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CEO / Director’s Speech
I welcome the opportunity to present Doras Buí Annual Report 2020.
This has been an exceptionally challenging year for all of us. The global
pandemic has triggered an unprecedent crisis, creating social, political,
economic, and financial challenges for Ireland and the rest of the
world.
Therefore, allow me to focus more detail on the impact of the
pandemic on Doras Buí’s service’s to the community and how we
adapted and continued to serve the community from the onset of the
pandemic in March 2020 and throughout the year.
The crisis we all faced last year has no precedent in modern history, as
governments decided to “close down” economies and services in light of the pandemic. It was and still
remains an anxious and uncertain time for people across the country. Protecting our service users and
staff members have been the priority throughout this pandemic, and protecting people is at the heart
of everything we do at Doras Buí.
Like so many organisations, the move to remote working in March 2020 tested our capabilities and
resources. I am extremely proud of how our staff members and service users responded. An
unexpected new approach to serving our community. While remote working has demonstrated the
upsides and downsides of regular remote working on a very large scale for an extended period of time.
This displayed for many charity organisations the advantages (of greater flexibility for individuals).
2021 will be equally challenging and busy. We will continue to work with our service users and partners
to better serve our community. Our work with families encourages social and economic independence
and our way of working offers people the stepping stones and building blocks to take control of their
lives. We are proud of our inclusive and supportive organisational culture and environment.
We aim to ensure that everyone who attends our centre feels they are valued and respected alike. All
activities provided come from the needs of parents expressed at regular consultation meetings and
are delivered in a spirit of solidarity and professionalism and guided by the following principles:
• Access to accurate information.
• Self-help.
• Meaningful participation.
• Campaigning for policy change that supports one-parent families.
I would like to thank all who have engaged with Doras Buí and all our work achieved by staff and our
board of management, who worked tirelessly supporting the organisation throughout these crisis
times.
Sincerely,
Anita Whelan CEO / Director
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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’ service 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 1986, Doras Buí is legally constituted as a company limited by guarantee with charitable
status. It is run and managed primarily by lone parents.
Doras Buí’s catchment area is contiguous with the Dublin City Council Dublin North Central
Administrative area. Supports are targeted at the most disadvantaged areas within the catchment as
identified in the Pobal HP Deprivation Index (Haase and Pratschike 2016).
Doras Buí puts into practice a provision of drop in information, support and guidance service to lone
parents and provides a service specific to teen parents to support them to stay or return to education.
A suite of creative and supportive courses and activities on subjects identified by lone parents. A child
counselling service / adult counselling and a full-time early year learning centre.
Doras Buí campaigns for policy and attitudinal change in favor 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. Our values underpin Doras Buí approach to Community Development and advantaged thinking
which include those of respect, dialogue, and the promotion of the ethical 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.

Values
Doras Buí 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 parents’ 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 values:
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.
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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 Buí is committed to using its resources wisely and in managing these
resources to be responsible to the community.
Accountability: Doras Buí is committed to producing the highest quality of work throughout the
organisation, taking responsibility for its actions, and avoiding potential conflicts of interest.

Objectives
1. To bring lone parents together in the catchment area of the organisation and support them in
jointly identifying their own needs & tackling their own problems.
2. To highlight policy needs and issues of lone parent families to policymakers and local statutory
agencies.
3. To promote the development, co-ordination and integration of services and facilities for lone
parent families and early years services.
4. To collaborate with local community and statutory partners in the development, coordination and integrating of services and facilities for lone parent families.
5. To promote rights-based approaches to the provision of services to lone parent families.
6. To collaborate with local community and statutory partners to improve health and well-being
of the community as a whole.

Philosophy
Our organisational philosophy aims to encourage social and economic self-reliance, confidence, and
the development of skills.

Confidentiality in Doras Buí
Confidentiality is a core principle in Doras Bui; 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.
Such circumstances may 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, an 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 consent and permission from the Board of Management.
Employees are forbidden from having on file or documentary or other material containing confidential
information belonging to service users apart from information that must be kept for funding and
compliancy purposes.
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Company Information
Registered Office:
Auditor:
Charity Registration No:
Company Number:

Doras Buí, Bunratty Drive, Coolock, Dublin D17TF63
KSLI Faulkner Orr
20013530
113953

Contact Information
Address:
Telephone:
Email Address:
Website:

Bunratty Drive, Coolock, Dublin D17TF63
01 8484811
info@dorasbui.ie
http://www.dorasbui.ie

Opening Hours
Monday – Friday
Resources Centre:
Early Years:

9:00 – 13:00 & 14:00 – 17:00 (16:30 on Fridays)
8:30 – 18:00

Customer Service
Doras Bui pride itself in knowing that all activities provided come from the needs of our client group.
Regular consultation meetings take place and are delivered in a spirit of solidarity and professionalism.
Our organisational philosophy aims to encourage social and economic self-reliance, confidence, and
the development of skills.
We keep ourselves fully informed about factors and trends affecting lone parent families at local,
regional, and national levels. We are continuously engaged in policy initiatives in relation to issues
affecting lone parent lives.
We work in collaboration and partnership with community and local development organisations and
state agencies in the interests of lone parent families and for the benefit of all families living in our
catchment area for better outcomes for children & families.
We are committed to ensuring that our policies, activities, and services do not discriminate against
any person on grounds of gender, marital status, family status, sexual orientation, religious belief, age,
disability, race, or membership of the travelling community.

Catchment Area
Doras Bui’s catchment area had a population of 137,364 in 2016. Our catchment area is contiguous
with the Dublin City Council Dublin North Central Administrative 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 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 map below illustrates spatial clusters of affluence and deprivation
based on the most recent Deprivation Index for our catchment area.
The Deprivation Index allows us to make assumptions about the areas with the greatest degree of
structural deprivation. It suggests that life chances and well-being for people who live in these
neighbourhoods are significantly lower than what is considered normal by Irish society.
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Even though there are some pockets of comparatively high Index Scores, spatial concentrations can
be identified in the suburban areas located in Dublin 5 (Kilmore West, Edenmore, Kilbarrack) and
Dublin 17 (Bonnybrook, Moatview, Belcamp, Darndale). These areas also rank high in terms of the
percentage of people in the lower social classes and early school leaving (Census 2016).
The greater the participation and involvement in the services and activities the more of a sense of
pride grows in our catchment area and the families neighbourhood itself. Doras Buí encourages and
initiates programmes that involve the community and brings them together.

Artane, Ayrfield, Baldoyle, Balgriffin, Beaumont, Belcamp, Belmayne, Bonnybrook, Coolock, Clarehall,
Clongriffin, Clonshaugh, Clontarf, Darndale, Dollymount, Donaghmede, Donnycarney, Edenmore,
Harmonstown, Fairview, Kilbarrack, Killester, Kilmore, Marino, Millbrook, Moatview, Priorswood,
Raheny, Santry, Whitehall.

Governance
Since 1986, Doras Bui’s Board have consistently adhered to the principles of effective governance and
good financial management. Doras Bui 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 or may have lived in a one-parent family. 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 Doras Bui 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 two sub-committees made up of Directors overseeing
audit controls, financial and human resource management.
Governance for Doras Bui is about taking responsibility for the organisation’s performance. Ultimately
the role is concerned with providing insight, wisdom, and good judgement whilst ensuring Doras Bui’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 Bui 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 Bui. Doras Bui adheres to the National and EU
Public Procurement regulations and guidelines. As part of the journey, we are working on completed
our Governance Code by the end of 2020.
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The role of Doras Bui’s Board is to ensure the Board is well managed and governed. The board of
management adhere to the new completed governance code. 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.

The Board are responsible for ensuring:
• Strategic overview of the organisation ensuring Doras Bui 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 Bui

•

Oversight of Human resource

•

Risk & asset management oversight

•

Monitoring of activities of the organization to satisfy that Doras Bui is being managed
efficiently and effectively and ensuring the implementation of all mandatory requirements

•

Planning, designing and delivery of Doras Bui’s strategic plan

•

Supervision of the Director to ensure effective and efficient transparency and communication
within the organisation.

•

Providing accountability for the organisation to funders and other key organisations

•

Developing organisational policy and procedures in conjunction with the Director

•

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

Approval of short and long-term strategies

Board of Management Members 2020
Fiona Nolan
Chairperson
Kathleen Carey
Vice-Chairperson
Niall Dunne
Secretary/ Treasurer
Leah Russell
Director
Julie Roberts
Director
Maria Jackson
Director
Francis Delaney
Director
Frank Sherwin
Director

Staff Development
There is no underestimating the role that staff play in the success and sustainability of our service. It
is of vital importance that Doras Bui’s staff are trained to a high standard and in Doras Buí diversity is
recognised, valued, and affirmed within an inclusive learning environment.
Training is encouraged with all staff. Staff are aware of their own beliefs, values and attitudes about
diversity and working in a community and voluntary environment. Doras Bui offer staff opportunities
to develop themselves through education and training and through this staff demonstrate an
appreciation of themselves as individuals, staff members and members of the wider community. It is
Doras Bui’s belief that training promotes job satisfaction and by nurturing employees to develop more
rounded skill sets will help them contribute to the organisation.

