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Contents 

The manual covers the key issues for the start-up of a childcare business and aims to examine the core subjects of planning, legal requirements, finances, marketing and management, to ensure the childcare business survives and prospers. The manual is divided into the following sections: 

Section 1 Introducing the Planning Process 

The objective of this section is to highlight aspects of the preliminary planning process by explaining the basic requirements the promoter will have to consider in starting and running a business and a childcare service. 

Section 2 Self-Appraisal 

The promoter is made aware of the skills and attitudes necessary for business creation and for the man- agement of a childcare facility through personal assessment exercises. 

Section 3 Formal Requirements to Operate a Childcare Facility 

The formal requirements of operating a childcare facility are outlined based on the regulations issued by the Department of Health following implementation of the Childcare Act, 1991. This will take into account the recommended environmental health and safety standards in relation to the premises and procedures, and will also refer to legal issues relating to staff. 

Section 4 Marketing 

Marketing concepts are introduced which will be of value to the start-up or expansion of a childcare busi- ness. The topics covered include market research, competition, presentation, promotion, and advertising. 

Section 5 Effective Management 

This section will deal with the requisites for managing people, resources and time and the importance of the need for planning, organising and motivation as a manager. 

Section 6 Finances 

The basic elements of finances are addressed with the use of simple exercises to work out basic cash flows and profit and loss accounts to assist the promoter in analysing and planning his/her finances. 
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Contents 

Section 7 Writing the Business Plan 

This section enables the promoter to compile the information from the exercises which she/he has already completed in the foregoing Sections in a simple but formal Business Plan. This Business Plan can be used when communicating with outsiders such as banks, credit unions or other financial institutions for rais- ing finance and applying for grant aid. 

The Section contents are further outlined at the beginning of each section for the enterprise officer who can decide on the sections of relevance for the Promoter. The manual also contains: 

> a glossary of enterprise and childcare terms; 

> the Child Care (Pre-School Services) Regulations, 1996 (end of Section 3); 

> a list of childcare agencies (end of Section 3); 

> lists of other agencies that can advise and assist individuals who wish to start a childcare business (end of Section 6); 

> sample financial worksheets. 
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Introduction 

This manual has been compiled on behalf of Area Development Management Limited. Area Development Management (ADM) is an independent company designated by the Government and the European Commission to support integrated local economic and social development, in close co-operation with the Department of Justice, Equality and Law Reform. It provides support to Partnerships and community groups and as one element of that support programme Barnardos National Children’s Resource Centre was selected to produce this manual for use by Enterprise Officers within Partnerships and County 
Enterprise Boards. 

The manual is designed to guide and assist individuals or groups to establish a childcare facility as a busi- ness and Enterprise Officers in assessing the abilities of those individuals or groups regarding their capacity both to manage a childcare facility and to run a business. The manual provides comprehensiv e information that will be supportive for the Enterprise Officers to determine and appraise the promoter's needs, capabilities and skills. The manual will be of particular value to those Enterprise Officers who lack small business experience or knowledge in the childcare area. 

It must be appreciated that this manual is only one tool in the overall process. The promoters and the Enterprise Officers will have their own individual experience and expertise to contribute to the process, and the manual is not intended as a substitue for those valuable resources. 

The Format 

The format of this manual was chosen following discussions with and responses to questionnaires from Enterprise Officers in Partnerships throughout the country. It was considered the most effective way to actively involve the promoters in their own assessment process. Owing to the broad scope of the project, efforts have been made to make explanations brief and to the point rather than anecdotal. 

Information is provided interspersed with pratical exercises for the promoter to undertake. These exercises will not only help the promoter to focus on the topics at hand but will also provide opportunities for both the promoter and the Enterprise Officer to work ‘interactively’ together. This will be significant for both parties in establishing trust and confidence during the process. 

Action plans are also included at the end of some sections which can be completed by the promoter or by the Enterprise Officer as means of planning how work can be allocated and needs addressed. 

It is intended that with the advice and direction of the Enterprise Officer, the exercises will have assisted the promoter in putting together a tailor-made business plan. 
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Using the Manual 

Following a summary assessment of the promoter's background, experience, competency and needs, the Enterprise Officer can decide on the suitability of the manual for the promoter. The Enterprise Officer can choose to use sections separately or together. (The ring binder allows for sections to be extracted and photocopied according to the needs of the users.) They can then both agree on a programme of study and support and set out a suitable time-table. A flexible approach will be important to allow the promoter to work through the material at his/her own pace, and concentrate on areas of special interest or need. 

Direct contact and interaction between the promoter and Enterprise Officer is emphasised as an important element in the support process. It is suggested that both parties should plan to meet at the start and end of each section to discuss its contents. The second meeting could be held so that it overlaps with the start of the next section. It may be possible to bring more than one promoter together for some meetings. 
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are shopping, attending a leisure facility or for a short-term group event such as a training course or con- ference normally in the same premises. 

Playgroups: 

Provide regular sessional childcare with a planned developmental programme which emphasises the impor- tance of play. Parental participation is encouraged and is sometimes a requirement. 

Naoinrai: 

Are similar to a private playgroup except that they operate through the medium of Irish. 

Childminders: 

Provide basic family type care for children in the childminder’s own home, for payment. 

Babysitters: 

Provide basic care for children in the children’s home. This category may also include nannies, au pairs and mothers’ help. 

Special Needs: 

Childcare services catering for children with special needs are centres which have trained staff and facil- ities for children with learning disabilities (physical, intellectual, emotional, social). 

Other Childcare Services 
Other centres providing childcare services include Montessori, Froebel, Steiner. These services have a planned programme using various educational methods. 

Full Day Care services: 
Are any structured daycare services which are available to children for more than 3 hours per day. 

Sessional Day Care services: 
Offer a planned programme on a regular basis, mornings and afternoons, for up to 3 hours per session. 

Occasional Care Services (Drop-in Centres): 
Are on an hourly basis and may be used irregularly or on a once off basis by a parent or guardian. The relationship between parent/guardian and the service provider is non-committal except for each individ- ual session. 

After School Care: 
Can either mean a specific activity run after school hours or a full care service that caters for children during the hours from close of the school day until 5.30pm or later if appropriate. Children may be met at the school and escorted to the service. 
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Glossary 

Promoter: 
The promoter refers to the person who is responsible for setting up the childcare service and who is seek- 
ing advice and assistance from the Partnership. 

Enterprise Officer: 
The Enterprise Officer is employed by the Partnership or community group and is responsible for providing advice and assessing the promoter’s request for assistance for establishing an enterprise. 

Childcare Enterprise: 
Any private childcare service which is set up on a commercial basis for profit. 

Pre-school Services: 
Pre-school services relate to any pre-school, play group, day nursery, créche, day-care or similar service. 

Child Care Act, 1991: 
The Child Care Act, 1991 confers powers on the Health Board to inspect and supervise all pre-school ser- 
vices. 

Pre-school Children: 
Children under six years of age and who are not attending a national school or similar school with an 
educational programme. 

Registration: 

The process of registration of childcare services relates to the administrative recording by the health 
board of details of a childcare provider following notification. 

Provider Organisation: 

The provider organisation relates to the professional organisation which represents a particular category 
or group of providers e.g. the Irish Pre-school Playgroups Association (IPPA), the National Children’s 
Nurseries Association (NCNA), An Comhchoiste Reamscolaiochta Teo, the National Childminders 
Association etc. 

The following are terms used to describe various types of childcare services. They are not exclusive, some 
can be used interchangeably with each other. 

Nurseries: 

Centres which provide childcare for a full or partial day on a regular basis to children. Some may incor- 
porate a structured educational component into their programme. 

Créches: 

A service which provides short-term (hourly) childcare services on a regular basis or on an irregular and 
occasional basis for a short specified period of time. Services are arranged for children e.g. while parents 
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Objective 

To develop an awareness of the preliminary business planning process 
by explaining the basic requirements the promoter will have to con- 
sider in starting and running a business and a childcare faci 

     

    

- Topics 
  

€ Planning Needs Y Clarifying the Business Idea, in terms of commitment, 
Market, and premises Y Action Plan ı nn    

    
   

      

      

a Method 

is section will require the promoter to write brief answers to 
ions on the nature of the proposed business and his/her relevant 
ience and expertise as an individual. 

    
  

he promoter will be made aware of all the elements of running a 
care business and will be encouraged to examine his/her own 

I bilities, strengths and weaknesses, The enterprise officer will be 
able to quickly determine the promoter's needs and skills for starting 
(or expanding) a childcare business, the promoter's level of under. 
standing of basic principles, and at what stage the promoter is in the 
preparation process. This section can be used to screen out those who 
do not have the required commitment , enthusiasm, experience or abil- 

  

     

  

ity to acquire the necessary resources. 

 



    

Section 1 Introducing the Planning Process 

Why Plan? 

Planning is fundamental to success in any project or work. It is instrumental in getting things done and 
making things happen. It can also ensure that you have a clear sense of direction from the outset, In all 
aspects of life, be it running the home or managing our leisure time, we plan as a matter of course. 
Likewise in business, you cannot manage effectively unless you make plans. 

THE PLANNING PROCESS WILL HELP YOU TO: 

€ Set goals and targets. 

What do you want to do? 

Y Decide on how to achieve those goals and targets. 
How are you going to do it? 

€ Identify the strengths and weaknesses of your business. 
What are the motivating factors? 

€ Create the framework against which you can measure and review the performance of your business. 
Are you making progress? 

€ Determine the best way forward. 
What must you do for the business to improve? 

YOU WILL NEED INFORMATION, 

Business planning means constantly asking questions and collecting information about your activities. You must be prepared to seek help and advice and to find ways of getting the business from where it is now 
to where you want it to go. 

YOU MAY NEED TO CHANGE. 

The planning process will also help you to adapt your childcare business to changes. Trends change, com- 
petitors may expand or decline, customers requirements alter, children grow and their needs change. 
Change can create problems but also opportunities. The goals and targets you have identified through your business plan will help you to face those problems and opportunities, and to decide the best way for- 
ward for your business. 

YOU MAY NEED FINANCE. 

Another major reason for having a written business plan is that it will be the main instrument for per- 
suading agencies, banks or credit unions to grant aid or to provide loans for your childcare business. 
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What are you going to do? 

it all in your head or if your idea is still an uncertain one, then you need to turn the vagueness into a reality. If your idea has started to become a reality, then you may benefit by defining your course of action to date and streamlining your future plans. 

The following questions will help to focus your mind on some of the important issues around starting and running your own childcare business. Writing the answers down will be a first step towards devising your business plan. (Section 7 outlines a sample business plan which you can complete and use for formal applications to financial organisations and funding agencies.) Remember that your answers are for your benefit and therefore should be realistic and honest. 

A. THE NATURE OF YOUR BUSINESS 

  What kind of a childcare service will you offer e.g. a 
créche, nursery, playgroup, Montessori school, or other 
Gf other, specify)? 

  Part-time or full-time? 

  How many days per week will it operate? 

  How many hours per day will it operate? 

  What ages of children will you care for? 

  What is the maximum number of children you can 
accommodate? 

  Will you cater for children with special needs? 

  What educational activities will be offered? 

  What facilities will there be, both indoors and outdoors? 

  When do you propose to start? 

  What is your state of readiness? 

  Where will the childcare service be located? 

  What will you call your business? 

  Do you plan to cover all costs through fees paid by indi- 
vidual parents or will you aim to involve employers? 

  Do you plan to operate on your own, with the help of 
family or friends, or by employing staff ?         
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B. COMMITMENTS 

  

Have you enough money to set the business up? 

  

What other assets do you own and are available to you for 
the business? For example, premises, car or other vehicles, 
equipment? 

  

Will you be able to make a living out of it? 

  

Are there other sources of finances available to you? For 
example, from family members, friends? 

  

Do you have the long term personal commitment to the 
childcare business? 

  
Have you discussed your idea with any members of your 
family? 

  
Will you operate your childcare service in partnership with 
another person? 

  

  

Is your partner, family or friends fully committed to sup- 
porting you?         

C. MARKET 

  

Do you know your potential customers? 

  
Do you know the number of children or potential children 
who may wish to avail of your service and whose parents 
can afford to pay? 

  
Have you researched the number of employers in the area 
and the number of hours worked by their staff? 

  

  

Have you made enquiries into what type of childcare 
service your customers need? 

  
Have you a plan for adjusting your service as the children 
you cater for grow older? 

  
How many others (if any) are providing childcare services 
in your area? 

  
What do you know about your competitors? 

  
Will your service offer anything that will make it different 
from other services? 

  
Have you ideas on advertising your business? For example, 
where, how?         

rn 
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D. PREMISES, EQUIPMENT, FITTINGS AND VEHICLES 

  

  

What premises do you have or will you need? 

  

Do you propose to buy, rent, use your own home, other? 

  

If renting, give details? For example, what are the lease 
details, what is the rent? 

  

If buying, give details, for example, what is the stage of 
purchase, what finance is required and where is it being 
organised? 

  

If using own home, what adjustments are required? 

  

What is the floor space you have or will require? 

  

What refurbishments, if any, are required and the 
estimated costs? 

  

  

How can your customers reach your service? For example, 
by foot, public transport, by car? 

  

Is there parking space to deliver and collect the children 
safely? 

  

Give details of equipment and fittings already owned, includ- 
ing value and any hire purchase or loan commitment. 

  

Give details of equipment and fittings required, including 
estimated costs and proposed method of financing. 

  

Do you already own a suitable vehicle? 

  

If not, what vehicles will you need? For example, car, 
minibus, and do you propose to purchase, lease, hire pur- 
chase?         

  

If you had difficulty in answering any of the above questions, do not despair! The other sections in this 
manual will help you to come up with information which will be relevant to your childcare business idea 
and in preparing your Business Plan later on. 
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Action Plan 

  

Under Information Required, list the most important areas where you need information. Then in the sec- 
ond column, list what you are going to do to get that information, for example, if you are not sure whether 
you should buy or rent a premises maybe you could talk to someone already in the business or to some- 
one in one of the childcare support organisations. You should name the individual or organisation you 
are going to talk with. Under Start Date, say when you are going to do this. 

  

INFORMATION REQUIRED ACTION TAKEN START DATE 
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Sec 

  Objective 

   To familiarise the promoter with the personal skills and attitudes necessary 
for business creation and for managing a childcare service. : : a 

  

   

- Topics 

  

© Personal Skills Y Self Assessment Y Common Characteristics for Running 
a Successful Business Y The Role of Women in Business Y Working from 
Home and Family Life Y Action Plan .— 

       

    

   

   

    

Method 

This section will direct the promoter to assess his/her own personal 
ities by compliting a self-assessment exercise from which a 
nal mission statement can be drafted. 

    

   

  

   

    
   

childcare business, to be honest about what she/he wants to get out of it, 
as well as to think about what she/he will ahve to put into it. The pro- 

_ moter will be able to assess him/herself in terms of Starting and running 
a childcare business. The enterprise officer will form a wider appraisal of 
the promoter and can undertake a more in-depth assessment of his/her 
attitude, abilities and skills. This section will be significant for both 

_ parties in establishing trust and confidence. nn 

 



      

S ection 2 Self Appraisal 

Why Do You Want To Run A Childcare Business? 

You may feel that you are not satisfied with what you are doing or that you are fed up with being at home all day. You may feel that you are a good parent and that you could provide a good environment 
ay be unhappy with your financial situation or you may think 

You may also feel that you would have a better 

for caring for other people’s children. You m 
that you would be better off if you were yo ur own boss. 
chance of developing your skills to their full potential. 

There are many good and valid reasons for startin 
you want to run a childcare business? 

  I want to run a childcare business because..... 

  

The table below compares elements of employment and self 
aspects of self employment that you are looking forward to. 

  ( EMPLOYMENT 
Profits belong to the employer 
Guaranteed but limited wage 
Employer sets targets/goals 
Your responsibility is limited 
Opportunities to develop one’s 
own potential are restricted 
Holidays and work time fixed 

Risks are shared 
Discipline can be imposed 
Time with your family may be regular 

Covered during illness 

Specify others if you can 

  Uber nenn ae m een antun en nenne te ren sennnuene 

CORO Ree ee ee eee a sent e anatase rem ee in eresen eter ennnewentesecenceazene 

SELF EMPLOYMENT 
Profits are mainly your own 
No guaranteed income but wages may be unlimited 
You set target and goals 
You have total responsibility 
No restrictions to develop one’s own abilities 

You are flexible to organise your working day around 
your own commitments 
You take all the risks | 
You impose your own self discipline 
Time with your family may be less but it may be more 
quality time 
Illness may cause financial difficulty 

eee nee ne en annee nn eee eee senea cence scnressteaetsnesesssseenseuecees 

ÓN 

ee ne en een ne a en rene nen sssnns ons assssnontossnasssesnesnnnnnnssnsnar taten 
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g your own business. Can you state the reason why 

employment for you to consider. Tick those 

  
 



Now consider the good and bad aspects of running your own business in terms of the following areas. 

  
( AREAS TO CONSIDER Posrmve ASPECTS NEGATIVE ÁSPECTS u 
  

Money 

  

Responsibility 

  

Risks 

  

Decision Making 

  

Time 

  

Self Development 

    Security 
\_ 

/       
  

If, for some reasons, you want to run a childcare business because you wish to change your present sit- 
uation it may be important look more carefully at the reasons you are unhappy or unsatisfied. You should 
ask yourself the following: 

  ( What is preventing your satisfaction What could you do to improve things without > 
necessarily setting up your own childcare business 

  1. 

  

        O ) 
It may be useful to also consider if the same unhappiness or dissatisfaction could spill over into running 
your own childcare business. 

Can I Do It? 

Having considered the reasons for self employment, the next step is to identify what personal skills you 
have to run 

€ A business 

€ A childcare sérvice 

It is important to realise the personal qualities that are needed for an effective manager of any business, 
particularly if that business is in the childcare service sector. lt is also important to be able to identify 
these in yourself so that you can know your own strengths and weaknesses. 
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Self Assessment 

The following assessment is divided between business skills and childcare skills. There are many overlaps as both business and childcare requirements include such characteristics as drive and energy, self-confi- dence, being responsible, consistent and reliable, having the ability to deal with crises and stress. In order to think about your own strengths and personal skills, tick the boxes in response to the statements below. 

