequently uncovers current incidences of abuse and 

is therefore an effective means of stopping the cycle of abuse” 

The following procedure should be followed: 

1. Remain calm.  Listen to what the person has to say without asking too many questions or 

interrupting 

2. Acknowledge the strength it took to make such a disclosure 
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3. If a child is in danger, explain that you will have to report this to the Designated Child 

Protection Officer as per this policy 

4. Suggest a counselling service may be able to provide support.  TUSLAS National Counselling 

Service is a professional, confidential counselling and psychotherapy service and is available 

free of charge (Free phone 1800477477). 

5. Record this interaction on Dora Buí’s concern form  

6. Maintain proper standards of confidentiality  

7. The Designated Child Protection Officer liaison will follow the reporting procedures as outlined 

in Section 7.1 of this policy.  

 

Guidance on Confidentiality 

"Ethical and statutory codes concerned with confidentiality and data protection provide general 

guidance. They are not intended to limit or prevent the exchange of information between 

different professional staff with a responsibility for ensuring the protection and welfare of 

children. The provision of information to the statutory agencies for the protection of a child is 

not a breach of confidentiality or data protection.” Children First, 2011 

 

It is recognised that confidentiality and trust are fundamental elements in our working 

relationship with children, young people and adults. Confidentiality may only be breached for 

the most serious of reasons, i.e. where there is a risk of harm to self or others, or where there 

is current risk of abuse to children. Doras Bui operates strict codes of confidentiality. 

Confidentiality is about managing sensitive information that arises in a trusting relationship and 

doing so in a manner that is respectful, professional and purposeful. Doras Buí approach is based 

upon trusting relationships and it is not uncommon for parents/participants to want to share 

personal information with staff. Anyone disclosing information in this context needs to know in 

advance the limits of confidentiality and the responsibilities attached.   

 

In matters of child abuse a staff member should never promise to keep secret any information 

which is divulged. If a child/young person or adult discloses information to a staff member, he 

or she should explain that it cannot be kept secret. The employee/volunteer should also, as 

supportively as possible, explain what will happen to the information and what the outcome of 

reporting it is likely to be. Those working with child/young persons, adults and their family should 

make this clear to all parties involved. All information regarding concern or assessment of child 

abuse should be shared only on “a need to know” basis in the best interest of the child/family. 

In other words, it should never be the subject of conversation between any other persons in the 

organisation, unless they are directly involved. Passing information to relevant authorities is not 
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a breach of confidentiality. Parents should generally be informed; however, where the interests 

of the parents and child appear to conflict, the child’s interests should be paramount. 

 

Information, which is gathered for one purpose, should not be used for any other purpose without 

consulting the person who if information. Children First, 2011. 

 

Allegations of child abuse against an employee, volunteer or student 

Allegations of abuse may be made against adults working with children; employees, 

volunteers, students. Doras Bui has a responsibility to uphold the rights and interests of the 

child, and to support the employee against whom the allegation is made. 

 

In cases of suspected abuse, the right of the child to be protected is paramount. It is always our 

policy to act if abuse is suspected. These procedures apply whether the abuse takes place within 

the service or outside once it comes to the notice of staff. When an allegation is made against 

an employee, student or volunteer there are two procedures to be followed: 

1. The reporting procedure in respect of the child  

2. The procedure for dealing with the employee, volunteer or student  

 

The same person must not have responsibility for dealing with both the reporting issues and 

the employment issues. It is preferable to separate these issues and manage them 

independently. Generally, the Designated Liaison Person will deal with reporting procedures in 

relation to the child and another senior staff member/CEO will deal with the employee. 

 

Reporting Procedure in Respect of the Child 

Where an allegation of abuse is made against an employee, student or volunteer the following 

steps will be taken.  

1. Any employee who  

• Suspects that a child in the centre has been abused by an employee, student or volunteer  

• Has witnessed a disclosure making allegations against an employee, student or volunteer 

• Has been informed by a third party about abuse allegedly carried out by an employee, 

student or volunteer 

• Is required notify the Designated Child Protection Officer liaison 

2. Under no circumstances should the reporting employee discuss allegations with other 

employees or inform the alleged perpetrator 

3. Reporting staff members are reminded not to breach confidentiality. Third parties are 

requested to do the same whilst an investigation is being carried out 
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4. The suspicion, allegation or disclosure will be recorded in writing using the child protection 

form outlining concerns and supporting evidence. The designated liaison person may 

support the reporting employee to record the details on the Child Protection Reporting Form 

(see Appendices) which must then be signed by the person making the report 

5. Designated Child Protection Officers and the CEO must be informed immediately. They will 

take responsibility for dealing with the alleged (see below for details)  

6. Action taken in reporting an allegation of child abuse against an employee, student or 

volunteer must be based on an opinion formed reasonably and in good faith. When an 

allegation is received, it must be assessed promptly and carefully. It will be necessary to 

decide whether a formal report must be made to TUSLA. This decision must be based on 

“reasonable grounds for concern” outlined above 

7. It is the duty of the Designated Liaison Person to undertake the preliminary investigations 

following allegations of abuse. It is not the duty of any other member of staff to act on the 

Designated Liaison Person’s behalf unless otherwise requested 

8. Where necessary, it is recommended that the designated liaison person consults with a 

suitably qualified individual in the child protection and welfare field to assess whether a 

report is warranted, e.g. one of the Child & Family Agencies designated officers.  Details of 

the consultation must be recorded (see child protection form in the appendices). A formal 

report to TUSLA may follow as advised. 

9. The designated liaison person will contact the parents to discuss concerns (and a pending 

report to the Child & Family Agency if relevant). Parents will often be distraught or angry in 

this situation and need sensitive support through this process 

10. A written record will be kept of this meeting with the parents (see Appendices)  

11. Immediate action must be taken to protect the child in question and indeed any other 

children, if deemed at risk (see procedure for dealing with employees, students and 

volunteers)  

12. If it is deemed necessary to report the disclosure or allegation to statutory agencies the 

information recorded on the Child Protection Form (see Appendices) will be shared with the 

TUSLA and An Garda Síochána where appropriate.   

13. The confidentiality of the child and family must be respected with due regard to the “Children 

First” which state “giving information to others for the protection of a child is not a breach 

of confidentiality”. 

 

Doras Bui will take care to ensure that actions taken by them do not undermine or frustrate any 

investigations being conducted by the Health Board or An Garda Síochána. A close liaison will be 
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maintained with these authorities to achieve this.  Parent will be kept up to date about all aspects 

of the investigation by phone/ in person and in writing. 

 

Procedure for Dealing with the Employee, Student or Volunteer  

Employees, students or volunteers may be subject to erroneous or malicious allegations. 

Therefore, any allegation of abuse must be dealt with sensitively and support provided for staff, 

including counselling where necessary (available in An Cosán or the free Child & Family Agency 

Counselling Service; Free phone 1800 477477). However, the primary goal remains to protect 

the child whilst treating the employee fairly.  An “employee” is a paid member of staff of Doras 

Bui or a staff member employed through a Government Sponsored Scheme. An ‘another worker’ 

may be a student, volunteer, parent or other person working within Doras Bui. 

 

Where an allegation of abuse is made against an employee, student or volunteer the following 

steps will be taken 

1. The reporting person (employee or third party) will inform the Designed Liaison Person and 

complete a Child Protection Form (see Templates) 

2. Reporting staff members are reminded not to breach confidentiality. Third parties are 

requested to do the same whilst an investigation is being carried out 

3. The Child Protection Officer, Board of Management and the Director must be informed 

immediately. The Child Protection Officer and Director have responsibility for dealing with 

the alleged 

4. The priority is to ensure that no child is exposed to unnecessary risk. Protective measures 

will be taken proportionate to the level of risk.  Where necessary, the employee will be 

informed about the allegation in person (or over the phone) and sent home 

5. The Senior Manager responsible for dealing with this will call a meeting with the alleged 

perpetrator immediately explaining that an allegation has been made against him/her and 

detail the nature of the allegation. This meeting will be recorded in writing and signed by all 

parties 

6. The alleged will be informed of their right to an adjournment of the meeting until they can 

seek appropriate representation e.g. Union Representative or legal representation. The 

maximum length of adjournment is 24 hours (see point 11 below) 

7. The employee, volunteer, student or other person against whom the allegation has been 

made will be offered the opportunity to respond to allegations. The response will be 

documented in writing 

8. The accused employee will be suspended immediately with full pay until an investigation has 

been completed. Due recognition is given to the employee’s employment rights 
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9. The accused student, volunteer or other will be suspended immediately and asked to leave 

the premises until an investigation has been completed. The student or volunteer’s 

supervising body or tutor will be informed by phone (or in person) and in writing 

10. Reporting employees or third parties will not be identified to the alleged perpetrator. No 

information that could lead to them being identified will be shared 

11. The name of the alleged perpetrator will only be shared with the reporting member of staff, 

the Designated Liaison Person (where applicable), CEO, the Board of Directors, the 

investigating persons, the parent/carer, the Senior Social Worker, the Childcare Manager of 

TUSLA. 

12. Any action taken will be guided by the agreed procedures, the applicable employment 

contract and the rules of natural justice. While adhering to the principle of natural justice 

enshrined within our constitution in relation to the rights of the accused, the vulnerability of 

the alleged victim must be foremost in our mind, therefore, any postponement must be 

afforded within a reasonable time frame that is 24 hours 

13. All matters relating to the allegations, including the response of the alleged perpetrator must 

be related, in writing, to the Childcare Manager of TUSLA usually via Senior Social Worker 

 

Should a staff member be reinstated without disciplinary action following the investigation, it is 

agreed that no blame/fault/suspicion attaches to them. If required Doras Bui will ensure that the 

staff member receives support e.g. external counselling, if requested or warranted. 

Doras Bui will take care to ensure that actions taken by them to not undermine or frustrate any 

investigations being conducted by the Health Board or An Garda Síochána. A close liaison will be 

maintained with these authorities to achieve this. 

 

Information Sharing 

Doras Bui will make every attempt to share the child protection policy and procedures will all 

relevant stakeholders and inform them of their legal responsibilities to report.  

 

Parental Involvement  

Doras Bui’s child protection policy will be shared with parents and guardians when their child 

begins attending a Doras Bui service. The policy and associated procedures will be explained in 

detail at parents welcome meeting. Parents will be provided with a written explanation of the 

policy via the parents’ handbook. Parents will be informed that a full copy of the policy is available 

to them on site always.  Parents are encouraged to contribute to updating and amending this 

policy on an ongoing basis. 
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Child Involvement  

As a matter of course, children will be informed about their right to be protected, treated with 

respect, listened to and have their views taken into consideration. This will be explained to 

children in an age appropriate manner. 

 

If an allegation, suspicion or disclosure leads to a formal Child and Family Agency report; children 

will be kept informed about what will happen next. Children will be afforded the opportunity to 

ask questions and have the process clearly explained to them. Remember that the child may 

love or strongly like the alleged abuser while also disliking what was done to him/her. It is 

important therefore to avoid expressing any judgement or anger towards, the alleged 

perpetrator, while talking with the child. 

 

It may be necessary to reassure the child that your feelings towards him/her have not been 

affected in a negative way because of what she/he has disclosed. See section above about 

dealing with disclosures for step by step guide.  
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SECTION FIVE – ACTIVITIES & SERVICES POLICIES  
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CONFIDENTIALITY IN DORAS BUÍ 

Confidentiality is a core principle in Doras Buí; information that is or has been obtained during, 

or in the course of involvement with Centre users, or has otherwise been acquired in trust due 

to involvement with the organisation will not be shared with any third parties other than 

exceptional circumstances where the organisation considers the possibility of serious harm or 

danger to either a service user or another individual centre users, or has otherwise been acquired 

in trust due to involvement with the organisation will not be shared with any third parties other 

than exceptional circumstances where the organisation considers the possibility of serious harm 

or danger to either a service user or another individual. 

 

Such circumstances any pertain to issues relating to child protection, sexual abuse, rape, self-

harm, suicidal ideation or criminal activity.  In as far as is possible, in such cases, a full 

explanation will be given regarding the necessary procedures that may need to be taken. 

Information held by the organisation and not independently available to a third party cannot be 

disclosed without the individual’s written consent and permission from the Board of Management. 

Employees are forbidden from having on file or documentary of other material containing 

confidential information belonging to service users. 

 

 

SERVICE FRAMEWORK 

The graph below describes the four different levels of support for families.  The Hardiker Model 

devised in 2004 by Ms Pauline Hardiker an English Academic who, before she went to work in 

the University was a community worker; the Hardiker concept is a model of family support which 

is delivered by our National Agency TUSLA and community organisations like ourselves to 

prevent children being taken into care. 
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Staff in Doras Bui operate from the Hardiker model and work in a professional, confidential, 

respectful and cost-effective manner.  All activities and services are in compliance with the 

organisation’s mission, vision and values. All staff are expected to adopt a flexible approach to 

their work and to make themselves available to undertake tasks outside their core duties from 

time to time. 

 

 

RECEPTION 

▪ As a community organisation where many of the staff live locally, it is essential that all 

visitors to the Centre are welcomed in a professional and confidential manner. Visitors or 

staff should not be encouraged to loiter in the reception area. 

▪ It is the responsibility of the Receptionist to ensure that the front door is kept locked always. 

▪ It is the responsibility of the Receptionist to ensure that the reception area is kept neat and 

tidy always.  

▪ The Receptionist will keep the Shared Calendar open on her computer always. She will consult 

it to ensure that she knows whether staff are available to take telephone calls or to meet 

with callers.  

▪ The Receptionist will ask all callers whether on the telephone or in person the purpose of the 

call or visit and/or what organisation they represent, if appropriate.  

▪ If the burglar alarm goes off during office hours, the Receptionist will turn it off using the 

code and then telephone the Alarm Company to let them know it is a false alarm. 

▪ When putting telephone calls through to staff, the Receptionist will, after four rings, tell the 

caller that the staff member is not at her desk and invite her/him to leave a voice message 

or alternatively she will take a message. Messages will then be relayed by email to staff. 

▪ Unless the call is for urgent reasons, the Receptionist will not ring around the centre to check 

if the staff person is in another office. 

▪ All lone parent callers whether in person or on the telephone will be asked by the Receptionist 

if they live in the catchment area of the Centre. Those who live outside the catchment will 

be given the telephone number and email address of local Citizen Information Centre.  

▪ The Receptionist will be replaced by the staff for morning and afternoon breaks.  

▪ While we will endeavour to ensure cover for all breaks, it may be necessary from time to 

time for the Receptionist to have her short breaks at the desk. 
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DEALING WITH POST 

▪ All incoming post is opened, and date stamped by the Receptionist unless it is marked ‘private 

and confidential’ in which case, the envelope will be date stamped. 

▪ All post will be delivered to the desk of the CEO who after reading through it will disseminate 

it to relevant staff members. 

▪ A ‘Post Log’ is kept on the computer in which the Receptionist will document all incoming and 

outgoing post with the date, name of sender and/or the name of the person to whom it is 

addressed and whether it is a letter, cheque, statement or invoice.  

▪ All outgoing post is stamped by the Receptionist who will bring it to a post box on her way 

home. 

▪ A computer log of ‘taxi and courier usage are also kept by the Receptionist which documents 

all incoming and outgoing items. 

___________________________________________________________________ 

INFORMATION & SUPPORT  

▪ A drop-in Information support service is available to lone and teen parents on a demand 

basis. One staff person will be available always to see callers seeking information. Sessions 

with individual callers can last from 15 minutes up to a maximum of 50 minutes – (10 minutes 

paper work).  if reception makes an appointment, they will notify staff member.  

▪ A service user can access information & support by phone, email, drop in or 

appointment.  Appointments can be made through the receptionist or the information & 

support worker.  The information & support service can be accessed through self-referral or 

referral from other agencies, schools etc. 

 

The objectives of the information & advice function in Doras Bui are: 

▪ The provision of accurate and up-to-date information to lone parents on any or all issues of 

concern to them; 

▪ To inform the advocacy and campaigning work of the Centre on behalf of lone parents and 

their children. 

▪ To work always in the interest of the service user and empower them by appropriately 

responding to their expressed needs  

 

Doras Bui receives its funding for community development through partnering with the Northside 

Partnership and Speed Pak for the Social Inclusion Community Activation Programme (SICAP). 