Staff Members

CEO / Director
Finance Manager
Early Years Managers
Programmes Co-ordinator

1
1
2
1

TPSP Project Worker
Information & Support Workers
Early Years Administrator
Senior Early Years Staff Members
Early Years Staff Members
Programmes Administrator
Receptionist
Executive Assistant
Child Counsellors
Adult Counsellors
Chef
Domestic
Maintenance
Total Staff Members:

Financial Statements for the Financial Year Ended 31 st December 2020
Doras Buí A Parents Alone Resource Centre Limited
Income and Expenditure Account for the Financial Year Ended 31st December 2020
2020
2019
Notes
€ Euros
€ Euros
Income
1,079,305.00
€1,043,762.00
Expenditure
(1,050,431.00)
(1,007,439.00)
Surplus for the Financial Year
28,874.00
36,323.00
Total Comprehensive Income
28,874.00
36,323.00
Approved by the board on 18.05.2021 and signed on its behalf by Fiona Nolan (Director) &
Niall Dunne (Director)
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1
2
1
4
13
1
1
1
2
3
1
1
1
37

Doras Buí A Parents Alone Resource Centre Limited
Balance Sheet as at 31st December 2020
2020
Notes
€ Euros
9
473,281.00

Fixed Assets
Tangible Assets
Current Assets
Debtors
Cash at Bank and in Hand

Creditors: Amounts Falling due within One Year
Net Current Assets
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Total Assets Less Current Liabilities
Amounts Falling due after more than one Year
Net Assets
Reserves
Income and Expenditure Account

2019
€ Euros
502,316.00
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1,263.00
394,826.00

1,263.00
301,350.00

396,089.00

302,613.00

(135,670.00)
260,419.00

(84,794.00)
217,819.00

733,700.00

720,135.00

(413,903.00)
319,797.00

(429,212.00)
290,923.00

319,797

290,923.00

Members Funds
319,797.00
290,923.00
Approved by the board on 18.05.2021 and signed on its behalf by: Fiona Nolan (Director) &
Niall Dunne (Director)
Doras Buí A Parents Alone Resource Centre Limited
Reconciliation of Members Funds as at 31st December 2020
Retained
Surplus
€ Euros
st
At 1 January 2019
254,600.00
Surplus for the Financial Year
36,323.00
At 31st December 2019
Surplus for the Financial Year
At 31st December 2020

290,923.00
28,874.00
319,797.00

Total
€ Euros
254,600.00
36,323.00
290,923.00
28,874.00
319,797.00

Lockdown March 2020
When the first lockdown in March 2020 closed our centre the board of management and staff team
came together and agreed at this point it was vital we continue to support the families that we work
with.
We were mindful with children out of school, families food & energy budget increases. This put
financial strains on many of our families. In addition, children and parents been confined to the house
which added to stress on parents which, impacted families mental health. Parents were feeling
isolated, confused, and anxious. Our information and support team continued to support parents
through anxious times with emotional support over the telephone, through social media and zoom
support groups.
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Our Adult and Child Counsellors provided 1-1 support through Zoom. Our play therapist facilitated a
Child Parent Relationship Therapy (CPRT) course which was introduced for our parents to participate
via zoom. Child Parent Relationship Therapy is a structure model of practice that guides and supports
parents to facilitate therapeutic home play sessions with their children.
This reduced the burden and stressors associated with the extreme lockdown during the pandemic.
It created space where the child could communicate through play, the impact of their mental health.
Activities / Relieving Stress Levels
One of the issues that was recurring due to lockdown was keeping the children active and busy. A lot
of the stress related issues were financial and cabin fever related. Keeping the children occupied while
stimulating them with activities became challenging for the parents on low incomes. Doras Buí
provided early learning and activity packs to support parents through the crisis times.
Technology
Technology was another issue our families encountered while home schooling their children. The
need for laptops and zoom app set ups was an issue for many of our families in assisting their children
with home schooling. As most all of the families are on a limited income purchasing the technology
for their children to avail of the online learning home schooling was very changeling and sometimes
unattainable for them. Doras Buí supported families where possible.
Social Inclusion / Isolation
Doras Buí provides courses and events for the families who voluntary participate. Not only is it a way
for our families to meet and get out of the house for a few hours it is sometimes the only outlet most
of them. When the pandemic hit we had to adapt and respond to our family’s needs to connect and
not feel so alienated.
Many of our participants are accustomed to attending our inhouse courses / programmes not just to
improve their skills but to also socialise and meet other lone parents. Isolation became an even bigger
issue and affected a lot of their mental health and wellbeing. Our programmes / courses moved to
zoom to support with the social isolation and skills development.
Our fulltime Early Years’ Service was closed for 3 months due to government guidelines so the children
had a sense of abandonment which they found difficult to understand. Again, Doras Buí kept in close
contact with the children and zoom activities and packs were distributed.
Although, Doras Buí have overcome many challenges in 2020 including adapting from interacting with
participants inhouse and face to face to digital technology approach that all had to adapt to.
Change can sometimes be challenging for people however, Doras Buí staff members and families
adapted well and it opened new approaches for engaging which was also welcomed and embraced.
We have since established initiatives, training, and more availability to technology for the families who
use the services. We hope it will allow us to overcome these challenges and continue our service to
the community for many years to come.
Doras Buí continues on with the following:
• To work from the Hardiker model (see appendix)
• A broad range of group courses were provided to support individuals to learn new skills, make
new friends, and build supportive relationships.
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•
•
•

The TPSP continue supporting pregnant and or parenting teenagers and their families through
the provision of targeted support services again using the Hardiker model
Arts activities were an integral part of the work of the Centre in 2020, even with the pandemic
Doras Buí was able to conduct the art course online via zoom. The participants produced
wonderful pieces of artwork.
2020 saw a programme of outings organised with the Panto in January and outings in the
summer for families to enjoy themselves and to socialise, make friends
Our child counselling service using art and
drama therapy continued to support children
who are experiencing difficulties following
relationship breakdown, bereavement, or other
issues. This service is paramount in supporting
lone
parent
families
overcome
difficulties/challenges. The service has been in
operation over twenty years.

Doras Bui provides relevant and much needed
Information through a supportive environment,
supports on information, social welfare, family
law, employment, health, and other issues
relating to lone parent families were provided
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•

Adult Counselling is an important support service at Doras Bui, volunteer counsellors continue
to support the well-being of service users.

•

Once off Events were held throughout the year to highlight areas such as International
women’s day which was held before the March lockdown and other relevant gatherings
highlighting lone parent families.

•

In 2020 Doras Bui continued to engage with the Community Forum, this forum is a way of
continuing to partner with other local organisations and ensure the needs of lone parents are
kept on the local agenda. The Forum initiated a supportive forum where managers meet in
support of their roles and responsibilities.

•

Doras Bui continue to be a member of the ‘Parenting Support Champion’ which is a wider
programme in Tusla to develop prevention, partnership, and family support to families. The
objective of the ‘supporting parenting work stream aims to seek to improve the quality and
focus of the delivery of services for children and families by supporting parents through active
interventions, cross-sectoral activities and an integrated service delivery model.

•

Doras Bui worked in collaboration with other groups and Tusla to develop a toolkit for
professionals working with hard-to-reach parents.

Doras Buí’s Programmes
Ongoing enjoyment continues with lone
parents accessing the programmes which are
funded primarily through SICAP (Social
Inclusion
Activation
Programme).
Participation in activities and the level of
engagement with our work and service
suggests the experience of lone parents with
Doras Bui are positive. This is also mirrored
back in the feedback from staff and facilitators
through our logic model evaluation process.
There was an array of programmes planned
Programs and Courses Term 1 2020
The registration day for our programs and
courses was a huge success. We were
delighted to welcome new and familiar faces
to sign up for our first term of 2020 programs
and courses.
It was a wonderful atmosphere in the centre
on a cold January morning with people eager
to get back and do something new.
We had a great selection of courses to choose
from such as:
1.
2.
3.
4.
5.

and evaluated in 2020. Programmes courses
are classified under three main headings.
1. Personal effectiveness,
2. Life skills development
3. Employment/education and training
development.
All group programmes are designed to respond
to the assessed needs of lone parents and
meet our agreed work objectives under SICAP
and cover a range of topics of interest

Drama was back with Mr. Cormac Walsh and
Susan Connelly. The participants worked on a
wonderful piece titled: “I Am Edel.”

Health Food Made Easy
Art
We Can Quit
Drama
Triple P Discussion Workshops

“We Can Quit” Participants with Karen the
Facilitator.

Cormac and the “Drama” participants.
International Women’s Day 2020
International Women’s Day was a great
success at Doras Buí. The theme for this year’s
IWD was “An equal world is an enabled world.”
#IWD2020 #Eachforequal.
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We had a variety of information, advice, health
station, guest speakers and special
performance from our very own drama group
titled: “All the Breast.” As part of International
Women’s Day Doras Buí held a Breast Cancer
Awareness workshop on how to self-check and
be aware of the signs. We were honored to
welcome Olivia Carpenter a Breast Cancer
survivor to host this educational workshop.
The Lord Mayor Tom Brabazon also dropped
by.
COVID-19 Restrictions
The yellow door closed on 12th March 2020 due
to Covid-19 restrictions. We did not give up
and our staff members at Doras Buí worked
behind the scenes and reached out to as many
families as possible. The information and
support service, teen parent support was
available via telephone, social media and
zoom. We continued the programs online via
zoom.
Food Hampers
Doras Buí’s staff continued to work daily on
food hampers for the families of the
community during the lockdown, with the help
of local businesses this was achievable. Doras
Buí would like to thank the following business
for their generosity and kind help:
•
•
•
•
•
•
•
•
•
•
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Bonnybrook Pharmacy
Johnston Mooney and O’Brien
Good Grub
Lucozade
Avonmore
Kellogg’s
Glanmore Foods
Northside Partnership
Jays Newsagent
Northside Homecare Services

Care packages, food parcels and ready meals
delivered to families in the community.

Staying in Touch with the Community
We decided to hold an “At Home Baking
Competition.” This went down a treat. We
received some beautiful photos of the finished
results, and our entries all won a prize.

Programmes Online (Term 4)
With Covid-19 restrictions moved to level 3, we
could not have our usual courses take place
inhouse. We decided not to cancel them
altogether and do as much as we could online
via zoom.
Summer Trip to Dublin Zoo (Term 3)
As restrictions eased in July, we did manage to
get a trip to Dublin Zoo. This trip was very much
needed for children who had spent so long
staying in and staying safe through the
lockdown. A great day was had by all.
Our registration took place over the phone,
and we had many courses to offer such as.
1. Mindfulness and Health Eating
2. Art
3. Flower Craft
4. Drama for Beginners
There was a great interest in these courses
with people eager to be doing something in
these uncertain times. The health Eating and
Mindfulness participants received their
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cooking utensils and ingredients each week for
their online zoom course.
Some of our participants beautiful creations

Turkey Stir Fry

Chocolate Biscuit Cake

Charlotte’s Chicken Curry
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Our Flower Craft Course was also a huge
success with material provided for participants
weekly to attend via zoom. Each week a
different creation.