I am totally committed to running a childcare service and will give it 100% effort. Before I start (or expand) I will plan as carefully as possible. 
I have discussed my ideas extensively with my partner, family and friends and I have their support. 
I have discussed my ideas with others who already run childcare services. 
I am prepared to be flexible if this will benefit my childcare service. 
I am prepared to listen to advice from people I respect and to take this into account when making decisions. 
When I start something I stay with it until it is completed. 
I rarely become disappointed and unsettled by a setback or failure. 
I generally aim to learn from my mistakes. 
I like to get feedback on my work so that I can improve. 
I like to take the initiative in situations, but I do not always need to be in control. I can cope under stress. I can cope with children under stress. 
I have experience in managing staff. 
I can cope with children in groups. 
I can cope with parents under stress or in difficult situations. 
I am patient, I can put up with pressure for a long time. 
I am patient no matter how difficult and emotional a child becomes. 
I am optimistic and always see solutions to a problem. 
I love children and spending time with them. 
I have formal childcare training. 
I have observed various types of childcare services. 
I am aware of the need for the stimulation and development of children. 
I have specific aims in setting up a childcare service. 
I aim to make money from my childcare service even if it takes several years to build up a satisfying income. 
I can work towards goals and targets even if they are far in the future. 
I am self-confident about making decisions. 
I am aware of risks. 
I can motivate people. 
I am enthusiastic. 
I believe that if you want something badly enough, and are prepared to work at it, 
you'll usually get it. 

I am in good health. 
I can operate easily without a full night’s sleep. 
T am good at organising my time. I am good at organising other people’s time. 
Job security is important to me. 

D
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O
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o
o
o
o
o
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o
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D
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O
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O
O
D
O
O
O
 

o
o
o
 

What Other Strengths Do You Have? 

Make a list below of what you consider are your strongest character traits. For example, self-confidence is important for running a business and a review of your background may reveal accomplishments and skills that you have forgotten about. Perhaps you were active in school or college sports, neighbourhood committee meetings or organised fund raising for a voluntary group or club. All these activities require skills that are helpful in managing a business. 

Consider what value each one may have for running a childcare service and a business, and then list them 
in order of importance. 
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MY STRENGTHS ARE: 

  

If you thought that was easy, then how about carrying out a similar exercise to identify your weaknesses. 

MY WEAKNESSES ARE: 

1. 

2. 

  

You can use you strengths to your advantage to help provide a successful childcare service and business. Even more important is knowing your weaknesses because if you are prepared to work at improving them you may be able to avoid some of the inevitable problems which may arise for your childcare service. Ask a close friend or friends to do a similar assessment of your strengths and weaknesses. This exercise will become even more helpful for you. 

A Checklist of Strengths for Success 

The following are some of the main strengths which are identified for the success of any business entre- preneur, 

  

€ Enthusiasm: For a successful childcare service or for any other type of business, one of the great- est assets that most people have, who want to set up in business, is their enthusiasm. 

€ Risk Taking: Successful people take risks and they do so in a careful, well-planned and methodical way. 

+ Independence: Successful business people are independent individuals who like situations which they 
can control. 

€ Long Term Involvement: Commitment to longterm future projects is important to the attainment of goals. 

€ Money as a Measure: You will view money in the form of salary, profits, or financial gains as a mea- sure of what you have accomplished. 

‘@ Self-esteem and Self-confidence: People with self-esteem and self-confidence think well of themselves 
and are aware of their strengths and how to use them to be positive and self-motivated. 

€ Tolerance of Ambiguity: It is important to be able to tolerate and live with ambiguity and uncer- 
tainty concerning job and career security. 
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€ Innovation: Innovation means coming up with new and creative ideas and relates to the ability to solve problems and to make the most of opportunities. 

‘€ Dealing with Failure: It is important not to be discouraged by failure but to use it as a learning experience in order to avoid similar problems in the future. 

‘@ Use of Feedback: It is beneficial to have the capacity to look for and use feedback on your perfor- mance in order to take corrective action and to improve. 

+ Use of Resources: To be open to seeking expertise means that you are not so involved in personal achievement of goals and independent accomplishment that you will not let anyone help you. 

© Organisation: Successful people are organised and plan their work and time carefully. 

€ Achievement: Successful people are those who are highly motivated and who wish to make their goals and objectives a reality. Drive and energy are also significant factors in reaching their high 
achievement goals. 

The Role of Women in Business 

Although men make equally good carers as women in the childcare sector, the reality in Ireland and in many other European countries is that those running private childcare services generally tend to be women. It is therefore important to raise some of the issues that should be considered if you are a woman contemplating a childcare business or one who already owns a business. Women business owners are still relatively unusual and most women today were raised in an era when they were a rarity. It is therefore important to examine your own beliefs about the role of women in business and your own self-image. 

Questions you could ask yourself are: 

Are you willing to be in charge? 
Can you accept success as a business woman or do you prefer to credit your success to someone 
else’s efforts? 
Are you willing to be seen as the family breadwinner? 
What type of businesses do you think women should be in? 
Do you know other women business owners and respect them? 

If in answering those questions honestly you uncover in yourself some negative assumptions about the role of women in business, you will need to revise your assumptions and examine the way you see your- self as a woman. Otherwise, you may discover at some later date that you are unconsciously resisting the success of the business and are confused about how to reconcile traditional views of women with your own activities and your identity as a woman. Some of the other obstacles which you may face as a woman in business are as follows: 

€ People don't take you seriously. 
€ You are unfamiliar with the business environment and language. 
€ You are uncomfortable looking for a loan or grant and approaching a bank or financial institution. 
® You have no formal training in business skills such as negotiating, conflict resolution, assertiveness. 

Working from Home and Family Life 

If you are married or in a relationship, it is important to have the support of your partner. Domestic roles may have to change to accommodate a business woman in the family and particularly, if that busi- ness is run from your home. Although a supportive partner is very important, you should be the deci- sion-maker in your business and take credit for what you are doing because it is your business. 
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A major concern facing women who have a family is how to run a business without sacrificing the fam- 
ily. Although women have been working for years, owning and managing a business generally requires a 
greater commitment of time, energy and money than most jobs. However, this does not mean there is a 
strict trade-off between a happy family and a successful business. You will have to establish priorities and 
manage your time so that neither your childcare service nor your family are neglected. In other words, 
you will have to focus more on quality time with your family as opposed to quantity of time. (Time 
Management will be covered in a later section.) 

For many women, starting up a childcare business and working from home can be the ideal solution. It’s 
cheap, convenient and means you don’t have to disappear out of your children’s lives from 9.00am to 
6.00pm. Increasingly, working from home is being viewed not as a stop-gap on the way to a bright shiny 
office but as the main appeal of starting a business. Another advantage of working from home is that a 
portion of your running expenses for light, heat, and phone can be reclaimed against your tax bill. 

Depending on the hours and type of childcare business you are operating and the age of your children 
(if you have any), working from home can be ideal or it can be incredibly difficult. To accommodate your 
work and your family, and where both partners are working or if you are in a single parent family, it may 
be worthwhile to consider hiring household help if you are running your childcare service on a full day 
basis especially if you have small children who are not the same age as the children for whom you will 
be caring. 

Other difficulties around working from home are that the lack of division between work and home may 
make it very difficult to switch off, and rows always seem to break out just as the first happy child is 
arriving into your centre or when you have to make that important phonecall. On the plus side there is 
the pleasure of being able to do your own job, in your own way, and in your own time. There is the plea- 
sure of being with your family and there is the more prosaic pleasure of avoiding the rush hour or hav- 
ing to queue for buses which are always late. 

Action Plan 

Now go back to the section where you listed your ‘weaknesses’, Bring them forward (together with the 
above considerations if you are a woman or if you plan to work from home), into the Action Plan and 
write them under Areas for Improvement. Then write opposite what you will do to address these weak- 
nesses, for example: 

€ Ask advice from another person - give the name of the person etc.; 
© Training - say what kind of training you need e.g. in terms of self employment, business skill or 

delivering a quality childcare service; 
€ Seek the support from an organisation - name the organisation; 
© Discuss with your partner ways to divide up your domestic chores more equally; 
+ Cut down on domestic chores by buying a new dishwasher. 

Then, in the last section Start Date, write in when you are going to do it. 

Areas for Improvement Action Taken Start Date 

1. 
  

2. 
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Personal Mission Statement 

Finally, having identified your strengths and weaknesses, you will be in a stronger position to state your 
personal reasons for wanting to run a childcare service and a business. In a small business you are the 
most important factor. Your personal qualities, attitude and charisma will form the character of the busi- 
ness, whether you work alone or with others. It is important to think about your strengths and your 
motives for running your own business. 

Complete the following sentence in less than ten words: 

I want to run a childcare business because 
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Sec 

Objective   To outline the formal requirements of operating a childcare : facility . 
based on the Child Care (Pre-school Services) Regulations, 199 _ This o 
will take into account the recommended health and safety standards 
in relation to the children, premises and procedures, and will also 
refer to issues relating to staff. 

    

    

Topics 

  

RE Development Needs of Children Y First Aid and d Safety a  Adult/Child 
Ratios Y e Notifications Y Registers and Record Keeping Y © Premises, 
Facilities, Equipment and materials Y Insurance Y Fees and inspections 

  

    

   
    

Method | 

This section will provide a summary checklist of the main areas which 
th romoter must consider in light of the legal implications of setting 

nd ‘ stating a child care service. The chesklist willbeina 

  

   
   

     

agal issues to be considered i in all child care services. The promoter 
e able to identify the aspects of his/her service-which may require 

adjustments in order to comply with legal obligations prior to inspection 
and in the delivery of a quality service. 

   



& BS Tick as appropriate 

Are there adequate, safe and suitable: 
sanitary facilities? 

drainage, sewage and refuse disposal? 
lighting? 
heating? 
ventilation? 

Do you provide suitable and nutritious food when children are attending the 
service on a full-time basis? 
Where food is consumed on the premises by a child are the following adequate 
and suitable: 

storage, preparation, cooking and serving of food? 
hand washing, wash-up and sterilising facilities? 

Can you ensure the following: 
adequate arrangements are in place in the event of a fire? 
the staff and children (as far as practicable) know the evacuation procedures? 
materials in furnishings and bedding have low levels of toxicity (if on fire)? 
all heat emitting surfaces are protected or thermostatically controlled? 
hot water provided is thermostatically controlled? 
gardens, external play areas, ponds, pits and other hazards are adequately fenced 
to ensure the safety of the children? 

Depending on the ages of children and the length of time spent in the premises, 
do you provide suitable facilities for children to: 

rest? 

play indoors and outdoors? 
Do you have adequate insurance! for each child attending the service? 
Have you paid your annual fee to the health board? (£25 where the service is less 
than 3.5 hours per day and £50 in all other cases.) 
Do you have a copy of Part VII of the Child Care Act, 1991, the Child Care 
(Pre-school Services) Regulations, 1996 and the Explanatory Guide 1997 on the 
premises and available to parents, guardians, staff and other authorised persons? 
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Other Legal Considerations 

The above checklist covers your child care requirements as outlined in legislation in relation to child care 
services. You must also look at other legal factors such as your obligations in regard to the following: 

  

+ Employing Staff: By law, all employees defined as ‘regular part-time’ as well as those in full time 
employment must be given a written statement within a month of taking up employment. Regular 
part time employees may work as little as eight hours per week on a continuous basis, but must be 
in the continuous service of the employer for at least thirteen weeks to be covered by the terms of 
the Minimum Notice and Terms of Employment Acts. 

‘¢ Up-to-date legislation on terms of employment, unfair dismissal, holidays, maternity leave, redun- 
dancy and other relevant matters are outlined in two information booklets: Guide to Labour Law 
and Terms of Employment (Information) Act 1994. These and other information can be obtained 
from the Department of Enterprise, Trade and Employment (see address in Appendix 3.8). 

€ If you plan to run your business under a name other than your own, you must register with the 
Registry of Business Names by completing the RBN1 form and enclosing the fee of £25 (see address 
in Appendix 3.8). 

€ Taxation and PRSI for you and your Employees (see Section 6 of this manual). 

1 See Appendix 3.2 for a list of companies providing insurance for day care services. 
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S ection 3 Statutory Requirements 

Child Care: The Legal Requirements 

This section is concerned with outlining the legal issues which will affect your business set-up and oper- 
ation of a child care service. Although legislation only covers the pre-school age group, it may however 
be useful for you as guidelines for running a quality and safe service for older age groups. The following 
checklist briefly highlights the main areas covered by legislation. These will also be the main areas to be 
assessed in the course of inspections carried out by your local health board. The checklist may be used 
as a quick reference and does not act as a substitute for the Child Care (Pre-school Services) Regulations, 
1996 (Appendix 3.1) and the Explanatory Guide, 1997 (Appendix 3.2). 

Checklist of Requirements for Your Childcare Service 

Tick as appropriate 

Can you ensure that each child has suitable means of expression and 
development through the use of books, toys and other children’s materials? 
Do you have a suitably equipped first-aid box? 
Can you summon medical assistance promptly in an emergency? 
Will there be a sufficient number of adults supervising the children at all times? 
Can you ensure that no corporal punishment is inflicted on any child? 
Have you given notice in writing to your health board of your service? 
Have you informed your health board of any changes to your service since your 
notification? 
Where your service has been inspected, have you undertaken the changes (if any) 
advised by your health board? 
Do you keep a register in respect of each pre-school child attending your service 
(excluding drop-in services)? 
Do you keep records regarding the following: 

all staff working in the service, including staff rosters and staff/child ratios? 
daily attendances, any accidents, injuries or medicine administered to a child? 
the facilities available within the service, the opening hours and fees? 
all fire drills and details of fire fighting equipment? 

Is the register and other records available to the parents or guardians of the 
children and other authorised persons? 
Are the premises suitable for the purposes of the service and with adequate 
space for each child? 
Are the following in a proper state of repair, clean, hygienic and protected from infestation: 

premises? 
furniture, fixtures and fittings? 

play and work equipment? 
Is there suitable storage provided for: 
dangerous, toxic and hazardous substances and materials? 
prams, push chairs, carry cots? 
play and work equipment? 
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ow 
© Health and Safety: You will have to produce a health and safety statement concerning the welfare 

of your workers. The Health & Safety Authority can be contacted for advice (see address in Appendix 
3.3). You will receive further guidance and advice regarding all other aspects of health and safety 
for your service from the inspectors who will be visiting your premises. 

® Under Section 30 of the Child Care Regulations, 1996 you must have insurance cover for each child 
you care for. However, although you are not legally obliged to have insurance for the following (apart 
from motor insurance), it is highly advisable that you do so: Employer’s Liability, Public Liability, 
Motor Insurance (if a vehicle is in use for the service), Fire and Theft. 
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Appendix 3.1 Child Care (Pre-school Services) Regulations, 1996 

CHILD CARE (PRE-SCHOOL SERVICES) REGULATIONS, 1996 

Arrangement of Articles 

Article 

Part I 

1 Citation 
2. Commencement 
3. Interpretation 

Part II 
4, Development of child 
5. First-aid 
6. Medical assistance 
7. Adult/child ratios 
8. Corporal punishment 

Part HI 
9. Notice to be given by person carrying on pre-school service 
10. Notification of change in circumstances 
11. Notice to be given by person proposing to carry on pre-school service 
12. Number of preschool children who may be catered for 

Part IV 
13. Register of preschool children 
14. Records 
15, Information for parents 
16. Record of fire procedures 
17. Copy of Act and Regulations 

Part V 
18. Premises and facilities 
19. Heating 
20. Ventilation 

21. Lighting 
22. Sanitary accommodation 
23. Drainage and sewage disposal 
24. Waste storage and disposal 
25. Equipment and materials 
26. Food 

27. Safety measures 
28. Facilities for rest and play 

Part VI 
29. Furnishing of information to health board 
30. Insurance 
31. Annual fees 
32. Inspection 
33. Enforcement and execution 

CHILD CARE (PRE-SCHOOL SERVICES) REGULATIONS, 1996 

In exercise of the powers conferred on the Minister for Health by sections 50 and 68 of the Child Care Act, 1991, (No. 17 of 1991), which said powers are delegated to me by the Health (Delegation of Ministerial Functions) Order, 1995 (Sb No. 130 of 1995), I, Austin Currie, Minister of State at the Department of Health, after consultation with the Minister for Education and the Minister for the Environment, hereby make the following Regulations:- 

Part I 

1. These Regulations may be cited as the Child Care {Pre-School Services) Regulations, 1996. 

2. These Regulations shall come into operation on the 318t day of December, 1996. 

3. In these Regulations- 

“the Act” means the Child Care Act, 1991; 

“authorised person” means a person appointed under section 54 of the Act to be an authorised person for the purposes of Part VII of the Act : 

“drop-in centre” means a premises in which a pre-school service is used exclusively on an intermittent basis; 

“the Minister” means the Minister for Health; 
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Part I 

Part II 

9.) 

(2) 

10.0) 

(2) 

11.) 

(2) 

12.(1) 

(2) 

Part IV 

13.(1) 

“premises” means a premises, building or part of a building, and any out-offices, yard, garden or land appurtenant thereto or usually enjoyed therewith in which a pre-school service is being or is proposed to be carried on; 

“pre-school child” means a child who has not attained the age of six years and who is not attending a national school or a school providing an educational programme similar to a national school; 

“pre-school service” means any pre-school, play group, day nursery, créche, day-care or other similar service which caters for preschool children, including those grant-aided by health boards; 

“record” means any record kept or retained in pursuance of these Regulations including any book, card, form, tape, film, note or any record in permanent form including a record that is not in a legible form but which is capable of being reproduced in a legible form; 

“relevant health board” means the health board for the area in which a pre-school service is being or is proposed to be carried on. 

A person carrying on a pre-school service shall ensure that every pre-school child attending the service has suitable means of expression and development through the use of books, toys, games and other play materials, having regard to his or her age and development. 

There shall be a suitably equipped first-aid box in a premises. 

A person carrying on a pre-school service shall ensure that adequate arrangements are in place to summon medical assistance promptly in an emergency. 

A person carrying on a pre-school service shall ensure that a sufficient number of competent adults are supervising the pre-school children in. the service at all times. 

A person carrying on a pre-school service shall ensure that no corporal punishment is inflicted on a preschool child attending the service. 

A person carrying on a preschool service on the commencement of these Regulations shall, no later than six months from the date of such from commencement, give notice in writing together with the required fee to the relevant health board. 
: 

A notice under sub-article (1) of this article shall be in the form set out in the Schedule to these Regulations or in a form to the like effect which shall contain all the particulars specified in that form. 

A person carrying on a pre-school service shall, within 28 days, notify in writing the relevant health board of any change in the particulars contained in the notice given by that person in the Schedule to these Regulations or in a form to the like effect in accordance with Article 9 of these Regulations. 