We are obliged to provide Northside Partnership with SICAP quarterly and end of year reports 

with statistics on lone parents accessing our SICAP service. In addition, participant’s must, 

complete IRIS forms after each session which informs the SICAP report.  
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While the practice of Doras Bui is to keep the collection of personal details about individual lone 

parents, they are too be kept to a minimum. The move to SICAP has invoked changes in the 

collection of data, this means that we must become highly efficient in the collection of data. 

 

Operations / Data collection:  

▪ Service users are met by the information worker. 

▪ New service users; a registration form, consent & Iris form will be completed (information 

will be given to service user on Iris, participant will be asked to sign form).  Information on 

other services in Doras Bui will be given to new service user. 

▪ Existing service users; Iris forms will be completed subsequently after each session (The 

purpose of which is to record the interactions of service users in Doras Bui for funding 

requirements).   

▪ The information worker will explore, discuss and ascertain the needs of the new or existing 

service user.  Once the needs are identified the relevant supports will be provided, if 

necessary, a referral to another service in Doras Bui or external agency may be required.   

▪ Following all support sessions, information i.e. registration form or Iris forms will be inputted 

onto salesforce by information worker.  In addition, all Iris interventions will be inputted onto 

the SICAP database as soon as possible.  Master logs to be kept up to date in the interim of 

updating Salesforce (for record purposes) 

▪ After the session, if there is follow up work the information worker will complete and update 

the service user. 

▪ The information and support service are an internal service therefore court accompaniment 

and outside visits are not permitted, where circumstances prevail, prior approval from CEO 

is required.    

▪ The programme manager is responsible for on-going reviews to ensure quality, lone parents 

needs are being met and the learning and development of the organisation.  

▪ Doras Bui is not a counselling facility and where staff believe that an individual lone parent 

may benefit from counselling, the suggestion should be made in a sensitive manner and 

referrals can then be made to our in-house counsellors or to relevant counselling agencies. 

▪ Lone parents seeking information on the telephone who live outside the catchment area will 

be referred by the Receptionist to their nearest group or nearest CIC service.  

▪ Staff are not allowed under any circumstances to keep personal journals or files about their 

interactions with lone parents using the Centre.  The on-line Information Database provided 

by the Citizens Information Centre, the statutory body responsible for the provision of 

information to citizens will form the basis of the information giving function of the Resource 
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Centre. Staff working on the provision of information and advice to lone parents will ensure 

that they keep up to date on legal, economic and policy developments as they affect lone 

parents and their children. 

▪ A dedicated room is available for meeting callers on a one to one basis. Staff using this room 

must ensure that the room is kept tidy always and are expected to clear up after their use 

of the room in order that it is ready for colleagues who may need to use it afterwards. 

 

In the absence of the information and support worker, the teen parent support worker will see 

callers.   

 

Staff are not qualified to write reports; therefore, reports must not be written unless subpoenaed 

by the Court, in this event reports must have CEO approval.  In the event, social workers or 

other agencies require the use of Doras Bui’s environment to access or support a service user, 

the CEO will need to be kept updated.    

 

The service is ultimately information and support therefore if the service users’ needs go beyond 

our supports staff must refer to another service that has the resources within their brief to do 

so, if there are no other support services that can support the individual, those individual cases 

must be brought to the CEO to discuss options. 

___________________________________________________________________ 

 

TEEN PARENT SUPPORT PROGRAMME 

The Teen Parent Support Programme (TPSP) in Doras Bui is part of our Information and Support 

service for lone parents.  The TPSP is a national programme set up in 1999 by the Department 

of Health & Children which is now funded through TUSLA.  It targets young people who become 

parents under the age of nineteen and provides supports until their children are two years of 

age.  There are eleven TPSP projects across the country, which, while working towards achieving 

the objective of the national programme provide supports in quite different ways. 

 

The TPSP works with young people aged between 13-19 at referral or until or until their child is 

two years old or the parent reaches the age of 22.  Referrals are received from teen parents 

themselves, family members, friends, teachers, youth services, training centres, social workers, 

public health nurses and other interested in the welfare of the teen parents. 
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On receipt of the referral, the teen parent support worker will arrange to meet the participant at 

a time and venue that suits the participant, this meeting can take place in the participant’s home, 

school, in Doras Bui or alternatively another safe and suitable location. 

 

Operations / Data collection: 

▪ During the first meeting, the teen parent support worker will inform the participant of the 

role of the TPSP and the supports available to the participant. 

▪ New Teen Parents:  An initial registration form, personal progress plan which includes risk 

and needs assessment form, parental consent for under 18s, data consent form and Iris form 

(where applicable) will be completed. 

▪ Existing Teen Parents; Each subsequent interaction with the teen parent will be captured 

using the service user contact form from salesforce and an Iris contact form.  (The purpose 

of which is to record the interactions of service users in Doras Bui for funding requirements).   

▪ The support worker will meet with the participant bi-weekly for at least one month to aid and 

maintain the rapport.  On agreement with the participants the teen parent support worker 

will meet with the participant monthly unless the needs to meet more frequently are 

identified.   

▪ During the meeting’s, the teen parent support worker will support the teen parent in 

achieving their goals set out in the Personal Progress Plan on the needs identified by the 

young person.   These goals include; physical health, ante-natal/post-natal, education, 

mental/emotional health, relationships, parenting, legal, substance misuse, coping with 

difficulties etc 

▪ Following all support sessions, service user contact forms & salesforce will be updated by 

teen parent support worker. All Iris contact forms to be captured on the master log and an 

email to be sent to information & support worker  

▪ Needs will be met on a one to one or group setting.  Group programmes are designed around 

the identified needs to ensure TPSP is providing opportunities for participants to meet their 

needs and goals.    

▪ When the teen parent comes to an end due to age criteria, they can progress to the 

information and support service within Doras Bui for continued support.   TPSP will complete 

a review of the service form with all teen parents  

▪ The programme co-ordinator is responsible for on-going reviews to ensure quality, lone 

parents needs are being met and for the learning and development of the organisation.  

 

Our service to teen mothers and fathers is demand led and can be very intensive and 

comprehensive in the early stages and then taper as the crisis lessens and needs subside.  In 
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keeping with our ethos of supporting lone parents to become socially and economically 

independent, the emphasis in the first instance is on keeping teen mothers in school so that they 

can achieve an educational qualification.  At the same time, teen mothers who are ‘out of 

education’ are encouraged and supported to become involved in the group-work training 

programmes. 

 

In the absence of the teen parent support worker, the information support worker will see teen 

parents.   

 

Staff are not qualified to write reports; therefore, reports must not be written unless subpoenaed 

by the Court, in this event reports must have CEO approval. 

 

In the event, social workers or other agencies require the use of Doras Bui’s environment to 

access or support a service user, the CEO will need to be kept updated. 

 

The service is ultimately information and support therefore if the service users’ needs go beyond 

our supports staff must refer to another service that has the resources within their brief to do 

so, if there are no other supports, these individual cases must be brought to the CEO to discuss 

options. 

___________________________________________________________________ 

 

GROUP WORK 

Group work is defined as short information training and education courses which are funded by 

a variety of programmes and agencies with the aim of providing opportunities for lone parents 

to meet with others in a similar position, to overcome their social isolation and to assist them to 

develop their skills and interests and to support them in their sole parenting role.  As most of 

the funding streams have a focus on labour market activation, the challenge is to meet the needs 

of lone parents while ensuring the criteria of the funders are met. 

 

Activities provided for lone parents and their children in the Centre will be informed by their 

needs as identified by them at regular evaluation sessions organised and facilitated by 

programme staff team. 

 

Following on from meeting the Information staff lone parents are encouraged to get involved in 

the various courses on offer throughout the year. 
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Programme group work with Doras Bui incorporates courses; workshops; seminars and special 

events.  Programme work for our target group’s lone parents is organised over four terms: 

1st Term - January / April  

2nd Term – April / June  

3rd Term – July / August 

4th Term – September / December  

 

All programme group work is advertised and promoted through the following methods;  

▪ Specifically, designed flyer/poster, displayed within and outside the resource centre 

▪ Email distribution of flyer/poster to local community, statutory and non-statutory 

organisations 

▪ Sharing of information with existing service users 

▪ Text messaging of current and previous service users  

▪ Phone calls and/or email of contacts on the shared expression of interest form 

▪ Local newspapers and NEAR FM 

▪ Parish newsletters & Doras Bui early years newsletter  

▪ Social media 

 

Programme courses take place over several weeks, comprising of a variable number of sessions 

but generally are six to ten weeks in duration.  Most courses run for two hours per session.  Each 

term, at least three courses take place in the morning one takes place in the 

evening.  Workshops/seminars are general free standing, once off, short duration programmes 

(maximum 3 sessions) based on the assessed needs of our target groups.  Special events 

coincide with annual events e.g. International Women’s Day.   

 

All group work activities are organised based on best practice principals in programme design, 

delivery and evaluation.  Programmes are chosen based on individual and group specific needs 

analysis and in response to the considerable demands of funders.  Value for money principals 

are adopted in programme planning and provision.  On-going evaluation forms an integral part 

of programme group work with the design, delivery and review of pre-and post-evaluation forms, 

facilitator’s sessional report, quantitative and qualitative techniques.  Specific group reviews take 

place annually to inform the future direction of programme work plans.   

 

At the start of each term a programme launch morning will take place.  All service users and 

potential participants are encouraged to attend.  Lone parents registering for courses must 

appear in person (proxy applications for course will not be accepted).  A nominal fee of €5.00 is 
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charged per course to contribute towards the cost of materials and refreshments.  Only those 

who have paid the fee will be offered places on the course.  An early year’s staff member will 

attend to cover childcare registration.  Lone parents are offered their first choice depending on 

numbers applying.  After the first-choice course is filled, all other courses are filled on first come, 

first served basis. The following registration documentation includes; 

▪ Programme registration form 

▪ Course collation form including, record of fee payment 

▪ SICAP Iris form 

▪ Expression of interest form (workshops, seminars, special events) 

▪ Booking form for childcare place, including children’s details/special requirements  

 

Successful participants will be notified by email, letter or on social medial are expected to confirm 

their attendance by text as soon as possible and those who have been allocated childcare places 

must attend visits in preparation for the course. 

 

After registration, all information collected is recorded and inputted on Salesforce.  Programme 

attendance sheet are developed.  A master list of all course participants incorporating their 

contact details and courses attended is created each term and stored on the shared drive.  The 

Iris intervention is recorded onto the Iris forms and inputted onto the SICAP database.  Any 

individual follows up required for service users is undertaken and recorded. 

All programme courses primarily take place in the meeting room.  The activity room is a shared 

room therefore all services who use the room are expected to prepare the room in advance for 

any activity and clean up as appropriate prior to the delivery of Doras Bui group work.  The 

programme team setup appropriate to the course.  Refreshments are prepared. 

At the start of each course, the programme staff brings participants through the ground rules 

and provides information regarding health & safety regulations, breaks, ground rules/group 

contract & staff car park only.  A clean-up of the room takes place following the delivery of 

programme work with programme staff taking responsibility for the refreshments area. 

At the end of each course participants are asked to complete a logic model evaluation form which 

is used to inform the centres future in relation to the group work programme. 

___________________________________________________________________ 

 

CHILD COUNSELLING 

Child Counselling has been part of the wide range of Programmes offered to families using Doras 

Bui since 2003. Through our work over the years, it became evident that despite the best efforts 

of parents, following marital separation, children can suffer from a loss of self- esteem, feelings 
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of bereavement and loss. These feelings can manifest themselves in challenging and difficult 

behaviour, poor school performance and emotional difficulties. Lone parents using the centre 

expressed the need for help with their children in these situations, and a confidential therapeutic 

counselling Programme through the medium of art, drama and play therapy was put in place 

through funding from the Family Support Agency and is now funded by TUSLA. The aim of the 

Programme is to assist children and parents to develop constructive and loving relationships in 

the context of their changed situation.  

 

The Child Counselling Service is available for children aged from 4 to 12 two afternoons per week 

– 37 weeks of the year. However, exceptions will be made for the Drama Therapists to work 

with children under the age of 4 years if the child is attending Doras Bui’s Early years’ service 

and the need has been identified by the Early Years Manager and the parent/guardian.  Two Art 

& Drama Therapists are contracted to deliver the child counselling service. 

 

Referrals to the counselling service may be made only through the Information Support and 

Teen Parent Programme. Early Years’ parents who express the need for counselling must in the 

first instance be referred to either staff member. Referrals will only be accepted from parents or 

guardians, who are already involved in the various Programmes operating in the Centre. Children 

and parents will be seen on a first time first served basis.  There is no fee for this service. 

 

Referrals will not be accepted: 

A. Where children have not reached the age of 4 (except if the child is attending Doras Bui’s 

Crèche) 

B. Where children are currently attending, any other counselling services 

C. From parents who are not involved in the Centre already; 

D. Local statutory services or community groups, schools, local GPs; 

 

Doras Bui Staff are not qualified to diagnose a child as needing counselling, the final decision 

must be made by the therapist. Entering a counselling process is not a quick fix solution to a 

crisis, Child Counselling is not an emergency service, and therefore staff must ensure that 

parents understand the nature of the service and the commitment required by them during the 

child counselling process. 

 

Procedures are as follows: - 

Referrals come from Information or Teen parent support worker following meeting with the 

parent/guardian 
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1. A child counselling referral form is completed and signed detailing the reason why they feel 

their child needs to attend child counselling.   

2. Once the referral form is completed, the form is put in a locked cabinet and an email is sent 

to the child counsellor.   

3. A child counselling case is opened on the Salesforce page by the information staff member 

and details are inputted.  This will be updated after each session by programme administrator 

and receptionist.   

4. The parent must attend an assessment meeting with the Child Counsellor to determine if the 

child needs counselling and or if Doras Bui is suitable.  The assessment is attended by the 

parent/guardian only. 

5. The Child Counsellor or Receptionist will contact the parent direct and arrange a time for the 

assessment.   

6. The parent will meet with the Child Counsellor for the assessment meeting and if it is deemed 

that the child requires counselling, the counsellor will move their details from the referral list 

to the waiting list which is held on the Shared Drive.   

7. For parents who are unable to meet with counsellor following two sessions being offered; a 

conversation will take place with the counsellor & parent in relation to ascertaining the 

suitability of the service for their child.  A final session will be then offered to parent if 

suitable, if the parent is still unable to attend the next session, the next person on the list 

will be offered a place.  The counsellor will discuss with parent again suitability of service and 

a decision to either leave the child’s name on the list or remove it will be agreed. 

8. When a counselling place becomes available, the counsellor or receptionist will phone the 

parent and arrange a time for the parent and child to meet the counsellor. 

9. Following this a time and date will be allocated to the counselling session.  The receptionist 

will send out weekly text messages as reminders. 

10. The counsellor will meet the parent on three occasions during the counselling sessions to 

discuss the child’s progress. 

11. If a child protection issue arises, the counsellor will follow the organisations child protection 

policy. 

12. There may be occasions where the child counsellor will need to liaise with the information 

and support worker i.e. provide additional or specific support to the parent 

13. When the child counsellor determined the child no longer needs the Art & Drama therapy, 

the child counsellor will meet with the parent/guardian and have a discussion 

14. When the sessions are finally completed, the child’s details are moved to ‘List of completed 

clients’ on the shared drive.  The child counselling case will also be closed on Salesforce.   
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15. To maximize the time available for counselling, all administration will be undertaken by staff 

including the writing of letters and contacting parents regarding appointments etc. 

 

Procedures for Children aged 4 years and under attending Doras Bui’s Early Years’;   

Childcare staff to discuss the need for additional support with Early Years Manager.   

If appropriate, after seeking support from the early year’s manager, the key worker for the child 

will seek alternative support from the Drama Therapist on the matters arising, the key worker 

to liaise with parent/guardian on the matters arising. 

 

If situation is unresolved after supports are put in place, the Manager will talk to the parent in 

relation to referring the child to Child Counselling.   

Counsellor(s)  

▪ Counsellors will arrange to meet new parents as early as possible after they have been put 

on the waiting list. 

▪ Counsellors are obliged to inform the CEO or the organisation’s Designated Child Protection 

Officer, of any issues that arise during the counselling session which may require notification 

to legal or statutory authorities such as suspected child abuse, domestic violence and any 

other they deem to be appropriate  

▪ Counsellors are obliged to keep the attendance list up to date. 

▪ Counsellors are expected to provide a copy of their current professional indemnity insurance. 

▪ Counsellors are expected to notify the Receptionist as soon as possible if they are unable to 

attend. 