Early Years’ Service
As with every year, senior early years staff
members undertook a change in rooms, this was
carried out to ensure that fresh new ideas were
brought to all rooms and in turn this greatly
supported each child’s overall development.
Due to Covid-19 restrictions and closure of the
Early years’ service, the early years staff
members stayed connected with parents and
gave some wonderful arts and crafts ideas to
keep the children occupied during this time. The
wonderful childcare staff went beyond to keep
the connections between them and the children
by sending individual messages to each child. A
video workshop on arts and crafts and video
Storytime was set up.
Here is Kerry fro pre-school 2 reading to the
children via video and Amy from our baby room
demonstrating arts and crafts.
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Early Years’ Service Returned
The day finally came when the yellow door was
open again to welcome back the children of the
early years’ service. Although, we had to make
major changes on drop offs, collections, one
way system for parents and everyone done
their bit. We were so proud of all the children
adapting to these changes and making the
process as easy as possible.
After many hard months we finally had
laughter, singing and playtime in the centre
again. Not to mention the children beautiful
artwork around the building again.

Adult Counselling
There are 3 adult counsellors who volunteered their
time to meet with Service Users in 2020. Most of
the appointments in 2020 were conducted via
zoom. Service Users were referred to the Adult
Counselling via Information and Support. Once
service User for an initial assessment. When the
assessment was completed, the Service User is
placed on a waiting list until a place becomes
available. There is a nominal fee of €5 per session,
however, if a Service User is unable to pay for the
session no pressure is put on them and the session
will continue.

Child Counselling
At present the service is staffed by two drama therapists
who work one afternoon a week each supporting children
through our Art and Drama child counselling service.
During 2020 appointments were conducted via zoom.
Initially the counsellors meet with the parents to determine
whether the child would benefit from the child counselling.
Therapeutic parental support is a vital component within
the healing process of the child. While parents are referred
onto external adult support services the waiting lists are
often extremely high, the counsellor support parents
through their anxiousness, stress and worry as parents
often find the whole process extremely difficult.

Although we could not see our service users in person, we did our best to make sure they knew we
were still there to help in other ways.
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Recognition
With the hard work Doras Buí put in
throughout lock down we were overwhelmed
and honored to be recognised in the
community. Our Lord Mayor: Tom Brabazon
awarded us a recognition certificate for the
work Doras Buí have done through Covid-19.
This meant so much to all the staff at Doras Buí.

A Visit During Lockdown
We also had the pleasure to welcome Mary
Lou McDonald, Denise Mitchell, and Larry
O’Toole to Doras Buí. In 2020. We had the
opportunity to discuss the supports provided
through lockdown and plans for the future.

While at the time our centre was closed to the
public, Mary Lou was able to walk around our
19

centre to see our building and meet some of
our staff members.

Extending Our Space
The wonderful maintenance man Dave created
and built and extra space “The Cozy Cabin”.
This is a great addition to Doras Buí and much
need space throughout Covid-19. We now
have the extra space for social distancing,
emergency needs meetings and inhouse
meetings.

Christmas Time at Doras Buí
Our favourite time of the year at Doras Buí and
as always, we like to work hard to support the
families in our community. We had the
privilege of receiving toy donations from Offlay
to Cork from various organisations such as
“Santa Claus Anonymous”.
We were able to assist families and take some
pressure off from this tough year. We were
able to give food hampers that were donated
form individuals in the community and hot
meals from Northside Partnership and
Northside Homecare.
This was greatly
appreciated by all. Thank you to all who
helped.

“Really lifted a weight off my shoulders haven’t
stopped crying thinking I couldn’t give the kids
a good Christmas, so happy with the help and
toys. I appreciate it so much all your help is
going to make my children very happy and for
that I am forever grateful”. Young Parent 20
Yrs.
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We had a special guest appearance from Santa
Claus himself. The children in early years were
so happy to see him.

Networking & Lobbying
Networking and lobbying with key decision-makers be it be politicians, policymakers 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.
It must bring added value to the work of the centre.

All requests for and decisions made regarding networking and lobbying must be referred to the Board
of Management 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
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Doras Buí’s Organisational Chart

2020 ORGANISATIONAL CHART

BOARD

BOARD OF MANAGEMENT

FINANCE/HR
SUB-GROUP

All members either currently parenting
alone

BOARD

or with previous experience of lone parent
families

GOVERNANCE
SUB-GROUP

DIRECTOR RESPONSIBLE FOR
Overall operational direction and strategy, financial
management, fundraising, advocacy & campaigning,
relationships with statutory agencies, networking,
organisational quality control standards of the
organisation.

SENIOR TEAM
CEO, Finance, Early Years & Programme Co-ordinator
ROLE: Ensuring all staff work together to maximise effectiveness of the work. Build in time & space
for strategic thinking and planning & taking responsibility for delivery of agreed workplan.

▪
▪
▪
▪
▪
▪
▪

FINANCE & Administration

Early Years

Maintain accurate financial
records
Prepare all financial reports
for Board & funders
Prepare accounts for the
annual audit
Maintain Petty Cash
Preparation of salaries &
related tasks
HR Administration
Purchasing & monitoring of
stationery & office equipment

▪
▪
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▪

▪

▪

Early Years Programme
Daily Supervision of
Crèche Staff
Purchasing,
maintenance &
monitoring of all
materials & equipment
Collection &
management of Crèche
fees
Parent contact

PROGRAMMES

▪
▪
▪
▪
▪
▪
▪

TPSP Project
Information/Advice
Service.
Group training activities.
Local networking.
Child counselling service
Adult Counselling Service
Once Off Events in the
Centre

The Hardiker Model
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. The matrix below is designed to make this visible to the Board and all staff to
ensure clarity and transparency in all matters relating to the adherence to and the implementation of
Doras Buí's Policies & Procedures and Quality Assurance Document.
The Hardiker model is recognised internationally as a robust and flexible tool for planning services to
meet children’s needs. Doras Bui use the Hardiker model across all our services to capture the
services/supports provided to families. The tool provides a framework for enhancing the assets of
children, young people, and families at different levels of need. Some families because of a variety of
circumstances require more support than others.
The Hardiker model highlights the level of need of the children and families that are presenting to our
early years’ service. The families are placed between level 1, 2, 3 and 4 depending on their needs.
They can enter our early years’ service at any level and move between levels as their needs change.
The following figure illustrates the levels:

Level 1: responds to families where there are few or no problems presenting
Level 2: respond to specific needs that are common to most families i.e., parenting supports, personal
supports specific to family’s needs
Level 3: target families which serve difficulties including risk of harm
Level 4: essentially address a diverse range of issues and problems where a crisis has occurred, families
in chromic difficulties or where children have perhaps been separated from their families.

Introduction to Policies & Procedures
Doras Bui’s policies and procedures help us to guide the actions of all individuals involved in our
service. They ensure and endorse the well-being of all families, children, staff, volunteers, and
everyone who is connected to the service. Our 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. Our procedures provide clear instructions and guidelines on what should/must
be done in a set of circumstances or regarding a particular issue.
Doras Bui’s policies and procedures help new staff and families to familiarise themselves with the
service’s practices and gives them information about what to expect from the service. Our policies are
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‘living’ documents that are regularly reviewed to ensure that they meet all the needs of those working
in the service, and we take into account the possible changes that have happened in the service and
within the wider community.
The following are but a few policies and procedures relevant to Doras Bui, a handbook of all our
policies and procedures are available in Doras Bui office.

Health & Safety Policy
1.
Introduction
The Health & Safety Policy sets out the health & safety of Doras Buí and the means through which the
policy is to be implemented. Our objective is to provide a safe and healthy place of work for all staff
members and to meet all our duties and obligations to our service users. It is Doras Buí’s intention to
protect our employees from accident or ill health at work.
Doras Buí will continue to identify and control hazards. (See Risk Management Policy & Safety
Statement & Risk Assessment Policy).
• To prevent as far as is reasonably possible, any improper conduct or behaviour likely to put
the Safety, Health & Welfare of employees at risk.
• To consult with staff on all Health & Safety matters.
• To provide protective clothing and equipment where necessary.
• To provide a safe means of entering and leaving the building.
• To provide a safe system of work practices.
• to prevent accidents and cases of work-related ill health.
• Require employees to co-operate with the organisation in all safety matters.
• To provide appropriate information and training to staff members on a continuous basis.
• To make Health & Safety a key issue.
• Draw up specific Health, Safety and Welfare policies, as necessary.
2.
Purpose & Aims
The purpose of this policy is to outline the Service policy on staff that meet clients. The organisation
will seek to ensure that all our equipment and systems do not constitute a risk to the Health & Safety
of our employees, and we will consult with employees on risk improvements.
Our approach to Health & Safety as far as is reasonably practicable will be:
• Take all practical steps to safeguard the health, safety, and welfare of all employees and of all
service users 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.
3.
Policy Statement
The Service under the Health and Safety at Work Act (1989) is obliged to provide a safe place of work
for its entire staff. 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.
4.
Scope
All present staff members / volunteers / stakeholders / trustees will comply with this Health & Safety
Policy.
5.
5.1
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Employer Responsibilities
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.

5.2
5.3

6.
6.1

The responsibility for the provision of a safe place of work rests with the Management of Doras
Buí.
Specifically, these responsibilities are:
• To maintain a safe and healthy work environment for employees, in addition to
conforming to all current statutory requirements.
• To provide the appropriate type and level of training to enable employees perform their
work safely and efficiently.
• To make available to every employee appropriate equipment to ensure Health & Safety.
• To maintain a vigilant and continuing interest in all Health & Safety matters relevant to
both the organisation and staff.
• Provide safe means of access to and exit from a place of work.
• Provide and maintain building and equipment which is safe and without risk to health.
• 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.