A person who ceases to carry on a preschool service shall, within 14 days of the cessation of the service, give notice in writing to the relevant. health board. 

Where, on or after the commencement of these Regulations, a person proposes to carry on a pre-school service that person shall, at least 28 days before the commencement of the service, give notice in writing together with the required fee to the relevant health board. 

A notice under sub-artiele (1) of this article shall be in the form set out in the Schedule to these Regulations or in a form to the like effect which shall contain all the particulars specified in that form. 

Where the relevant health board proposes to fix the maximum number of pre-school children who may be catered for at the same time in a premises in which a preschool service is being carried on, the board shall notify in writing the person carrying on the service of its proposal and of the reasons for it and the notification shall include a statement that the person concerned may make representations to the board within 21 days of the receipt by that person of the notification. 

A person carrying on a pre-school service who has been notified of a proposal under sub-article (i) of this article may, within 21 days of the receipt of the notification, make representations in writing to the health board concerned and the board shall - 

@ before deciding the matter, take into consideration any representations duly made to it under this sub-article in relation to the proposal, and 

Gi) notify the person in writing of its decision and of the reasons for it. 

Subject to sub-article (3) of this article a person carrying on a pre-school service shall keep a register and shall enter in the register the following particulars in respect of each pre-school child attending the service - 

(a) the name and date of birth of the pre-school child, 

(b) the date on which the pre-school child first attended the service, 

(ce) the date on which the pre-school child ceased to attend the service, 
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(2) 

(3) 

14.(1) 

(2) 

15. 

16.(1) 

(2) 

(3) 

(d) the name and address of a parent or guardian of the pre-school child and, where the same is available, a telephone number where that parent or guardian or a relative or friend of such child can be contacted during the hours of operation, 

(e) authorisation for the collection of the pre-school child, 

[69] details of any illness, disability or allergy suffered by a preschool child, together with all the notes relevant to the provision of special care or attention, 

(g) the name and :elephone number of the preschool child’s general practitioner, and 

(h) record of immunisations, if any, received by the pre-school child. 

The register shall be open to inspection by - 

(a) a parent or guardian of a pre-school child attending the service but only in respect of information entered in the register concerning that child, 

(b) a person working in the pre-school service who is authorised in that behalf by the person carrying on the service, and 

(c) an authorised person. 

It shall not be necessary for a person carrying on a pre-school service in a drop-in centre to enter in the register the particulars referred to in sub-article (1) (b), (c) and (h) of this article. 

A person carrying on a pre-school service shall keep a record in writing of the following information in relation to the service - 

(a) the name, position, qualifications and experience of the person in charge and of every other person working in the service, 

(b) details of attendances by a preschool child on a daily basis, 

(c) details of staff rosters on a daily basis, 

(d) details of the maximum number of preschool children catered for, 

(e) details of the staff/child ratios in the service, 

© details of any medicine administered to a pre-school child attending the service, 

(g) the type of care.or programme provided, 

(h) details of any accident or injury involving a pre-school child attending the service, 

@ the facilities available, and 

G the opening hours and fees. 

The record referred to in sub-article (1) of this article shall be open to inspection by - 

(a) a parent or guardian of a pre-school child attending the service but only in respect of information entered in the register concerning that child, 

(b) a person working in the pre-school service who is authorised in that behalf by the person carrying on the service, and 

(c) an authorised person. 

A person carrying on a pre-school service shall provide a parent or guardian of a preschool child proposing to attend the service with the information referred to in article 14 (1) (a), (d), (e), (g), (i), and () of these Regulations. 

A person carrying on a pre-school service shall keep a record in writing of- 

(a) all fire drills which take place in the premises, and 

(b) the number, type and maintenance record of fire fighting equipment in the premises. 

The record referred to in sub-article (1) of this article shall be open to inspection by - 

(a) a parent or guardian of a pre-school child attending or proposing to attend the service, 

(b) every person working in the service, and 

(c) an authorised person. 

A notice of the procedures to be followed in the event of fire shall be displayed in a conspicuous position in the premises. 
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17. 

Part V 

18. 

19. 

20. 

21. 

22. 

23. 

24. 

25. 

26.(1) 

(2) 

27.(1) 

A person carrying on a pre-school service shall keep a copy of Part VII of the Act and of these Regulations on the 
premises and the said copies shall be made available on demand for inspection by - 

(a) a parent or guardian of a preschool child attending or proposing to attend the service, 

(b) every person working in the service, and 

(c) an authorised person. 

A person carrying on a pre-school service shall ensure that - 

(a) the premises are of sound and stable structure and are suitable for the purposes of providing a preschool service, 

{b) adequate space per child is provided in the premises, 

(c) the premises, fixtures and fittings are kept in a proper state of repair and in a clean condition and are 
protected from infestation, and 

(d) furniture and work or play surfaces are suitable, in a proper state of repair and non-toxic, and that all 
reasonable precautions are taken to ensure that they are not a source of infection. 

A person carrying on a pre-school service shall ensure that - 

(a) the premises are adequately heated throughout with suitable means of heating from the time of occupancy of 
the premises to the end of the daily occupancy, having regard to the needs of the pre-schoo! children 
attending the service, and 

(b) a heating system liable to emit into the premises offensive or harmful gases, fumes or odours is not 
permitted. 

A person carrying on a pre-school service shall ensure, that suitable and adequate means of ventilation is provided in 
the premises. 

A person carrying on a pre-school service shall ensure that suitable and adequate lighting is provided in the premises. 

A person carrying on a pre-school service shall ensure that adequate and suitable sanitary facilities are provided with 
in the building. 

A person carrying on a pre-school service shall ensure that suitable and effective means of drainage and sewage 
disposal are provided to the premises. 

A person carrying on a pre-school service shall ensure that all waste and other refuse is stored hygienically and 
disposed of frequently and in such a manner as not to cause a nuisance. 

A person carrying on a pre-school service shall ensure that - 

(a) play and work equipment and materials are suitable and non-toxic and are maintained in a clean and hygienic 
condition, 

(b) suitable and secure storage facilities are provided for unsafe, toxic, dangerous or hazardous materials, 
substances or equipment, and 

(c) adequate and suitable storage is provided for prams, push-chairs, carry-cots, play and work equipment. 

A person carrying on a preschool service shall ensure that suitable, sufficient, nutritious and varied food is available 
for a pre-school child attending the service on a full-time basis. 

Where food is consumed on the premises by a pre-school child, the person carrying on the pre-school service shall 
ensure that - 

(a) adequate and suitable facilities for the storage, preparation, cooking and serving of food, and 

(b) adequate and suitable eating utensils, hand washing, wash-up and sterilising facilities are provided. 

A person carrying on a pre-school service shall take all reasonable measures to safeguard the health, safety and 
welfare of pre-school children attending the service and in particular shall ensure that:- 

(a) adequate arrangements are in place for extinguishing fires, for the giving of warnings and for the evacuation 
of all pre-school children in the premises in the event of fire, and for the maintenance and use of fire 
fighting equipment, 

(b) adequate arrangements are in place to ensure that the staff and, as far as is practicable, the pre-school 
children in the premises know the evacuation and other procedures to be followed in the event of fire, 

(ce) materials contained in bedding and the internal furnishings of the premises have adequate fire retardancy 
properties and have low levels of toxicity when on fire, 

(d) all heat emitting surfaces are protected by a fixed guard or are thermostatically controlled to ensure safe 
surface temperatures, 
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28. 

Part VI 

29. 

30. 

31.()) 

(2) 

(3) 

(4) 

32.(1) 

(2) 

33. 

(e) any garden or external play area is so fenced and doors and gates are so secured as to prevent pre-school 
children gaining unsupervised access to a roadway or other source of danger and to prevent unauthorised 
access to the garden or external play area, 

(5 ponds, pits and other hazards in any garden or external play area are so fenced as to ensure the safety of a 
pre-school child attending the service, and 

(g) hot water provided for use by pre-school children is thermostatically controlled to ensure a safe temperature. 

A person carrying on a pre-school service shall ensure that - 

(a) adequate and suitable facilities for a pre-school child to rest during the day are provided, and 

(b) adequate and suitable facilities for a preschool child to play indoors and outdoors during the day are 
provided, 

having regard to the number of pre-school children attending the service, their age and the amount of time they spend 
in the premises. 

A person carrying on a pre-school service shall furnish the relevant health board with such information as the board 
may reasonably require for the purpose of enforcing and executing these Regulations and the information shall be in 
such form {if any) as may be specified by the board. 

A person carrying on a pre-school service shall ensure that each pre-school child attending the service is adequately 
insured against injury while attending the service. 

Subject to sub-article 4 of this article, a person carrying on a pre-school service shall pay to the relevant health board 
an annual fee towards the cost of inspections under Part VII of the Act and the amount of such fee shall be - 

(a) where the service provided does not exceed 3.5 hours in the day - £25, and 

(b) in all other cases ~ £50 

The relevant health board shall, as near as may be to the first anniversary of the notification referred to in articles 9 
and 11 of these Regulations, and annually thereafter, notify the person carrying on a pre-school service of the annual 
fee to be paid to it by that person. 

The person carrying on a pre-school service shall, within 28 days of the receipt by him or her of a-notification under 
sub-article (2) of this article, pay the relevant health board the fee specified in the notification. 

The relevant health board may exempt from a fee a person carrying on a pre-school service in which no pre-school child 
is maintained for profit. 

A relevant health board shall following an inspection by an authorised person, furnish a report in writing to the 
person carrying on the pre-school service of the outcome of the inspection. 

Subject to sub-article (1) of this article the relevant health board shall take such steps as are necessary to enforce these 
Regulations in relation to the pre-school service concerned. 

These Regulations shall be enforced and executed in the functional area of each health board by that health board. 

EXPLANATORY NOTE 

(This note is not part of the Instrument and does not purport to be a legal interpretation.) 

These Regulations set out various requirements to be complied with by persons carrying on pre-school services for the purpose 
of securing the health, safety and welfare and promoting the development ofpre-school children. 
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SCHEDULE 

Notification to health board by a person carrying on or proposing to carry 
on a pre-school service. 

Due OF us hereby give notice 

to the anne Health Board that I am carrying on/it is my intention to 

carry on a pre-school service ( delete as appropriate) situated at :- 

Address 
  

  

  

  

Telephone No: 
      

Type of facility - Please tick as appropriate 

  

Sessional Day Care 
  

  

Full Day Care 
  

  

Child Minding 
  

      Drop-in Centre 
  

al aij 

1. If an individual is carrying on the pre-school service please complete 
(a) and (b), where appropriate. 

(a) State full name, previous name(s), date of birth, address and 

telephone number 

  

Name 
    

  

  

  
Previous Name(s) 

  
  

  

Date of Birth 
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Address 
  

  

  

  

Telephone No: 
      

(b) If you will be employing someone to operate the pre-school 
service on your behalf, state full name, previous name(s), 
address and telephone number of that person 

  

Name 
      

  

Previous Name(s) 
      

  

Date of Birth 
      

Address 
  

  

  

  

Telephone No: 
      

2. If the pre-school service is provided by an organisation such as a 
voluntary group, company or other body: 

(a) State the name of the organisation, full name of the person 

acting on behalf of the organisation and address and telephone 
number of that person 

  

Name of Organisation 
      

  

Name 
      

Address 
  

  

  

  

Telephone No: 
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(b) State full name and private address of person responsible for 
operating the service 

  

Name 
  
  

  

  Previous Name(s) 
  
  

Address 

  

  

  

  

  

Telephone No 
      

(c) In the case of a registered company, the registered office and 

the name of the Company Secretary should also be given. 

  

Registered Office 
  
  

  

Company Secretary Name 
      

Information to be given about the person carrying on the pre-school 

service (as in | or 2(b) as appropriate). 

(a) Relevant Qualification (title and date of qualification, name 
of organisation granting qualification). 

  

Qualification 
  

  

Name of Organisation       

Address of Registered 
  

Office of Organisation 
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(b) relevant experience including previous voluntary or paid work 
with children. 

  

Insert details here 

(use additional sheet, if 

    
  

  

  
  

necessary) 

4, Description of facilities - whether premises is domestic or otherwise. 

Domestic Other than Domestic 

(a) Full Day Care 
            

  
  

Sessional Day Care 
  

  

  
  

Child Minding 
  

  

  
          Drop-in-Centre 

  
  

  

  

    
(b) State the number of children catered for in the premises 

  

  

    
State the number of staff employed 

  

5. The following documentation should be enclosed with this 

notification :- 

(a) appropriate fee or request for waiver under Article 31. (4) of 

the Child Care (Pre-School Services) Regulations, 1996, and 

(b) written confirmation from a chartered engineer or a properly 
. and suitably qualified architect with experience in fire safety 

( design and management that the relevant statutory 

requirements relating to fire safety have been complied with. 
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6. Declaration 

I declare that all of the information set out in this notice is correct. 

Signed 
  

Date 
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Appendix 3.2 Explanatory Guide 

11 

1.2 

13 

1.4 

CHILD CARE (PRE-SCHOOL SERVICES) REGULATIONS, 1996 

EXPLANATORY GUIDE TO REQUIREMENTS AND PROCEDURES FOR NOTIFICATION AND INSPECTION 

Introduction 

The purpose of this guide is to offer guidance on the Child Care (Pre-School Services) Regulations, 1996. It is written 
for persons charged with responsibility for implementing the legislation and for anyone affected by its provisions, in 
particular persons who are carrying on or proposing to carry on a pre-school service. The Regulations and the 
Explanatory Guide expand on the provisions of Part VII of the Child Care Act, 1991. The Regulations made under Part 
VII of the Act prescribe the measures which must be in place to meet the requirements ofthe Act relating to the:- 

promotion of the health, welfare and development of children 

notifications to be given to a health board 

keeping of records 

standard of premises and facilities 

general administration 

The guide briefly outlines the requirements that are prescribed in the Regulations. 

The main provisions of the Child Care Act, 1991 in so far as pre-school services are concerned are set out in Part VII 
of the Act. A pre-school child is defined as a child under six years of age who is not attending a national school or 
equivalent. A pre-school service is defined as “any preschool, play group, day nursery, créche, day care or other 
similar service which caters for preschool children, including those granted-aided by health boards”. The provisions of 
Part VIE include: 

(i) introducing regulations placing a statutory duty on health boards to secure the health, safety and welfare and 
to promote the development of pre-school children attending pre-school services, 

Gi) obliging pre-school providers to notify health boards as prescribed in the Regulations, 

(ii) placing a duty on the person carrying on a preschool service to take all reasonable measures to safeguard 
the health, safety and welfare of pre-school children attending the service, 

(iv) providing for the supervision and inspection by the health boards of a pre-school service, 

(v) obliging health boards to provide information on pre-school services, 

(vi) providing for offences under Part VII and for appropriate sanctions. 

Certain exemptions from the provisions of Part VII are provided as follows:- 

(a) the care of one or more pre-school children undertaken by a relative of the child or children or the spouse of 
such relative, 

(b) a person taking care of one or more pre-school children of the same family and no other such children (other 
than that person's own such children) in that person's home, 

(c) a person taking care of not more than three preschool children of different families (other than that person's 
own such children) in that person’s home. 

The Regulations impact across the various types of pre-school provision ranging from voluntary provision of commu- 
nity playgroups through to full day care provision in the commercial sector. It is important to emphasise that this is 
the first time that statutory controls have been applied to this sector. 

In view of the wide range of preschool services and the large numbers involved it has been decided to adopt a phased 
approach to regulation of the pre-school sector. 

The implementation of the Regulations will be monitored over the next three years and a review will then take place 
with a view to further enhancing pre-school service provisions. This Guide may be updated in the interim to provide 
guidance on new issues as they arise. 

Categorisation of PreSchool Services 

Section 50 of the Act states that Regulations may: 

(a) make different provision for different classes of pre-school services; 

(b) prescribe different requirements for different classes of pre-school services; 
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(c) provide for exemptions from any provisions of the Regulations for a specified class or classes of pre-school 
services. 

For the present, the Regulations have not been broken down into specific requirements for different types of pre-school 
services. However, it is considered that the following categories of pre-school services should be identified for the 
purpose of implementing the Regulations - 

Q Sessional Services 

Sessional pre-school services mean the provision of: 

a service offering a planned programme to preschool children 

a service of up to 3.5 hours per session 

Services covered by the above definition may include pre-schools, playgroups, créches, montessori groups, 
naionrai or similar services which generally cater for children in the 2-6 year age bracket, Where younger 
children are cared for in sessional services the appropriate requirements should apply. 

(0 Full day-care 

A full day care service means the provision of a structured day care service for children for more than 3.5 
hours per day. Services such as those currently described as day nurseries and crèches are included in this 
definition. 

(110) Childminders 

Childminders look after children in the childminder's own home. They offer this service all the year around 
for the full working day or for different periods during the day. Parents and childminders negotiate their own 
terms. (Only childminders caring for more than three children are covered by the provisions of Part VII of 
the Act). 

(iv) Drop-in Centre 

A drop-in centre refers to services provided in shopping centres, leisure centres or similar establishment which 
is provided as part of a customer/client service and where children are left for a short period of time while 
the parent or guardian is availing of a service or attending an event. 

SECTION A - Guz To Requirements 

Part I 

Article 7 Adult /child ratios 

A person carrying on a pre-school service shall ensure that a suffcient number of competent adults are supervising the pre-school 
children in the service at all times. 

A competent adult is a person who has appropriate experience in caring for children under six years of age and/or who has an 
appropriate qualification in child care and is a suitable person to care for children. 

The following adult/child ratios are recommended: 

@ Sessional Services 

Age Adult/Child Ratio 

0-6 years 1:10 

A second adult should be present on the premises at all times. The maximum number of children to be catered for in one room 
in a sessional group is 20. 

(1) Full Day-Care 

Age Adult/Child Ratio 

0-1 years 1:3 
13 Years 1:6 
36 years 1:10 

Where a full day-care service also caters for children who do not attend on a full day basis, the adult/child ratio for sessional 
services should apply. 

Giÿ Childminders 

A single-handed child-minder should look after no more than 6 children including her own who are aged under 6 years of age 
and no more than 3 of these should be under 1 year of age. A childminder should have a telephone on the premises, or a sec- 
ond person available, to cope with emergencies. 
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Gv) Drop-in Centres 

Age Adult/Child Ratio 

16 years 1:8 
under 12 months 1:3 

It is understood that the majority of drop-in centres cater for children over two years of age. A second adult should be present 
at all times. 

Article 8 Corporal puniahment 

A person carrying on a pre-school service shall ensure that no corporal punishment is inflicted on a pre-school child attending 
the service. 