▪ Counsellors are obliged to refer enquiries from non-custodial parents to the CEO  

▪ A fee of €500 will be charged when Counsellors are requested to do reports for court or other 

professional bodies,  

▪ Counsellors will sign off on documents/reports however it must be noted that the document 

is a Doras Bui document and any document in circulation should be on Doras Bui headed 

paper.   

▪ Requests from external sources are monitored on a case to case basis and will be discussed 

and decided in collaboration with the child counsellors and CEO.   

 

For Parents 

If an appointment cannot be kept, the parent will telephone Doras Bui 24 hours before the 

appointed time. The staff person will inform the Counsellors as soon as possible of the 

cancellation: Failure to keep two appointments without contacting the Centre will result in the 

parent automatically losing the place. 
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ADULT COUNSELLING 

Doras Bui through its partnership with Counselling Academic Institutions and individual 

professional counsellors can offer lone parents attending the centre who are over 18 years of 

age adult counselling.  Teen counselling is provided to teenagers aged between 12-18years of 

age.  Any person who is active in addiction may not have the opportunity to avail of 

counselling.  Counselling is provided by counsellors who are undertaking post graduate studies 

in psychotherapy and professionals who work on a voluntary capacity. 

 

Access to the adult counselling service is on a first come first service basis.  referrals are made 

for counselling through the Information Support staff who may need to prioritise individuals from 

time to time.  Parents requesting counselling will be given the information leaflet and staff will 

ensure that they understand its contents.  Early years parents who express the need for 

counselling must in the first instance be referred to the information support staff. 

 

Doras Bui are not qualified to diagnose an individual as needing counselling, the final decision 

must be made by the therapies.  Entering a counselling process is not a quick fix salutation to a 

crisis.  Doras Bui does not provide an emergency counselling service; therefore, staff must 

ensure that the person understand the nature of the service and the commitment required by 

them during the counselling process; 

 

Process of Referral: 

▪ A referral form for adult counselling is completed the information staff  

▪ Information is given to the service user on how the sessions are conducted and at this point 

service users are advised that a €5 contribution is recommended per session 

▪ Name and contact details from the referral form for adult counselling are inputted on the 

waiting list register located on the shared drive 

▪ The details are logged onto Salesforce and a counselling session is added to her service user’s 

details 

▪ The service user will firstly attend an assessment visit with the counsellor to ascertain if they 

need counselling and if Doras Bui is the best fit the service user 

▪ Once the assessment is complete the counsellors will either recommend that the service user 

remain on the waiting list or alternative interventions are required i.e. personal development 

courses etc. 

▪ When a counselling session place becomes available, the information and support worker will 

contact the service user from the waiting list and offer the place 
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▪ The adult counsellor is then notified and given the following paperwork for each counselling 

service user; 

o Adult counselling referral form 

o Agreement form 

o Assessment form 

o Attendance form 

o Risk management plan form  

o All are available from the programme team standard forms ant templates 

  

▪ A weekly adult counselling time-table to be given detailing the service users and time they 

will attend 

▪ Counselling sessions take 50 minutes and are on a weekly basis.  a break of 15 minutes is 

between each session to allow the counsellor to update the service user’s notes. 

▪ When the adult counsellor meets with the service user, they complete the relevant paper 

work.  all paperwork is kept on the premises in a locked filing cabinet in the programme 

team’s managers office. 

▪ All counselling sessions are conducted in the information/counselling room.  The room is set 

up by information staff and paperwork is left out for the adult counsellor. 

▪ Counselling sessions are inputted into Salesforce under the relevant service users name.   

▪ Staff member will make the initial appointments, following appointments will be made 

directly with the counsellor and service user 

▪ From time to time upon the request of the counsellor staff will send reminders of appointment 

to service users  

Counsellor(s) 

▪ Counsellors are expected to provide a copy of their current professional indemnity insurance 

▪ Counsellors are expected to notify the staff member as soon as possible if they are unable 

to attend 

▪ Counsellors are obliged to inform the designated child protection officer of any issues that 

arise during  

▪ the counselling session which may require notification to legal or statutory authorities 

▪ The Counsellor keep the staff member up to date of all attendance or non-attendance of 

service users  

For service user 

▪ If an appointment cannot be kept, the person will telephone or text Doras Bui 24 hours before 

the appointment time.  The staff member will inform the counsellor as soon as possible of 

the cancellation. 
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▪ Failure to keep two appointments without contacting the centre will result in the automatic 

loss of the place.  If the person wishes to resume counselling, they will be put on to the end 

of the waiting list.  

___________________________________________________________________ 

NETWORKING & LOBBYING 

Networking and lobbying with key decision-makers be it politicians, policy-makers as well as 

other crucial decisive stakeholders both locally and nationally is an integral part of Doras Bui’s 

overall strategy to campaign for policy change in favour of one parent families. 

 

The objectives of networking/lobbying are as follows: 

▪ Putting lone parent issues on to the agenda of local and/or national community and voluntary 

organisations; 

▪ Influencing the policies and provision of statutory bodies in relation to lone parents and their 

children; 

▪ Working with local community and voluntary organisations to improve local community 

structures and the local environment in the interest of lone parents and their children and 

for the benefit of all families living in the community; 

 

Lobbying and networking must bring added value to the work of the organisation.  All requests 

for and decisions made regarding networking and lobbying must be referred to the Board of 

Directors for final approval.  Staff must feedback at staff meetings any networking involvement 

within the previous month.  As part of the Regulation of Lobbying Act commenced 1st September 

2015, the programme manager will complete the lobbying template required quarterly.  For 

further information please see www.per.gov.ie/en/main-home/regulation-of-lobbying/regulation  

___________________________________________________________________ 

 

CLEANING & KITCHEN PROCEDURES 

Contract Cleaners are contracted to ensure the building is cleansed to a high standard.  

 

The Cook has overall responsibility for the provision of nutritious and balanced meals for children 

in the Early Years’ Service and for the maintenance of a safe and hygiene kitchen always in 

keeping with HAACP guidelines.  

 

 

 

 

http://www.per.gov.ie/en/main-home/regulation-of-lobbying/regulation
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SECTION SIX – EARLY YEARS  
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INTRODUCTION 

There are 62 full time places are available in the Early years’ service. We believe in a flexible 

approach to meeting the needs of families and part time places mornings and afternoons are 

provided. While early year places will be allocated on a first come, first served basis, priority will 

be given to families whose needs are greater. 

 

Age categories are catered for: 

Babies/Waddlers 6 months to 2 years 

Toddlers   2 years to 3 years 

Pre-Schoolers  3 years to 5years 

 

Please note children will not be moved from their original age group until they are 

developmentally ready to do so ages above are for guide purposes only. 

 

The catchment area of the Early years’ service covers the Northeast are areas of Beaumont, 

Bonnybrook, Coolock, Darndale, Donaghmede, Donnycarney, Edenmore, Harmonstown, 

Kilbarrack, Killester, Kilmore Priorswood, Raheny and Whitehall; a minority of places will also be 

made available for people working in the catchment are. 

 

Manager:   Louise Farrell  

Assistant Manager:  Debbie Grant  

Telephone:   01- 8484811 

Mobile:   087 944 7965 

Email:    louise.mcguirk@dorasbui.ie  

debbie.grant@dorasbui.ie  

 

General childcare procedures 

▪ Staff greets each parent and child every day. 

▪ Staff Deliver constructive feedback to parents informally each day about their child. 

▪ Staff are expected to follow the routines set out in childcare room. 

▪ Staff plan developmentally appropriate activities to ensure children are actively learning. 

▪ Staff must keep all appropriate paper work for each room which is filled out daily such as 

children’s sign in sheets; sleep charts, cleaning charts, nappy charts, toilet check lists, 

accident/ incident reports, illness books and medication books. 

▪ Staff liaises with Early Years’ regarding all children/ families attending service daily as 

needed. 

mailto:louise.mcguirk@dorasbui.ie
mailto:debbie.grant@dorasbui.ie
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▪ Developmental records are kept for each child 

▪ If a concern arises regarding a child’s development, staff must bring it to it to the attention 

of the Early Years’ Manager, so an action plan can be put in place. 

▪ Staff must ensure equipment and childcare rooms are kept in a clean, safe and hygienic 

manner always. 

▪ Staff liaise with Parents through formal meeting three times a year. (end of September how 

child getting on since starting in crèche, February update on development, June final update 

before child moves onto next room). 

▪ Staff bring crockery and cutlery from breakfasts, snacks and lunches and load into the 

dishwasher immediately when these activities are over. 

___________________________________________________________________ 

 

OPENING HOURS 

The Early years’ service is opened from 8.30am until 6.00pm Mondays to Fridays inclusive. Places 

are available as follows; 

 

 

 

 

The Early years’ service closes at 4.00pm on the Last Monday of every month to facilitate staff 

meetings.  (there may be rare occasions when the service will close at 3pm on the day of the 

staff meeting days, this is to accommodate training & development for staff - parents/guardians 

will be notified in advance)  

___________________________________________________________________ 

 

ACCESSIBILITY AND FLEXIBILITY 

At Doras Buí an induction process is carried out for all families and children before starting the 

service. This involves registration; a visit with the early year’s manager to share information 

about both the child the service and the exploration of policies and procedures. Parents will then 

be invited to bring their child on three visits to the service where they will get to meet their 

child’s key worker and share important information that will support their child settling into their 

new surroundings. We understand that the needs of each family and child vary, the service will 

respond to individual needs were possible, for example extended visits were a child takes longer 

to settle, and time that suit parents to visit the service 

___________________________________________________________________ 

 

 Monday to Friday  Full-time: 8.30 --6.00  

P/T mornings; 8.30 --1.15  

P/T afternoons 1.45--6.00  
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ADMISSIONS & PROCEDURES 

Doras Bui is an organisation committed to offering equality of access to all adults and children 

based on need.  The centre operates an open-door policy a welcome always to parents and 

children.  This is especially relevant during the settling in period. 

Doras Buí Early Years’ service provides full day care for babies from 6 months, juniors and 

preschool children up to school age. We also operate the free preschool (ECCE) scheme and 

other government schemes. 

 

Full/Part time Care 

To secure a place for your child parents/guardians must properly complete a registration form 

which must be lodged with the manager prior to the child starting.  Places are offered on a first 

come basis.  On receiving confirmation that there is a place available for your child, you are 

requested to pay a booking deposit equal to two weeks of your weekly fees.  If all available 

childcare spaces are presently filled, a waiting list is created. The first person on the waiting list 

with a child of the appropriate age range in which a vacancy arises will be offered the place.  A 

place may be offered at the manager’s discretion for families in urgent need or in the case of 

referrals. 

___________________________________________________________________ 

 

PAYMENT OF FEES 

Doras Buí is a voluntary non-profit organisation. Early years fees are based on the cost of 

providing the place minus the amount of funding provided by the Department of Children and 

Young People (DCYA) based on the economic circumstances of each individual family and/or any 

other statutory source. 

 

Two weeks’ fees must be paid in advance of the child starting in the early years’ service. This 

includes an advance payment of one week and first week in service fee. The advance payment 

will be refunded in the form of a free week the last week of the stay in the early years’ service. 

 

The preferred method of payment of fees by parents is weekly by Standing Order or visa debit 

/ credit card, for parents who choose to pay monthly Standing Orders are obligatory. Monthly 

fees will not be accepted in cash. 

 

Early years fees by cash will only be accepted on Thursdays and Fridays. Payments in cash will 

be receipted. All information regarding payment and non-payment of fees is recorded for auditing 

purposes. 
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Non-payment of Early years’ fees is not allowed to continue for more than one week. Parents 

who fail to pay on Thursday or Friday will receive a text to remind them that unless the arrears 

are cleared in the second week the early year’s place will be automatically terminated in the 

third week of non-payment. 

 

If for any reason, parents/guardians have difficulty making childcare payments; the Early Years 

Manager must be informed immediately. 

Fees must be paid for 51 weeks of the year, including absences for holidays and sicknesses. 

If a child is absent for two weeks without contact by the parent, it will be assumed that the place 

is no longer required, and it will be reallocated. 

 

A concessionary fee applies to siblings attending the centre.  A late collection of €10 per child 

will be charged in all cases. 

 

In the event of a parent/guardian owing an outstanding payment on fees, parents/guardians will 

be unable to access other programmes/services within the overall organisation. 

___________________________________________________________________ 

 

ARRIVING INTO DORAS BUÍ 

To ensure the safety and welfare of staff, parents and children, the following procedures must 

be followed: 

▪ Children will not be allowed into rooms prior to start time. 

▪ The parent/guardian accompanying each child must take responsibility for taking his/her 

child out of the buggy and ensuring the buggy is placed in the Buggy Storage Space. 

▪ For health and safety reasons all buggies must be folded. Parents who continually fail to fold 

their buggies will be asked not to leave the buggies in Doras Bui 

▪ Under no circumstances are buggies allowed into the children’s rooms. 

▪ On arrival into the room the designated Early year worker/s will welcome the child, sign 

him/her into the attendance register and record time and any relevant messages. 

▪ If necessary, the parent/guardian accompanying a child will remain with her/him until h/she 

is settled. 

▪ If staff support is required to settle a child in, this will be provided as soon as is possible 

while considering child/staff ratios and other demands at the time. 
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SETTLING IN PERIOD 

Doras Buí will endeavour meet the unique and individual needs and expectations of all children 

in its care. We recognise that each child will adapt differently to his/her new surroundings and 

situations. For example, a child who has previously experienced other forms of day-care may 

well find it easier to settle in than a child spending its first time away from their parent/guardian 

and familiar surroundings may take longer to adjust to the new environment.  

 

Therefore, parents are expected to visit the Early year’s room with his/her child at least three 

times prior to the official first day. The purpose of these visits is to; 

 

• Familiarise the parent and child with the Service; 

• Introduce the child to key staff and other children in their group 

• Encourage the child to explore the room his/her new environment 

 

Parents or guardians are very welcome to stay for the ‘settling in’ period, the period of which 

will inevitably vary. We welcome and encourage parent’s input into this process as it plays a 

vital role in familiarizing the child and his/her parent or guardian with the service. 

 

If a new child remains distressed after a parent/guardian leaves; Early years’ staff will endeavour 

to reassure and settle the child in every way possible. However, if this is unsuccessful, the parent 

or guardian will be contacted to inform them of the situation and discuss the best course of 

action in the interest of the child. 

 

All parents are obliged to complete a record form for their child prior to taking up the early year’s 

place. The purpose of the record form is to provide staff with background information on the 

child and their family, medical information relevant to the child’s well-being and contact numbers 

in the case of any emergency.  

 

ACCESS TO CHILDCARE ROOMS 

Only authorized personnel will be admitted to Early year rooms during operational hours. These 

include: 

▪ All Early years’ staff; 

▪ Parent or designated person authorised to bring or collect the child; 

▪ Pre-arranged visitors only when accompanied by the Early Years’ Manager or deputy 

manager or CEO; 
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▪ Pre-school officers, only when accompanied by Early Year Manager or Senior Early year 

practitioner. 

▪ Maintenance/repair person (when this is required, the Early Years Manager or Senior Early 

years’ practitioner must accompany the Maintenance person when assessing the work 

required. When the work is being carried out, all children will be moved to another 

space/room until work is complete, the room is cleaned, and maintenance workers have left. 

 

PARENTAL/GUARDIAN PARTICIPATION  

Doras Bui believe parents/guardians are the most important people in their children’s lives and 

therefore staff always maintain a professional relationship with parents / 

guardians.  Parental/guardian participation is encouraged in Doras Bui as we understand the 

positive impacts that parent’s participation can have on their own confidence and as a result on 

their children’s care, wellbeing and education.  Staff recognise that parent/guardians need 

feedback regarding their children and that this must be given in an open, honest and friendly 

manner.   

 

Whilst there is always the possibility of a member of staff having a close relationship with a 

parent/guardian outside of the service either through friendship or family, Doras Bui will do its 

utmost to avoid any conflict of interest or undue favouring of a child.  Where, such a relationship 

arises the member of staff should immediately inform the Managers to discuss if any action 

needs to be taken. 

 

Doras Bui enable parent’s/guardian’s participation in the planning, delivery and evaluation of 

services, parents actively participate in the Centre using the following methods;  

 

▪ Children’s portfolios are developed throughout their time in our early years’ 

service.  The portfolios are presented to parents and parents can take them home to 

add home-life experiences  

▪ Floor books, pictures and stories are presented to parents of their children’s activities 

in their environment, parents are encouraged to take part and view these to get a 

further understanding on how their children’s developmental needs are being met    

▪ 3 meetings with parents and key workers are held annually on a yearly  basis on 

developmental progress, general issues/concerns or matters relating to their child 

and or the organisations policies/procedures.  

