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Day CARE AS A BUSINESS 

A day care service for which one has full responsibility is not an easy option. It 
requires a combination of sound business sense, the stamina to work long and 
irregular hours and the skills required of an employer, together with a respect for 

children. - 

Is it intended to start your day care service from scratch or to take over a going con- 
cern? Either way one needs to be certain that there is sufficient support for these 
plans. Assess the character of the local community very carefully as well as what 
parents are likely to be able to afford to pay. If the location being considered is 
densely populated with professional families with dual incomes, then it is probable 
that the area will be able to sustain several expensive private day care facilities. On 
the other hand, it can be dangerous to assume that because all the facilities already 
in existence appear to be booming there is room for one more. It may be that satu- 
ration point has already been reached. An initial business assessment questionnaire 
is provided below. 

INITIAL BUSINESS ASSESSMENT 

These are some of the questions you will need to consider: 

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 commence? 

What will you call your service? 

Will all costs be covered through fees paid by parents? 

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

Will you operate your childcare service in partnership with another person? 
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Have you got 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 vehicle, equipment? 

Is it financially viable? 

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

— Y — 
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How TO MEASURE DEMAND . 

It is very helpful to try to build up a picture of the area. Start with a map of the area. 
As information is acquired (e.g. other day care services, numbers of working par- 
ents) it can be marked on the map thus building up a profile of the area. Contact the 
following: 

-Existing day care services 

-Employers in the area 

-Potential users 

-Other statutory and voluntary organisations 

-Community groups 

-FAS 

-Area Partnership Boards 

EXISTING DAY CARE SERVICES 

Try to get a list of day care services for the area. Visit the services to assess the com- 
petition. Ask them what age range they cater for, what they charge, how full they 
are and what their waiting lists are like for children of different age groups. If pos- 
sible, contact a day care service user. They may be able to give some idea of the 
quality of service already provided. To find out what day care services are operating 
in the area, contact the National Children’s Nursery Association or consult the 
Golden Pages and community notice boards. 

EMPLOYERS IN THE AREA 

Consider contacting employers with the following aims: 

To find out if they offer parents with children support towards child care. 
This can range from parental leave to help with child care fees or provi- 
sion of workplace day care facilities. 
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To find out whether they think there would be a demand for a new day 
care service, by their employees, in the area. 

POTENTIAL USERS 

Potential users can be found in many ways. Use local networks to build up contacts, 
for example, ask the local public health nurses, the adult education establishments, 
community groups, employers etc. It will be very useful to have a list of set ques- 
tions. A short sample questionnaire is included at the end of this section (Appendix 
1.1). Contact as many other local and national organisations that may have infor- 
mation relevant to your intended work area. There may be a local directory of ser- 
vices available in your local library. Also consider other constraints and attributes 

© Location 

Is it possible to choose where to set up a day care service or is there a 
property already in mind? The research may help you choose a suitable 
property, if an existing one is not to be used. 

© Charges 

The carrying out of a business plan and costing of the operation of a day 
care service will provide an idea of the figure one needs to charge for the 
services offered. 

O Personnel 

Consider where qualified staff can be recruited. 

MEASURING DEMAND - EXERCISE 

The following short exercise is one way to check out if you have all the elements 
needed to be aware of potential demand for your service. 

-Do you know your potential customers? 

-Do you know the number of children or potential children who may wish to 
avail of your service? 

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

-Have your made enquiries into what type of day care service your customers 
need? | 
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-Have you a plan for adjusting your service as the children you cater for grow older? 

-How many others (if any) are providing day care 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? 

— Y — 
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Having gathered the information, one will have a better sense of whether there is a 
demand for a new day care service and whether such a service will be viable. A deci- 
sion now needs to be reached on the following issues: 

O Whether to go ahead? 

9 If proceeding, how quickly can one expect to attract clients? 

© How to cover costs until the planned capacity is reached? 

SELE PROFILE 

As already stated, establishing a day care service is not an easy option. Set out 
below are a series of questions that will assist you to consider whether or not you 
could proceed with your plan. 

SELF PROFILE QUESTIONNAIRE 

Do I have formal childcare training? 

Have | observed various types of childcare services? 