6.11
6.12

Responsibility of Employees
As a valued employee of Doras Buí, you have a responsibility to yourself and your fellow
employees to carry out your work in a safe and considerate manner.
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 supervisor / manager or any other people to an extent as will enable
the organisation 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 the organisation or immediate supervisor any defect of which they become aware
of when at work in the building, 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.
Co-Operate with the company in maintaining a safe workplace.
Report any potential hazards to management and not work in any hazardous conditions
should they; in the employee’s opinion exist.
Be aware of the nearest emergency exists and firefighting / first aid equipment.
Never interfere with or misuse anything provided by the organisation in the interests of Health
& Safety.
Read the company Health & Safety statement and obey all mandatory signs.
Not partake in any form of horseplay or prank likely to lead to injury to you or others.

7.
7.1
7.2

Smoking / Alcohol & Drugs
It is not permissible to attend work under the influence of intoxicating alcohol or drugs.
The smoking of tobacco products is prohibited in the entire building of Doras Buí.

6.2
6.3
6.4
6.5
6.6

6.7

6.8

6.9
6.10
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7.3
7.4
7.5

8.
8.1

8.2
8.3
8.4
8.5
8.6
8.7
8.8
8.9
8.10
8.11

9.
9.1
9.2
9.3
9.4
9.5
10.
10.1
10.2
10.3

11.
11.1
11.2

11.3
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Smoking can take place outside the immediate area of the organisation’s building at least 3
metres distance away from door entrances and windows.
This smoking policy forms part of the overall Health & Safety Policy and any breach will be
dealt with under the organisation’s disciplinary procedure.
Visitors, contractors and temporary members of staff are expected to abide by the terms of
this policy.
Manual Handling
Manual Handling is defined as the “transporting of a load by one or more employees and
includes lifting, putting down, pushing, carrying or moving a load, which by reason of its
characteristics or of unfavourable ergonomic conditions involves risks, particularly of back
injury to employees”.
This is a priority issue because it is a major cause of accidents in the workplace.
It is Doras Buí’s policy to minimise the need for manual handling of loads and so therefore
should be avoided as far as is reasonably practicable.
Employees must check the weight of the load before attempting to lift it and if the load is too
heavy get help.
When lifting, follow the following basic principles:
Relax the knees. Lowering movements should start at the knees not the head.
Get close to the object to be lifted.
Get a good balance by keeping the feet apart.
One foot should be automatically ahead of the other.
When in position, bend the knees and lift with the strong muscles in the legs.
Lift gradually, smoothly and without jerking, keeping the object close to the body and the back
straight.
Training
The organisation is committed to identifying the safety training needs on an ongoing basis.
Staff members will be involved in the identification of hazards in the office and advised of the
particular hazards pertaining to their area.
Staff members will be trained to respond to such hazards in order to prevent accidents/injury
to themselves, their colleagues and service users.
All staff members will be trained in emergency procedures and where appropriate, staff will
be trained in the use of special machinery and equipment.
All staff members will be trained in the correct techniques involved in safe manual handling.
Consultation
The organisation is committed to consulting with its staff members regarding safety, health,
and welfare in the office.
Staff members are involved in the identification of hazards and are trained in dealing with the
hazards identified.
The safety statement will be included in Induction & Training and staff members will be
advised on how to deal with any problems that arise.
Reporting of Accidents
Staff members are required to report all accidents and near misses, whether resulting in injury
or not, to management.
Under the Safety, Health & Welfare at Work General Application Regulations 1993, employers
must report certain occurrences to the Health & Safety Authority and ensure records are kept
on site for a period of 10 years.
The following details are required:

•
•
•
11.4
11.5

12.
12.1

12.2
12.3
12.4

12.5

12.6
12.7
13.
13.1

13.2
13.3
13.4
13.5

14.
14.1
14.2
14.3
14.4
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Date, Time, and Place of the incident.
Name, Address, Occupation and Age of the injured person.
Circumstances, including cause and nature of the injury and the arrangements made for
its treatment.
All accidents will be investigated by a Safety Officer Ms. Louise McGuirk and written report
will be prepared.
Corrective action will be taken where necessary to avoid a reoccurrence.
Accidents involving persons who are not members of staff but are visiting or working on the
premises must also be reported.
Fire Procedures
In the event of a fire and providing there is no danger to the persons concerned every effort
should be made to extinguish or contain the fire pending the arrival of the fire brigade. (See
Fire Safety Policy).
The magnitude of the outbreak must dictate whether attacking the fire should take priority
over reporting and evacuation.
All staff members should be familiar with the exit routes and should also know the location
and type of fire extinguishers in the building.
If you discover a fire you should:
• Activate the fire alarm.
• If there is a reasonable hope of extinguishing the blaze, attack the fire immediately.
• Do not under any circumstances, expose yourself to danger.
• Leave the building by the nearest fire exit and proceed to your designated assembly point.
If you hear the alarm you should:
• Switch off any equipment under your control and leave the building by the nearest fire
exit.
• Do not stop to collect personal belongings.
• Once outside, do not enter the building until you are told it is safe to do so.
Management will on occasion perform fire drills to ensure that procedures are known and
followed in the event of a real fire.
Health & Safety Officer is: Ms. Louise McGuirk louisemcguirk@dorasbui.ie
Guidelines for Visual Display Users
As part of their duties some employees spend long periods of time using visual display screens.
Any necessary adjustments will be made to avoid RSI, eyestrain and other ailments associated
with work on screens, which must be adjustable for height, tilt, and brightness.
No employee will be asked or expected to work any computer which is not in proper working
condition or does not meet the highest specifications.
Employees working continuously on-screen should alternate tasks so that at least 10 minutes
during each 60 minutes of work is spent doing off-screen type of work.
This work is to be undertaken away from the screen but does not constitute a break.
Employees who habitually use VDU’s have the right to an eyesight test, the cost of which will
be met or reimbursed by the organisation or PRSI contributions free eye test.
Hazard Analysis
A hazard is anything at work that might cause harm e.g., Electricity, Hot Surfaces, Lifting Heavy
Loads, Slippery Floors, and Poorly Lit Stairways etc.
Staff members must be aware of the potential hazards and risks involved and report specific
hazards to management.
A hazard analysis will be carried out once a year by Management.
Particular attention will be paid to areas of high risk i.e., Floors, Stairs and Manual Handling.

14.5

The organisation will remove hazards by engineering means where necessary.

15.
15.1

First Aid
First Aid boxes are provided to ensure that first aid supplies are easily accessible when
required in an emergency.
First Aid boxes are located at designated areas.
They are to be checked weekly and shortages replaced.
Employees have an obligation to ensure that First Aid Boxes, like any safety equipment, are
not tampered with.
Free access to First Aid Boxes must be maintained at all times.
Pain relief cannot be provided in the First Aid Boxes.

15.2
15.3
15.4
15.5
15.6

Finance Policy
1.
Introduction
The purpose of this financial policy is to describe and document how the board wants financial
management activities to be carried out. In order to accomplish this, our policy will address the
following 5 areas:
1. Assignment of authority for necessary and regular financial actions and decisions which may
include delegation of some authority to staff members.
2. All B.O.M and employees will abide with The Conflicts of Interest & Loyalty Policy.
3. Clear authority to spend funds including approval, check signing and payroll.
4. Clear assignment of authority to enter into contracts.
5. Clear responsibility maintaining accurate financial records.
2.
Purpose and Aims.
The purpose of financial management in the operation of all Doras Buí activities is to fulfil the
organisation’s mission in the most effective and efficient manner and to remain accountable to
stakeholders including service users, partners, funders, employees, and the community. In order to
accomplish this Doras Buí commits to providing accurate and complete financial data for internal and
external use by the Executive Director and the Board of Directors.
3.
Policy Statement
Underpinning all Doras Buí’s financial management systems is a series of financial policies and
procedures which help guide operations and lay out how our organisation uses and manages its money
Our financial policies and procedures help to establish financial control within the organisation that
ensure accuracy, timeliness, and completeness of financial data.
4.
Scope
The policy and procedures are generally used by Finance Staff, but it can also act as reference for
trustees, managers, and other staff members. 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. This policy applies to all
Board Members and staff members of Doras Buí.
5.
Responsibilities
The Director shall:
5.1
Account for donor restricted and board designated funds separately from general operation
funds and clearly define the restrictions applicable to these funds.
5.2
Report the financial results of Doras Buí operations according to the schedule established by
the Finance Committee, at least quarterly.
5.3
Oversee payments for all obligations and file required reports in a timely manner.
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5.4
5.5
5.6
5.7
5.8
5.9

Make no contractual commitment for bank loans, organisations bank/credit cards
or
for real estate leases or purchases without specific approval of the Board.
Oversee / record fixed assets with purchases prices greater than €500.00 as capital assets in
accounting records.
Depreciation of capital assets will not exceed five years for furniture and equipment of three
years for computer and other technology equipment.
Limit vendor credit accounts to prudent and necessary levels.
Obtain competitive bids for items or services costing in excess of €5,000.00 per unit
and
other elements of the contract.
Doras Buí may award the bid to any provider and is not required to accept the lowest cost
proposal.