Inappropriate behaviour in a child attending a pre-school service should be corrected in a caring, constructive and consistent 
manner. Positive methods of discipline which encourage self-control, self-direction, self-esteem and co-operation should be used. 

Part II 

Article 12 Number of preschool children who may be catered for 

12.(1) | Where the relevant health board proposes to fix the maximum number of pre-school children who may be catered for 
at the same time in a premises in which a pre-school service is being carried on, the board shall notify in writing the 
person carrying on the service of its proposal and of the reasons for it and the notification shall include a statement 
that the person concerned may make representations to the board within 21 days of the receipt by that person of the 
notification. 

(2) A person carrying on a pre-school service who has been notified of a proposal under sub-article (1) of this article may, 
within 21 days of the receipt of the notification, make representations in writing to the health board concerned and 
the board shall - 

G) before deciding the matter take into consideration any representations duly made to it under this sub-article 
in rexlation to the proposal, and 

(1) notify the person in writing of its decision and of the reasons for it. 

This article is aimed at preventing over-crowding in pre-school! services. In the overall interests of safety and a quality service 
the maximum number of places for the different categories of pre-school services may be fixed by health boards. 

PART V 

Article 18 Premises and Facilities 

A person carrying on a pre-school service shall ensure that - 

(a) the premises are of sound and stable structure and are suitable for the purposes of providing a pre-school service, 

(b) adequate space per child is provided in the premises, 

(c) the premises, fixtures and fittings are kept in a proper state of repair and in a clean and hygienic condition and are 
protected from infestation, and 

(d) furniture and work or play surfaces are suitable, in a proper state of repair and non-toxic, and that all reasonable 
precautions are taken to ensure that they are not a source of infection. 

The recommended areas in regard to “adequate space” are as follows: 

@ Childminders 

Implementation of the Regulations is a matter for the judgement of Inspectors in line with the Code of Practice. 

Gi) Sessional Services 

Age of child Floor area per child 

06 years 2.00 sq metres 

Giÿ Full Day-Care 

Age of child Floor area per child 

0-1 years 3.70 eq metres 
12 years 2.80 sq metres 
26 years 2.32 8q metres 
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(im) Drop-in Centres- 

Age of child Floor area per child 

06 years 1.2 sq metres 

The space requirements set out above relates to clear floor space per child. Clear floor space means that area available for chil- 
dren’s play and movement and should not include furniture or permanent fixtures. Extraneous areas such as kitchens, toilets, 
sleeping and other ancillary areas are deemed to be separate. 

Article 20 Ventilation 

A person carrying on a preschool service shall ensure that suitable and adequare means of ventilation is provided in the premises. 

Adequate and suitable ventilation from the premises should be provided and occupied areas should be ventilated to the external 
air either directly or by a suitable and adequate means of mechanical ventilation. 

Article 22 Sanitary Accommodation 

A person carrying on a preschool service shall ensure that adequate and suitable sanitary facilities are provided within the building. 

It is recommended that the following facilities should be provided - 

(a) adequate, suitable and hygienic nappy changing facilities, 

(b} separate toilet facilities for adults, where necessary, 

(c) an adequate number of wash-hand basins with running hot and cold water, soap and suitable means of hand-drying at 
or near the sanitary accommodation and nappy changing area, 

(d) suitable and adequate means of ventilation from the sanitary accommodation to the external. air, 

(e) the sanitary accommodation and nappy changing area should not communicate with any occupied room or food room 
except by means of a hall, corridor, ventilated lobby or ventilated space, 

@ adequate and suitable means of drainage and sewage disposal, and 

(g) adequate and suitable facilities for the safe and hygienic storage and disposal of soiled nappies. 

With regard to paragraph (c) above the recommended ratios are: 

No. of Persons Water Closets  Wagb-hand Basins 

For every 10 children 1 1 
For every 8 adulta 1 1 

Article 26 Food 

26.1) A person carrying on a pre-school service shall ensure that suitable, suffcient, nutritious and varied food is available 
for a pre-school child attending the service on a full-time basis. 

(2) Wherefood is consumed on the premises by a pre-school child, the person carrying on the pre-school service shall ensure 
that - 

(a) adequate and suitable facilities for the storage, preparation, cooking and serving of food, and 

(b) adequate and suitable eating utensils, hand washing, wash-up and sterilising facilities are provided. 

Food may be cooked on the premises or children may bring packed Iumches including cooked meals which may require reheat- 
ing. If the food is supplied by the person carring on the preschool service it must be prepared on the premises or purchased 
from a supplier whose premises is registered with the relevant health board. 

All waste and other refuse must be stored hygienically and disposed of frequently and hygienically and in a manner as not to 
cause a nuisance, 

Article 27 Safety Measures 

27.(1) A person carrying on a pre-school service shall take all reasonable measures to safeguard the health, safety and wel- 
fare of pre-school children attending the service and in particular shall ensure that - 

(a) adequate arrangements are in place for extinguishing fires, for the giving warnings and for the evacuation of 
all pre-school children in the premises in the event of fire, and for the maintenance and use of firefighting 
equipment, : 

(b) adequate arrangements are in place to ensure that the staff and, as far as is practicable, the pre-school 
children in the premises know the evacuation and other procedures to be followed in the event of fire, 
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(c) materials contained in bedding and the internal furnishings of the premises have adequate fire retardancy 
properties and have low levels of toxicity when on fire, 

(d) all heat emitting surfaces are protected by a fixed guard or are thermostatically controlled to ensure safe 
surface temperature, 

(e) any garden or external play area is so fenced and doors and gates are so secured as to prevent pre-school 
children gaining unsupervised access to a roadway or other source of danger and to prevent unauthorised 
access to the garden or external play area, ponds, pits and other hazards in any garden, or external play area 
are so fenced as to ensure the safety of a preschool child attending the service, and 

(g) hot water provided for use by pre-school children is thermostatically controlled to ensure a safe temperature. 

General Safety Measures 

The recommended general safety measures to be taken include:- 

(a) child-proof locks on doors, windows, drawers and cupboards, 

(b) appropriate safety precautions on all low level windows, glass panels and patio doors, 

(c) windows at a first floor level fitted with restricted opening safety devices, 

(y) handrails on stairs and steps, 

(e) suitable and adequate gates at the top and bottom of stairs, 

(0 thermostatically controlled hot water, 

(g) safety covers for electrical sockets, and 

(h) safe storage for medicines and all toxic substances. 

Fire Safety Management 

The Department of the Environment has published a number of codes of practice for safety in certain types of premises subject 
to Section 18 of the Fire Services Act, 1981 . While the codes do not deal specifically with child care premises the broad prin- 

ciples of fire safety, upon which they are based, are relevant to the management of child care premises. Persons carrying on pre- 
school services may find the Code of Practice for the Management of Fire Safety in Places of Assembly especially useful in this 
regard. This Code deals with a range of issues including Management duties, Fire Prevention, Staff Training, Fire and Evacuation 

Drills, Fire Protection Equipment and Record keeping. 

Advice on fire safety matters may be sought from the local fire authority in which the premises is situated or from a profes- 
sional fire safety expert e.g. an engineer or architect with competence in fire safety. 

Article 28 Facilities for Rest and Play 

A person carrying on a preschool service shall ensure that:- 

(a) adequate and suitable activities for pre-school children to rest during the day are provided, and 

(b) adequate and suitable facilities for pre-school children to play indoors and outdoors during the day are 
provided, 

having regard to the number of pre-school children attending the service, their age and the amount of time they spend 
in the premises. 

Sub-article (a) is aimed primarily at children in full day-care and may apply to children cared for by childminders or in nurs- 
eries. While sessional services usually cater for children aged 3-6 years of age, this article may apply to sessional services which 
eater for younger children. lt is recommended that babies and children under 2 years of age should be provided with suitable 
sleeping facilities away from the general play area. 

Part VI 

Article 30 Insurance 

A person carrying on a preschool service shall ensure that each pre-school child attending the service is adequately insured 
against injury while attending the service. 

The possession of adequate insurance cover is an essential requirement of the Child Care (Pre-School Services) Regulations 1996. 
It is recommended that the insurance policy obtained should at least cover the following areas:- 

q@) Public Liability; (to include provision for outings with children, where applicable) 

G) Employers Liability if there is any other person employed; (to include provision for volunteers, trainees etc 
where applicable) 
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Gi) Fire and theft. 

Individual providers are in the best position to determine the type and extent of insurance most suited to their needs. If it is 
intended to undertake any extra activities (e.g. outings for children) the insurers of the service should be notified and any addi- 
tional cover necessary obtained in good time. In particular it may be necessary to obtain extra motor insurance cover for chil- 
dren who are being transported by the service provider. 

Secrion B - NOTIFICATION PROCEDURES 

Notification 

Purpose of notification 

The main purposes of notification are set out in Section 52 of the Child Care Act 1991. These include: 

to secure the health, safety and welfare of children; 

promoting the development of pre-school children; 

to ensure compliance with the Regulations made under Part VII of the Act. 

Notification will also enable health boards to discharge their duty under section 56(3) of the Act in regard to the provision of 
information on pre-school services to any interested person. 

Consequence of Notification 

Following notification the health board will provide relevant information to the applicant and will arrange for the service provider 
to be inspected by an authorised person. The health board should also consider whether the provider requires advice, guidance 
or support and, where appropriate, provide information or alternative sources of information. 

Inspection 

Section 55(1) of the Child Care Act places a duty on health boards to inspect services for which they receive a notification. 
Section 55f2) makes provision for the boards, through the District Court, to inspect a pre-school service in the absence of noti- 
fication, Any person carrying out this inspection duty is required to carry a warrant authorising him/her to undertake this task 
(8.5463)). 

Purpose of Inspection 

Inspection is designed to ensure the health, safety and welfare of children and the promotion of their development. It also is to 
ensure compliance with statutory requirements. To this end the inspectors will consider: 

how the children are being cared for and how their development and welfare is being promoted; 

the suitability and safety of the premises; 

the standards of the premises in terms of space, heat, lighting, cleanliness, ventilation and repair and maintenance; 

the suitability of the person providing the services; 

the availability and suitability of toys and equipment. 

In the case of childminding, the inspection should also pay due regard to the ständard of comfort and homeliness available to 
the children. The premises should demonstrate that children are encouraged to play and have freedom within and outside the 
home. 

Outcome of Inspection 

Where a preschool provider and/or her premises do not meet the requirements of the Child Care Act and associated regulations 
details of the deficiencies will be outlined in writing and she will be given a specific period of time within which to make spe- 
cific improvements (provided such a delay would not adversely effect the welfare of children). A further inspection will be made 
after that date. 

The health board can bring breaches of the regulations to the attention of the District Court under Section 57(b)of the Act. 
Offences under Part VII of the Child Care Act, 1991 are outlined under Section 57 of the Act. 

Frequency of Inspection 

Health boards should inspect service providers on a regular basis. It is considered good practice that the first inspection occurs 
within 3 months of receipt of the notification and thereafter once a year from that date. Where, however, there are concerns, 
the health board should arrange a more structured and frequent visiting pattern to monitor the safety and well-being of chil- 
dren. 

Where a service provider is caring for a child with a disability or special needs the health board may also wish to visit more fre- 
quently to provide advice, assistance and support. 

< Page 34>



  

Information for Parenta 

The inspection process will provide regular monitoring of standards in the pre-school services. This will help to reassure parents 
regarding the care provided to their children. Inspection will also provide health boards with information on the availability of 
various types of pre-school services. A list of such services should be provided to parents on request. 
It is hoped that the inspection process will enhance the status of pre-school provision and assist health boards in the discharge 
of their general duties to secure the health, safety and welfare and to promote the development of children attending pre-school 
services. 

Transitional Arrangements 

Article 9(1) of the Regulations provides a six month period for the initial notification by existing pre-school providers to health 
boards. An information campaign will take place to increase the awareness of parents and providers of the introduction of the 
Regulations. 

At present health boards do not have accurate information on the number of pre-school services in their area which will come 
under the regulations. However, it is estimated that the number of facilities involved could be in the region of 5000 nationally. 
In view of the large numbers involved it is envisaged that health boards will have a two year period to complete the first inspec- 
tion of pre-school services. On this basis all pre-school services should be inspected by mid 1999. Inspections will take place annu- 
ally thereafter. 
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Appendix 3.3 Useful Addresses 

INSURANCE COMPANIES 

Group insurance schemes are operated by some childcare organisations for their members (see addresses 

of childcare organisations below). Alternatively, the following companies provide insurance for child care 
services: 

Church & General Insurance plc, Burlington House, Burlington Road, Dublin 4. Tel: (01) 702 3000 (except 
drop-in services) 

Alan B Kidd & Co Ltd., 7 Palmerston Villas, Dublin 6. Tel: (01) 497 5465 

GOVERNMENT BODIES 

Department of Enterprise, Trade and Employment, Davitt Hse, 65a Adelaide Road, Dublin 2. 
Tel: (01) 661 4444 

Registry of Business Names, Lr Castle Yard, Dublin Castle, Dublin 2. Tel: (01) 661 4444 

The Health and Safety Authority, 10 Hogan Place, Dublin 2. Tel: (01)662 0400 

Chiidcare Policy Unit, Department of Health, Hawkins House, Hawkins St., Dublin 2. Tel: (01)671 4711 
Fax: (01)671 1947 

HEALTH BOARDS 

For community care personnel regarding childcare contact your local health board as below. 

Eastern Health Board, Dr. Steeven’s Hospital, Steevens Lane, Dublin 8. Tel: (01) 6790700 Fax: (01) 6710613 

Midland Health Board, Arden Road, Tullamore, Co Offaly. Tel: (0506) 21868 Fax: (0506) 51760 

Mid Western Health Board, 31-33 Catherine Street, Limerick. Tel: (061) 316655 Fax: (061) 316870 

North Eastern Health Board, Headquarters, Navan Road, Kells, Co Meath. Tel: (046) 40341 

Fax: (046) 41459 

North Western Health Board, Manorhamilton, Co Leitrim. Tel: (072) 55123 Fax: (072) 55123 

South Eastern Health Board, Lacken, Dublin Road, Kilkenny. Tel: (056) 51702 Fax: (056) 65270 

Southern Health Board, Cork Farm Centre, Dennehy’s Cross, Cork. Tel: (021) 545011 Fax: (021) 545748 

Western Health Board, Headquarters, Merlin Park Regional Hospital, Galway. Tel: (091) 751131 
Fax: (091) 752644 

CHILDCARE AGENCIES AND ORGANISATIONS 

Association of Montessori Teachers of Ireland (AMTI), St Vincent’s Day Nursery, Drumfin Avenue, 
Ballyfermot, Dublin 10. Tel: (01) 6264000 
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ON
 

Childminders' Union, Glebe House, Midleton, Cork. Tel: (021) 642226 

An Comchoiste Reamhscolaíochta Teo, 7 Cearnóg Mhuirfean, Dublin 2. Tel: (01) 6763222. Fax: (01) 6616564 

Irish Pre-School Playgroups Association (IPPA), SPADE Enterprise Centre, North King Street, Dublin 7. Tel: (01) 6719245 Fax: (01) 6711356 

National Childminding Association of Ireland, 10 Marlboro Court, Marlboro Street, Dublin 1. Tel: (01) 2875619 

National Children's Nursery Association (NCNA), Carmichael House, North Brunswick Street, Dublin 7. Tel: (01) 8722053 Fax: (01) 8735737 

National Children's Resource Centre, Barnardos, Christchurch Square, Dublin 8. Tel: (01) 4549699. Fax: (01) 4530300. E-mail: ncrc@barnardos.ie 

St Nicholas Montessori College of Ireland, 16 Adelaide Street, Dun Laoghaire, Co. Dublin. Tel: (01) 2806064 Fax: (01) 2844764 
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Objective      To introduce the promoter to ‘marketing concepts wh 

CO | value to the start-up or expansion of a childcare business. 

Topics 

  a ® Market Research Y ' Customer Needs % + Competition + ' Presen ation 
- + Promotion Y Advertising Y e Action Plan 

  

    
   

    

  

    
Method 

section 1 will describe some basic principles of effective marketing 

he small business and will poise simple questions which the pro- 

nswer applicable to her/his own childcare service. 
    

  

romoter will become aware of the marketing dimension to operat-    

  

   

   
will develop a marketing plan action. The enterprise officer will be able 

to identify the individual ma 1g needs of the promoter and therefore 

"be able to offer the required r narketing advice and direction. The enter- 

-prise officer will be able to assist the promoter in drawing upa an action 

lan for marketing the childcare services, 

     

    
   

     



  

Section 4 Marketing 

What is Marketing? 

Most people would automatically think of marketing in terms of activities such as advertising, brochures 
and trade shows. These however, are only tools used in marketing. Marketing is really about finding out 
what the customer wants, meeting her/his needs at a price which she/he is satisfied with and at a prof- 
it for yourself. The wishes of the customer must be central in all your activities because it is the cus- 
tomer at the end of the day who spends the money and this money represents your income and profit. 
You will always need to think in terms of your customers. 

You may have a wonderful idea about providing a particular type of childcare service in a particular area 
but if it is not what the parents of the children want or can afford, then the idea will not be practical or 
profitable. There is a basic principle to be considered in marketing: “If you can't sell your service - don't 
provide it!” You may have exceptional and novel ideas or you may have specialised skills and experience. 
However, no matter how good your service is, even if it outperforms all the others, unless the market 
requires those special services it won't bring in customers. 

A fundamental consideration for anyone in business is to bring in customers and to maintain them. 
Therefore the first step in marketing is to find out what your customers want — and to do this you need 
to carry out some market research in the locality to establish that there is both a need and a demand in 
the community for the service you plan. The next step is to try to meet those needs by 

Adapting your childcare service (Product) 
Setting the price (Price) 
Locating your childcare service (Place) 
Ensuring you and your staff match the image of your childcare service (Personnel) 
Presenting your childcare service (Presentation) 
Promoting your childcare service (Promotion). 

What is Market Research? 

Market research is finding out about your potential customers, what they require and what your com- 
petitors are providing. You can start your own market research by simply talking to as many people as 
possible and asking them for their opinion of your proposed childcare service. You could find out some 
valuable information and, at the same time, let the word out that you will be starting a childcare service. 
To carry out some basic market research you need to find out: 

€ Who your customers are likely to be? 

% What they need? 

€ Who else is trying to satisfy these needs? 

Your potential customers are your target group. For the purposes of your childcare service, we will take 
parents as the individuals within your target group as they will be the customers making the choices and 
decisions, and paying the fees. However, companies and local authorities may also comprise your target 
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group. Generally, a target group has a number of features in common. In this situation your target group 
all have children of a particular age. Other common features may include: | 

Location Where do the parents and children live? 
Where are the companies situated? 