Have | discussed my ideas with others who already run childcare services? 

Do | have specific aims in setting up a childcare service? 

Do | aim to make money from my childcare service even if it takes several years 
to build up a satisfying income? 

Can | work towards goals and targets even if they are far in the future? 

Am | confident about making decisions? 

Am | aware of risks? 

Can | motivate people? 

 



  

Am | in good health? 

Am | good at organising my time? 

Am | good at organising other people's time? 

Have | experience in managing staff? 

Is job security important to me? 

Am | prepared to be flexible if this will benefit my childcare service? 

Can | take the initiative in situations but not always need to be in control? 

Can | cope under stress? 

Can | cope with children under stress? 

Can | cope with children in groups? 

Can | cope with parents under stress or in difficult situations? 

— & —— 
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MONEY MATTERS 

There are no short cuts here. Having established what type of day care service could 
be considered and how many children it is likely to take, one will have a good idea 
of the kind and size of premises needed and how many staff will be required. This 
will enable one to set out a financial plan. 

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 day 
care service, you will be in a better position to control your accounts. This will be 
useful particularly if you are running a small day care service and cannot afford to 
employ án accountant. 

Consider three essential elements of a financial plan: 

-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) 

The following sample plan, which you can complete as an exercise, will give you an 
estimate of the money you will require to set up. 
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INVESTMENT TO START Up 

Property - Mortgage repayments or rent 

Renovations - Painting, decorating, safety changes 

Fixtures, fittings & furniture - include all which 
will be specific to the day care service eg. if you have to 
buy cots, special lighting, childproof locks for doors and 
windows 

Deposits - this relates to security deposits that are 
returned to you at a later date eg. ESB, rent deposits 

Transport - if necessary for business 

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

Next consider the costs of running the business (Expenditure) 

— ee 
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EXPENDITURE - I YEAR 

Insurance 

Bank Loan (Investment for start-up) 

Telephone 

Electricity 

Administrative/Office costs 

Staffing 

Food 

Maintenance and cleaning costs 

Toys, play and art materials 

Miscellaneous (trips) 

£ (ESTIMATE) 
  

  

  

  

  

  
  

  

  

  

  

    
  

£ (ESTIMATE) 
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

    
  

  

  

  
 



    

Finally, consider the income you hope to generate through children’s fees. The fees 
you need to consider charging should be realistically set to cover all expenditure 
allowing for unforeseen expenses and fluctuation in numbers. Please note that in 
most businesses a two to three year lead-in is required and so you should consider 
this in relation to your initial investment. Your budget refers to your predicted 
expenditure and income. This exercise should assist you in determining whether or 
not your business is commercially viable. - - 

  
  

  
  

  

  

EXPENDITURE _ INCOME 

Expenses £ Children’s fees £ 

Total £ Total £         
  

  

e — q — 

There are many publications available giving advice on how to start a business. A 
representative sample is included at the end of this Chapter. FÁS and/or the Local 
Partnership Company also produce information on business plans and on business 
viability and development. Many banks and other financial institutions also offer a 
service to those considering the establishment of a new business. It is recommend- 
ed that a business plan is thoroughly researched. 

When you have produced a business plan then decide on how to obtain funding. 
There are several different financial avenues which can be explored in order to 
obtain funding or capital for a child care enterprise. The chosen route will be decid- 
ed largely by personal circumstances and the type of facility the money is for. It is 
worth considering all the options available - banks, building societies and credit 
unions. For more information on all aspects of setting up a business, the Business 
Library at the Central Library is a useful source of information. 
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"323 FURTHER READING 

Clarke, Madeleine & Hayes, Noirin 
Child Care in Ireland 

Gill & MacMillan, Dublin 1991 

Out on your own, the essential guide to starting a business 
Sunday Business Post, Dublin 1994 

McDermott, Seamus 

Setting up a Business, Grants and everything you need to know: A complete 
practical guide to setting up a business in Ireland and the EU 
Liffey Trust, Dublin 1994 

  

O’Kane, Brian 

Starting a business in Ireland 
Oak Tree Press, Duviin 1350 

  

3 USEFUL ÁDDRESSES 

Business Library Information Centre 
Central Library 
ILAC Centre Henry Street Dublin 1 
Telephone: (01)-8733996 

Area Development Management (ADM) 
Holbrook House Holles Street Dublin 2 
Telephone: (01)-6613611 
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APPENDIX 1.1 

SAMPLE QUESTIONNAIRE TO POTENTIAL USERS 

1. Are you thinking of returning to work? 

  

2. When? 

  

3. How old will your children be? 

  

4. Have you a job to return to? 

  

5. If yes, what is it? 

  

6. If no, what kind of job are you looking for eg. part-time or full-time, regular hours 

or shift hours? 