The Board of Directors shall:
5.10 Review financial reports at each board meeting.
5.11 Provide adequate training to members to enable each member to fulfil his / her financial
oversight role.
6.
6.1

6.2

7.
7.1

7.2

8.
8.1

8.2

9.
9.1
9.2

9.3
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Financial Transactions with Insiders
No advances of funds to employees, members or directors are authorised. Direct and
necessary expenses including travel for meetings and other activities related to carrying out
responsibilities shall be reimbursed.
In no case shall Doras Buí borrow funds from any employee, member, or director of the
organisation without specific authorisation from the Board of Directors.
Budget
In order to ensure that planned activities minimise the risk of financial jeopardy and
are
consistent with board-approved priorities, long range organisation goals
and
specific five-year objectives.
The Director shall:
• Submit operating and capital budgets to the Finance Committee in time for reasonable
approval by the Board prior to each fiscal year.
• Use responsible assumptions and projections as background with the general goal of an
unrestricted surplus.
Gift Acceptance
Doras Buí will accept stock or another negotiable instrument as a vehicle for
donors to
transfer assets to the organisation. Transfer and recording the value of the asset shall be done
in a consistent manner and in compliance with accounting standards. The Director shall sell
any stock given to Doras Buí immediately upon receipt by the organisation.
Doras Buí shall accept contributions of goods or services other than cash that are re
related to the programs and operations of Doras Buí. Any other contributions of
non-cash items must be reviewed and approved by the Board before acceptance.
Asset Protection
In order to ensure that the assets of Doras Buí are adequately protected and
maintained
the Director shall:
Insure against theft and casualty losses to the organisation and against liability losses
to
Board Members, Staff Members, or the organisation itself to levels
indicated
in
consultation with suitable professional resources.
Plan and carry out suitable protection and maintenance of property, building and
equipment.

9.4
9.5
9.6

10.
10.1

10.2

10.3

10.4

10.5

11.
11.1

11.2
11.3

11.4

12.
12.1

12.2
12.3
12.4
12.5
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Avoid actions that would expose the organisation, its board, or its staff to claims
of
liability.
Protect intellectual property, building and equipment.
Receive, process, and disburse funds under controls that are sufficient to
maintain
basic segregation of duties to protect bank accounts, income receipts and
payments
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.
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.
Bank Accounts
The opening of a new bank account must be notified to, agreed by the Board of
Management, 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 Management 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 Management, payment of up to €1,000 from
agreed budgets may be authorised by the Director.
In emergency situations, the Director can authorise payments above €1,000 from
agreed budgets. These payments must be ratified by the Board of Management at
its
next meeting.
Banking
Doras Buí has seven bank accounts with Bank of Ireland, Coolock Village, Dublin 5.
The agreed cheque signatories are the following:
1. Fiona Nolan
Board Member
2. Anita Whelan
Director / CEO
3. Clare Quigley
Finance Manager
4. Louise McGuirk
Early Years Manager
A minimum of two of two signatures is required to sign cheques.
The Director and one board member must sign all cheques.
In the absence of the Director, the Finance Administrator may sign along with a board
member.
The pre-signing of blank cheques is prohibited.

12.6
12.7
12.8

13.
13.1

13.2

13.3

13.4
13.5

14.
14.1
14.2
14.3
14.4
14.5
14.6

14.7
14.8

15.
15.1
15.2
15.3
15.4
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Cheques should not be made payable to cash (except for petty cash) and the
signatories
are forbidden from signing cheques payable to them.
All cheques must have two signatures – the Director of Doras Bui and one of the
other three agreed cheque signatories.
Banking online 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
1. Fiona Nolan
Board Member
2. Anita Whelan
Director / CEO
3. Clare Quigley
Finance Manager
4. Louise McGuirk
Early Years Manager
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
receives any changes, which are notified in writing to the Finance Manager 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 Director.
The Director reviews the income and expenditure transaction report monthly which is then
signed off and kept on file. 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.
Beneficiary organisations must retain all supporting documentation, at a minimum, to the 31st
December 2022.
After the 31st of December 2022, no document should be disposed of without the
agreement of the Managing Authority Guidelines
Financial Reporting
The Finance Manager and Director 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)

15.5
15.6
15.7
15.8
15.9

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 biannually depending on their requirements. A fixed asset register is
maintained.

16.
16.1
16.2
16.3

Security
Chequebooks are stored always in the locked compartment of the fireproof safe.
The Finance Manager & 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.

16.4
16.5

17.
17.1
17.2
17.3
17.4

18.
18.1

18.2

18.3

18.4

18.5
18.6

18.7
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Petty Cash
An impress system has been implemented in 2015 to ensure adequate good
governance in relation to petty cash control
Petty cash vouchers are €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 nonwage 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 €5,001.00 - €50,000.00
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.
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.
18.8 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.
18.9 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
(v)
numbers who complete programmes (vi) value for money and referral from other
organisations.
18.10 The Finance Manager is responsible for the purchasing of stationery and office supplies.
19.
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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 Line Manager or
directly 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 Manager
immediately following the purchase.
Receipts are required for all purchases.
Receipts for purchases / internet purchases should be sent to clare.quigley@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.
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
All records are to be kept in boxes with the dates and description written on the
outside.
Financial Records are to be kept safely in the attic and scanned in some cases.
Children’s developmental records are to be kept until the child reaches 21 years and
then shredded.
Accident Reports can be shredded after two years except where claims have
been
made.

21.5

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. All other records can be shredded after 7
years.

21.
21.6
21.7

Security
Chequebooks are stored always in the locked compartment of the fireproof safe.
It is company policy not to have large amount 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.

21.8
21.9

Reserves Policy
1.
Introduction
Doras Buí’s Reserve Policy helps to inform the way the board of management manages the
organisations reserves. This includes, capital reserves, revenue restricted reserves and revenue
unrestrictive reserves. This reserve policy will ensure that the Board of Management of Doras Buí
accepts and understands its responsibility and will work on ensuring adequate reserve funds are in
place
2.
Policy Statement
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 board ability to retain sufficient reserves to deal
with the impact of unforeseen events, emergencies, or shortfalls.
This policy is in keeping with good governance practice we comply with our financial and other legal
obligations as set out in the Company Acts 1963 – 2009 which helps inform the way the board manage
the organisations cash, liquid assets, and debt provision.
3.
Purpose & Aims
The board of management manage the organisations capital reserves, revenue restricted reserves and
revenue unrestrictive reserves. The purpose and aim of this policy are to ensure the stability of the
organisations mission, programmes, and ongoing operations of the organisation. The Board of
Management have set out below the main areas to be included in this policy.
• Management of Cash, Liquid Assets and Debt Provision
• Provide stakeholders, where appropriate, with an agreed strategy and clear rationale for
building up of a reserve for emergency/contingency purposes.
• Ensure that the Finance Manager is responsible for the effective and efficient management of
day-to-day cash management of the organisation and to ensure at all times there is enough
cash to comply with the organisations Reserves policy.
4.
Scope
This policy for all Doras Buí’s board of management, finance manager and Finance committee to apply
and implement on all procedures of Doras Buí’s reserves.
5.
Definition
Reserves
The term “Reserves” is used to describe that
part of a charity’s income funds that is feely
available for its operating purposes not subject
to commitments, planned expenditure, and
spending limits. Reserves do not include
endowment funds, restricted funds, and
designated funds.
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Restricted

Unrestricted
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The term “Restricted” is used to describe that
part of the organisations income that must be
solely used for the purpose for which it was
proved by our funders. In certain cases, our
funders may provide a float to the organisation.
This would constitute a designated reserve.
The term “Unrestricted” is used to describe that
part of the organisations income that is freely
available for contingency purposes that is not
subject to commitments, planned expenditure,
and spending limits.

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 and provide an internal source of funds for situations such as a sudden increase in
expenses, one-time unbudgeted expenses or in the event of the winding up of any of
organisations surplus after liabilities’ have been discharged.
Capital Costs
The Board of Management of Doras Buí 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 Buí, our reserves are not intended to replace
a permanent loss of funds or eliminate an ongoing budget gap.
It is the intention of Doras Buí 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 wages and overheads costs for a reasonable period.
The amount reserved is €60,000.00 which covers the cost of wages and overheads for 3 weeks.
Doras Buí’s Board of Management understands 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 €20,000.00.
Our Reserve Policy will be implemented in conjunction with the other governance and
financial policies of Doras Buí and is intended to support the goals and strategies contained in
these related polices and in our strategic and operational plans.
Doras Buí 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.
Our Reserves Position
The reserves that we have set aside provide financial stability and the means for the
development of our principal activity.
We intend to maintain our reserves at a level which is at least equivalent to €40,000.00. Doras
Buí intends to use the reserves in the following manner in Crisis / Pandemic situations

10.
10.1
10.2
10.3
10.4
10.5

10.6

Intentions: Doras Buí intentions will be based on the following
What reserves level the board agrees the charity needs, together with the reasons why the
organisation needs this level?
What steps Doras Buí will take to establish or maintain reserves at the agreed level?
What arrangements are made for monitoring and reviewing the policy on a regular basis?
The Board of Management regularly quarterly reviews the amount of reserves that are
required to ensure that they are adequate to fulfil our continuing obligations.
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.
Doras Buí have the right to amend or change this policy at any time.

Risk Register Policy
1.
Introduction
Doras Buí’s Board of Management acknowledges that a sound and effective implementation of risk
management is considered best business practice at an organisational and strategic level as well as a
means of improving operational activities.
The continuing maintenance and development of a comprehensive Risk Register is a core part of risk
management activity. The Risk Register will be used as a systematic and structured method of
recording all risks: including financial and organisational, that threatens the objectives of the
organisation.
2.
Policy Statement
This document details the policy for the Doras Bui risk register. It is intended as a guide to the business
on what risks are foreseen, how they are prioritised and how these risks will be managed. It is also a
communication tool to the Board so that the organisations risk profile and actions are fully
understood.
3.
Purpose & Aims
The purpose and aim of the risk register are to ensure that the risks (an event, action, or inaction)
which threaten the implementation of organisational objectives, or the execution of strategies, are
visible and are managed at an appropriate level. This is a management tool providing clarity,
addressing responsibility, and generating action plans.
4.
Scope
This policy applies to all staff members, volunteers / trustees, contractors, and stakeholders who
worked and are involved with Doras Buí.
5.
5.1
5.2
5.3
5.4
5.5
5.6
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Responsibilities
The owner of the risk register is the CEO, Anita Whelan.
The man responsibility for identifying risks lies with the CEO and Childcare Manager, Louise
McGuirk.
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, however, it may
arise that Board Members or the Senior Management team raise a risk.
Management of risk mitigation will be allocated on the register that individuals will be
responsible for monitoring, mitigating, and managing that risk.
The role of the Board is to provide advice on how to control risks strategically and tactically.