Occupation What do the parents do? 

What type of companies could use your service? 

Income What is your customers spending power? 
What are the turnover figures of the company? 

Lifestyle Do your customers belong to a particular group e.g. yuppies, professionals, 
lone parents? 

List the features your customers have in common? 

Once you have clearly identified your target group, you will be in a more advantageous position to dis- 
cover their needs. For example, if you are living near a FAS training centre, you could talk to the man- 
ager of the training centre to find out if there are any parents attending courses there. You could then 
draft a questionnaire and arrange with the manager to give copies to the participants. You will be letting 
them know that you are providing a service in the training centre locality and secondly, from your ques- 
tionnaires you will be finding out what specific services they may require. 

Similarly, you can approach an employer nearby who could also distribute questionnaires to the employees 
or if you are located near a sports complex, you could also talk with the manager of the complex and ask 
about giving your questionnaires to the members. Can you think of other organisations or groups which 
may be relevant to your situation and where you could provide questionnaires? 

1. 

2. 

Other ways of finding out information may include contacting your local health board officer who has 
responsibility for childcare issues, training centres and colleges, or other organisations which may be 
employers of your target group, professional childcare organisations etc. It might also be of interest to 
ascertain the number of children of preschool age in your locality. Your local health board officer or the 
Census Office may be of assistance to you in discovering recent statistics on children. You have already 
established what you want to do, your business objective, which is to run a childcare service. Having 
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received responses to your enquiries and questionnaires, you may find that you need to change or adjust 
your idea of what type of childcare service you will run. 

Example: You may want to run a daily playgroup from 9.30am to 11.00am for 3 to 5 year olds. However, 
having carried out your market research you may discover that at present there is a greater need for ser- 
vices for 0 to 3 year olds from 9.00am to 2.00pm during which time there is a training course being run 
for women returning to work. Although the training course may only last for six months, it may be an 
ideal opportunity for you to establish contacts with potential future customers. Later on you may be able 
to operate a playgroup. Have you already spoken to potential customers or provided any questionnaires? 
If yes, list who your customers are and group those which have similar needs: 

  

  

  

  

  

CUSTOMER NEEDS IN ORDER OF IMPORTANCE 
example: employees at a local factory creche facilities from 8.30am to 6.30pm daily 

for three months. 

1. 

2. 

3. 

4, 

5.   
  

You Wit, ALways NEED To CARRY Our MARKET RESEARCH, 

A market is not always a stable situation. It will be of ongoing importance that you carefully follow the 
changing needs of parents and their children and adapt your service according to those changing condi- 
tions. For example: 

© The parents will finish their training course and therefore you may need to change your hours of 
service accordingly. The parents may want to avail of your services but at different hours. You will 
by then have found out if any of those parents may need other services in the event that they will 
have found work or if they decide to continue with further training. 

€ Or you may have inquired from the manager of the training centre if there will be a new course 
with other participants to whom you can again provide your questionnaires. 

Regardless of the changing circumstances of the parents who may change jobs, complete training cours- 
es or move house, the market for childcare services is not a stable one due to the fact that children grow 
up and out of the childcare sector. Because of this, you will be always responding to the changing con- 
ditions you find. For example, you can adjust your services to cater for children who may need after 
school collection when they are older. In effect, you should be constantly undertaking market research. 

Competition 

The other important consideration in undertaking your market research is that of competition. A com- 
petitor is a business that provides the same or an alternative service as yours. Think again about your 
competition: 

® Do you have any competitors and if so, how many? 

€ Who are they? 
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€ How many children do they care for? 

€ What services do they provide? 

  

€ Are they located close to where you propose to set up? 

€ What do they charge? 

€ How does their service differ from yours? 

€ What kind of choices do they offer the customers? 

€ What are they good at and what are they less good at? 

You may need to tailor your service as a unique service so that it is different or outside the services already offered by your competitors. For example, your competitors may already be offering playgroup services from 9.30am to 11.30am. You may for that reason consider offering services outside these hours or providing nursery facilities for the younger age group of children. Given that you may need to change or adapt your original plan of providing a particular childcare service based on your customer needs and the services already offered by your competitors, list below what other choices you can offer your cus- tomers. 

  

CHoIcES 1 CAN OFFER MY CUSTOMERS: 

1. 

2. 

4. 

Write in the space below what you think you can offer which is different to what is already on offer by your competitors or, in other words, your competitive advantage. 

MY COMPETITIVE ADVANTAGE IS : 

  

1. 

Product 

Having considered the choices you can offer your customers and your competitive advantage, you may also consider what additional or secondary services you can offer your customers. 

Pr Example: 
C € If you provide after-school care, will you also offer to collect the children from school? 

€ If you are offering full day-care for babies and toddlers, will you supply the nappies and food as part of your service? 
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€ Are you prepared to open late one night a week while parents do their late night shopping? 

The following are the extra services 1 can offer my customers: 

1. 

2. 

  

Setting the Price 

Your aim is to find the right price which satisfies the customer’s needs for value, whilst ensuring the 
business is viable. How you calculate the price or fee you charge your customers will depend on 

€ Your Costs 

€ What Other People Are Charging 
€ What Your Customers Are Willing To Pay 

Your costs are made up of such things as your labour and your staff Gif you employ any), materials and 
overheads such as electricity or rent. Briefly fill in below what you estimate your costs will be per week: 
(Your costs will be dealt with in greater detail in Section 6 on Finances) 

Costs £ 

Your wages 

Staff wages 

Materials (Toys & Equipment etc.) 

Food & Drink 

Rent 

Insurance 

Heating & Lighting Telephone 

Cleaning & Repairs 

Advertising 

Stationery & Administration 

Other 

Total | 
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Divide the total cost by the number of children you can care for to give you your costs per child (price). 
For example, if your costs amount to £400 per week and you plan to care for 10 children, then your costs 
per child will be £40 per week. You will have to charge more than £40 per week to make a profit and 
enough wages for yourself. The price is not always directly related to costs, and the risk of charging too 
low a price is avoided by research amongst competitors and of your customers and their perceptions of 
value. Now answer the following questions regarding what your competitors are charging and what your 
customers are willing to pay: 

What are your competitors average prices? & 

What are your customers prepared to pay? £ 

What are your customers accustomed to paying? £ 

Are you prepared to offer a discount? If Yes, what will the price be? £ 

Your price may also be determined and fixed with what is being charged for by similar services (the going- 
rate method). In an established market you can provide your services at the ruling rate or close to it. 
This may be useful if you have limited information about how demand responds to changes in price. It 
may be good to remember that in rural areas, fluctuating demand, low wages and seasonal employment 
will also effect your pricing strategy. 

Locating your Service (Place} 

Place means the location where your childcare service is located. The important considerations about 
place are | 

€ how easy is it to find your service? 
€ what centres or facilities are situated near to your service e.g. schools, 

shopping centres, offices, training centres and colleges? 
® is the surrounding area safe and welcoming? 
@ is the locality attractive for drawing in customers to your service? 

Now fill in the following to help you to identify the strengths and weaknesses of your location: 

Is the location of your childcare service:- “x 

Close to or on route to a shopping area or centre? a a 

Close to or on route to offices, a factory or an industrial estate? Q Q 

Close to or on route to a college or a training centre? aa 

On a bus route? 
OO 

In a rural area? 
00 

Close to a main road or easy to get to? 00 

In a housing estate? 
aa 

Near other childcare services? 00 
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List other strengths and weaknesses which you consider to be important to the location of your childcare 
service: 

  

  

  

  

  

      

~ ( STRENGTHS WEAKNESSES 
L.Example: It is on the main street of the town where people will 1.Example: Because it is on a busy street, it will be difficult for par- 
find out about it quickly and without too much advertising. ents to park their cars when dropping off or collecting their child. 

2. 2. 

3. 3 

4, 4 

5. 5 

_ y     

Personnel and Presentation 

Ensuring you and your staff match the image of your service (Personnel) and presenting your service 
(Presentation) is the substance of this section. This is an important factor as providing a childcare ser- 
vice is very much concerned with the personal input of you and any staff you may employ. It will be essen- 
tial to present the appropriate image at a personal level and to build up a relationship with the potential 
customers. The parents will have to trust and respect you and your staff before they will be willing to 
trust their child with you. The following are some key characteristics which parents may need to recog- 
nise in you immediately and your staff when they are dealing with you. First impressions may make the 
difference between getting business easily and having to spend a lot of time later selling yourself and your 
team. You and your staff need to: 

€ Show the parents that you care, for example, about the special needs of their child or about their 
own needs for a particular childcare service. 

© Pose relevant questions and try to find out what the parents feel about your service. 
€ Be receptive and listen well. 

€ Give enough time for the parents to get used to you, so that you get as much information as you 
can about them and their child. 

€ Show that you are confident and optimistic about your service, but do not force anything. 
€ Assure the parents of your training and experience of child development and children’s needs. 
‘€ Demonstrate a commitment to reliability and consistency. 
€ Let the parents know when and where you can be contacted. 

YOUR FACILITY 

It will also be important to present your facility as a bright, cheerful and safe environment in which the 
parents will be happy to leave their children. The following will be important in your premises to initial- 
ly attract your customers: 

€ layout € lighting € security 
e colours € space 

€ warmth € equipment 

3 

€ access to an outdoor play area 
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Promotion 

This is the stage when you will have to decide on how to sell or promote your services. You can do this in several ways. As mentioned already, the cheapest way is by talking to as many people as possible (per- sonal selling) and by consistently presenting yourself in the appropriate manner as outlined above. Direct face to face selling is a special skill and although not everyone is born with it, you should always ensure that all dealings with parents or potential customers are performed well, in the same way as you will be 
dealing with the children you care for. 

It may also be necessary to consider other methods of letting people know that you will be providing a : childcare service. However, it is important to think carefully about the costs if you decide to use such methods as producing leaflets. The following may be useful steps to consider if you feel you have to do 
more than personal selling: 

€ Decide on a name and/or an image for the childcare service. It is important that the name of the service reflects the image that you want to project and that it is appropriate. The following two examples produce very different effects: 
Example 1 The Bash Street Kids 
Example 2 Mrs. Nelson Lloyd’s Pre-school for Young Boys and Girls 
Whatever about the image presented by Example 2, it may also be a bit of a mouthful to say over the phone! 

€ At this stage you should also be clear as to what type of childcare service you will be providing. There is no point in printing and distributing leaflets that state that your childcare service opens between 8.00am and 6.00pm if you discover that you cannot meet this commitment. This may create a sense of inconsistency about you and your service. Likewise there is no point in advertising that you will run a Montessori school if what you are qualified to run is a playgroup. Again, parents will be left unclear as to what you say and what you do. 

€ If using a leaflet or advertising in a newspaper, gain attention with a headline and give sufficient information. 

® Raise interest with an open day or with a special opening offer. 

The following are some of the options that are open to you in promoting your childcare service. List Oppo- site where you can distribute or carry these out. 

OPTION WHERE 

  Advertising 
(Example: in local or community newspaper) 

  Sales leaflets 

  Personal selling   
  

If you have not mentioned them above, you may wish to consider some of the following: 

€ Advertise in a regional, local, parish or community newspaper or in a club, organisation or society € Advertise in the Golden Pages (a basic line entry is normally free of charge). . 
€ Design leaflets or flyers and distribute them door to door, during large meetings, in shopping cen- tres, at petrol stations, markets and local sporting events 
€ Have posters made and hang them in prominent places. 
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Y Take the opportunities to give talks to business clubs, women’s groups and mother and toddler 
groups. 

€ Be on the look out for notice boards where you could hang your flyers, and ask friends if there are 
any In their workplaces or clubs. 

® Make up the window or front of your premises to display your services. 
€ Notice how your competitors or other service providers advertise. 

Action Plan 

1 to 3. Go back to the section on market research and write down in the section below under Action 
Taken how you will find out who your customers are likely to be, what your customers need, and who 
else is trying to satisfy those needs. 

4. Next state what changes you will have to make to your childcare service to respond to the needs of 
your potential customers and the services already on offer by your competitors. (For example will you 
need to change from cräche facilities to a playgroup service.) 

5. Write down what information you may require, how you will find it out or what action is needed in 
regard to the presentation and promotion of your childcare service. 

Areas for Research Action Taken Start Date 

  1. Who are my customers likely to be? 

  2. What do my customers need? 

  3. Who else is trying to satisfy 

those needs? 

  4. What changes are to be made 

and how? 

  5. How will I present and promote 

my childcare service?       
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    To highlight some of the characteristics and skills requi 
effective manager. 
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e What is Management? Y Y Planning and Organising 4 @ Motivating 
Y Action Plan 

    

    

     
   

     

  

Method 
The management issues for the childcare service as a business will be 
summarised and questions will be posed for the promoter to apply to 

ndividual enterprise. 

  

he promoter will have an understanding of the requisites for man- 
ing people, resources and tim The promoter will be made aware 
he need for planning, organising and motivation. The enterprise 

officer will be able to disce e promoter's management skills and 
_ shortcomings by which she/h can offer the necessary guidance and 
direction. The enterprise offic r will be able to assist the promoter in 

2 drawing up an action plan for setting up a structure which allows for 
the key factors of manage 

  

  
  

  

   
  

  

 



  

Section 5 B. an Estective Manager 

What is Management? 

Management involves 

> applying your own unique, personal skills when making decisions; 
> establishing your strengths and weaknesses; 

> setting objectives and targets; . 
e. > planning and adapting your business to meet your objectives and targets; 

C > budgeting and controlling your finances. 

It also involves taking charge whenever necessary and offering direction in crisis situations, it does not 
mean simply responding to situations. 

Managing a childcare service includes the above criteria but also involves the more serious and sensitive 
criteria for managing children, dealing with parents and managing staff who are dealing with children. 
The role of manager within this type of service is a major responsibility, regardless of the numbers of 
children cared for, as parents will be handing over their children to be cared, nourished and protected 
during the service hours. The manager will also be responsible for a service that may be expected to meet 
the important social, vocational, health or even psychological needs of its users. To be an effective man- 
ager you will be competent at drawing on all the resources you have available. Those resources will include 

€ the skills, talents and experience of yourself and the staff you employ; 
€ the physical resources such as your premises and equipment; 
€ your financial resources. 

  

As an exercise: You are giving an end of term party for the group of children you care for and their par- 
ents. You employ two staff. In order to provide an enjoyable day for all, list the main tasks you must do 
as a manger: 

1 

2. 

The following are the main activities which are probably similar to those you have listed above. From 
. these, you can identify key functions which are also common for the management role in any business or 

CO project: Planning, Organising, Motivating. 
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Activity Function 

Deciding on a suitable date and programme Planning 
Discussions with the parents and your staff in advance Planning 
Ordering the food and party materials Organising 
Changing the order of the premises to make more space Organising 
Consulting with your staff about the party games and activities Planning 
Ensuring that your staff will entertain the parents and children on the day Motivating 
Ensuring that the parents will become involved in the event. Motivating 

Planning and Organising 

Planning is necessary for any future action, be it day to day activities or long term projects. Without care- 
ful planning, the other two functions above (organising and motivating) will suffer. As we already men- 
tioned in Section 1, planning allows you to 

Y set goals and targets; 

€ decide on how to achieve those goals and targets; 
€ identify the strengths and weaknesses of your childcare service; 
€ create the framework against which you can measure and review the performance of your childcare 

service; 

€ determine the best way forward for your childcare service. 

Organising is necessary for all your activities. Organising activities means 

Y pressing your plans forward from the decision phase to the action phase; 
© ensuring that your activities take place as you planned them; 
€ not having all functions performed by the one person; 
© preparing other people to step in when you are absent; 

not using methods like ‘It’ll be alright on the day’. 

Planning and organising are also necessary in relation to your time. You as a time manager will recog- 
nise that ‘time is money’. In the same way as you will want to control your costs, you will also need to 
reduce any time waste. The following is a checklist to help you plan and organise your time. 

Y Note each day where your time is spent and how much is spent on each task. 
Y At the end of the week, check your results and assess how productive your working day is and how 

you are allocating your time to the more important activities, 
Y If your days do not go according to plan but are constantly being broken by disordered interrup- 

tions, then you will need to allocate set times when it is not possible for people to call without 
advance warning. 

Ÿ In the allocated times, be sure to have your priorities decided upon to do all the tasks at hand, even 
unpleasant ones. 

Y Get into the habit of using a diary. 
v Delegate wherever possible to give yourself more time for the more important tasks. 

Now complete the questions on the following page to see how much you enjoy and how good you are at 
planning and organising. 
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You As A ORGANISER 
RESPONSE 

How would you rate yourself as a planner on a scale of 1 to 5? 

Do you 

(a) Respond to circumstances as they arise? 
(b) Prepare yourself in advance for situations? | 

Do you make decisions by 
a) Consulting with others? 
b) Going with the first solution that comes to your head? 
c) Deciding by yourself with a calm and considered approach? | | 

| 

Do you plan your day’s work by 
a) Starting where you left off the previous day? 
b) Following a programme which is set for each week/month? 
c) Changing your weekly/ monthly programme frequently? 
d) Leaving the awkward tasks until last or until the next day? [l

l]
 

( Are you someone who works late or who brings work home with you? | 

Do you feel that you must always check the work of other people? | 

Do you tackle important tasks at the last minute? | 

Do you have difficulty giving instructions to other people? | 

Do you ignore other people’s problems? | 

Do you cause people to wait around? | 
Do you always meet deadlines? | 
Have you a plan to handle absences, illnesses, holidays? | 
Who can you call on if an accident or other emergency arises? | 

  

Who is allocated to deal with 
meeting the parents? 
the administration, bookkeeping, insurance? 
maintaining the children’s records? 
collecting the fees? 

buying equipment? 
repairs to the premises and equipment? 
cleaning the premises? EE

T 
TT 

| 

Have you a plan for keeping telephone, heating, lighting, material costs down? | 

The following table is provided as an example of how, as a manager, you may plan and organise your key tasks in your childcare business on a daily or weekly basis. You are asked to state what the key task is, po the reason why the task is necessary, where it is to be carried out, when and by whom. 
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  TASK REASONS ALTERNATIVES      

  

  

    

What is to be done? Why is it necessary? What else could be done? 

  

  

  

Where is it to be done? Why is it to be done there? Where else could it be done? 

  

  

   
  

  

  

How often is it to be done? Why then? When else could it be done? 

= Wie Zen E == = — Why o . o dl a o Who a SEE 

Who is going to do it? Why that person? Who else could do it? 