▪ One to one meeting also take place with parents to provide Additional ongoing 

supports for parents and their child/ren. 
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▪ Group participatory workshops on relevant topics take place with parents/guardian  

 

 

LATE COLLECTIONS 

Parents/collectors must arrive on time to collect their child/ren. If not a late fee collection of €10 

will apply for each child.   

 

 

COLLECTION OF CHILDREN 

All collectors must be over the age of sixteen and children will only be handed over to people 

identified on the registration form. Parents or guardians of each child are obliged to give clear 

information on the registration form in relation to other people who may be collecting their 

child/ren. 

 

It is essential that staff, Senior Early year practitioners, is introduced to other family members, 

friends or other carers who will be collecting children.  

 

In the case of an emergency where a person is not identified on the registration form and must 

collect a child, the parent/guardian must inform the child’s Senior Early year’s practitioners or 

Early Years Manager of the name and identity of the person authorized to collect their child. If 

this does not happen a child will not be handed over even if they are related to or familiar with 

the person until contact has been made with parent/guardian to ensure the safety of the child. 

Staff must obtain from the parent/guardian confirmation of the identity of person and secure 

agreement to hand the child over. Early year’s staff will endeavour to make the collecting person 

feel welcome whilst awaiting clarification from the parent/guardian. 

 

Parents or guardians who wish to speak with their child’s Senior Practitioner at the time of 

collection will be facilitated as far as is possible. However, the staff member may not be available 

at the times; an appointment can be made for a mutually convenient date and time as soon as 

possible. 

 

The Board of Directors of Doras Bui have a duty of care to its staff and to the children in its care. 

Parents or guardians who arrive to collect their children with the appearance of having misused 

alcohol or drugs are compromising the health and safety of their own children and staff in the 

Centre and therefore we would ask any parent/guardian in this situation to arrange to have their 

child collected by one of the designated collectors. Failure to do so will put Doras Bui staff in the 
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difficult position of having to refuse to handover the child. This situation will put great strain on 

the relationship between staff and parents and is to be avoided at all costs. 

 

A parent or guardian is fully responsible for the safety and welfare of his/her child as soon as 

s/he is signed out of their room. 

 

 

EMERGENCY CONTACT PROCEDURES - END OF DAY 

If a child has not been picked up by six o’clock, staff will contact the designated collectors on 

the child’s form. If contact still cannot be made the Early Years Manager will be informed. The 

Early Years Manager will continue to try making contact and if contact cannot be made the Duty 

Social Worker will be contacted. Failing this the local Garda Station will be contacted on 

Telephone Number: 01 6664200. At least one Early Years practitioner will stay with the child 

until the Gardaí arrives. The child will then be handed over to the Gardaí.  *it must be noted as 

every case is unique, staff will use their discretion and decisions will be made from the best 

interest of the child.   

 

 

ACCIDENTS AND EMERGENCIES 

Every incident, injury or bump to the head that results in hurt or injury to a child will be taken 

very seriously and recorded in the incident book as soon as possible.  First aid will be 

administered where necessary and signed by a member of staff present and depending on the 

seriousness of the incident the parent will be informed by phone or on arrival to collect the child.   

 

In situations where emergency medical attention is deemed necessary by the early year’s 

practitioner in consultation with Early Years Manager/Deputy Manager the emergency services 

will be contacted immediately; the parent/guardian will also be contacted at this time. In the 

absence of the Early Years Manager the senior early year’s practitioner must consult a second 

senior early years’ practitioner or CEO. If the parent/guardian is not contactable, the emergency 

contact person will be contacted.   

 

In the event of a serious Accident/illness/incident Emergency the following procedures will be 

followed; 

▪ Emergency services will be contacted immediately 

▪ Senior early years practitioner or Early Years Manager/Deputy Manager will contact 

parent/guardian 
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▪ The Early years practitioner who is familiar to the child and the Manager/Deputy Manager 

will accompany the child and if parent/guardian can make it to the service to A & E and 

remain with them until necessary 

▪ A mobile phone will be brought, and contact maintained with the centre. 

▪ Medical information on file about the child will be brought to the hospital and handed over to 

medical personnel dealing with the child. 

 

If parent/guardian is not contactable prior to leaving for A & E, a designated staff member will 

continue efforts to make contact. Should the parent/guardian be un-contactable the nominated 

emergency person will be contacted and informed of the situation. Staff working with a child at 

time of an incident will record the incident in incident book.  On return from A & E the Early 

Years Manager will undertake a full investigation, interview relevant staff members, record all 

information, assess the situation and take appropriate action; 

The Early Years Manager will make a full detailed written report to CEO for the Board of 

Management including steps which may be required to ensure as far as possible a similar incident 

may be avoided in the future 

___________________________________________________________________ 

 

ILLNESS  

It is the policy of Doras Bui in the case of high temperatures, vomiting, diarrhoea or other 

symptoms of illness the parent/guardian will be contacted and requested to collect the child.  On 

failing to contact the parent/guardian the emergency contact person named on the child’s 

registration form will be contacted.  Parents and guardians need to be mindful and follow our 

childhood illness policy and where necessary seek medical advice. 

 

Whilst the child awaits collection the following procedures will take place in order to make the 

child as comfortable as possible; 

▪ Designated member of staff remains with the child 

▪ Temperature is taken and confirmed by second member of staff 

▪ If necessary, heavy clothing will be removed from the child and they will be sponged down 

 

All information in relation to symptoms and time frames will be passed on the person collecting 

the child and recorded into illness book. 

___________________________________________________________________ 
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ADMINISTRATION OF MEDICATION POLICY 

It is the organisations policy not to administer prescribed medication until a 24-hour period has 

lapsed.  Staff will then administer prescribed medication in consultation with the 

parent/guardian.  It is now our policy to administer only Calpol in the event of a child running 

a high temperature, this will only be done following a consultation at that time with the child’s 

parent or guardian over the phone as a safety precaution for the child. The parent/guardian will 

still be asked to collect the child as per our illness policy and seek medical advice where 

necessary. Calpol must be supplied by the individual parent/guardian and on arrival at the 

service the collector must sign the medicine book. The organisation will store their own bottle of 

Calpol in the case of an emergency.  All other medicines must be taken home daily. 

___________________________________________________________________ 

 

AILMENTS/INFECTIONS 

A guide to Ailments & Infections can be found in Appendix, the guide was formed based on 

medical recommendations however it must be noted it is only a guide.  

___________________________________________________________________ 

 

CHILDRENS LEARNING & DEVELOPMENT ENVIORNMENT 

An important role in children’s early learning is having the opportunity to interact with 

‘experimental learning’. By working within the Siolta – National Quality Framework for Early 

Childhood Education, Aistear Curriculum and High-Scope framework, our early year’s staff 

ensure the planning and delivery of our early years’ service is centred on children’s interests 

which ensures the children are receiving meaningful experiences which in turn give children high 

levels of satisfaction while engaging them for long periods of time with a purpose.   The practical 

experiences are delivered in a secure, safe environment to ensure each child’s emotional well-

being, and identity and belonging are being met. The curriculum encouraging their ability to fully 

engage and have the confidence to carry out any task independently and/ or with their peers. All 

staff who work in Doras Bui have a duty of care to children and this is a responsibility that is 

taken seriously.  All staff show respect and understanding for the children involved and ensure 

the inclusion of all children.  Doras Bui promotes good practice for those involved in working 

with children.  

___________________________________________________________________ 
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POSITIVE/DISPRUPTIVE BEHAVIOUR POLICY 

Through the implementation of Early Years Curriculums children are encouraged and supported 

to develop respectful relationships with each other as an important part of their social and 

emotional development. Doras Bui sees itself in partnership with parents in relation to this 

important task. 

 

When handling difficult situations, staff will not physically restrain children unless there is an 

imminent risk of the child harming themselves, harming other children and/or harming staff. 

 

Children are never shouted at or treated in a way that is demeaning or could cause distress. If 

necessary, 'Time Out' may be used. Time Out means the child will be gently guided away from 

the situation by a staff member and brought to a quiet area of the room or the Centre. It will be 

explained as clearly as possible why the behaviour is unacceptable and why the child is having 

time out. A staff member always accompanies children who find themselves in this situation; at 

no stage, will the child be left on their own. 

 

If a child’s behaviour impacts on another child or children so that a designated staff member 

needs to mention the situation to its parent/guardian, the identity of any other child/ren will not 

be revealed. 

 

Doras Bui have a duty of care to staff as well as the children attending the Early years’ service. 

In situations where a child constantly exhibits violent and aggressive behaviour, the 

parent/guardian will be consulted, and a strategy will be agreed jointly to tackle and improve 

the situation. Regular joint reviews will be held to monitor and support staff and parents. 

 

Where instances of challenging or disruptive behaviour occur with children, a record will be kept 

of this where the instance requires the intervention of a worker or where the safety and well-

being of others are at risk, the senior professional will work alongside the early years professional 

to support and work alongside the child.  The parent/guardian will be kept updated and informed 

of all interventions involved.  If challenging or disruptive behaviour continues the senior worker 

or key worker will meet with parent/guardian to ascertain further supports.  In the event where 

this is not working the child can (with permission) from parent/guardian seek additional supports 

from our child counselling service.  If at any time the parent/guardian has further concerns they 

can seek further support from the early years manager, this also applies for staff.  
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It can be disconcerting for staff members who deal directly with children with challenging or 

difficult behaviour.   

 

All staff dealing with Challenging/difficult behaviours will be given guidance and support from 

their senior worker and or early year’s manager.  Doras Bui ensures that the safety and welfare 

of the children is a priority and that staff will deal sensitively and professionally with any difficult 

issues that may arise.  

 

BITING  

Doras Bui recognises that biting is a common behaviour among young children and children may 

bite for some of the following reasons; 

▪ Can be a developmental stage 

▪ Infants and toddlers put everything in their mouths, it feels good to bite and chew while they 

are teething 

▪ Biting is a natural part of a child’s development 

▪ Babies/children may not have the verbal skills necessary to express themselves 

▪ Biting brings about a rapid response from other children and adults i.e. attention 

▪ Children experience may emotional responses to over-excitement, frustration, fatigue, fear 

of being separated from people they love etc., may trigger biting 

▪ Biting sometimes occurs for no apparent reason 

In Doras Bui the safety of the children is our primary concern and staff, therefore we; 

▪ Recognise children’s reason for biting 

▪ React appropriately 

▪ Take effective measures to prevent further incidents 

 

Procedures on occurrence of biting; 

▪ Staff calmly remove the child from the person (child or adult) whom they are biting 

▪ Depending on the child’s stage of development we will very calmly explain to the child that 

is not acceptable to bite and try to establish what caused the child to bite.  Staff will explain 

to the child who has bitten using clear language that biting is not allowed 

▪ The parent/guardian on both children who has bitten (the bitter and the child bitten) will be 

informed independently of the event in privacy.  In the case of a serious bite the 

parent/guardian will be contacted and informed of the bite prior to collection.  The incident 

will also be recorded in our incident book.  Staff requests that parents make us aware of any 

incidents of biting home/outside Doras Bui to alert us to further possible incidents. 
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▪ All biting incidents will be dealt with in confidence.  We do not disclose the name of the child 

who has bitten to the parent/guardian of the bitten child.  We request that complaints are 

not directed toward the biters parents, as that approach may impact negatively on the 

effectiveness of this policy.   

▪ If the child bites again they will be closely observed, and plan established to monitor and 

support the child.  Staff will shadow the child and record incidents to identify triggers for the 

behaviour.  Understanding why a bit occurs, is key to resolving the problem and will assist 

staff in developing possible intervention strategies.  

▪ Within this plan staff (usually the child’s key worker) will regularly meet with the 

parent/guardian of the biter to explore underlying reasons and common strategies to ensure 

consistency at home and in Doras Bui. 

 

If a child is a victim of biting, staff are trained to deal with this situation and will follow first aid 

procedures to relieve pain and injury.  The appropriate first aid will be administered.  The wound 

will be cleaned, and ice applied if necessary, to help with swelling or bruising. Staff will comfort 

the child and let them know that, we are sorry that they got hurt.  Biting is taken very seriously, 

and staff will do their utmost that it is stopped as soon as possible 

 

Biting Prevention 

Dealing with biting is challenging as each situation is unique.  All incidents will be managed in a 

consistent, calm and clear manner reinforcing that biting is unacceptable behaviour.  Doras Bui 

implements the TURTLE TECHNIQUE to help children to reflect on their feelings and 

behaviour.  We discourage biting through prevention procedures including the following; 

▪ Our programmes are designed so that all children are happy, stimulated and engaged in 

activities to prevent these incidents 

▪ Provision of age-appropriate materials that stimulate interest 

▪ Organised activities that allow our children to release frustration and built up energy  

▪ Close supervision and monitoring of each situation 

▪ Staff awareness of possible conflict of personality between children and to act accordingly 

e.g. separate the children if necessary 

▪ Staff awareness that a simple conflict over a toy or personal space could trigger a child to 

bite 

▪ Staff awareness of the unique temperaments of each child and look for patterns in a frequent 

biter 

▪ Awareness of the possible trigger times, that a biter has difficulty and to be extra vigilant at 

these times 
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▪ Knowledge if biting focuses on one child and designating ways of separating children as much 

as possible if appropriate 

▪ If toys, trigger incidences, investing in duplicate toys so every child has good play options 

▪ Encourage children to use words to express their feeling and emotions e.g. Turtle technique 

▪ Staff help children to understand that words can be used to express feelings and teach 

children appropriate words as children who can verbally express themselves will be less likely 

to lash out physically 

▪ Working in partnership with parents/guardians on biting is essential in resolving the biting 

incidents  

 

MESSY PLAY 

Messy play is a very important part of a childs development by encouraging their social and 

emotional development, self confidence, concentration,independance and language. Messy play 

is also a  way of introducing young children to a large range of sensory experiences such as 

smell, touch , cold warm, heavy light and rough smooth.  Messy play is an open ended activity 

with no right or wrong way of using the materials. It allows children of all abilities to use these 

materials as they choose while interacting with adults and each other. Common materials used 

in messy play activites are sand, water, gloop, playdough, paint and mud pies.  Through messy 

playchildrenren learn to  

express themselves creatively without fear of failure.   

 

TOILET TRAINING 

Toilet training is a special time of transition in a child’s life. At Doras Buí, we recommend that 

parents/ guardians start this transition by allowing their child a period of three days at home 

(perhaps starting at a long weekend) to toilet train their child.  On request, Doras Buí staff can 

support parent/guardians by providing information and sharing useful toilet training 

tips.  Following the three-day home, toilet training, staff will support and encourage the child by 

taking them to the toilets every 15 minutes.  From our experience, we do not recommend using 

pull ups when toilet training.  

 

At Doras Bui all childcare rooms have child sized toilets, so we would recommend parents to 

encourage their child to use the toilet at home as from experience staff have found that children 

find the process of toilet training easier for children if there are less transitions etc., potty to the 

toilet.  We would ask parents to provide at least three sets of spare clothes and one pair of 

footwear during the potty-training process.  
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These can be kept in your child’s box provided in the childcare rooms.  Parents can check their 

child’s box at the end of the day to see if they need to take home soiled clothes and replace 

spare clothes.   

 

Nappies/toiletries for children using nappies are not provided by Doras Buí so, must be provided 

by parents. 

 

SPARE CLOTHES & NAPPY PROVISION 

Parents/guardians are obliged to bring one full change of clothes for his/her child to be left in 

the service in the event that their child needs to be changed at any time. Parents are also 

requested that these clothes are updated on a regular basis to ensure are right fit and are also 

weather appropriate. Parents are also asked to ensure that children are provided daily with 

appropriate jackets, hats, scarfs, sunscreen at different times of year to ensure consistent 

outside play time.    

 

Parents/guardians are expected to provide sufficient nappies for their child’s use each day.  As 

a community service, we do not have the funds to cover the cost of nappies. 

 

NAPPY CHANGING POLICY AND PROCEDURES  

At Doras Buí, we aim to support children’s care and welfare on a daily basis in line with their 

individual needs.  All children need contact with familiar, consistent carers to ensure they can 

grow confidently and feel self-assured.  Babies and toddlers will have their nappies changed 

according to their individual needs and requirements by designated staff member on nappy 

changing rota. Information will be shared between parents and staff about changing and toilet 

training in a way that suits the parents.  