6.
6.1

Management Controls
Key controls are in place in the business that mitigate against risks. These are detailed on the
risk register.

7.
7.1

Measurement
Profiling categorises and measuring risk will all be completed by the Director and Childcare
Manager and where relevant in conjunction with the risk owner.
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 taken into account 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)

7.2
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7.4
7.5
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Risk Response and Timing
Each risk needs to have an action plan to address and a timeframe under which this will be
completed by that timeframe.
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.
Reporting Risks
Each risk owner will report the status of their risk(s) to the Director or Childcare 9.2
Manager on a month proceeding a Board meeting if necessary.
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.

Code of Ethics Policy
1.
Introduction
Doras Buí is committed to maintaining the highest of integrity and the highest standards of ethical
conduct in all its activities and dealings. Doras Buí recognises that it can best accomplish its mission
when the Board of Directors, staff members and all others associated with Doras Buí represent the
diverse interests, cultures, occupations, and expertise of the community.
2.
Policy Statement
Doras Buí 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 Buí is made in the interest of the organisation and the community it serves
and as a means of publicly codifying its expectations of board members, staff members and others
serving the organisation
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3.
Purpose & Aims
Our professional code of ethics policy aims to give our employees guidelines on our business ethics
and stance on various controversial matters. We trust you to use your better judgment, but we want
to provide you with a concrete guide you can fall back on if you are unsure about how you should act
(e.g., in cases of conflict of interest). We will also use this policy to outline the consequences of
violating our business code of ethics.
4.
Scope
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.
Please note that our Code of Ethics Policy is slightly different than our Code of Conduct Policy. While
our Code of Conduct may include elements such as dress code and social media use, whilst our Code
of Ethics Policy refers to legally or morally charged issues. Still, these two codes of policies do overlap.
5.
Definition
Code of Ethics: A written set of guidelines issued by an organisation to its workers and management
to help them conduct their actions in accordance with its primary values and ethical standards.
So, what is a code of ethics? Our code of ethics definition refers to the standards that apply to a specific
setting, in this case, our own organisation.
6.
Policy Elements
6.1
The Components of Our Code of Professional Ethics
We base our organisation’s Code of Ethics on common principles of ethics
• Respect
• Integrity and Honesty
• Openness
• Equity
• Fiscal Responsibility
• Competence and accountability.
• Conflict of Interest
• Justice
• Lawfulness
• Teamwork
6.2

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.
It is mandatory to respect everyone you interact with. Be kind, polite and understanding. You
must respect others’ personal space, opinions, and privacy. Any kind of violence is strictly
prohibited and will result in immediate termination. You are also not allowed to harass or
victimise others.

6.3

Integrity and Honesty: First, always keep in mind our organisation’s mission. We all work
together to achieve specific outcomes. Your behaviour should contribute to our goals,
whether financial or organisational. 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.
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6.4

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.

6.5

Equity: Doras Bui is committed to recognising and appreciating the achievements and
contributions of all, and to holding every person to the highest standards of ethical behavior.

6.6

Fiscal Responsibility: Doras Bui is committed to using its resources wisely, and in managing
these resources, to be responsible to the community.

6.7

Competence and 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. We all need to put a healthy amount of effort in our work. Not just
because we are all responsible for the organisation’s success, but also because slacking off
affects our colleagues. Incomplete or slow working might hinder other people’s work or cause
them to shoulder the burden themselves. This comes in direct conflict with our respect and
integrity principles. We also expect you to take up opportunities for learning and
development, either on-the-job or via educational material or training. If you are unsure how
you can achieve this, have an open discussion with your manager. Also, take responsibility for
your actions. We all make mistakes or need to make tough decisions and it is important we
own up to them. If you take responsibility and come up with ways to fix your mistakes where
possible, you will be in a far better position.

6.8

Conflict of Interest: Conflict of interest may occur whenever your interest in a particular
subject leads you to actions, activities or relationships that undermine our company. This
includes situations like using your position’s authority for your own personal gain or exploiting
company resources to support a personal money-making business. Even when you seemingly
act to the organisation’s advantage, you may actually disadvantage it.

6.9

Justice: Do not act in a way that exploits others, their hard work or their mistakes. Give
everyone equal opportunity and speak up when someone else does not.
Be objective when making decisions that can impact other people, including when you are
deciding to hire, promote or terminate someone’s employment. Be sure that you can justify
any decision with written records or examples. Seek and use the most objective methods in
any case.

6.10

Lawfulness: You are obliged to follow all laws which apply to our organization. Depending on
your role and profession, there might be various laws you need to observe. When you are
preparing contracts, clauses, disclaimers, or online copy that may be governed by law (such
as consent forms), please ask verification from CEO before finalizing anything. If you are not
sure what the law is in a specific instance, do not hesitate to ask HR / Senior Management.

6.11

Teamwork: Working well with others is a virtue, rather than an obligation. You will certainly
get to work autonomously and be focused on your own projects and responsibilities. But you
should also be ready to collaborate with and help others.
Be generous with your expertise and knowledge. Be open to learning and evolving. If days go
by without you consulting or brainstorming with anyone, you are missing out on opportunities
for excellence. Instead, work with others and do not hesitate to ask for help when you need
it.
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Diversity & Inclusion Policy
1.
Introduction
At Doras Buí we achieve care and inclusion for the overall organisation by constantly reviewing an
anti-bias approach that is implemented by staff, management, and Board of Management.
All our services 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 and
inclusion
of
all
vulnerable
adults. http://www.irishstatutebook.ie/eli/2016/si/214/made/en/print
2.
Policy Statement
Doras Buí show sensitivity warmth and positive regard for all children, young people, vulnerable
adults, all other service users, and their families. We believe that all children are unique individuals
but share similarities
At Doras Bui, we recognise children, young people, vulnerable adults all other service users and their
family’s differences. Doras Buí’s child centred curriculum encourages on going planning and
development which creates a secure learning environment for all children.
3.
Purpose and Aims
The purpose of the Diversity, Equality and & Inclusion Policy is to ensure that:
The service is a place where everyone, irrespective of their age, gender, ethnicity, culture, religion,
language, sexual orientation, ability, disability, and social circumstances, feels safe, feels a sense of
belonging, is respected, and valued and has their individual needs understood and met as far as
resources allow within the context of the service provided.
In line with Aistear and Síolta, the curriculum/programme reflects the identities of all children and
recognises their abilities and interests and for the successful inclusion of all children into the setting.
At Doras Bui we aim to ensure that all children, including children with a disability, will be able to
meaningfully participate in our settings . In line with this vision, our policy is about supporting the
access and inclusion of all children
Doras Buí aims to make everyone feel safe, welcomed, respected, and valued and has their individual
needs understood and met (as far as resources allow within the context of the service provided).
4.
Scope
This policy affects all employees/students, volunteers including board members and contractors who
work and interact witing the organisation.
5.
5.1

5.2

40

Definitions
Additional Needs: Children whose development, in one or more of the following areas, needs
additional support – mobility, expressive and/or receptive communication, social behaviour,
behavioural control, fine/gross motor skills, vision, hearing, self-care, cognitive skills.
Disability: “A long-term physical, mental, intellectual or sensory impairment which in
interaction with various barriers may hinder a child’s full and effective participation in society
on an equal basis with others”. The definition is broad and should ensure that children with
needs arising from a long-term physical, mental, intellectual, or sensory impairment will be
supported even where the particular impairment may not be traditionally recognised as a
disability. “Long-term should be understood as referring to an impairment which is enduring
and permanent or likely to be permanent (Adapted from AIM).
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Inclusion
This is a process involving a program, curriculum, or education environment where each child
is welcomed and included on equal terms, can feel they belong and can progress to his/her
full potential in all areas of development (National Childcare strategy 2006 – 2010)
At Doras Buí Diversity is recognised valued and affirmed within an inclusive learning
environment by all staff, student, volunteers, and the board at Doras Buí. 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 adults. We believe
that all children are unique individuals but share similarities. At Doras Buí we recognise
children’s and family’s differences.
Doras Buí’s child cantered curriculum encourages ongoing 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.
Parents are acknowledged as the primary educators and experts on their child, and the
smooth transitioning from home to the early childhood care and education setting is
supported.
The service works in partnership with parents, families, and the wider community to promote
equality of opportunity and to oppose all forms of bias, oppressive behaviour, prejudice, and
discrimination.
The service provides opportunities that help develop children, young people & vulnerable
adults sense of personal and group identity so that they can become confident, open to
difference, receptive to change and respectful towards other identities.
The service enables children, young people, vulnerable adults, all other service users, and staff
members to have the confidence and skills to challenge instances of prejudice and
discrimination.
Children, young people, vulnerable adults, all other service users, and staff members are
equipped to understand that reason, logic, respect, and sensitivity have to underpin ways and
means of resolving arguments and conflicts.
Equality of opportunity is an integral part of all planning and decision making within the
service.
The service operates inclusive recruitment practices.
Guiding Principles
Consistent: The provision of supports and services for children with a disability should be
consistent across our service.
Effective: Supports should make a difference and genuinely enhance inclusion.
Equitable: All children should have equality of opportunity to access and participate.
Evidence-informed: Supports and services for children with a disability should be evidence
informed.
High quality: Supports and services for children with a disability should be of high quality.
Integrated: Our approach is to work in partnership
with
families
and
other
stakeholders/agencies.
Needs-driven: Supports will be needs driven.