  

    
  

    
Motivating 

It is important for a consistently good childcare service that you are able to highly motivate yourself and 
if you employ staff, it is important that you are able to motivate others. You will be self-motivated if you 
are ambitious and independent, with a positive attitude and can cope with set backs and failures. This 

aos will be equally important for your staff who will see these traits in your behaviour. If they observe your 
C drive for providing a successful, consistent and high quality service, they too will follow your example, 

particularly if you have chosen people with a sense of self motivation. 
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How motivated are you on a scale of 1 to 5? 

  

List ways that motivate you: 
  

  

List ways that you can use to motivate others: 
  

  

List ways of raising morale or team building: 
  

  

QUESTION RESPONSE 

How would you deal with someone who was 

frequently absent from work? 
  

a bad timekeeper? 
  

complaining constantly? 
  

unenthusiastic in their work? 
  

The following are some of the ways in which you can motivate your staff: 

€ Give your staff feedback on their performance. 

ow 
© Communicate regularly with your staff and talk to them about the childcare service. 

  

Offer help and advice, be seen to be supportive. 

‘ Allocate responsibilities and create a feeling of trust. 

@ Recognise and reward good performance. Praising someone will raise their self-esteem, which will in turn affect how they will deal with children in their care, 

© Ensure that all members of staff are essential to the business. There should be no room for employ- ees that feel they are surplus to needs. This may affect the sense of the ‘family atmosphere’ and 
the group camaraderie. 

Action Plan 

Under Action Required list the most important areas where you feel there are problems regarding plan- 
ning, organising and motivating yourself and others. In the second column, list what you are going to do a to address those problems. Name people you may consult who can advise you. Under Start Date say when you are going to start this. 
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Areas for Improvement Action Taken Start Date 
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utcome 
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Section 6 F inances 

Organising Your Finances 

Managing and organising finances may not be as daunting as it sounds. This section will help you to 
understand some of the basic principles to planning your finances. By applying those principles to the 
day to day running of your childcare service, you will be in a better position to control your accounts. 
This will be useful particularly if you are running a small childcare service and cannot afford to employ 
an accountant. 

You probably already have some skills in this area. As a householder you may be aware of the tasks 
involved in managing your money as part of your monthly chores. You make a budget for running your 
home. You will know what your income is and what you can spend from week to week and month to 
month. You may have borrowed and paid back a loan. You may therefore have planned for the manage- 
ment of your income. Organising your finances for your childcare service will not be much more compli- 
cated than that. However, what can concern people setting themselves up in their own business for the 
first time is: 

Will | be able to earn the extra money to make the effort worthwhile? 

It is important therefore that you have calculated what this ‘extra amount’ is. If you do not already have 
the answer, you should consider how much you could make by continuing in your present employment or 
seeking employment elsewhere (if unemployed) and compare this wage with what you are likely to earn 
in your own business. The decision to work for someone else or for yourself is particularly relevant if 
your main reason for starting a childcare business is for financial gain. It should be remembered that 
many people experience a loss of earnings when setting up their own business. This may be on a tem- 
porary or permanent basis. You should therefore work out if the loss of earnings is compensated e.g. by 
being able to have your own childcare business or by being your own boss. 

If your reasons for starting a business are not primarily financial, nevertheless, you should still consid- 
er how much you should be making from the business to meet what financial needs you do have. To ascer- 
tain those needs, you should examine all your personal (and family, if applicable) expenses over the past 
year. It is essential that you work out the absolute minimum you must earn to satisfy your needs. The 
‘absolute minimum’ may mean doing without the overseas holiday, the second car, the new carpet for the 
living room or the extra night out in the week for your first year or two of starting the business. Fill in 
the following: 

At the very least, | would need to earn from my childcare business £ each month. 
  

This is the money you will need to take out of your childcare business to cover your personal expenses 
or personal needs. However, you must also remember that this money represents your income and it is 
taxable. Your local tax office or accountant should advise you regarding your particular circumstances 
and liabilities. The next question of course, is can you earn this amount of money. In order to work this 
out, you will have to consider 

Y The costs of setting up the business (Investment) 
€ The costs of running the business (Expenditure) 
€ The fees that you will expect to take in from customers (Income) 
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If you are starting up the childcare business from scratch you will need to draw up an investment plan. 
The investment plan will basically give you an estimate of the money you must put in for the start-up 
and should cover some of the following: property, renovations, fixtures, equipment and securities. 

Example 

Margaret is planning to convert one of her downstairs rooms in her home into a playgroup room. She 
will do some re-painting, change the open fireplace into safer heating provision, change the floor cover- 
ing, purchase play materials, toys, fire safety and first aid equipment. The following is her estimated costs 
or investment for setting up the playgroup in her home. 

MARGARET'S INVESTMENT 
£ (ESTIMATE) 

Property - none 
- 

Renovations - painting, decorating etc. 
300 

Fixtures, fittings & furniture - change heating, put in childproof locks for doors and windows, 
new floor covering. 

1,500 

Equipment - playgroup materials, toys, fire safety and first aid equipment 450 

Security deposits - none 
_ 

Transport - none 
- 

Total 
2,250 

Now calculate your own estimated costs or investment for starting up your childcare service. You will find a Checklist of budget headings at the end of this Section to ensure that nothing gets overlooked. 

YOUR INVESTMENT 
£ (ESTIMATE) 

Property - Mortgage repayments if you are going to buy a premises or make an extension. 

Renovations - painting, decorating, safety changes ete. 

Fixtures, fittings €: furniture - include all which will be specific to the childcare service e.g. if you 
have to buy cots, special lighting, childproof locks for doors and windows. 

Equipment - include all child related materials, toys, sterilising units for bottles etc. 

Security deposits - this relates to security deposits that are returned to you at a later date 
e.g. ESB, rent deposit. 

Transport - only if you are buying a vehicle for the service or if your car is going to be 
transferred over as part of the business. 

Other 

Total 
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The second type of costs or expenses for operating the childcare business will include such expenses as 
heating and lighting, maintaining and replacing equipment and materials, rent and telephone bills. Going 
back to Margaret’s playgroup, the following are examples of some of her costs. 

  

MARGARET'S EXPENSES (1 YEAR) & (ESTIMATE) 

Insurance & Subscription to IPPA 135 
Bank loan (Investment for start-up) 500 
Telephone 

300 
Electricity 

250 
Volunteer expenses 

500 
Children’s refreshments | 500 
Maïntenance and cleaning costs 100 
Replacing toys and play materials 150 

Total 
2,435 

Margaret expected to take in £240 per week which would provide her with £10,800 over a 45 week year. 
However, having examined her costs, Margaret calculated that she is left with £8,365. From this she will 

= | have to set aside an amount for tax and PRSI. Her final figure is then estimated at £6,275. 

MARGARET’S BUDGET 

Expenditure £ Income £ 

Expenses 2,435 Children's Fees 10,800 
Tax € PRSI 2,090 
Margaret's Salary 6,275 

Total 10,800 Total 10,800 

Can you carry out a similar exercise to Margaret's with estimates of your expected costs and budget? It 
can however be difficult to get reliable estimates for costs before you start. Some early decisions have to 
be taken, such as whether you charge extra for items like nappies and outings, or include them in the 
total fees. You can use catalogues to price materials and equipment, but running costs, such as telephone 
and electricity are more difficult to estimate. If you are taking over a premises from a previous user, ask 
them for copies of their bills for lighting and heating for the previous year. Remember to add an allowance 
for price increases each year, including the annual pay awards and increments if you are paying staff on 
an agreed salary scale. 

  

Income from grants and loans can be calculated more easily, but you will have to decide the financial pol- 
icy of your childcare service before estimating any income from fees. Will parents be charged the full fees 
even if their child is ill or on holiday? Children have to be settled in gradually to a new place, and not 
all at once, so fee income cannot be based on full take-up of places in the early days. 

Your EXPENSES (1 YEAR) £ (ESTIMATE) 
  

  

  

  

  

  

  

  

Total   
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Your BUDGET 

Expenditure £ Income £ 

Expenses _ Children’s Fees _ 

Your Salary _ 

Total — Total 

If you are surprised or disappointed with your actual salary at the end of your calculations, particularly 
if it does not meet with your personal needs figure you estimated at the beginning of this section, then 
there is the possibility of reviewing and reducing 

€ your personal needs figure 

€ your investment costs 

€ your operating costs 

Margaret reviewed her investment costs to begin with and realised that she could reduce her renovation 
costs by £200 - she only needs to paint the walls and can do without the fancy wallpaper etc.!; fixtures, 
fittings & furniture costs by £1,000 - she does not need to remove and replace the fireplace after all. It 
will be enough to block it up and to use alternative and more appropriate heating. 

Marcarer’s REVIEWED INVESTMENT £ (ESTIMATE) £ (PREVIOUS) 

Property - none 
_ 

Renovations - painting, decorating etc. 100 300 
Fixtures, fittings & furniture - put in childproof locks for doors and 
windows, new floor covering. 500 1,500 
Equipment - playgroup materials, and toys, fire safety and first aid 
equipment. 

450 450 
Security deposits - none 

Transport - none 

Total 1,050 2,250 

Margaret then reviewed her operating costs and realised that she could reduce or cut out costs related to: 

The bank loan - since her investment costs were reduced, she did not need a bank loan. 

Telephone calls - she decided to restrict calls as much as possible. 

Children’s refreshments - as the children only came for a two hour session, she decided to ask the 
parents to supply their own children’s snacks. 

Toys and materials - as she would buy new toys and materials within her investment plan, she felt it 
was unlikely that she should have to make further major purchases throughout the first year. 
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MARGARET’S REVIEWED EXPENSES (1 YEAR) 

Insurance & Subscription to IPPA 

Bank loan (Investment for start-up) 

Telephone 

Electricity 

Volunteer expenses 

Children’s Refreshments 

Maintenance, Repairs and Cleaning 

Replacing Toys and Play Materials 

Total 

£ (ESTIMATE) 

135 
* 

250* 

250 

500 
* 

100 

50* 

1,285 

£ (PREVIOUS) 

135 

500 

300 

250 

500 

500 

100 

150 

2,435 

As you can see, Margaret's expenses have decreased dramatically with a little sensible re-thinking. This 
also means that her own personal salary or profit will have Increased as below. 

MARGARET'S REVIEWED BUDGET 

Expenditure £ 

Expenses 1,285 

Tax & PRSI 2,375 

Margaret’s Salary 7,140" 

Total 10,800 

(previous) 

(2,435) 

(2,090) 

(6,275) 

(10,800) 

Income £ 

Children's Fees 10,800 

Total 10,800 

Now see if you can make any major revisions to your investment plan, operating costs and more impor- 
tantly to your salary. The secret of course is to keep your costs to a minimum without skimping on the 
quality of the service you will provide. Another way of increasing your income would be to try to increase 
the number of children you will care for. Your increase of income, however, may result in an increase on 
your costs as you may have to employ extra staff. 

YOUR REVIEWED INVESTMENT £ (ESTIMATE) £ (PREVIOUS) 

  

  

  

  

  

  

Total 

Your REVIEWED EXPENSES £ (ESTIMATE) £ (PREVIOUS) 

  

  

  

  

  

  

  

Total 
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Your REVIEwED BUDGET 

Expenditure & (previous) Income . £ 

Expenses _ _ Children’s Fees 

Your Salary _— AA 

Total Total 

CHECKLIST FOR EXPENDITURE 

The following is a checklist of some major budget headings which may be useful when calculating your 
expenditure. This can be applied to a full day care service. You can modify it and ignore the various items 
depending on the level of service you will be providing. 

Salaries and staffing costs: childcare workers, cleaning staff, cooking staff. 

Recruitment costs: advertisements in the newspapers can be expensive, but you can advertise free in some 
supermarkets and community centres. 

Accommodation: rent, heat, light, decorating, maintenance, repairs and water charges If you buy the 
building for the childcare business, the interest on the capital and conversion costs should be spread over 
a fixed period; these may be included in the Property category. 

Equipment and furniture: these are initially capital or investment costs, but a certain amount must be 
allocated to on-going expenditure such as replacement of furniture and large equipment. Furniture 
includes tables and chairs for adults and children. Equipment also includes: 

© Office equipment such as filing cabinets, card indexes, typewriter or computer; 
€ Catering equipment such as fridge, freezer, cooker, crockery; 
€ Cleaning equipment such as washing machine, drier, mops, buckets, vacuum cleaner. 

Administration/Office costs: these include telephone rental and charges, stationery, photocopying, adver- 
tising, insurance, subscriptions, audit or accountancy fee, notification fee to health board. 

Setting up costs: the setting up costs will depend on the premises; whether conversion is needed, or a 
new building. 

Cash Flow 

Now having assessed your personal needs, income and costs for starting up and running the service, the 
next step will be to present those figures in a Cash Flow table. A cash flow is the movement of money 
in and out of a business and will inform you how much money you will need, for example, on a month- 
ly basis. It basically predicts the way in which the business will absorb and generate cash. Controlling 
your cash flows is considered one of the keys to running a successful business. It may appear to be com- 
plicated at first, but it is a necessary chore and having completed the previous exercises, it should not 
be too difficult. There are a few tips about filling in the cash flow table which can be applied even with- 
in your own personal and domestic finances. 

® At the beginning of each month, you should transfer the figures from the ‘Balance Carried Forward’ 
line at the bottom of the previous month to the ‘Balance Brought Forward’ line for the new month. 

® You must also fill in the income you have earned during the month. 
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® You must add up all expenses such as the telephone rental. 
“3 At the end of the month, work out the totals of the money that has come in and the money you have spent. The difference between these two totals is your balance for that month. & If you are ‘in the black’ financially, this balance figure is in credit. If you are ‘in the red’, it is in deficit and brackets are put round the number. 

The following is a cash flow table for Margaret’s childcare business for one month. 

CASH FLOW (MARGARET’S PLAYGROUP SERVICE) FOR 1 MONTH 

Month: 
March £ Income 

Childcare fees 
900 Total Income 
900 Expenditure Insurance & Subscription to IPPA 

_ Light, heat, power 
21 Staff Salary 
43 Telephone 
10 Maintenance, Repairs & Cleaning 
10 Toys, Materials, Stationery 
25 Bank Charges 

3 Salary (incl. Tax + PRSI) 
793 

Total Payments 
905 

BALANCES 

Balance Brought Forward 
550 plus Income 
900 minus Payments 
905 

Balance to carry forward to next month 
545 

Ideally, the procedure should be undertaken on a weekly, monthly and annual basis to keep track of what the actual cash flow figure is compared to the forecast figure. This will allow you to monitor the progress of your business against your business plan forecasts on a quarterly, monthly and even weekly basis. If you do not, there is a danger that things will go wrong without you knowing about it. The following is an example of a cash flow over a 4 month period. To see if you understand the principle of the move- ments, see if you can fill in the missing figures for April. 

Caso Flow (Maraaret’s PLAYGROUP SERVICE) 4 MONTHS 

January February March April Income 
Childcare fees 900 900 900 900 Interest on savings - 
Total Income 900 900 900 ? Payments IPPA Insurance/ Subscription _ — 135 - Light, Heat, Power 21 21 21 21 Staff Wages 43 43 43 43 Telephone 10 10 10 10 Maintenance/Cleaning 10 10 10 10 Bank Charges 3 3 3 3 Toys, Materials, Stationery 25 25 40 20 Margaret’s Salary 793 793 793 793 

Total Payments 905 905 1055 ? 
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Balances January February March April 

Brought forward 550 545 540 
plus Income 900 900 900 
minus Payments 905 905 1055 

Balance to carry forward 545 540 385 ? 

When you are working out the cash flow! for your own business, you may find that there are some months 
when you will be in deficit. There are some methods to use to deal with these cash flow ‘hiccups’: 

You can use money from your personal savings. 
You can borrow from within the family. 
You can ask a bank or credit union for a loan or an overdraft. 
You can approach a funding agency such as one of the Partnerships in your area or your City or 
County Enterprise Board (see list of Enterprise Boards at end of this section). 
You can ask advice from your local health board advisor or childcare agency. 

Can you think of any other ways of raising finance? 

1. 

2. 

  

  

  

  

Other Aspects to Managing Your Finances 

BUSINESS PARTNERSHIPS 

It is important for you at the outset to clarify the financial implications if you plan to operate with a 
business partner. You may wish to consider the following when making your agreement with your part- 
ner: 

Each partner is liable for all the liabilities of the business. If the business fails, and your business part- 
ner abandons you, you could be left to pay for everything out of your own pocket. Before entering a 
partnership, decide whether you trust your potential partner totally with all your investments into the 
business. 

It will be important to have in writing (Deed of Partnership) how the business is to be financed, how 
profits and losses are to be shared, and what will happen if one of the partners decide to leave. If you 
cannot agree on these at the beginning, it will be difficult at a later stage if things go wrong. 

TAXATION 

If you have never dealt with taxation before outside of paying tax as an employee you may be daunted 
by the task of now paying tax as a small business owner and employer. You may be tempted at the start- 
up stage to leave it until you have more time to deal with it later on. However, as a self employed person, 
1 A sample cash flow table is included at the end of the chapter. 
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the law requires you to advise the tax office when you commence a business. You can do this by com- pleting Form TR1 which is available from any tax office. The Revenue Commissioners have produced a booklet: Starting a Business — A Revenue Guide (IT48) to introduce you to the taxation aspects of 
business startup. 

Secondly, you should start your business by setting up a simple record and book-keeping system to keep all your financial transactions together (a sample system is included at the end of this section- Appendix 6.1). This will save you considerable energy and effort later on when you will make your Tax Return as you will be obliged to support your returns with such records as your bank statements, lodgement details, invoices etc. A well organised book-keeping system will also cut down on costs if you feel it necessary to have the assistance of an accountant. Essentially, you should keep records of the following: 

® the takings of your childcare service 

® all items of expenditure incurred, such as purchases, rent, lighting, heating, telephone, insurance, 
repairs and wages. 

$ any amount of money introduced into the business and its source 
& the amount of cash withdrawn from the business or any cheques drawn on the business bank account, for your own or your family's private use | 
®» amounts owed to you by customers. 

Whatever manner in which your books and records are kept they must be capable of showing the amount and source of: (a) all income and (b) all purchases and other outgoings. There are three stages in the year which you should note when dealing with your taxes. 

STAGE 1. 

You are obliged to pay Preliminary Tax on or before the Ist November each year. This Preliminary Tax is an estimate of the income tax to be paid by you in the year. You can base this on the previous year's tax paid. Then when you make your tax return, you can pay the difference or receive a tax rebate if your income is lower on the previous year. 