  

We wish to ensure the safety and welfare of the children whilst being changed and safeguard 

against any potential harm as well as ensuring the staff member involved, I sully supported an 

able to perform their duties safely and confidently.  Through the following actions we will 

endeavour to support all parties.  

  

Nappy Changing Procedures   

These procedures are to ensure the safety of both the children in our care and the staff.  

▪ All children should be changed as and when needed but at least 3 times daily, morning, lunch 

and afternoon.  All nappy changes must be recorded whether the nappy was a (wet) or soiled, 

time of nappy change and signed by the member of staff.  
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▪ A child should be changed immediately if they soil their nappy or it becomes wet. • When 

changing a nappy, staff members must wear a disposable apron and white disposable gloves.  

These must be removed after every nappy change and disposed of before staff record the 

child name etc, in the nappy changing book. New gloves will be worn for every nappy change.  

▪ Please wash hands after each nappy change.  

▪ Potties – staff are to give children privacy when using potties, by sitting them out of sight of 

passers-by and other children using the toilet area.  After use staff need to dispose of the 

waste appropriately in a toilet, potties must be cleaned with anti-bac and put away 

immediately.  All potties will be taken home at end of day by parents/ guardians.  

▪ Children need to wash their hands after using the potty.  

▪ Respect the parent/carers choice of nappies for their child by ensuring you are using the 

correct make and size of nappy.  Only nappy cream brought in by the parent/carers for their 

own child may be used on the child.  

▪ Should a member of staff have any concerns about a child they should follow the child 

protection procedures. 

▪ The changing mat must be disinfected with anti-bacterial spray between each nappy change.  

Allow the mat to dry naturally or wipe it day with a paper towel before changing the next 

child. 

▪ Children must never be left unattended in the nappy changing unit.  

▪ All nappies and wipes must be put into nappy sacks and disposed of in the Sangenic bin 

provided.  An apron and gloves must be worn when doing this. 

▪ Nappy bins should be washed weekly and left to air by not replacing a bin liner and lid over 

the weekend.  

▪ Soiling – if a child has a wetting accident, the soiled underwear needs to be placed in a nappy 

sack and then into the child’s bag or on their peg immediately.  Any child having a bowel 

movement accident needs to be cleaned appropriately, if the underwear is badly soiled, place 

in a nappy sack and keep in the toilet area until parent collects.  Explain to the parent the 

condition of the underwear giving them the choice of keeping the underwear or allowing the 

staff to dispose appropriately. The same procedure applies with any garments soiled with 

blood.  

  

 

PROCEDURE FOR OUTINGS 

Parents will be informed about outings away from the early years’ service such as trips to the 

local library or park for which general consent has been obtained from parents at the time of the 

child’s registration. 
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Separate consent will be obtained for outings away from the immediate area or to places such 

as the Zoo or Farms etc. Ratio of children to adult for these outings is two children to one adult. 

Parents are encouraged to attend these outings. Prior to leaving the premises the Early Years 

Manager/ Deputy manager is responsible for recording every child is present for the outing and 

assigning them to a specific named adult and retaining this list throughout the time of outing.  

 

The Early Years Manager/Deputy Manager will also ensure 

▪ Numbers will be checked, and children identified before leaving service, on arrival at the 

destination, several times during the outing, before departure from the place of the outing 

and on arrival back to service. 

▪ First Aid Kit is fully equipped and assigned to designated staff member 

▪ Any push chairs required are available and suitable i.e. fold up for transportation and safe 

i.e. equipped with safety strap where necessary 

▪ Appropriate hygiene equipment is sourced and packed 

▪ Mobile phone is charged with emergency numbers installed 

▪ Children’s names will never be displayed on them when in a public place i.e. name badges 

etc. 

▪ All equipment is returned 

▪ Any incident which may have occurred is recorded by relevant staff, checked by the Early 

Years Manager and the parent informed. 

 

 

HEALTHY EATING POLICY 

Doras Bui early years’ service is committed to supporting children in our care to develop healthy 

eating habits from a young age. All children will be provided with suitable nutritional food 

depending on their age, individual needs, and individual cultural, dietary and developmental 

stage. Meal times in the service are always treated as an opportunity for social interaction as 

well as encouraging the foundations for making healthy food choices. Staff in each room will sit 

with children at meal times to encourage and support good eating habits. Our four weekly 

rotational menus ensure children receive a varied nutritionally balanced diet these are displayed 

on our notice board in reception for all parents/ guardians to view. Daily parents / guardian will 

be informed on child (ren) eating habits on that day. Parents / guardians of children on special 

diets will be asked before the child attends the service to provide as much information as possible 

about suitable foods so we can accommodate their individual needs as much as possible but, in 

some cases, parents / guardians may be asked to provide some food themselves. 
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Mothers are supported to continue to breastfeed their children during the child’s day. Breast 

feeding mothers should speak to the early year’s manager to discuss their individual 

needs.  Formula milk is provided by parents/ guardians and each child’s home routine for feeding 

followed. All children will be held upright while bottle feeding. No bottles will be propped. 

 

* Meals/snacks are provided by the service and therefore included in your child’s weekly fee.  No 

food may be brought in from home (except in the nursery where babies are still taking formula 

milk).   

 

OUTDOOR PLAY POLICY 

Doras Bui recognises the importance of outdoor play experiences for children of all abilities 

attending the service. The outdoor space provides all children opportunities to explore nature 

and natural living objects as well as space and time for physical exercise in a safe secure 

environment daily.  As an organisation, we recognise that being outdoors has a positive impact 

on children’s sense of well-being and promotes development in all aspects of children’s growth. 

Being outdoors offers children opportunities for doing things in different ways and on different 

scales. It gives children first-hand contact with weather, seasons and the natural world.  Outdoor 

environments offer children freedom to explore, use their senses, and be physically active 

through vigorous play. 

 

The outdoor area provides for: 

▪ Challenging and exciting play areas 

▪ Safe secure spaces 

▪ Different levels of play - flat, hilly, sloping 

▪ Grassed and hard areas (including straight and winding paths) 

▪ Growing/digging areas 

▪ A sandpit 

▪ The opportunity for children to play, investigate, explore, problem solve and use their 

imagination and creativity in an out-door environment. 

 

As a service, we encourage outside play all year round it doesn’t matter if it is summer or winter 

outside, all rooms will try to utilise the outside space each day by doing this, children do not 

only experience the sun and fine weather but also have the chance to experience ice and snow, 

sunshine and wind, the changing colour of the leaves in autumn and the appearance flowers in 

spring. To facilitate this play and help your child to get the most out of their day in our care we 
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request all parents / guardians provide weather appropriate clothing   sunhats & sun cream, 

willies & raingear.    

 

As well as our outside play area at times staff may also bring children offsite to local parks or on 

walks in the area. These trips depend on a number of children and staff present in room at time 

ensuring our walk ratio of 1:3 is adhered to. 

 

SAFE SLEEP POLICY 

Doras Buí’s safe sleep policy is in place to facilitate each child’s individual need for sleep/rest. 

Doras Buí works In line with best practice as outlined in the National Safe Sleep Guidelines.  We 

encourage parents to share their child’s individual sleep routines. This allows staff to best 

accommodate a child’s needs, as we care for them throughout the day.  All staff will receive 

information and induction on our safe sleep policy.   

 

Children under two years of age have access to a standard cot. Children over two years of age 

will have access to mattresses. A separate sleep room is provided for all children less than two 

years of age. 

 

The sleep room is in the baby waddler room and a viewing panel allows staff to closely monitor 

the children. 

 

All children under two years attending our service have access to a cot of recognised safety 

standards. All mattresses are covered with a waterproof cover. Each child has their own bed 

linen which is labelled and kept in their own box in the sleep room. Bed linen is changed after 

each use.  Bed linen is washed weekly or at other times if soiled. 

In line with safe sleep guidelines we do not use;  

▪ Pillows, cushions, or beanbags 

▪ Sofas or chairs as children can roll over and fall off and get an injury 

▪ Bouncers are not allowed for sleeping 

▪ Car seats and buggies are forbidden in any of the childcare rooms 

▪ Duvets and quilts are unsafe due to the risk of over heating 

▪ No bottles are allowed in the cots with children when sleeping 

▪ Mattresses will be stored in a designated storage area outside of the sleep room 

 

Safe sleep procedures  

▪ Babies are always placed on their back when being placed to sleep in the cot 
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▪ Feet will be placed at the foot of the cot 

▪ Babies head will not be covered 

▪ Babies clothes will be loose and light 

▪ Bibs and Soother straps will be removed 

▪ Shoes will be removed 

▪ Only one child per cot  

▪ No quilts, pillows, or cot bumpers will be allowed.  Children are provided with a cellular 

blanket.  No linen will be shared 

▪ Visual sleep checks will be recorded and logged on a safe sleep chart every 10 minutes and 

signed by the staff member who checked the child 

▪ The room will be naturally ventilated  

▪ No cots are placed directly next to heaters, curtains or anything that might assist a child 

climb out of a cot 

▪ Linen changes will be documented  

▪ Fitted sheets are used on all cots and mattresses 

▪ Spot checks are carried out on a regular basis within the sleep room as part of standard 

health and safety procedures  

 

SUN-CREAM PROCEDURES 

Doras Bui endeavour to work in partnership with parents/guardians to keep all children healthy 

and safe always.  Children need protection from the sun, and we ask that parents /guardians 

supply sun lotion relevant to the child’s skin type and where possible apply the sun lotion prior 

to them attending the early years’ service when sunny. Staff will re-apply cream whenever 

necessary and as children progress through the service, they will be encouraged to develop 

responsibility for applying their own sun cream with support and supervision from staff.    

 

We ask parents to provide sun hats and glasses where relevant that we can keep on the premises 

for each child that attends our service.  Parents will be asked to sign a permission slip upon 

admission to our service allowing us to re-apply sun cream if necessary.  Due to the possible 

risk of allergies or cross infection, we prefer not to apply any other sun cream other than what 

is supplied. 

 

 

EARLY YEARS RISK MANAGEMENT POLICY 

To ensure the health, safety and welfare of all children and adults on the premises or while 

engaged in offsite activities.  Risk will be managed through a range of assessments:  
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▪ An annual Risk Assessment of the entire building and health & safety processes as part of 

the review of our Health & Safety Statement on a yearly basis. 

▪ Daily Risk assessment of classrooms, sanitary areas, sleep areas and outdoors.  

▪ The risk assessment following any accident or incident. 

▪ The risk assessment of outings and/or travel. 

▪ The risk assessment of children with specific illnesses, conditions and allergies through the 

development of medical care plans.  

▪ The risk assessment of pregnant employees. 

▪ The risk assessment of any Garda vetting disclosures.  

 

Early Years’ Risk Assessment is where Doras Bui examine the service to find out what could 

cause harm to children, workers or visitors. The purpose is to identify the risks and then eliminate 

or control the risk: 

STEP 1: Identify the risks 

STEP 2: Decide who might be harmed 

STEP 3: Evaluate the risks and decide on precautions 

STEP 4: Record your findings 

STEP 5: Review and update 

 

Employees Shall: 

▪ Take reasonable care of their own Safety, Health and Welfare and that of any other person 

or children in their care that may be affected by their acts or omissions while at work. 

▪ Familiarise themselves with and always conform to, the organisation’s Safety, Health and 

Welfare policies. 

▪ Observe all safety rules and co-operate with their employers to comply with any of the 

relevant statutory regulations and directives. 

▪ Use any suitable appliance, protective clothing, convenience or equipment in such a manner 

as to provide the protection intended for securing their Safety, Health and Welfare while at 

work. 

▪ Conform to all instructions given by the management, and others who have a responsibility 

for Safety, Health and Welfare.  

▪ Use only as intended the correct equipment for the jobs, with all appropriate safety devices 

and keep tools in good condition. 

▪ Direct any suggestions or concerns on matters of Safety, Health and Welfare to the Health 

and Safety Officer.     
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▪ Report to the Health & Safety Officer, without delay, all accidents, damage, defects or issues 

of safety. This includes accidents or near misses, whether persons are injured or not. 

▪ Carry out hazard checks in their own area of work daily.   

▪ Participate in statutory training as required (Paediatric First Aid, Manual Handling, Food 

Hygiene and Fire Safety). 

 

Employees shall not: 

▪ Intentionally or recklessly interfere with, or misuse any appliance, protective clothing, 

convenience, equipment or other means or things provided in pursuance of any of the 

relevant statutory provisions or otherwise, for securing the Safety, Health and Welfare of 

persons arising out of work activities. 

▪ Carry out any tasks, which they feel they are not competent to carry out, or which involves 

unreasonably high risks. 

▪ Be under the influence of any intoxicants likely to affect their ability to work safely or to 

supervise children.  

▪ Employees should report any medical issue likely to affect your safety or that of the children 

or your colleagues as soon as possible to management. 

 

When thinking about risk assessment, Doras Bui remembers; 

• A hazard is anything that can cause harm for example; 

o Sockets left uncovered  

o No first aider on premises 

o A worker lifting sleep mattresses against manual handling advice 

o Food being served without gloves 

• A Risk is the chance (high or low) that the hazard will cause harm. 

 

Identify Hazards: 

• Walk around the service (outside and inside). 

• Use a risk assessment checklist. 

• Ask employees in each room if they can identify hazards as they may have noticed 

something. 

• Check manufacturer’s instructions to ensure workers are using equipment or materials 

properly. 

• Check accident and incident forms – you may identify hazards this way. 
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Child Care Act 1991 (Early Years Services) Regulations 2016 (Síolta Standard 9: Health and 

Welfare, Síolta Standard 15: Legislation & Regulation) (National Standard 17: Premises, National 

Standard 18: Facilities, National Standard 20: Safety) 

 

 

CHILD SAFEGUARDING STATEMENT 

Doras Buí is a Community Resource Centre providing supports and services to lone parent 

families living in the greater Coolock area of Dublin. Doras Bui are committed to providing a 

safe, stimulating and caring environment where children can develop to their full potential 

through the provision of the following services: 

▪ Early years’ service 

▪ Child counselling service  

▪ Information and support service  

▪ Teen Parent Support Programme  

▪ Family Trips  

 

Doras Buí has a strong management structure in place to ensure the organisation is run well, 

this includes a Board and a Senior Team.  We are committed to safeguarding the children in our 

care and to providing a safe environment in which they can play, learn and develop.  We believe 

that the welfare of the children attending our service is paramount. We are committed to child-

centered practice in all our work with children.  We are committed to upholding the rights of 

every child and young person who attends our service, including the rights to be kept safe and 

protected from harm, listened to, and heard.  Our policy and procedures to safeguard children 

and young people reflect national policy and legislation and are underpinned by Children First: 

National Guidance for the Protection and Welfare of Children, DCYA, 2017, Child Safeguarding: 

A Guide for Policy, Practice and Procedure, Tulsa, 2018, and the Children First Act 2015. 

 

Our policy declaration applies to all staff, volunteers, board members and students. All board 

members, staff, volunteers and students must sign up to and abide by the policies, procedures 

and guidance encompassed by this policy declaration and our child safeguarding policy and 

accompanying procedures. 

 

We will review our child safeguarding statement and accompanying child safeguarding policies 

and procedures every 2 years or sooner if necessary, due to service issues or changes in 

legislation or national policy. 
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Our Designated Liaison Person is Louise Farrell they can be contacted on 018484811/ 

0879447965 or louise.mcguirk@dorasbui.ie . Our deputy designated Liaison Person is Debbie 

Grant they can be contacted on 018484811 or debbie.grant@dorasbui.ie 

 

 

RISK ASSESSMENT FOR CHILD SAFEGUARDING 

In accordance with the Children First Act 2015, Doras Bui has carried out an assessment of any 

potential for harm to a child while attending the service or participating in service activities. A 

written assessment setting out the areas of risk identified and the service procedures for 

managing those risks is summarised below: 

Risk Identified Policies and/or Procedures in place to manage Risk 

Harm to child in our 

care – emotional, 

sexual, physical or 

neglect  

▪ Robust Child Protection Policy  

▪ Induction Policy (which includes procedures to inform new staff 

about the Child Safeguarding Statement and accompanying 

safeguarding policies and procedures) 

▪ A Designated Liaison Person and Deputy have been appointed 

▪ Child Protection and Welfare Reporting Procedures. 