8.
Needs of All Individuals
Children, Young people, Vulnerable Adults & All Other Service Users Need:
8.1
A safe, accessible environment that facilitates, supports, and encourages a positive individual
and group identity.
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Well-trained and informed staff who understand their individual culture, identity, needs and
interests.
Equal access to a differentiated and full curriculum/programme that caters for their individual
and particular needs.
This policy that ensures that they can learn to be comfortable with difference, to identify what
is fair and unfair and to be able to stand up for themselves and others.
Parents/Guardians Need: To know that their child, young person & vulnerable adult will have
their individual learning and development needs met and that their family culture and identity
will be recognised and valued.
To be communicated with clearly and effectively, and be able to communicate effectively,
with the people who they trust to care for and educate their children, young person &
vulnerable adult.
Parents and other family members also need to have equal access to and participation in the
service environment and to feel a sense of belonging when visiting the service.
Staff Members Need: To know and to ensure that all of the service’s processes are fair, open,
and transparent and not discriminatory.
To work in and be involved in providing a safe, anti-bias, accessible environment.
Be supported to be comfortable with difference and to engage effectively with
parents/guardians and families; to be able to critically think about and confidently engage in
dialogue around issues of equality, diversity, inclusion, bias, and discrimination.
Be able to have effective two-way communication with all of the children, young people,
vulnerable adults & service users they care for and educate and or advise, support or counsel
and also with their parents/guardians and families.
Management Needs: To know that all those who use the service or who work in it have their
individual needs met as far as possible within the context of the service and that staff
members have the appropriate skills and knowledge to meet the diverse needs of all of the
children, young people, vulnerable adults, and all service users who use the service and their
families.
To Ensure That: The service does not discriminate against anyone directly or indirectly, that
all relevant legislation and regulation is fully complied with and that the service meets quality
standards.
All of the service’s policies and procedures reflect a commitment to diversity, equality, and
inclusion and that the service promotes positive and proactive approaches to valuing and
respecting diversity.
All staff members and management board members / trustees contribute to the development
and review of policies.
A Sense of Identity
All children, parents and staff are entitled not to be discriminated against and to be given the
same fair opportunities. The practice of our setting should represent and recognise the
different needs, experiences, and backgrounds of both its users and the wider community.
Early years practitioners need to be aware that different skills, experiences, interests, and
awareness that children have affects their ability and how they learn. When planning a
curriculum, it should meet the needs of both boys and girls, children with additional needs,
more able children, children with a disability, children from all social, cultural, and religious
backgrounds, children from different ethnic groups including, travellers, refugees and asylum
seekers and children from a variety of different linguistic backgrounds.
Early Years Co-ordinators & Responsibilities
Doras Buí Early Years have an Inclusion Co-ordinator appointed to oversee this policy and
inclusion of children into our setting. The Inclusion Co-ordinator has undertaken a Leadership
for inclusion programme which is a special purpose level 6 award.
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The Inclusion Co-ordinator for Doras Buí is Debbie Grant Assistant Early Years Manager.
The Inclusion Co-ordinator and the Early Years Manager of this service takes responsibility for
ensuring the physical environment is suitable where possible and withing available resources.
Providing clearly defined enrolment procedures set out in our enrolment/admissions policies,
which endeavour to facilitate access for all children within the resources and expertise
available.
Identifying children with additional needs during the application process,
Regularly reviewing with staff the planning and resources provided for children with additional
needs attending the service.
Linking with other groups that support the child, HSE, Early Intervention Team, Tusla,
Voluntary Services etc.
Linking in with AIM for advice and support from the Early Years Specialist Service (Access and
Inclusion) which can be accessed by phone (01-511 7222), Email: onlinesupport@pobal.ie or
via the Aim online application form at http://www.pobal.ie
Early Years ECCE Funded Programme Responsibilities
This applies to the ECCE funded two-year free preschool programme only, working with staff
and families to identify and apply for additional resources/support for children with additional
needs.
Providing appropriate physical and staffing resources within the budget constraints of the
service.
Supporting staff to gain the appropriate knowledge and skills for the implementation of this
policy and additional roles as they are created and developed.
Creating job descriptions for all roles within the services and specifically for the Inclusion
Coordinator.
The Early Years Practitioner with Key Worker responsibilities for a child with additional needs
(AIM Level 7)
Practitioner (Specific Medical Needs).
Ensuring and Individual Education Plan is developed for the child.
Planning and facilitation continuous professional development of staff to enhance inclusion.
Facilitation the development of transition plans for children within and outside the setting.
Ensuring there is purposeful learning for the child with additional needs within the setting.
Providing support and strategies to staff in developing differentiated learning and providing
accommodations/adaptations.
Facilitation problem solving with staff to enhance inclusion.
Being an advocate for children with additional needs within the setting.
Modelling inclusionary practices for the entire service.
Our team will work in consultation with the parents/guardians of the child and other
professionals and/or agencies working with the family to determine additional resources
required to meet the functional and developmental needs of the child and to determine the
suitability of the service meeting these needs.
Duty of Care
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
Management, 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 all attending Doras Bui
services. Staff will ensure the inclusion of all, irrespective of needs. All actions concerning
children, young people & vulnerable adults 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, children, young people, and vulnerable adults in their charge must
be above reproach. Doras Bui promotes good practice for those involved in working with
children, young people & vulnerable adults.
Steps are taken to enable the contribution of the children, young people, vulnerable adults,
and all service users to the development of policies and procedures.
Victims of bullying, harassment and/or discrimination will be given every support. Those
responsible will also be supported by appropriately challenging the behaviour, by providing
accurate information on the issue, by giving the person an opportunity to think about the
effects of their actions and by being clear that such behaviour is not accepted in this service.
Staff Members Responsibilities
Staff members are responsible for being a champion for children with additional needs.
Reviewing enrolment applications to identify children with additional needs.
Identifying, if additional support is required, the type of support required and consulting.
Liaising with families and liaising with management and outside agencies to access it if
possible.
Ensuring that any support of resources available for a child are accessed in consultation with
the parents/guardians.
Ensuring that the parents/guardians are fully informed about the curriculum planned and
provided for their child and have given written consent for any action, support, or intervention
for their child.
To plan and implement a programmed which incorporates the individual goals for the child
with additional needs.
Ensuring the programme provides opportunities for participation and interaction with other
children.
Responding to parents/guardians needs and providing support and guidance where
appropriate.
Encouraging a collaborative family approach.
Ensuring that in consultation with persons involved in the care and education of the child, any
specialised medical and nutritional needs of the child are catered for in the day-to-day
programme.
Ensuring that the programme incorporates opportunities for regular review and evaluation in
consultation with all persons involved int eh child’s care and education.
Providing personal and intimate care where appropriate.
Parents / Guardians Responsibilities
The parents/guardians will share information about their child and their child’s needs within
the service whilst maintaining the right to decide who will receive information about their
child.
Be open to engaging with the AIM programmed or other supports suggested or available.
Raise any issues/concerns they have about their child’s participation in the programme.
Be involved in and fully informed about any support proposed for their child.
Be given the opportunity to consent to any observations, intervention or reports on their child
and have a right to copies of such documents.
Be given the opportunity to withdraw consent to any observations, interventions, or reports.

15.
15.1

15.2
15.3
15.4
15.5
15.6
15.7

Communication Plan
All parents/guardians are to be informed of the policy and procedures regarding Diversity,
Equality, and Inclusion on enrolment. Staff members will check with parents/guardians that
they have read and understood the policy and provide any assistance needed.
This Policy will be included in the Parents/Guardians Handbook.
This policy will also be reviewed with all staff members at induction and annual staff training.
A copy of all policies and procedures will be available during all hours of operation to staff
members and parents/guardians in the Policy Folder located in the Directors office.
Parents/guardians may receive a copy of the policy at any time upon request.
Parents/guardians and all staff members will receive written notification of any updates.
This Diversity, Equality & Inclusion Policy must be observed by Director and Management of
Doras Buí and The Board of Management.

Duty of Care Policy
1. Introduction
The Board of Management, staff members, volunteers / trustees, and contractors of Doras Buí 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 and all other service users. We as an organisation have a
duty of care to everyone who accesses our services.
2. Policy Statement
Every person owes a duty of care to every other person who is reasonably likely to be injured by the
first person’s actions or failure to act.
The law requires all professionals to take all reasonable care in carrying out their work and ensure that
appropriate standards of care are met.
Doras Buí expects all its staff members, volunteers / trustees, contractors, and stakeholders to 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.
3. Purpose & Aims
It is purpose and aims of this policy for all staff members, volunteers / trustees, and contractors to
show respect and understanding for all that attend Doras Bui services. Staff members, volunteers /
trustees and contractors will ensure the inclusion of all, irrespective of needs. All actions concerning
children must uphold the best interests as a primary concern.
4. Scope
This policy applies to all staff members, volunteers / trustees, contractors, and stakeholders who
worked and are involved with Doras Buí.
Definition
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 staff members, volunteers /
trustees, contractors, and stakeholders (irrespective of paid or unpaid), young people, children, and
others against providing opportunities to develop skills, responsibility, and maturity.
5. Guidance Procedures
5.1
Duty of Care is the duty to consider the impact our actions can have on our service users.
5.2
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The Factors to be considered in situations of potential harm are:
• The risk and likelihood of harm

•
•
•
•
5.3

The sorts of injuries that could occur and an assessment of the seriousness of those
injuries
Precautions that could be taken to minimise the risk of harm or seriousness of the injury
The usefulness of the activity involving risk
Current professional standards about the issues.