STAGE 2. 

You will make your tax return by completing than a BP1 Form which is available from your local tax office and returning it at the end of the tax year (after Sth April) but not_later than 31st January fol- lowing the end of the tax year. When completing the BP1 Form you will be required to supply basic infor- mation as mentioned above. The BP1 form is a short document to complete and simple if you have main- tained your accounts throughout the year. 

STAGE 3. 

You will pay any balance of tax due, on or before 30th April following the tax return filing date. 

You will basically be undertaking your own Self Assessment and your tax office will presume that you will present your tax affairs honestly. Your accountant will assist you or you can receive direct advice from your local tax office who are there to offer you what assistance they can. You can also contact the Citizens Information Centre in your area who can provide confidential and up-to-date information on taxation and other local organisations and services which may be of interest to you. There is no charge for the service. Addresses for tax offices and Citizens Information Centres are listed at the end of this section (Appendix 6.2). 

If you decide to employ staff, you will also have to register for PAYE/PRSI if you pay £6 a week or more to a full-time employee who has only one employment (or £1 or more a week where the employee has more than one employment). When you return your Form TRI you will also receive confirmation of your registration as an employer, a registered number for PAYE purposes and detailed information regarding 
the operation of PAYE/PRSI. 
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When you take on an employee, you should obtain a form P45 from them or a tax-free allowance certifi- cate. Then you must notify the tax office in respect of the new employee's former employment that you have employed them. If neither a P45 nor a current year's tax free allowance certificate is available (for example in the case of an employee in first time employment), you must complete a form P46 and send it to the tax office. The employee should complete form 12A and return it to the tax office. If you already have another job, you can pay tax due on your business activities sep arately. Both incomes, however, will be totalled for the purpose of calculating the rate of tax that you will pay. You can also keep the tax relating to your business separate from your spouse's tax. Leaflet IT2 out-lines the tax treatment of married persons. 

The Revenue Commissioners have published a booklet: the Guide to the Self-Assessment System for the Self Employed (ITIO), which you may find a useful introduction to making tax returns, keeping books and records, revenue audits, PAYE/PRSI etc. This booklet and other leaflets and guides are available free from your local tax office. Most tax offices are open from 9.30am to 4.00pm, Monday to Friday. You can also obtain Revenue leaflets and forms from the Forms and Leaflets Telephone Service at (01) 8780100, this service is available 24 hours a day. The Revenue Commissioners Website wwwrevenue.ie is an excellent source of information and allows you to download forms and the text of information leaflets. The Finance Bill, as published in March 1997, has exempted childcare services from the requirement to register for VAT. 

BANKS 

Although many people already have their own bank account, it is surprising how few people think about opening a bank account separately for their small business. They very often end up writing cheques on their personal account. This is a major mistake as not only will it cause a lot of confusion for you when you are maintaining your accounts, but also for your bank manager who may wish to examine your accounts if you need to apply for a loan. The following are points to consider regarding your finance and banking: 

> At least one bank account is an essential for any business, however small. 
> Consider opening a bank current account if you think you will need to write cheques for payments. The current account should also be used for lodging all incoming cash and cheques for the business. 

Y The bank account allows you to keep records of all your lodgements (receipts) and all the cheques you write (payments) and you will receive a bank statement from your bank regularly providing you with all the transactions going through your account. 
> If looking for a loan, you will be in a more advantageous position if you already have a bank account for a number of years and you are known to a particular branch. 

Y The bank is not always right so check your statement against all cheques and lodgements you have recorded to ensure that no errors are made either by you or your bank. 

Bank Loans 

If you have never had a bank account, and have difficulty in persuading the bank to provide a loan, you may be more successful if you have someone to act as guarantor. This would mean that a close friend or family member would be willing to cover your loan in the event that you cannot. If you cannot find a per- sonal guarantor, then you will be reliant on your own ability to persuade the bank to finance you. This will entail being extremely committed, enthusiastic, confident and persuasive as to the success of your business. Your business plan will have to be clearly and realistically thought out and well presented. 

If you receive a loan from your bank, it is important to make all payments on time and in the agreed manner. If you are going to be late with your repayments for some reason, it is important to warn your bank in advance. It may also be in your interest to advise your bank manager if you are running into dif- ficulties. He/she may be able to provide financial advice or additional funding. You can gain the maximum amount of assistance from your bank, not only by keeping the manager or the bank official in charge of your account informed, but by asking occasionally for an opinion of the financial outcome of a certain course of action. 
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It is also worth noting that the major banks all operate some sort of special scheme for start-up busi- nesses. Many have at least one trained Small Business Adviser at each of the main branches throughout the country. Some of the enterprise schemes available allow for a reduction in interest rates and bank charges for the first years of the start up. 

CREDIT UNIONS 

Credit Unions operate throughout the country and can be another way of securing financial advice and assistance. You can apply for a credit union loan once you become a member and are saving regularly (for at least thirteen weeks in some). Your application can be for up to twice the amount that you have saved. However, there is no guarantee that you will automatically secure a loan as applications for business loans frequently go to credit union committees for individual assessments. Credit unions can also vary in their policies as some can have stricter lending policies and less willing to take risks with start-up businesses than others. Interest rates on borrowings are however standard with low rates of 12.6% pa or 1% per month on the reducing balance. 
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Appendix 6.1 Financial Record Sheets 

The following are suggested record sheets which 
record 

= 

system. 
you may find helpful when setting up your financial 

  Dare 

  

  

21/09/06 
23/09/06 
30/09/06 

Ann Ryan 
Meg Daly 
Enterprise Scheme 

45.00 
23.00 

62.50 

  

  

      

  

          

  

  
Receipt Book Sample 

  

  
  DATE STAFF NAME | 

EROS a = 

  

  15/09/06 
15/09/06 

  

  J. Griffin 
S. Healy 

96.95 
110.15 

12.24 
2.92 

0.93 
1.66 

81.78 
105.57 

0.48 
0.56 

        I 20710     ss   25       Wage Records Sample 

  

10/09/96 

  

 DETANLS | TotaL 

Detergent/mop 3.65 

ESB, Gas, | 
FUEL PHONE | 

MAINTENANCE | 
_ & CLEANING | 

TOYS, 

_ STATIONERY | 
MAG | PAYEIPRSE | 

  

_ EMPLOYER PAYE 

  

14/09/96 
15/09/06 
15/09/06 
24/09/96 

Gas 14.56 
J. Griffin 97.43 
S. Healy 110.71 
Copy books/pencils 2.47 

14.56 
3.65 

2.47 

81.78 
105.57 

15.17 
4.48 

0.48 
0.56 

      TOTAL | _ | 22882 |     Ts         247|   187.35 a   Ai     

Payments Records Sample 
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Appendix 6.2 

OTHER AGENCIES AND ORGANISATIONS PROVIDING ADVICE AND ASSISTANCE TO SMALL BUSINESSES 

Your Enterprise Adviser will give you a more extended list of agencies specific to your own locality. 

COUNTY ENTERPRISE BOARDS 

Carlow County Enterprise Board, 98 Tul low Street, Carlow. Tel: 1800 200095, (0503) 30880. 
Fax: (0503) 30717. E-mail: cceb@indigo.ie 
Cavan County Enterprise Board, 17 Farnham Street, Cavan. Tel: (049) 32427/31799. Fax: (049) 31384. E- 
mail: cceb@tinet.ie 
Clare County Enterprise Board, Enterprise House, Mill Road, Ennis, Co Clare. Tel: (065)41922. 
Fax: (065) 41887. E-mail: cceb@iol.ie 

Cork County Enterprise Boards 
Cork City Enterprise Board, Albert Quay House, Albert Quay, Cork. Tel: (021) 961828/961839. 
Fax: (021) 961869. E-mail: corkceb@iol ie 
North Cork Enterprise Board, 26 Bank Place, Mallow, Co Cork. Tel: (022) 43235. Fax: (022) 43247. 
E-mail: corknet@iol.ie 
South Cork Enterprise Board, Exham House, Douglas, Cork. Tel: (021) 895977/895978. 
Fax: (021) 895979 
West Cork Enterprise Board, 8 Kent Street, Clonakilty, Co Cork. Tel (023) 34700. Fax: (023) 34702. 
E-mail: enterprise@wceb.ie 

Donegal County Enterprise Board, The Diamond, Lifford, Co Donegal. Tel: (074) 72351. 
Fax: (074) 42042. E-mail: donegalceb@tinet.ie 

Dublin County Enterprise Boards 
Dublin City Enterprise Board, 17 Eustace Street, Dublin 2. Tel (01) 6776068/6776078. Fax: (01) 6776093 Dun Laoghaire-Rathdown County Enterprise Board, Venturepoint, Dundrum Office Park, Main Street, 
Dundrum, Dublin 16. Tel: (01) 2051100. Fax: (01)2986827. E-mail: ventur1 @venturepoint.ie 
Fingal County Enterprise Board, PO Box 174, 4 Parnell Square, Dublin 1, Tel: (01) 8731448. 
Fax: (01) 8727136. E-mail: cyn@connect.ie 
South Dublin County Enterprise Board, 3 Village Square, Old Bawn Road, Tallaght, Dublin 24. 
Tel: (01) 4057073/4057074. Fax: (01)451 7477. E-mail: sdebceb@itw. je 
Galway City and County Enterprise Board, Wood Quay Court, Wood Quay, Galway. Tel: (091) 565269. 
Fax: 565384. E-mail: Iynchc@iol.ie 
Kerry County Enterprise Board, County Buildings, Ratass, Tralee, Co Kerry. Tel: (066) 21111. 
Fax: (066) 26712. E-mail: kerryceb@kerrycoco.ie 
Kildare County Enterprise Board, The Woods, Clane, Co Kildare. Tel: (045) 861707. Fax: (045) 861712. E- 
mail: kceb@iol ie 
Kilkenny County Enterprise Board, 42 Parliament Street, Kilkenny. Tel (056) 52662. Fax: (056) 51649, E- 
mail: kceb@kceb.ie 
Laois County Enterprise Board, Meehan House, James Fintan Lalor Avenue Portlaoise, Co Laois. 
Tel: (0502)61800. Fax: (0502)61797. E-mail: laoisceb@tinet. ie 
Leitrim County Enterprise Board, Park Lane House, Carrick-on-Shannon, Co Leitrim. Tel: (078)20450. 
Fax: (078)21491. E-mail: leitceb@iol.ie 
Limerick City Enterprise Board, The Granary, Michael Street, Limerick. Tel: (061) 312611. 
Fax (061)311889. E-mail: limcebGiol ie 
Limerick County Enterprise Board, County Buildings, 79-84 O'Connell Street, Limerick. 
Tel: (061)319319/318477. Fax: (061)319318/318478. E-mail: Icoeb@Icoeb. iol. ie 
Longford County Enterprise Board, Great Water Street, Longford. Tel: (043) 46572/46231. 
Fax: (043) 41233. E-mail: enterprise@tinet.ie 
Louth County Enterprise Board, Partnership Court, The Ramparts, Dundalk, Co Louth. Tel: (042)27099. 
Fax: (042) 27101. E-mail: lceb@ioLie 
Mayo County Enterprise Board, Spencer Street, Castlebar, Co Mayo. Tel: (094) 24444. Fax: (094) 24416. E-mail: f£.fullard@mayoceb. iol . ie 
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Meath County Enterprise Board, Kennedy Road, Navan, Co Meath. Tel: (046) 27444. Fax: (046)27356. 
E-mail: mhceb@meath.com 
Monaghan County Enterprise Board, The Courthouse, Monaghan. Tel: (047) 71818. Fax: (047)84786. E-mail: mceb@iol.ie 
Offaly County Enterprise Board, Cormac Street, Tullamore, Co Offaly. Tel: (0506) 52971/52972. Fax: (0506) 52973. E-mail: offalyceb@tinet.ie 
Roscommon County Enterprise Board, Abbey Street, Roscommon. Tel: (0903) 26263/26765. 
Fax: (0903) 25474. E-mail: rosceb@iol ie 
Sligo County Enterprise Board, Sligo Development Centre, Cleveragh Road, Sligo. Tel: (071) 46792. Fax: (071) 46779. E-mail: sceb@iol.ie 
Tipperary NR Enterprise Board, Summerhill, Nenagh, Co Tipperary. Tel: (067) 33086/34032. Fax: (067) 33605. E-mail: information@ntippceb.iol.ie 
Tipperary SR Enterprise Board, I Gladstone Street, Clonmel, Co Tipperary. Tel: (052)29466. Fax: (052)26512. E-mail: sera@ti net. ie 
Waterford City Enterprise Board, Enterprise House, New Street Court, Waterford. Tel: (051) 52883. Fax: (051) 77494. E-mail: wceb@tinet.ie 
Waterford County Enterprise Board, Cross Bridge Street, Dungarvan, Co Waterford. Tel: (058) 44811. Fax: (058) 44817. E-mail: waterfordceb@ti net. ie 
Westmeath County Enterprise Board, Enterprise Centre, Bishopsgate Street, Mullingar, Co Westmeath. Tel: (044)49222. Fax: (044) 49009. E-mail: wceb@ioLie 
Wexford County Enterprise Board, 16-17 Mall in Street, Cornmarket, Wexford. Tel: (053) 22965. Fax: (053) 24944. E-mail: wexceb@indigo.ie 
Wicklow County Enterprise Board, 1 Main Street, Wicklow, Tel: (0404) 67324. Fax: (0404)67601. 
E-mail: wicklowceb@tinet.ie 

  

  

  

DEPT OF SOCIAL, COMMUNITY AND FAMILY AFFAIRS 

Contact your local office regarding the Back to Work Allowance Scheme which allows long term unem- ployed people to start their own businesses while still retaining a portion of their payment. 

AREA PARTNERSHIP COMPANIES 

Ballyfermot Partnership, 345 Ballyfermot Road, Dublin 10. Tel: 626 9222. Fax: 626 3416. 
Ballymun Partnership, North Mall, Ballymun Town Centre, Dublin 11. Tel: 842 3612. Fax: 842 7004. Blanchardstown Area Partnership, Deanstown House, Main Street, Blanchardstown, Dublin 15. 
Tel: 820 9555. Fax: 820 9551. 
Bray Partnership, 5 Carlton Terrace, Novara Avenue, Bray, Co. Wicklow. Tel: 286 8266. Fax: 286 8700. Canal Communities Partnership, 197 Tyrconnell Road, Inchicore, Dublin 8. Tel: 473 2196. 
Fax: 453 4857. 
County Cavan Partnership, 47 Church Street, Cavan. Tel: (049) 31029. Fax: (049) 31117. 
Clondalkin Partnership Company, Camac House, Unit 4, Oakfield Industrial Estate, Clondalkin, Dublin 22. Tel: 457 6433. Fax: 457 7145. | 
Comhair Chathair Chorcai (Cork City Partnership), Sunbeam Industrial Park, Millfield, Mallow Road, Cork. Tel: (021) 302310. Fax: (021) 302081. 
Donegal Local Development Company, Ballyraine, Letterkenny, Co. Donegal. Tel: (074) 27056. 
Fax: (074) 21527. 
Drogheda Partnership Company, 12A North Quay, Drogheda, Co. Louth. Tel: (041) 42088. 
Fax: (041) 43358. 
Dublin Inner City Partnership 
Equity House, Upper Ormond Quay, Dublin 7. Tel: 872 1321. Fax: 872 1330. 
Dundalk Employment Partnership Limited, Partnership Court, Park Street, Dundalk, Co. Louth. Tel: (042) 30288. Fax: (042) 30552. 
Finglas/Cabra Partnership, Rosehill House, F inglas Road, Dublin 11. Tel: 836 1666. Fax: 864 0211. Galway City Partnership, Kiltartan House, Forster Street, Galway. Tel: (091) 566617. 
Fax: (091) 566618. 
Galway Rural Development Company, Railway Buildings, Station Road, Athenry, Co. Galway. Tel: (091) 844335. Fax: (091) 845465. 
Kimmage/Walkinstown/Crumlin/Drimagh Partnership (KWCD), Unit 5, 109 Longmile Road, Dublin 12. Tel: 456 7450. Fax: 456 7503. 
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Leitrim Partnership Board, Church Street, Drumshambo, Co. Leitrim. Tel: (078) 41740. 
Fax: (078) 41741. 
Paul Partnership Limerick, Unit 25, The Tait Centre, Dominic Street, Limerick. Tel: (061) 419388. Fax: 
(061) 418098. 
Longford Community Resources Limited, 6 Church Street, Longford. Tel: (043) 45555. 
Fax: (043) 48105. 
Meitheal Mhaigheo, Lower Main Street, Foxford, Co. Mayo. Tel: (094) 56745. Fax: (094) 56749. 
Monaghan Partnership Board, Dublin Road, Castleblaney, Monaghan. Tel: (042) 49500. 
Fax: (042) 49504. 
Northside Partnership, The Coolock Development Centre, Bunratty Drive, Coolock, Dublin 17. 
Tel: 848 5630. Fax: 848 5661. 
North West Kildare/North Offaly Partnership (OAK), Edenderry Business Park, Edenderry, 
Co. Offaly. Tel: (0405) 32688/32689. Fax: (0405) 32690. 
Päirtiocht Chonamara, Ionad Fiontar, Rosmuc, Co na Gaillimhe. Tel: (091) 574353. Fax: (091) 574047. 
Päirtiocht Gaeltacht Thir Chonaill, MFG Teo, Aonad Eargail, 1 An t-Eastat Tionsclaioch, Na Doiri 
Beaga, Tir Chonaill, Co Dun na nGall. Tel: (075) 32017. Fax: (075) 32428. 
Roscommon County Partnership, The Square, Castlerea, Roscommon. Tel: (0907) 21337/8/9. 
Fax: (0907) 21340. 
Sligo Leader Partnership Company, Sligo Development Centre, Cleveragh Road, Sligo. 
Tel: (071) 41138. Fax: (071) 41162. 
South Kerry Development Partnership, Valentia Road, Caherciveen, Co. Kerry. Tel: (066) 72724. Fax: (72725). 
Southside Partnership, 45 Ulpper George's Street, Dun Laoghaire, Co. Dublin. Tel: 2301011. 
Fax: 2301713. 
Tallaght Partnership, Unit 19, The Village Green, Tallaght, Dublin 24. Tel: 4597990. Fax: 4597991. Partnership Tra Li, 37 Ashe Street, Tralee, Co. Kerry. Tel: (066) 29544. Fax: (066) 29562. 
Waterford Area Partnership, Unit 4, Westgate Business Centre, Tramore Road, Waterford. Tel: (051) 
841740. Fax: (051) 843153. 
Waterford Development Partnership Ltd., Teagasc Centre, Lismore, Co. Waterford. Tel: (058) 54646. 
Fax: (058) 54126. 
West Limerick Resources Ltd., The Weigh House, Newcastlewest, Co. Limerick. Tel: (069) 62222. 
Fax: (069) 61870. 
Westmeath Community Development Ltd., 2nd Floor, Presentation House, Harbour Street, Mullingar, 
Co. Westmeath. Tel: (044) 48571. Fax: (044) 48441. 
Wexford Area Partnership, Cornmarket, Mallin Street, Wexford. Tel: (053) 23994. Fax: (053) 21024. 
Wexford (County) Partnership Ltd., Millpark Road, Enniscorthy, Co. Wexford. Tel: (054) 37033. 
Fax: (054) 37026. 