▪ Policy for Dealing with Allegations of Abuse or Neglect Against 

Employees. 

▪ Procedure for Managing Child Protection Records 

▪ Garda Vetting Policy 

▪ Code of Behaviour for Working with Children 

▪ All staff have completed the Tulsa eLearning module – Introduction 

to Children First and relevant staff have attended Always Children 

First Child Protection Training. 

 

Staff Conduct  ▪ Code of Behaviour for Working with Children 

▪ Policy for Dealing with Allegations of Abuse or Neglect Against 

Employees 

▪ Induction Policy 

▪ Regular Supervision and Support  

▪ Communication policy  

mailto:louise.mcguirk@dorasbui.ie
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Confidentiality & safe 

storage of files   

▪ Confidentiality Policy 

▪ Procedure for Managing Child Protection Records 

▪ Induction Policy 

 

Recruitment of 

suitable qualified staff 

▪ Recruitment Policy 

▪ Garda Vetting Policy 

▪ Code of Behaviour for Working with Children 

▪ Induction Policy 

 

Photography in 

service 

▪ Social Media Management Policy 

▪ Photography policy 

▪ Code of Behaviour for Working with Children 

 

Staffing levels daily /   

High/ low turnover 

▪ Recruitment Policy 

▪ Garda Vetting Policy 

▪ Code of Behaviour for Working with Children 

▪ Induction Policy 

▪ regular Supervision and Support  

▪ Probation reviews 

▪ Adherence to early years ratios always 

▪ Training policy 

▪ Holiday policy  

▪ Sick leave policy  

 

SAFEGUARDING POLICIES AND PROCEDURES  

As required by the Children First Act 2015 and Children First National Guidance for Protection 

and Welfare of Children, 2017 the following safeguarding policies/procedures/measures are in 

place 

▪ Procedure to maintain a list of mandated persons under the Children First Act, 2015 

▪ A Relevant Person has been appointed 

▪ A Designated Liaison Person and Deputy have been appointed 

▪ Child Protection and Welfare Reporting Procedures  

▪ Confidentiality Policy 

▪ Policy for Dealing with Allegations of Abuse or Neglect Against Employees 

▪ Procedure for Managing Child Protection Records 

▪ Recruitment Policy 

▪ Garda Vetting Policy 
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▪ Code of Behaviour for Working with Children 

▪ Induction Policy (which includes procedures to inform new staff about the Child 

Safeguarding Statement and accompanying safeguarding policies and procedures) 

• All staff have completed the Tulsa eLearning module – Introduction to Children First 

and relevant staff have attended Always Children First Child Protection Training. 

• Staff have access to regular Supervision and Support in line with the service policy. 

• Complaints Policy 

• Policy for Managing Outings 

• Policy for Managing Accidents and Incident 

• Social Media Management Policy 

• Photography policy 

• Holiday policy  

• Sick leave policy 

___________________________________________________________________ 

 

IMPLEMENTATIONS & REVIEW OF SAFEGUARDING STATEMENT  

Doras Bui recognise that implementation is an ongoing process. Our service is committed to the 

implementation of this Child Safeguarding Statement and the accompanying child safeguarding 

policies and procedures that support our intention to keep children safe from harm while availing 

of our service.  

 

This Statement will be reviewed every 2 years or as soon as practicable after there has been a 

material change in any matter to which the statement refers.  This statement has been published 

on the service website and is displayed in the service.   It has been provided to all staff, 

volunteers and any other persons involved with the service. It is readily accessible to parents 

and guardians on request. A copy of this Statement will be made available to Tulsa if requested.  
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SECTION SEVEN – HEALTH/SAFETY & HYGIENE POLICIES  
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SAFETY STATEMENT 

Management has drawn A Safety Statement and operates from our Safety Policy which was 

originally developed by external organisation ‘Heart Beat’ and displayed in the organisation.  The 

statement is reviewed periodically by the Board of Management. In reviewing the safety 

statement management will take account of any representations, as far as is reasonably 

practicable. 

 

Employees have the right to make representations to management on safety, health and welfare 

issues and management will take account of any such representations, as far as is reasonably 

practicable. 

 

Employees are required to report any possible hazard to the Health & Safety team and or CEO.  

Employees are also required to report every accident (no matter how trivial) to the CEO. 

 

Employees should be aware that breaches of safety rules might result in graduated disciplinary 

action, up to and including dismissal. During induction employees will be made aware of the 

Safety Statement, and the reporting procedures. Fire Evacuation Procedures and any hazards 

specific to his or her area of work.  Doras Bui has established a Health and Safety team to ensure 

the organisation is compliant with its legal and moral obligations in respect of Health and Safety. 

 

 

HEALTH & SAFETY POLICY 

It is the policy of Doras Buí to comply with the terms of the SAFETY, HEALTH AND WELFARE AT 

WORK REGULATIONS 2016 legislation and to provide and maintain a healthy and safe working 

environment.  Doras Buí health and safety objective is to minimise the number of instances of 

occupational accidents and illnesses and ultimately to achieve an accident-free workplace. 

 

All employees will be provided with such equipment, information, training and supervision as is 

necessary to implement the policy and achieve the stated objective. 

 

The management of Doras Buí recognise and accept their duty to protect the health and safety 

of all visitors to the premises, including contractors and temporary workers, as well as any 

members of the public who might be affected by their work. 

 

While the management of Doras Buí will provide every employee with the training necessary to 

carry out their tasks safely.  If an employee is unsure how to perform a certain task or feels it 
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would be dangerous to perform as specific job, then it is the employee’s duty to report this to 

their immediate supervisor of the safety Officer.  An effective health and safety programme 

require continuous communication between workers at all levels.  It is therefore every worker’s 

responsibility to report immediately any situation which could jeopardise the wellbeing of 

themselves or any other person. 

 

All injuries, however small, sustained by a person at work must be reported to the Safety Officer 

or a delegated representative.  Accident records are crucial to the effective monitoring and 

revision of the policy and must therefore be accurate and comprehensive. 

 

Doras Buí health and safety policy will be continually monitored and updated, particularly when 

changes in the scale and nature of their operations occur. 

 

The specific arrangements for the implementation of the policy and the personnel responsible 

are detailed below. 

 

PERSONAL SAFETY  

The purpose of this policy is to outline the company policy on staff that meet clients. 

Scope 

• All present employees. 

• All potential employees. 

The Company under the Health and Safety at Work Act (1989) is obliged to provide a safe place 

of work for its entire staff.  Each employee (Health and Safety at Work Act 1989) is also 

responsible for his/her own safety also. 

▪ No staff member should work alone unless authorised by management and the staff member 

is o.k. with that  

▪ The company never expects an employee to compromise his/her own safety in any 

circumstance. 

▪ All staff meeting clients or parents should not take the meeting unless they have a clear exit 

from the room and are closest to the door. 

▪ If a staff member is concerned about their personal safety with a particular client, parent or 

child, they must seek support from another staff member or management, if safety prevails, 

they are obliged not to deal with the person. This is at each staff member’s own discretion. 

▪ If a client or parent is particularly erratic the staff member holding the meeting may ask a 

colleague to sit in for the meeting – again at staff member’s discretion. 
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▪ Where a client or parent makes unacceptable comments to a staff member, it is suggested 

that the staff member advise the person that such behaviour is unacceptable and any repeat 

of this will mean a termination of the meeting and the service being withdrawn. 

 

The Health, Safety and Welfare Policy of our organisation is to: 

▪ Take all practical steps to safeguard the health, safety and welfare of all employees and of 

all clients and visitors to our premises. 

▪ Provide adequate working conditions for our employees with proper facilities to safeguard 

their health and safety and to ensure that any work which is undertaken produces no risks 

to health or safety. 

▪ Require employees to co-operate with the organisation in all safety matters. 

▪ Draw up specific Health, Safety and Welfare policies as necessary.  

 

Obligations of Management 

Management is responsible, in accordance with the Safety, Health and Welfare at Work Act, 1989 

and the Safety, Health and Welfare at Work (General Application) Regulations, 1993 to ensure 

as far as is reasonably practicable, the safety, health and welfare of all employees. Management 

has a duty to: 

▪ Design and maintain a place of work, which is safe, and without risk to health. 

▪ Provide safe means of access to and exit from a place of work. 

▪ Provide and maintain plant and equipment which is safe and without risk to health. 

▪ Provide necessary information, instruction, training and supervision for safe and healthy 

working. 

▪ Provide and maintain suitable protective clothing or equipment where hazards cannot 

otherwise be controlled. 

▪ Prepare adequate emergency plans. 

▪ Prevent risks to health and safety in relation to the use of articles and substances. 

▪ Provide welfare facilities. 

▪ Make arrangements for the notification of accidents or dangerous occurrences. 

▪ Acquire the services of a competent person when necessary to ensure the safety and health 

of employees at work. 
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Obligation of employees 

Under the Safety, Health and Welfare at Work Act, 1989 and the Safety, Health and Welfare at 

Work (General Applications) Regulations, 1993 employees are required to: 

▪ Take reasonable care for their own safety, health and welfare and that of others who may 

be affected by their acts or omissions. 

▪ Co-operate with their employer or any other people to an extent as will enable the employer 

to comply with statutory obligations. 

▪ Use any suitable appliance, protective clothing, convenience, equipment or other means 

provided for securing their safety, health or welfare. 

▪ Report to their employer or immediate supervisor any defect of which they become aware in 

plant, equipment, and place of work or systems of work, which might endanger safety, health 

or welfare. 

▪ Not intentionally or recklessly interfere with or misuse any appliance, protective clothing, 

convenience equipment or other means provided to ensure the safety, health and welfare of 

persons in the workplace. 

 

SAFETY MEETINGS  

Monthly meetings take place between the Health and Safety Officers (Louise & Clare) to ensure 

that there are no areas of concern or issues regarding health and safety. 

1. Monthly Fire Drills are held 

2. Any concerns or issues are dealt with immediately 

3. Where there is a cost it will be brought to the director for clearance. 

4. Monthly fire drills happen in centre. 

5. Louise is responsible to ensure all first aid boxes are kept up to date 

6. Staff must inform Louise before individual first aid boxes become empty 

7. Monthly checks on break glass and emergency lighting take place. 

8. All new staff are informed at induction meetings of the centre’s health and safety policy and 

procedures. 

 

 

KITCHEN HYGIENE POLICY 

It is the policy for all staff in Doras Bui to follow good personal hygiene practices to help prevent 

bacteria from spreading to food.  The following policy and procedures are in place to ensure best 

practice; 
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▪ All staff must always wash their hands before preparing food as it is one of the best ways to 

prevent food poisoning bacteria from spreading. 

▪ All staff must wear clean work clothes when working with food.  Ideally, they should change 

into clean work clothes before starting work and not wear these clothes outside food 

preparation areas. 

▪ Ideally, work clothes should be light coloured (to show the dirt) with no external pockets. 

This helps to stop hairs, fibres and the contents of pockets getting into the food. 

▪ All staff must wear clean or disposable aprons over their work clothes, especially when 

working with raw meat/ poultry/ fish, eggs or unprepared vegetables. 

▪ Aprons help to stop dirt and bacteria from getting onto work clothes and they can be removed 

easily for washing or thrown away if disposable.  

▪ It is good practice for staff to keep hair tied back and wear a hat or hairnet when preparing 

food.  If hair is not tied back or covered, it is more likely to fall into food and staff are more 

likely to touch their hair.  

▪ Food poisoning bacteria can be spread from someone’s face or mouth to their hands and 

then onto food.  Staff should not smoke, drink, eat or chew gum while handling food.  Staff 

should also avoid touching their face or nose or coughing and sneezing. 

▪ Fingernails should be kept clean, short and free from nail varnish or false nails. ▪ Watches 

and jewellery can collect and spread dirt and food poisoning, bacteria, or fall in the food.  

Staff should not wear watches or jewellery when preparing food (except a plain wedding 

band).  

▪ Doras Bui have a separate area where staff can change and store their outdoor clothes.  

Clothes could be a source of bacteria if they are left lying around.  

▪ It is good practice to keep a clean set of work clothes or disposable aprons for visitors e.g. 

maintenance personnel.  Remember anyone entering the kitchen can bring in bacteria on 

their clothes.  

 ___________________________________________________________________ 

 

HANDWASHING POLICY 

Food poisoning bacteria can spread very easily from people’s hands to food, work surfaces, 

equipment etc, effective handwashing helps to prevent this.  All staff who work with food must 

ensure their hands are washed properly whenever necessary, and especially: 

▪ When entering the kitchen e.g. Before starting work and after a break  

▪ Before handling cooked or ready to eat food.  

▪ After handling or preparing raw food  

▪ After handling waste.  

▪ After cleaning duties  
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▪ After using the toilet  

▪ After blowing nose, sneezing or coughing 

▪ After eating, drinking, smoking or using a phone 

▪ After handling money   

  

Hand Gels / Sanitisers Hand gels /Sanitisers can be used as an extra level of protection after 

handwashing has taken place but should not be used as a substitute for effective handwashing.  

  

Disposable gloves can be effective in helping to prevent the transfer of food poisoning bacteria 

onto food.  The following needs to be considered when wearing gloves to prevent the transfer of 

food poisoning bacteria onto food.  The following needs to be considered when wearing gloves 

to prevent cross – contamination:  

▪ Hands must be washed thoroughly before and after use 

▪ Gloves must be used only once 

▪ Change gloves between tasks, e.g. after touching raw meat, poultry, fish, eggs, before 

touching ready- to- eat foods, after emptying bins, after cleaning, after handling money etc.  

▪ Discard used gloves after each task 

___________________________________________________________________ 

 

FIRE POLICY 

The company will provide the necessary firefighting equipment in accordance with the 

requirements of the local Fire Authority.  It is the policy of the company to over rather than 

under provide such facilities. 

▪ All employees are required to familiarise themselves with the fire drill before commencing 

work. 

▪ Exercises will be arranged at regular intervals. 

▪ Existing firefighting equipment will be inspected by a supervisor appointed by the safety 

officer on a weekly basis and by the external contract engineers on an annual basis. 

▪ Alarms will be tested weekly. 

▪ Firefighting equipment will be inspected, and a certificate issued by a competent authority 

on an annual basis. 

▪ Fire exits must be kept clear at all times. 

▪ No fire door to or from an occupied room may be locked. 

▪ Smoking is only permitted in designated areas. 

▪ No doors are to be wedged or propped open in any way. 



 

 

178 

 

 

▪ All personnel will be trained by their safety supervisor in the safe use of firefighting 

equipment. 

▪ Staff should know which extinguishers are available in your immediate place of work. 

▪ Staff should ensure that combustible materials do not accumulate around your place of work. 

▪ Flammable materials must never be exposed to hot surfaces or direct heat sources. 

▪ In the event of a gas leak, switch off all equipment and evacuate the premises.  Contact the 

Emergency services immediately. 

▪ In the event of a fire the premises should be evacuated immediately following the information 

provided on the fire notices. 

▪ Fire extinguishers should only be removed from their wall brackets in an emergency. 

▪ The removal of fire extinguisher in other cases without good reason will be considered as 

misconduct. 

 

Fire Drill Procedure for All Rooms 

 

When alarm is sounded: 

Quietly & Calmly 

▪ Get children ready beside exit door, collect children’s register and contact information 

booklet. 

▪ Where possible close any windows/doors and turn off lights. 

▪ Do a head count and evacuate through main door of building. 

▪ Proceed to meeting point at front railings. 

▪ Do a head count again and inform Fire Officer: Louise McGuirk or Clare Quigley of numbers 

and pass on sign in sheets to be double checked. 

Fire Wardens Responsibilities 

▪ Ensure that fire prevention is continually brought to the attention of all employees. 

▪ Ensure that evacuation routes and exit doors are always kept clear of obstruction. 

▪ Ensure that staff are aware of their responsibilities during a fire and are aware of the location 

of emergency exits and assembly points. 

▪ Periodically check fire extinguishers to ensure that their location hasn’t changed, and they 

are fully operational. 

▪ Arrange at least two fire drills each year in consultation with management. 

▪ During an evacuation, ensure the evacuation of all staff within their area of responsibility, 

without putting themselves at risk or any danger. 

▪ Carry out a roll call at the assembly point after a fire or fire drill. 