Avoiding Harm or Injury Involves:
• Determining when harm or injury is foreseeable
• Taking account of the seriousness of the potential harm or injury
• Assessing risks from the other person's perspective
• Recognising that some risks are reasonable
• Not actively harming or injuring the other person
• Avoiding discrimination and overly restrictive options
• Avoiding compromises to the rights of others
• Noticing risks that the person alerts you to
• Recognising when people are at risk of injury from others
• Supporting people to confront risks safely
• Safeguarding others from harm or injury
• Maintaining confidentiality

6. Procedures
6.1
All staff members, volunteers / trustees and contractors involved in / with service users will:
• At all times provide a standard of care that is reasonable and consistent with the policies and
procedures outlined in this policy.
• In providing services, staff members, volunteers / trustees and contractors will not carry out
tasks which require qualification or training that they do not have.
• Staff members, volunteers / trustees and contractors will promptly report concerns about the
safety of service users (including environmental hazards) to the management so that
appropriate action can be taken.
• Service users will be encouraged to make their own decisions regarding the care services at
all times. This may require the support of other significant people (e.g., family or friends) on
an informal basis or more formally through case planning with other professionals (e.g.,
Counsellors etc).
• In managing aggressive or threatening behaviour staff members, volunteers / trustees will
first ensure their own safety and the safety of others.
6.2

Duty of care must be balanced with dignity of risk, that is, the right of informed individuals to
take calculated risks. Everyone has a right to an assumption of competence. Informed decision
making involves a general awareness of the consequences of the decision and the decision is
made voluntarily and without coercion.

7. Duty of Care Addressing Duty of Loyalty & Interest
7.1
Duty of Loyalty & Interest is defined as undivided allegiance to the organisation when making
decisions about the organisation.
7.2

Board of Management, management and staff members must not put personal interests
above the interests of the organisation.

7.3

Board of management must disclose even potential conflicts of interest to the board of
directors and should recuse themselves from deliberation and voting on matters in which they
have personal interests. (see Conflict of Interest & Loyalty Policy)
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Communication Policy
1.
Introduction
At Doras Buí courtesy, tact and consideration should guide each employee in relationships with fellow
workers and the public. It is mandatory that each staff members in Doras Buí show maximum respect
to every other person in the organisation and to all other stakeholders & individuals with Doras Buí.
2.
Policy Statement
The purpose of communication should be to help others and to make our organisation run effectively
as possible, thereby gaining the respect of our colleagues, service users and Board of Management.
Communication is the effective exchange of meaning or understanding in formal and informal
communication. It applies both internally and externally including with key stakeholders.
3.
Purpose and Aims
The purpose of this communications policy is an effective way of making clear the attitude of Doras
Buí, defining the responsibilities of those involved in the process and detailing the means of
communications and consultation that will be used and include:
• Courtesy, friendliness, and a spirit of helpfulness are important and guide the organisation’s
company dealings with employees and service users.
• Differences of opinion should be handled privately and discreetly. Gossip and backbiting are
to be avoided and could potentially lead to disciplinary action. Communicate directly with the
person or persons involved to resolve differences.
• Conservative criticism that which will improve the organisation by clarifying or instructing
should be welcomed when delivered with respect and tact. Destructive criticism that which is
designed to harm he organisation, or another person is not to be practiced.
• Employees should strive to maintain a civil work atmosphere at all times and refrain from
shouting, yelling, using vulgarities, or swearing at co-workers or service users.
• The standard of Doras Buí is a work environment free from disparaging remarks about religion,
ethnicity, sexual preferences, appearance, and other non-work-related matters. Each
employee has the responsibility to foster an understanding of others’ differences in order to
create an environment where those differences contribute to a better organisation.
• Inappropriate remarks based on any of the following are not tolerated, race, religion, ethnic
origin, physical attributes, mental or physical disability, colour, ancestry, marital status,
pregnancy, medical condition, citizenship and/or age and such behaviour will result in a
grievance and or immediate termination of employment:
• Inappropriate remarks include those that treat a group of people in a uniform way, assign a
behaviour in a disparaging way, imply inferiority of a group, are supposedly funny at someone
else’s expense, and/or cause embarrassment or distress to others based on comments about
a particular group of people.
• A clear statement of policy, including the purpose of communications and consultation; the
fact that it is an integral part of every staff members role and the importance of
communication as a two-way process and not a one-way exercise.
• Details of the responsibility for communication at each level and all staff members share the
responsibility of effectively communicating this policy.
• A workshop on this policy (if required) will be delivered.
4.
Scope
Communication is the effective exchange of meaning or understanding in formal and informal
communication. It applies to communication up, down and across the organization. Everyone in the
organization is accountable for the effectiveness of his or her own communication. This especially
applies to those who manage and supervise all other staff members.
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5.
Principles
5.1
The policy and procedures should take into consideration different media and methods. These
will be based on
• Organisational culture
• Access to email?
• Notice boards
• Structure of organisation
• Social Media (where applicable)
• Any written communication, both within and to external key stakeholders.
5.2

As a general principle, it makes sense (where possible) to use existing meetings and methods
of communication to share information on a regular basis and for updates on ongoing
projects.

6.
6.1

Open Communication
One of our key values is open communication. Doras Buí are committed to this goal. Unless
something is commercially confidential, it can be communicated in a complete, unambiguous,
and timely to necessary personnel, with full compliance with General Data Protection
Regulation guidelines.
Credibility and trust of managers will only come with consistently truthful and open
communication. Communication about significant happenings needs to be thoroughly
planned. Being too busy is not an acceptable excuse for inadequate or ineffective
communication.
Care should be taken to decide what requires formal communication and by whom, and what
can be communicated informally. Significant information should show who has authorized its
release and be released in all locations at the same time.

6.2

6.3

7.
7.1
7.2
7.3

8.
8.1
8.2

8.3

Face-to-face Communication
Face to face communication is very important. The needs of people should be taken into
account when planning communication.
Some people will be satisfied with simple verbal face to face communication whilst others will
prefer presentations and will require documentation of significant information.
Face-to-face communication includes team leader, co-ordinator manager & CEO briefings and
discussions as appropriate.
Feedback is Encouraged
Obtaining feedback and listening effectively are critically important for good communication.
Effective communication will only come if communicators at all organizational levels seek out
feedback and take appropriate action to ensure the intended meaning is passed on to the
relevant audience.
Employees should always be able to say what is on their minds without retribution. We are
always committed to acting on feedback, either with clarifying communication or relevant
action.

9.
9.1

Information is not Communication
Written or electronic messages should be supplemented by face-to-face communication
where feasible.

10.
10.1

Focus on Local Issues
In communicating, focus on local issues, especially serious organisational issues (such as
feedback, and the future of the organisation).
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10.2
10.3
10.4
11.
11.1
11.2
11.3
11.4
11.5

12.
12.1
13.
13.1
13.2
13.3
13.4
13.5
13.6

14.
14.1
14.2
14.3

Communication issues that arise at a local level (e.g., cross-functional issues, and rumours)
should be addressed by those involved without delay.
Effective communication requires the active involvement of at least two parties.
If unresolved, management may have to engage to resolve further issue.
Senior Management is Critical in Communication
Important information must be made available to senior staff in a timely manner to enable
them to relay it to their teams.
Information should be cascaded down the organisation and communicated direct to senior
staff as appropriate.
It is better to over-communicate than under-communicate.
Senior staff will make clear what information is available and communicate as requested.
Effective senior staff regularly communicate with their team members on a formal and
informal basis, and actively seek feedback from their teams on the effectiveness of their
communication with them.
Training will be Provided on Communication where necessary
Training in effective communication will always be available to senior staff as appropriate.
Communication will Respect Individuals
All communication must be truthful and ethical.
The impact and consequences of communication determined in advance must be taken into
account.
It also means effective communication of job requirements and standards and keeping
everyone informed of how they are performing.
There should be “no surprises” when it comes to individual performance feedback.
Information provided to any one person should be also provided at the same time to all others
involved or likely to be interested.
Mischievous communication (e.g., starting or spreading rumours known to be untrue) will not
be tolerated and may result in disciplinary action.
Communicate Both Positive and Negative News
Doras Buí are committed to communicating both good and bad news quickly, in advance if
possible, even if the full impact of the decision or message may not be clear.
Rumours in the workplace should be addressed with effective communication as soon as is
practicable.
Communicating on a “need to know” basis, avoiding controversial issues, or delaying
communication “until all details are clear” are contrary to this policy.

In Conclusion
Doras Bui’s Board of Management are very satisfied with 2020’s outcomes. We continue to work with
integrity to ensure equality for all lone parent families, we respect the realities of family life and work
towards affecting positive change, equality, and social inclusion.
Doras Bui believes that every lone parent family is cherished equally. We continue to work to ensure
a positive and equal future for all service users across the organisation – changing attitudes, services,
policies as well as networking with local and statutory organisations for improving the lives of lone
parent families.
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In doing so, we will continue to support individual lone-parent families as they parent through times
of family, work, and life changes. We know that every family is unique, hence we work in a family
centred way to bring about better lives and opportunities.
Doras Bui continue to work from a place of respect, inclusion and acceptance of all parents and
children. Bringing compassion means we connect with others in a relationship of equality and we are
completely non-judgmental. We believe that we can hold the hope for families we work with,
especially when they are unable to. We achieve this through innovation, excellence, determination,
and our client-cantered approach.
We look forward to the opportunities that lie ahead in 2021 and are very grateful for all who continue
to support us in our work.
Thank you to Doras Buí’s board of management who have dedicated their time freely and supported
us through this unprecedented year.
Thank you for all the support from the local politicians and T. D’s. Thank you to all the national and
local organisations who we worked in collation with over 2020, we got through it together.
Northside Partnership, Northside HomeKare, Preparing for Life, Treoir, Coolock Development Centre,
Child and Family Support Network, Community Forum, PLAN (Parents Led Autism Network), National
Women’s council of Ireland, Aoibhneas, Women’s Aid, Aster Family Support Service, Camara Ireland,
Daughters of Charity, KEEP Project, Sphere 17, Discovery Centre, The Listen Project.

Thank you to everyone who funded Doras Buí without you it would not be possible!
Finally thank you to all the staff at Doras Buí. There is an amazing energy here and we have come
tighter to overcome huge obstacles and adversity. Well Done!
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As 2020 came to an end we can say how proud we are of what we have achieved in such a difficult
year. There may be further challenges in 2021 but we can look forward to the future with positivity
as we know we can continue to achieve much more.
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