LEADER II PROGRAMME 

For agencies in your locality, contact Department of Agriculture & Food Rural Development Division, 
Kildare Street, Dublin 2. Tel: (01) 6789011. 

FIRST STEP 

Jefferson House, Eglinton Road, Donnybrook, Dublin 4. Tel: (01) 2600988 

PEACE & RECONCILIATION 

Peace & Reconciliation 17 North Road, Monaghan. Tel: (047) 71340 
Peace & Reconciliation c/o Donegal Local Development Company, Ballyraine, Letterkenny. 
Tel: (074) 28639 
Peace & Reconciliation, Cleveragh Road, Sligo. Tel: (071) 41367 

SOCIETY OF ST. VINCENT DE PAUL 

8 New Cabra Road, Phibsboro, Dublin 7. Tel: (01) 8384164 
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ICE (INNER CITY ENTERPRISE) 

56-57 Lower Gardiner Street, Dublin 1. Tel: (01) 8364073 

Tax Offices 

Cork: Government Buildings, Sullivans Quay, Cork. Tel: (021) 966077 
Donegal: High Road, Letterkenny, Co. Donegal. Tel: (074) 21299 
Dublin Central Telephone Information Office, Aras Brugha, Cathedral Street, Dublin 1. 
Tel: (01) 878 0000. 
Taxes Central Registration Office (TCRO), Aras Brugha, Cathedral Street, Dublin 1. Tel: (01) 8746821 Dublin Tax District, 1A Lower Grand Canal Street, Dublin 2. Tel: (01) 6616444 (see green section of telephone directory) 
Galway: Hibernian House, Eyre Square, Galway. Tel: (091) 563041/63041 
Kerry: Government Offices, Spa Road, Tralee, Co Kerry. Tel: (066) 21844 
Kilkenny: Government Buildings, Hebron Road, Kilkenny. Tel: (056) 52222 
Limerick: River House, Charlotte Quay, Limerick. Tel: (061) 318711 
Louth: Earl House, Dundalk, Co Louth. Tel: (042) 32251 
Mayo: Michael Davitt House, Castlebar, Co Mayo. Tel: (094) 21344 
Sligo: Government Buildings, Cranmore Road, Sligo. Tel: (071) 60322 
Tipperary: Government Offices, Stradavoher, Thurles, Co. Tipperary. Tel: (0504) 21544 Waterford: Government Buildings, The Glen, Waterford. Tel: (051) 873565/73565 
Westmeath: Government Offices, Pearse Street, Athlone. Tel: (0902) 92681 
Wexford: 1/2 Anne Street, Wexford. Tel: (053) 45555 

CITIZENS INFORMATION CENTRES 

Carlow 

St Catherine's Community Services Centre, St Joseph’s Road, Carlow. Tel: (0503) 31063 

Donegal 
Ballyshannon CIC Day Centre, College Street, Ballyshannon. Tel: (072) 5166 
Buncrana CIC, St Mary’s Road, Buncrana.Letterkenny CIC, Sprackburn Centre, High Road, Letterkenny, Tel: (074) 27177 

Dublin 

Balbriggan CIC c/o Community College, Drogheda Street, Balbriggan. Tel: (01) 8414600 
Ballymun CIC, Library, Ballymun Road, Dublin 11. Tel: (01) 8421890 
Blackrock CIC, Health Centre, Georges Avenue, Blackrock, Co Dublin. Tel: (01) 2885406 
Blanchardstown CIC, Roelawn Health Centre, Roselawn Road, Blanchardstown, Dublin 15. 
Tel: (01) 8212666 
Cabra West CIC, St Finbar’s Court, Faussagh Avenue, Cabra, Dublin 7. Tel: (01) 8381993 
Clondalkin CIC, St John’s Hall, Tower Road, Clondalkin Village, Dublin 22. Tel: (01) 4570861 
Crumlin CIC, 146 Sundrive Road, Crumlin, Dublin 12. Tel: (01) 4546070/4546080 
Donnycarney/Beaumont CIC Social Services Centre, St John's Court, Donnycarney, Dublin 9. Tel: (01) 8319783 
Dundrum CIC, Don Marmion House, Sandyford Road, Dundrum, Dublin 14. Tel: (01) 2960713 
Dun Laoire CIC, Our Lady's Clinic, Patrick Street, Dun Laoire. Tel: (01) 2808403 
Finglas CIC, Social Service Centre, Wellmount Road, F inglas, Dublin 11. Tel: (01) 8342843 
Inchicore CIC, 52a Bulfin Road, Inchicore, Dublin 8. Tel: (01) 4531660 
Killester CIC, Social Service Centre, 2 Sybil Hill Road, Killester, Dublin 5. Tel: (01) 8313700 
Lucan CIC, Town Hall, Lucan, Co Dublin. Tel: (01) 6241975 
Malahide CIC, Library Car Park, Malahide, Co Dublin. Tel: (01) 8450627 
Markets Area CIC, Macro Resource Centre, 22 Beresford Street, Dublin 7. Tel: (01) 8720521 Mount Argus CIC, 179 Lr Kimm age Road, Dublin 6. Tel: (01) 4921225 
Palmerstown CIC, Parish Centre, Kennelsfort Road, Palmerstown, Dublin 20. Tel: (01) 6263050 
Rialto CIC, Rialto Parish Centre, Old National School, 8th Circular Road, Dublin 8. Tel: (01) 4539965 Liberties CIC, 90 Meath Street, Dublin 8. Tel: (01) 4536098 
Skerries CIC, Strand House Clinic, Strand Road, Skerries, Co Dublin. Tel: (01) 8491717 
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Stillorgan CIC, St Laurence’s Community Centre, Lr Kilmacud Road, Stillorgan. Tel: (01) 2885629 
Swords CIC, 10 North Street, Swords, Co Dublin. Tel: (01) 8406877 
Tallaght CIC, Main Street, Tallaght, Dublin 24. Tel: (01) 4515911 
Whitehall CIC, Collins Avenue, Whitehall, Dublin 9. Tel: (01) 8370472 

Galway 
Galway CIC, Augustine House, St. Augustine Street, Galway. Tel: (091) 563344 
Tuam CIC, Social Service Centre, Dublin Road, Tuam. Tel: (093) 24577 

Kildare 
Athy CIC, Courthouse, Athy. Tel: (0507) 32058 
Maynooth CIC, Main Street, Maynooth. Tel: (01) 6285477 
Naas CIC, 10 Basin Street, Naas. Tel: (045) 79489 
Newbridge CIC, St Anne's Parish Centre, Station Road, Newbridge. Tel: (045) 31735 

Kilkenny 
Desart Hall, New Street, Kilkenny. Tel: (056) 62755 

Laois 
Abbeyleix CIC, Knocknamoe House, Temperance Street, Abbeyleix. Tel: (0502) 31798 

Longford 
Longford CIC, St Mel's Road, Longford. Tel: (043) 41069 

Louth 

Ardee CIC, c/o Day Care Centre, Church Hill, Ardee. Tel: (041) 53045 
Drogheda CIC, Community Services Centre, Fair Street, Drogheda. Tel: (041) 36084 
Dundalk CIC, 15a Clanbrassil Street, Dundalk. Tel: (042) 32848 

Mayo 
Ballina CIC, Community Centre, Teeling Street, Ballina. Tel: (096) 21221 
Ballyhaunis CIC, Parochial Hall, Ballyhaunis. Tel: (0907) 30212 
Castlebar CIC, Social Service Centre, Castle Street, Castlebar. Tel: (094) 21880 
Claremorris CIC, Social Service Centre, Dalton Street, Claremorris. Tel: (094) 62096 
Westport CIC, Mill Road, Westport. Tel: (098) 25669 

Meath 

Ashbourne CIC, Prefabs, Church Grounds, Main Street, Ashbourne. Tel: (01) 8351806 
Navan CIC, Trimgate Street, Navan. Tel: (046) 21937 
Trim CIC, High Street, Trim. Tel: (046) 36349 

Monaghan 
Carrickmacross CIC, c/o Credit Union, 17 O'Neill Street, Carrickmacross. Tel: (042) 61006 
Monaghan CIC, Community Day Centre, Broad Road, Monaghan. Tel: (047) 82290 

Offaly 
Tullamore CIC, 18 Chapel Street, Tullamore Tel: (0506) 52204 

Roscommon 
Boyle CIC, Social Service Buildings, The Courthouse, Boyle. Tel: (079) 62986 

Sligo 
Sligo CIC Youth Information Centre, Market Street, Sligo. Tel: (071) 41737 

Tipperary 
Thurles CIC, Rossa Street, Thurles, Tel: (0504) 22399 
Tipperary CIC, Community Centre, St Michael's Street, Tipperary. Tel: (062) 52102 
Clonmel CIC, 14 Wellington Street, Clonmel. Tel: (052) 22267 
Nenagh CIC, Loreto House, Kenyon Street, Nenagh. Tel: (067) 31800 
Roscrea CIC, Rosemary Street, Roscrea. Tel: (0505) 21568 
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Waterford 

Dungarven CIC, The Courthouse, Dungarven. Tel: (058) 44633 
Waterford CIC, 37 Lr Yellow Road, Waterford. Tel: (051) 75261 

Westmeath 
Athlone CIC, Dr Dobb's Memorial Home, Northgate Street, Athlone. Tel: (0902) 72174 
Mullingar CIC, Social Service Centre, Bishopsgate Street, Mullingar. Tel: (044) 40700 

Wexford 
Enniscorthy CIC, Athenaeum, Enniscorthy. Tel: (054) 33746 
Wexford CIC, St Bridget’s Centre, Roches Road, Wexford. Tel: (053) 23301 

Wicklow 

Arklow CIC, Portacabin, Qninnsworth Car Park, Arklow. Tel: (0402) 32411 
Bray CIC, Health Centre, Killarney Road, Bray. Tel: (01) 2860532 
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Section 7 W. iting the Business P lan 

The Business Plan Format 

Most businesses will basically require the same format in presenting their business plan regardless of the nature of the business being undertaken. The amount of detail required in your business plan will vary according to the proposed business. The important criteria is that it should be simple, accurate and use- ful. Having completed the previous sections of this manual, you will have identified most of the relevant issues for the preparation of your business plan. All that needs to be done now is to collate this infor- mation into a logical format. If you have a partner in the business it is a good idea for you to work through the plan together. This will also give you an insight into how you will work together in the busi- ness. 

As already menetioned in the section on business planning, your business plan should help you to focus your thoughts on paper regarding the following: 

% setting goals and targets; 
“3 deciding on how to achieve those goals and targets; 
“3 identifying the strengths and weaknesses of your business; 
® creating the framework against which you can measure and review the performance of your child- 

care business; 
$ determining the best way forward for the business; 
“a marketing your business in order to persuade agencies, banks or credit unions to grant aid or to provide loans for your childcare business. 

Basically, your plan should provide the following information about your childcare service: 

Executive summary details 
Your personal profile 
An outline of your proposed childcare service 
Your market feasibility with reference to your market research and marketing strategy 
Your personnel/staffing plan 
Your finances 
Checklist of your legal requirements to operate a childcare service 

T
O
O
 

W
N
 

PE 

Copies of research materials, tables, photographs, relevant certificates and other supportive documents can be attached at the end of the plan as appendices. A sample business plan is included for you to fill out. However, if you are writing your own individual plan, it is recommended that you try to make it look as professional as possible e.g. a typed plan would not cost too much. It is emphasised to keep your plan simple. It should be written to communicate rather than to impress. Choose words carefully with concise facts and no waffle! A business plan aimed at securing finance from lenders or funding agencies will need at least two characteristies: 

> a strong, comprehensive, easy to read plan, 
> some evidence of an interesting, achievable and viable venture. 
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When you present your business plan, funding agencies and lenders will evaluate your performance and base their decisions on the professionalism of your plan, your ability to explain its contents, and whether your have arrived at decisions based on a thorough understanding of the issues involved. They will also be looking to see if you are committed and determined enough to make your business a success. Remember when applying for funding, do not be put off by a first refusal. If you are not successful the first time, it may just mean that the agency you applied to has run out of money for that particular fund- ing period. 
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The Business Plan 199_ to 20 

  
NAME 

  

ADDRESS 

  

PHONE/FAX 

  

BUSINESS NAME 

  

  

ADDRESS 
(IF DIFFERENT TO ABOVE) 

  
PHONE/Fax 

  

TYPE OF 

CHILDCARE SERVICE 

  

BUSINESS PARTNER(S) 

  

  

ADDRESS(s) 

    PHONE/FAx     
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PERSONAL PROFILE 

  

  

  

  

  

    

  

  

  

  

  

  

  

      

EDUCATION/TRAINING 

DATES Course(s) QUALIFICATION(S) 
From To 

PRACTICAL EXPERIENCE 

DATES ORGANISATION Position 
From To 

OTHER EXPERIENCE   

  

  

  

  

  

  PERSONAL QUALITIES 

  

      

  MOTIVATION, OBJECTIVES, GOALS 
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BUSINESS DETAILS 

  OUTLINE OF PROPOSED CHILDCARE SERVICE 

  

  

  

  

  

  

  

  

  

  

  

  

  

PREMISES AND LOCATION 

DESCRIPTION 

LOCATION 
ADVANTAGES 

Costs 
ACCESS 

    
  DEVELOPMENT AND EXPANSION 

  

  MARKET RESEARCH 

  

  

  

  

  

  

  

  

  

  

  STAFFING PLAN 
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FINANCIAL INFORMATION 

  

  

ESTIMATED INVESTMENT (YEAR D 

  
PROPERTY 

  
RENOVATIONS 

  
FIXTURES AND FITTINGS 

  
EQUIPMENT 

  
SECURITY DEPOSITS 

  
TRANSPORT 

  
OTHER 

  
TOTAL 

  

  

  

  
BUSINESS 

  
PERSONAL 

  
OTHER 

  
TOTAL 

  ESTIMATED INCOME AND EXPENDITURE 

  INCOME 

  
CHILDREN’S FEES 

  
GRANTS/FUND-RAISING 

  
SOCIAL WELFARE 

  
OTHER 

  

  

TOTAL INCOME 

  EXPENDITURE 

  INSURANCE de SUBSCRIPTIONS 

  TELEPHONE 

  ELECTRICITY 

  CHILDREN'S REFRESHMENTS 

  MAINTAINENCE/CLEANING 

  Toys & CHILDREN'S MATERIALS 

  ADVERTISING 

  BANK CHARGES & LOAN 

  STAFF SALARY, Tax. PRSI 

  YOUR SALARY, Tax. PRSI 

  OTHER 

  TOTAL EXPENDITURE 

    TOTAL INCOME LESS TOTAL EXPENDITURE 
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CASH FLOW STATEMENT 

  

  

  

  

    
  

  SOURCES OF FUNDING (YEAR 1) 

  
SAVINGS/RESOURCES 

  

  

  

  

  

    
  

  

  

  

    
  

  

FINANCIAL DETAILS 

  

  

  

    
  

BANK NAME/ADDRESS 
PHONE: 

ACCOUNTANT NAME/ADDRESS 
PHONE: 

SOLICITOR NAMR/ADDRESS 
PHONE: 

Declaration 

The information, data and drawings embodied in this business plan are strictly confidential and are sup- plied on the understanding that they will be held confidentially and not disclosed to third parties with- out the prior written consent of 

PITA Pr recon rcornorrrcoronerrorrconunccrcarnorrorononss 

Signed Date: 
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Notes on Completion of Business Plan 

Personal Profile 
A separate personal profile for each partner will be required if working in a partnership. 

Education/ Training 
In the table, describe your education history after primary school and list any courses you attended. Describe other significant experience that could be useful for your childcare service. 

Motivation, Objectives, Goals 
Why do you want to start a childcare service? 

Personal Qualities 

List the special qualities you have which are important for your childcare service. 

Outline your proposed childcare service 
This should be a clear statement of what you propose to do and how you would propose to do it (refer to the type of service, number of hours and days it will operate, number of children you will care for etc.). Don’t just provide the features, list also the benefits. 

Premises and Location 
Describe the premises e.g. rented, own home, new building, purpose built ete. What is the rental or mortgage costs per month? 
Is there the possibility to expand? 
Describe the location and the environment e.g. in a rural area, housing estate, industrial estate, city or town centre etc, 
Explain the reasons for your choice of location. 
Are there future developments that will change the attractiveness of your location? How can your customers reach your childcare service e.g. by foot, car, bus ete. Is there car parking space? 

The Market Research and the marketing strategy of your business 
What market research did you undertake? 
Who are your customers or target group? 
Have you been in contact with your potential customers? 
What are their needs? 
Who are your competitors, where are they located and what do you offer which is different to their services? 
What are your strong and unique points compared to your competitors? What are your weak points compared to your competitors? 
What will you charge per child and what are your competitors charging? 
How did you calculate your fee? 
How will you promote or advertise your childcare service? 

Your Staffing Plan 
Number of full-time, part-time, students, volunteers and participation of parents. 
What are the qualifications and experience of your staff? 
Will your staff require training? If yes, describe, 

Your Finances 

Describe the investment you will have to make to start or to expand your childcare service. Your esti- mated investment (Year 1), your assets available as security, your estimated income and expenditure statement. 
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Cash Flow Statement 
You may also wish to include a brief statement re 
times when cash flow problems are likely to oc 

  

garding your anticipated cash flow situation e.g. identify 
cur and your strategy for dealing with them. 

Sources of Funds 
Indicate how you propose to fund your financial re 
Savings or Resources, Grants (specify), Other Sourc 
ber of years). 

Funding Required 

State amount of funding required and purpose of funding. 

quirements as follows: Amount of Own/Partner’s 
es (specify), Fund-raising, Bank Loan (specify num- 
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