▪ Liaison with the fire service. 
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SECTION EIGHT – FUNDERS  
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DORAS BUI 

SERVICES 

EARLY 
YEARS  
Service 

Information 
& Support 

Service 

Teen Parent 
Support 

Programme 

Cultural events 

Workshops 

Family 
Gatherings 

Child & 
Adult 

Counselling  

Pre-
vocational 

training 
programmes 

DORAS BUI FUNDERS 

●DEASP   ●HSE National Lottery Grant  
●SICAP   ●TUSLA 
●POBAL  ●DCC 
●CDETB    
●CORK STREET FUNDING  
●PRIVATE DONORS 
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SECTION NINE – RISK MANAGEMENT 
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Risk is paramount for every organisation.  Doras Bui ensures its risk register is ongoing, and the 

Senior Management Team review it on a quarterly basis to ensure the risks of the organisation 

are assessed.  The risk policy is as follows:  

 

Responsibilities: 

The owner of the risk register is the CEO.  The main responsibility for identifying risks lies with 

the CEO and Childcare Managers.  The risk register will be reviewed twice yearly, the Childcare 

Manager will review monthly and present any relevant business to the Senior Management team, 

thereafter information will be disseminated to the Board of Management where deemed 

necessary.  Management of risk mitigation will be allocated on the register and individuals will 

be responsible for monitoring, mitigating and managing that risk.  The role of the Board is to 

provide advice on how to strategically and tactically control risks.   

 

Management Controls: 

Key controls are in place in the business that mitigate against risks.  These are detailed on the 

risk register.  

 

Measurement: 

Profiling categorises and measuring risk will all be completed by the Senior Management Team 

and where relevant in conjunction with the Board of Management.  Risk will be measured on two 

factors (i) risk level to the business and (ii) impact to the business should the risk occur.  Each 

of these factors has a scale of 1 – 5 (5 being the highest risk and greatest impact).  In assessing 

where a risk lies on the scale, the impact of mitigating factors that are in place should be 

considered and detailed on the risk register.  Determining the profile of this risk to the business 

overall is achieved by multiplying these factors together.  The following categories will be used: 

Category 1. Aggregate score 0 – 8 (Green)  

Category 2. Aggregate score 9 – 14 (Amber)  

Category 3.  Aggregate score 15 – 25 (Red) 

 

Risk Response and Timing: 

Each risk needs to have an action plan to address and a timeframe under which this will be 

completed by.  Where several steps are involved these should be detailed separately. A watching 

brief is assumed for risk categories 1 and 2.  Action plans and timeframe to address will be 

detailed for all category 3 risks or any risks that move from one category to another.  
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Reporting Risks: 

Each person responsible for a risk will report the status of their risk(s) to the Director as required.  

The risk register will be amended to reflect any updates or changes (if any).  Where there is a 

change in category, this will be reported to the Board at the next Board meeting.  This is 

regardless of whether the risk profile increased or decreases.  Twice yearly the full register will 

be communicated to the Board for full discussion. 
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APPENDIX  
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▪ Absence Report Form 

▪ Annual Leave Request Form 

▪ Application for Force Majeure 

▪ Force Majeure Leave Assessment Form 

▪ Lateness/Uncertified Absence 

▪ Travel & Subsistence Claim Form 

▪ Travel & Subsistence Insurance Claim form  

▪ Time in Lieu request form 

▪ Notice of Parental Leave  

▪ Pregnancy employee risk assessment form   

▪ Area of Concern form 

▪ Child protection parental support form  

▪ Rational for not reporting form 

▪ TUSLA Standard reporting form  

▪ Data Consent Form  

▪ Senior Early Years’ vision for service 2019 

▪ Organisational Chart 

▪ Advantaged Thinking Model 

▪ PRSA Information  

▪ Declaration of Interest template 

▪ Risk Register sample template  
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ANNUAL LEAVE REQUEST FORM  

 

 

 

 

Name of staff member requesting leave:       

 

 

 

 

 

 

Leave entitlements 

 

 

 

 

Days & Dates Requested 

 

 

 

 

 

 

No of Days Taken 

 

 

 

 

 

Days remaining 

 

 

 

 

 

Signed by staff member:     Date:     

 

Approved by:       Date:     
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Application to avail of Force Majeure Leave 

 

 

Employee Name 

 

 

Under the Parental Leave Act, 1998, I wish to apply for a period of Force Majeure leave 

for the following dates: 

 

From:                                       To:                                              No of Days: 

 

 

Name of Ill or injured person: 

 

Address of Ill/Injured person: 

 

 

Relationship to Employee: 

 

 

 

I declare that on the above date(s) my presence with the above-named person was 

urgent, immediate and indispensable. 

 

 

 

Signature of Employee: 

 

 

Date: 
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Lateness/Uncertified Absence 

 

 

 

Summary of Disciplinary Stages 

 

 

Employee Name:    

     

 Counselling 

Interview 

Stage 1 Stage 2 Stage 3 Stage 4 

Reason  

 

 

 

    

Date Seen  

 

 

 

    

Seen By  

 

 

 

    

Review 

Date 

 

 

 

 

    

Non-

Attendance 

Percentage 
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TRAVEL & SUBSISTENCE CLAIM FORM 

 

 

 

NAME: ____________________________ MONTH:      

 

Date From  To  No of miles Amount 

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

     

 

Approved 

by: 

 

 

Date:  
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Travel and Subsistence – Insurance Declaration 

 

 

 

Declaration 

 

This undertaking must be signed by each employee who is authorised to use his/her own motor 

vehicle on official business of Doras Bui.  

 

I acknowledge that the authority given to me to use my own motor vehicle for official business 

is subject to any relevant regulations or conditions in force from time to time and to the condition 

that it is insured and will continue to be insured by me for the Road Traffic Act 1961.  

 

It is at present insured with _____________________________________________ 

(insert name of insurance company) and I undertake to notify Doras Bui of any change. 

 

I have provided all documents required and a copy of each has been retained on my file.  

 

I am aware Doras Bui will accept no liability for any loss or damage resulting from the use of my 

motor vehicle on official business. 

 

 

Signed ____________________________ 

 

Date   _____________________________ 
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Monthly Time in Lieu Sheet 

 

 

Name:  ______________________________________ 

 

Month:   _______________________ 

 

Time in Lieu Worked 

 

Date Reason Worked Hours 

   

   

   

   

   

 

 

 

Time in Lieu Requested This Month 

 

Date No. of Hours 

  

  

  

  

  

  

  

 

Balance Left (in Hours):  0 hours 

 

 

Requested By: ____________________________ Date: ___________________ 

 

Approved By: _____________________________ Date: ___________________ 
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NOTICE Of PARENTAL LEAVE  

 

 

 

Internal Memo 

 

To:  __________________________________________________________ 

 

From:  __________________________________________________________ 

 

Date:  __________________________________________________________ 

 

Re:  __________________________________________________________ 

 

 

Under the Parental Leave act, 1998 I hereby give       (Whichever is relevant) weeks’ notice of 

my intention to take Parental Leave to take care of my child ________________________ 

who was born on _____________________.   

 

I confirm that I have □, have not □, taken leave or this child previously.  I attach a birth 

certificate of the above-mentioned child. 

 

 

I request that this leave to be taken on a continuous 14 weeks basis and will commence 

________________ and run to _____________________________ inclusive.  Detailed 

schedule will be attached to my Confirmation Document. 

 

 

 

Signed      Approved     

 

 

_________________________  __________________________   

Employee     Manager     

 

 

Deferred 

 

__________________________  ___________________________ 

Signature    Date 
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PREGNANT EMPLOYEE RISK ASSESSMENT 

 

 

Name Job title 

Date of assessment Name of Assessor 

Due date  

 

The following is a non-exhaustive list of hazards that may affect new and expectant mothers.  

The assessment will be carried out with the expectant mother and if any of these hazards are 

present in the work environment the ‘Yes’ box will be ticked.  Details of any corrective action to 

be taken will be documented. If the new or expectant mother has any specific problem with their 

work or work environment it should be indicated during the assessment.  The new or expectant 

mother will be asked to read the document and sign that she agrees with the contents.   

 

Please note that circumstances may change during pregnancy that will alter this risk assessment.  

The new or expectant mother must notify their line manager immediately if changes do occur.  

Medical certificates will be required to confirm levels of fitness for work. 

 

 

NON-EXHAUSTIVE LIST OF HAZARDS THE MAY AFFECT NEW AND EXPECTANT 

MOTHERS  

 

 

Section 1. The 

working 

environment  

Hazard 

 

Yes No Actions/Comments 

Are there space 

constraints preventing 

good posture 

   

Is it necessary to 

reach over or around 

obstacles 

   

Are there 

Steps 

Slopes 

Uneven surfaces 

Rubbish or clutter 

Trip hazards 

   

Are there rest areas 

(canteen)  

   

Is protective clothing 

provided  

   

 

Section 2. Biological 

Hazards 

Yes No Actions/Comments 

Is there likely 

exposure to biological 

hazards (infectious 

illness) 
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Is there possible 

exposure to Rubella 

Virus 

   

Is the pregnant 

employee immunised 

against this  

   

Section 3. manual 

handling & 

Movement 

 

Yes No Actions/Comments 

Does the job involve; 

Periods more than 1 

hour at a time 

standing or sitting 

Repetitive handling or 

lifting 

Twisting/stooping or 

upward reaching 

If pushing or pulling 

are hands above the 

shoulder or below the 

waist  

   

Are chairs provided    

Is any equipment 

provided (e.g. nappy 

changing steps) 

   

Are there potential 

slipping areas 

   

 

 

Section 4. Visual 

Display Units 

Yes No Actions/Comments 

Does the Job involve 

use of VDU 

   

Has the operator been 

educated in the safe 

use of VDU 

   

Has an ergonomic 

assessment been 

completed 

   

 

Section 5. Employee Yes No Actions/Comments 

Are you satisfied with 

break periods 

   

Working temperatures    

Job rotation     

First aid procedures     

Have you received 

information and 

training in your job 

   

Are you aware of 

manual handling 

procedures  
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Are you up to date on 

immunisations 

   

 

 

Any further comments or suggestions  

 

 

 

 

 

 

 

 

 

 

 

 

 

In the opinion of the assessor, considering the factors identified during the 

assessment, is corrective action required  

 

Yes                               No 

 

 

 

 

 

 

 

 

 

Signed Employee: _________________________  Date: ___________________ 

 

Signed Assessor: _________________________  Date: ___________________ 
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DORAS BUI’S - AREA OF CONCERN FORM 

 

PRIVATE AND CONFIDENTIAL 

 

Name of child/young person  

Date of birth  

Date of concern  

Parents/guardians informed of concern?  

Name of concerned person  

Name of DCP Officer  

 

 

What was Observed? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What Action is to be taken? 

 

 

 

 

 

 

 

 

 

 

 

 

 

Signature of person Recording concern: __________________________ 

 

Signature of Designated child protection officer: _______________________ 
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CHILD PROTECTION/PARENTAL SUPPORT FORM 

 

PRIVATE AND CONFIDENTIAL 

 

The purpose of this form is to record supports provided to parents/guardians in the event that 

a disclosure is made.  Details on this form will remain confidential to appropriate 

parties.  Information recorded to be accurate and complete. 

 

Date  

Parents/guardians supported  

Name of child  

DOB of child  

Designated Officer   

 

Written record of meeting  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Further Actions if any to be taken? 
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RATIONALE FOR NOT REPORTING FORM 

 

PRIVATE AND CONFIDENTIAL 

 

The purpose of this form is to state the reasons as to why a disclosure is not reported.  Clear 

and concise reasons to be outlined.  If reporting staff member feels they still want to report 

they can do so independently.   

 

Date  

Name of Child  

DOB of child  

Designated Officer   

 

Reasons why not reporting  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Designated Officer Signature      _____________________ Date: ___________  
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Use block letters when filling out this form. 

Fields marked with an * are mandatory. 

 

1. Tusla Area (this is where the child resides)*         

 

2. Date of Report*                

 
3. Details of Child 

First Name*                    Surname*                    

Male*  ☐ Female*  ☐ 

Address*                        

 

Date of Birth*                              

 Estimated Age*                        

 School Name                               

 School Address                               

Eircode                        

 

4. Details of Concerns* 

Please complete the following section with as much detail about the specific child protection or welfare concern or 

allegation as possible. Include dates, times, incident details and names of anyone who observed any incident. Please 

include the parents and child’s view, if known. Please attach additional sheets, if necessary 

 

Please see ‘Tusla Children First – A Guide for the Reporting of Child Protection and Welfare Concerns’ for 

additional assistance on the steps to consider in making a report to Tusla 

                               

 

 

5. Type of Concern 

Child Welfare Concern ☐   

Emotional Abuse  ☐ Physical Abuse ☐ 

Neglect ☐ Sexual Abuse ☐ 

 

6. Details of Reporter 
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First Name                                           Surname                                    

Address If 

reporting in a 

professional 

capacity, please 

use your 

professional 

address 

                                          Organisation                                    

Position Held                                    

Mobile No.                                    

Telephone No.                                    

Eircode                                         Email Address                                 . 

 
Is this a Mandated Report made under Sec 14, Children First Act 2015? * Yes ☐ No ☐ 

Mandated Person’s Type                                  

 
7. Details of Other Persons Where a Joint Report is Being Made 

First Name                                 Surname                                        

Address If 

reporting in a 

professional 

capacity, please 

use your 

professional 

address 

                               Organisation                                       

Position Held                                      

Mobile No.                                     

Telephone No.                                      

Eircode                                 Email Address                                      

 
First Name                                 Surname                                    

Address If 

reporting in a 

professional 

capacity, please 

use your 

professional 

address 

                                Organisation                                   

Position Held                                   

Mobile No.                                   

Telephone No.                                   

Eircode    Email Address                                    

 
8. Parents Aware of Report 

Are the child’s parents/carers aware that this 

concern is being reported to Tusla? * 

Yes ☐ No ☐ 

If the parent/carer does not know, please indicate 

reasons: 

                             

 
9. Relationships 

Details of Mother 

First Name                                     Surname                                     
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Address                                    Mobile No.                                    

Telephone No.                                  

Email Address                                 

  

Eircode                                      

 
Is the Mother a Legal Guardian? * Yes ☐ No ☐ 

 
Details of Father 

First Name                                    Surname                                    

Address                                    Mobile No.                                    

Telephone No.                                    

Email Address                                    

  

Eircode                                      

 
Is the Father a Legal Guardian? * Yes ☐ No ☐ 

 
10. Household Composition 

First Name Surname Relationship Date of Birth Estimated 

Age 

Additional 

Information 

e.g. school, 

occupation, other 

                                                                                                                                                                                              

                                                                                                                                                                                              

                                                                                                                                                                                              

                                                                                                                                                                                              

                                                                                                                                                                                              

 
11. Details of Person(s) Allegedly Causing Harm 

First Name*                                     Surname*                                     

Male*  ☐ Female*  ☐ 

Address                                    Date of Birth                            

Estimated Age                                    
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Mobile No.                                    

Telephone No.                                    

Eircode                                    Email Address                                    

Occupation                                    Organisation                                    

Position Held                                      

 
Relationship to Child                                    

Address at time of alleged incident                                    

If name unknown, please indicate reason                                    

 
First Name*                                     Surname*                                     

Male*  ☐ Female*  ☐ 

Address                                    Date of Birth                            

Estimated Age                                     

Mobile No.                                    

Telephone No.                                    

Eircode                                     Email Address                                    

Occupation                                    Organisation                                    

Position Held                                      

 
 
 

Relationship to Child                                    

Address at time of alleged incident                                    

If name unknown, please indicate reason                                    

 
12. Name and Address of Other Organisations, Personnel or Agencies Known to be Involved Currently or 
Previously with the Family 

Profession First Name Surname Address Contact 

Number 

Recent 

Contact  

e.g. 3/6/9 

months ago 

Social Worker                                                                                                                                                                                

Public Health Nurse                                                                                                                                                                                

GP                                                                                                                                                                                
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Hospital                                                                                                                                                                                

School                                                                                                                                                                                

Gardaí                                                                                                                                                                                

Pre-school/ crèche                                                                                                                                                                                

Other                                                                                                                                                                                

 
13. Any Other Relevant Information, Including any Previous Contact with the Child or Family 

                                   

 

 

 
 
 

Please ensure you have indicated if this is a mandated report in section 6. 
Thank you for completing the report form. 

 

In completing this report form you are providing details on yourself and on others. Details 

such as name, address and date of birth fall under the definition of ‘Personal Data’ in the 

Data Protection Acts, 1988 & 2003. Tusla has a responsibility under these Acts in its 

capacity as a Data Controller to, amongst other things, obtain and process this data fairly; 

keep it safe and secure; and to keep it for a specified lawful purpose. That purpose is to 

fulfil our statutory responsibility under the Child Care Act 1991 to promote the protection 

and welfare of children. Tusla may, during the course of the assessment of this report 

disclose such Personal Data to other agencies including An Garda Síochána. Further details 

about Tusla’s responsibilities as a Data Controller and your rights as a Data Subject can be 

found on our website, www.tusla.ie. As you are providing Personal Data on others, you are 

a Data Processor. We ask that you only provide those details that are necessary for the 

report and that you keep this report and the Personal Data contained in it secure from 

unauthorised access, disclosure, destruction or accidental loss. 

 

 
 
14. For Completion by Tusla Authorised Person on Receipt of Report 

Report Received by 

First Name                                    Surname                                    Date                   

 
Mandated Report Acknowledgement by 
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First Name                                    Surname                                    Date Sent                   . 

 
Authorised Person Signature* 

Date*  

 

Child Previously Known Yes ☐ No ☐ 

Allocated Case No                                    
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GENERAL DATA PROTECTION REGULATION (GDPR) 

PARENT/GUARDIAN 

DATA CONSENT FORM 

Doras Bui hold your data information for the purposes of your child development, 

legislation, funding requirements and to keep you updated on news and events.  

With General Data Protection Regulations (GDPR) effective from May 25th, 2018, 

we want to remind you that you are in control of your data and we want to 

ensure you are happy with us retraining your information in a secure location.  

 

I give consent for Doras Bui to hold my data: 

 

Parent/Guardian Signature: __________________ 

Childs Name:   __________________ 

Date:     __________________ 
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SENIOR STAFFS EARLY YEARS’ VISION FOR 2019 

 

CHILDREN are happy, confident, resiliant 
and they have opportunities to reach their 
full potential 

THE SERVICE is an inclusive practice 
with EXPERIENCED qualified staff work 
in Doras Bui and we aim to be a Centre of 
Excellence

INSPECTORS funding 
compliancy, ensuring best 
practice, CPD ongoing 

PARENTS partnership approach. 
Parents feel secure, feel welcome and 
not judged.  they feel supported and 
involved in their childrens learning 
and development 

COLLEAGUES form a united 
team, ownership, pride, happy, 
confidence, professional identity 

DORAS BUI have a shared vision, 
common goal, staff recognised as 
professionals

COMMUNITY links to the community, 
networking, accessing supports and offering 
supports 
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Board of Management   

Early Years Manager 

Overall responsibility 
for Early Years’ 

service 
HR Administration 
Collection of fees  

Early Years CE/TUS 
Management  

Programme Co-
ordinator 

Information & 
Support 

TPSP 
Group Activities 

Child Counselling 
Adult Counselling 
Once off events 

Local Networking 
CE Management  

Finance 
/Administration 

Manager  

Financial Controls  
HR Administration 

Deputising in 
Absence of CEO 

Administration/Rece
ption Management 

Maintenance  

 

Finance/HR 
Governance 

Strategic 
Planning - sub 
committees 

CEO  
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ADVANTAGED THINKINGM MODEL 

 

 

 

 

 

 

DORAS BUI 

WILL 

SUPPORT 

LONE 

PARENT 

FAMILIES 

TO THRIVE  

1. Doras Bui 
will TALK 

ABOUT 

PEOPLE 

2. Doras 
Bui will 
WORK 

WITH 

PEOPLE 

by 

3. Doras Bui  

will  

 BELIEVE 

IN 

4. Doras Bui will 

INVEST IN 

PEOPLE  

to promote their 
potential to 

5. Doras Bui 
will  

UNDERSTA

ND 

PEOPLE  

6. Doras Bui 
will  

INVOLVE 

PEOPLE  

so 

7. Doras Bui 
will  

CHALLEN

GE  
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PRSA INFORMATION  

What is a PRSA 

A Personal Retirement Savings Account (PRSA) is a long-term personal pension plan, designed 

to let you save for retirement in a flexible way. Most people can get a PRSA but they can be 

especially helpful for people with no pension provision.  

 

PRSAs were first introduced in Ireland under the Pensions (Amendment) Act 2002. Your PRSA is 

a contract between you and a PRSA provider in the form of an investment account. You can 

change employment and continue to use the same PRSA and you can switch from one PRSA to 

another at any time, free of charge.  

 

You can get tax relief (based on your age) for the contributions you pay into your PRSA. There 

are two types of PRSA:  

▪ Standard PRSA  

▪ Non-Standard PRSA  

 

The main difference between the two types of PRSA is that the maximum charges under a 

Standard PRSA cannot exceed 5% of contributions paid and 1% per annum of the account’s 

assets. There are some restrictions on the kind of assets a Standard PRSA can invest in. A Non-

Standard PRSA does not have maximum limits on charges and has no restrictions on 

investments. You can read more about the differences between Standard and Non-Standard 

PRSAs in a Consumer's Guide to PRSAs (pdf) produced by the Pensions Authority.  

 

Standard PRSAs are likely to meet the requirements of most people. The level of charges on 

your account is important to consider, as the charges imposed reduce the fund you can build up. 

On your retirement, the size of your fund will depend on your contributions and the investment 

performance less any charges. It is not possible to predict investment performance. 

 

Charges on Non-Standard PRSAs are not capped and in most cases, are higher than Standard 

PRSAs. If you are considering a Non-Standard PRSA, ask for a full explanation of the differences 

between this product and the Standard product. You should beware of promises of better returns 

on Non-Standard PRSA products as predicting investment performance is extremely difficult. 

The Pensions Authority and the Revenue Commissioners are jointly responsible for approving 

PRSA products in Ireland. The Pensions Authority supervises the activities of PRSA providers in 

http://www.oireachtas.ie/documents/bills28/acts/2002/a1802.pdf
https://www.revenue.ie/en/jobs-and-pensions/pensions/tax-relief-for-pension-contributions.aspx
http://www.pensionsauthority.ie/en/Employers/Pension_guides/Personal_Retirement_Savings_Accounts.pdf
http://www.pensionsboard.ie/
http://www.revenue.ie/
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relation to their approved products and monitors compliance with the legislation about PRSAs. 

The Pensions Authority also maintains a register of PRSA providers and their products.  

 

Tax relief and PRSAs 

If you pay a contribution into a PRSA, you will benefit from tax relief at your marginal income 

tax rate. Since 1 January 2011 you have to pay social insurance (PRSI) contributions and the 

Universal Social Charge on your PRSA contribution. If your contribution to your PRSA is deducted 

from your salary by your employer, net pay arrangements will apply, that is, your tax relief is 

given at the time you pay the contribution.  

 

The maximum annual tax deductible for a PRSA is based on a percentage of your earnings. The 

allowable percentage rises with age. (So, for example, someone over 40 will get a higher rate 

of tax relief than someone aged under 30). 

 

Tax relief is allowed against your relevant earnings (that is, earnings from employment, from a 

profession or from a trade). If you have earnings as a proprietary directory or employee of an 

investment company, these are discounted. "Net relevant earnings" are relevant earnings less 

losses, capital allowances and certain payments that reduce a person's income for tax purposes 

such as tax effective covenants. 

 

If you are a member of an occupational pension scheme or of a statutory pension scheme, you 

may pay to an Additional Voluntary Contributions PRSA. 

 

Rates 

PRSA providers cannot impose a minimum contribution greater than: 

• €300 per annum  

• €10 per electric transaction or  

• €50 per transaction for other methods of payment.  

Contributions received by PRSA providers must be held in a custodian account.  

Maximum allowable contributions for tax relief purposes are:  

Age Percentage (%) of earnings* 

Under 30 15% 

30-39  20% 

40-49  25% 

50-54  30% 

https://www.pensionsauthority.ie/en/PRSA_Providers/PRSAs/
http://www.citizensinformation.ie/en/money_and_tax/tax/income_tax/universal_social_charge.en.html


 

 

214 

 

 

55-59  35% 

60 and over 40% 

 

From April 2006 contributions to PRSAs have been disregarded from assessment in means-tested 

social welfare schemes except Supplementary Welfare Schemes. 

 

How to apply 

If your employer does not operate an occupational pension scheme or if certain restrictions apply 

to the occupational pension scheme, Doras Bui is required by law to provide access to at least 

one Standard PRSA. This rule applies to all employers, irrespective of the number of employees 

and the status of those employees (i.e., whether they are full-time, fixed-term, part-time, 

contract, etc.).  

Contact the Finance manager to find out more about the Standard PRSA(s)  

 

Further information on pensions can be found on  www.pensionsauthority.ie 

 

  

http://www.citizensinformation.ie/en/social_welfare/irish_social_welfare_system/means_test_for_social_welfare_payments/means_test.en.html
http://www.citizensinformation.ie/en/social_welfare/irish_social_welfare_system/means_test_for_social_welfare_payments/means_test.en.html
http://www.pensionsauthority.ie/
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DORAS BUI A PARENTS RESOURCE CENTRE DECLARATION OF INTEREST FORM 

 

 

Name 

 

 

Position i.e.  Director/ Staff member  

 

 

Policy Reference number  

 

 

Set out below my interests in accordance with the organisation’s conflicts of Interest & Loyalty 

Policy 

 

 

                        Category 

Details of interest and whether it applies to 

yourself or, where appropriate, a member of your 

immediate family or some other close personal 

connection. 

Current employment and any previous 

employment in which you continue to 

have a financial interest. 

 

 

 

 

Appointments  

Directorships / Trusteeships  

Local Authority Membership / Committees  

Voluntary Bodies  

Other Relevant Associations   

Membership of any professional bodies, 

special interest groups or mutual support 

organisations. 
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Investments in unlimited companies, 

partnerships and other forms of business, 

major shareholdings and beneficial 

interests. 

 

Gifts or hospitality offered by external 

bodies in the last twelve months. 

 

Do you use, or care for a user of the 

organisation’s services? 

 

Any contractual relationship with the 

charity or its subsidiary. 

 

Any conflicts that are not covered by the 

above. 

 

Other- Related to Member of Staff or The 

Board of Members Personal Connections 

 

Other information that may be relevant. 

 

 

  

 

To the best of my knowledge, the above is complete and correct.  I undertake to 

update as necessary the information provided, and to review the accuracy of the 

information on an annual basis.  I give consent for it to be used for the purposes 

described in the conflicts of interest policy and for no other purpose. 

 

Individual Director / Staff Member 

 

Signed:                            Date: 

 

Chairperson: 

Signed:                                                                                Date: 
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Company Secretary  

 

Signed:                                                                                 Date: 

Review Date: 

Deemed not a conflict                                                       Yes               No              

Outcome 

 

 

 

 

 



RISK REGISTER – EXAMPLE TEMPLATE     

Red 20 - 25, Amber 10 - 19, Green 1 – 9 
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Risk Management 

Controls 

Risk to 

Business 

Level (5 high 

1 low) 

Impact 

(5 high 

1 low 

Aggregate 

Risk (Level * 

Impact) 

Planned Response Timing Owner 

STRATEGIC               

Inappropriate activities & 

initiatives 

Involving & engaging 

services users in 

decision making 

   

Regular evaluation 

sessions with service 

users.  Ongoing review 

of operations.  

Highlighted letter of 

request from service 

users.  DB cannot write 

character or referral 

letters.  

Ongoing 

Senior team 

Loss of support from 

funding bodies 

Pro-active & regular 

contact with Funders 
   

Provide reports, attend 

meetings and invite 

them to activities 

Invite funding bodies to 

events and service 

activities 

ongoing 

Senior team 

Failing to respond to 

economic & demographic 

trends 

Linking with NSP 

through Board 

participation and 

being part of the 

Community Forum 

   

Attending meetings & 

building relationships.  

Working outside close 

geographical proximity.  

Leaflet drops  

ongoing  

senior team 
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Risk Management 

Controls 

Risk to 

Business 

Level (5 

high 1 

low) 

Impact 

(5 

high 1 

low 

Aggregate 

Risk 

(Level * 

Impact) 

Planned Response Timing Owner 

STRATEGIC               

Inappropriate activities 

& initiatives 

Involving & engaging 

services users in 

decision making 

3 4 12 

Regular evaluation 

sessions with service 

users.  Ongoing 

review of operations.  

Highlighted letter of 

request from service 

users.  DB cannot 

write character or 

referral letters.  

Ongoing 

Senior 

team 

Loss of support from 

funding bodies 

Pro-active & regular 

contact with Funders 
4 5 20 

Provide reports, 

attend meetings and 

invite them to 

activities 

Invite funding bodies 

to events and service 

activities 

ongoing 

Senior 

team 

Failing to respond to 

economic & 

demographic trends 

Linking with NSP 

through Board 

participation and 

being part of the 

Community Forum 

4 5 20 

Attending meetings & 

building relationships.  

Working outside close 

geographical 

proximity.  Leaflet 

drops  

ongoing  

senior 

team 

Restrictions on use of 

Governmental funds 

Building reserves 

through private 

donations 

2 5 10 

Be alert to anything 

coming down the 

tracks 

ongoing  senior 

team 
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Violations of Data 

Protection 

Policies & Procedure 

in place with regular 

review & monitoring 

2 4 8 

all staff to be aware of 

violations through 

GDPR updates 

ongoing senior 

team 

Cut in government 

funding 

Maintaining good 

relationships with 

various govt funders 

3 5 15 continue relationships  ongoing  senior 

team 

OPERATIONAL & 

PROGRAMME RISK 
            

  

Poor service delivery 

Staff Support & 

Supervision & team 

meetings 

1 5 5 
support and 

supervision 
ongoing Senior 

team 

Day to Day Crisis' SMT meetings 5 2 10 senior meetings  ongoing  
senior 

team 

Misuse of staff skills & 

talents 

Good recruitment 

policies & procedures 
2 2 4 

senior team to be 

aware of staff’s skills 

and utilise best 

practice 

ongoing 
senior 

team 

Miss Child Protection 

issues 

Area of Concern Form 

in operation 
3 2 6 

robust policies and 

CPD 
Ongoing  

senior 

team 

Inadequate policies in 

Crèche 

Staff meetings to 

review monthly 
1 2 2 

 robust policies and 

CPD 
ongoing  

senior 

team 

Inadequate record 

keeping in Crèche 

Manager undertakes 

regular spot checks 
1 4 4   ongoing 

  

Inadequate supervision 

in outdoor play area 

Staff rostered across 

the area and Manager 

closely monitors 

3 4 12  senior observation ongoing  E.Y senior 

team 

Using out of date IT 

equipment 

Advice from I.T. 

Supplier sought 

annually 

2 4 8 
2019 new IT 

infrastructure 
  

  

Inadequate IT staff 

skills 

Reviewed & discussed 

at monthly staff 

meetings 

3 3 9 
update IT staff’s skills 

where necessary 
ongoing  senior 

team 



RISK REGISTER – EXAMPLE TEMPLATE     

Red 20 - 25, Amber 10 - 19, Green 1 – 9 

 
 

221 

 

 

Data & Information 

insecure 

External hard drives 

for scanned files kept 

in safe 

2 3 6   ongoing  

  

FINANCIAL               

Fraud 

(i) Policies & 

Procedure in place 

with regular review & 

monitoring (ii) Board 

member authorises 

on line payments           

4 4 16   ongoing 

  

Poor management of 

finances 

Monthly report to 

CEO and then to 

Board 

2 4 8   ongoing 

  

Fines for failure to 

remit payroll 

deductions 

Paid on line every 

month 
1 2 2   ongoing 

  

GOVERNANCE               

Insufficient oversight 

CEO provide reports 

to Board on a 

monthly basis  

3 4 12 
Clear information in an 

understandable format 
  

CEO 

Poor decision making 

(i) Board involvement 

in procurement (ii) 

Board ensures it has 

adequate information  

3 3 9    ongoing 

CEO 

REPUTATIONAL              

Failure to keep the 

organisation strong & 

relevant 

Maintain & focus on 

good relationships 

with all key 

stakeholders 

2 2 4 

 build on reputation 

and raise profile. Build 

on a digital media 

campaign  

ongoing  
senior 

team 

Complaints by service 

users made public 

Policies & Procedure 

in place 
1 1 2   ongoing  
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Complaints by staff/ex 

staff made public 

Years of 

organisational 

experience handling 

such matters & the 

use of external 

expertise 

1 1 2    ongoing  

 

 

 