  

7. If you have a job, have you got child care arranged? 

  

8. If not, have you thought about what kind of child care you want eg. nursery, child 

minding? 

  

9. Where would you like your child looked after, at work or near home? 

  

10. How much are you willing/able to pay for child care? 

  

10 1 |  



    

CHAPTER 2 

WHAT DOES THE LAW Say? 

© CHILD Care AcT 1991 

@ EMPLOYERS AND THE LAW 

SELF EMPLOYMENT 

RECRUITING STAFF 

EMPLOYING STAFF 

INSURANCE 

@ FURTHER READING 

@ USEFUL ADDRESSES 

@ APPENDIX 2.1: SCHEDULE FOR HEALTH BOARD 

@ APPENDIX 2.1: ARTICLES 9, 10, 11 OF THE REGULATIONS 

fy
 

E  



    

WHAT Does THE Law Say? 

THE CHILD CARE Acr 1991 

When one is considering setting up a day care service, there is one vital piece of leg- 
islation to bear in mind - the Child Care Act 1991. The Child Care Act 1991 aims to 
provide a new legal framework regarding the under 18’s in Ireland including pre- - 
school provision. The Child Care (Pre-school Services) Regulations, 1996 came into 
operation on 31st December 1996. Part 7 of the Act ‘Supervision of Pre-school 
Services’ is the section of the Act relevant to day care. It defines pre-school child as 
“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 is defined as “any pre-school, playgroup, day 
nursery, creche, day care or other similar service which caters_for pre-school chil- 
dren, including those grant-aided hy health boards” (Section 49). 

Sections 49 to 58 of the Act, which relate to pre-school services, have now been 
implemented. Health boards, as the principal statutory agencies, have responsibili- 
ty for the regulation of day care facilities for pre-school children and for the provi- 
sion and support of such facilities. The Minister for Health has consulted with the 
Minister for Education and the Minister for the Environment and has signed the reg- 
ulations for the purpose of securing the health, safety and welfare and promoting 
the development of pre-school children attending pre-school services. 

Section 51 of the Act requires “a person carrying on a pre-school service to give 
notice to the relevant health board” and also “a person proposing to provide a pre- 
school service...to notify the relevant health board in the prescribed manner” 
(Articles 9 and 11 of Regulations apply). A copy of the relevant notice is included in 
Appendix 1. Part 3 of the Regulations (Articles 9, 10 and 11) which are concerned 
with notification to be given to the health board are contained in Appendix 2. 

The health board has responsibility for the enforcement and execution of the 
Regulations and in order to carry out the supervisory role “shall cause to be visited 
Jrom time to time, each pre-school service in its area” (Section 53) in order to ensure 
that the person providing a service is taking all reasonable measures to safeguard 
the health, safety and welfare of pre-school children attending the service. In addi- 
tion, an Explanatory Guide to Requirements and Procedures Jor Notification and 
Inspection was issued in January 1997. 

The Act also sets down penalties if the Regulations are breached. The courts may 
impose a fine or imprisonment or may order a service to be closed down. The Act 
provides for annual fees “towards the cost of inspections” which will be required to 
be paid to health boards by persons providing pre-school services. The fee has now 
been set at £50 for a full day care service for pre-school children (Article 31(1)(b) of 
the Regulations applies). 
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Certain services are exempted from the provisions of the Act, viz: 

(a) the care of one or more pre-school children undertaken by a relative 
of the child or children or the spouse of a 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 pre-school children of dif 
ferent families (other than that person's own such children) in that 
person’s home (Section 58). 

it is recommended that you get your own copy of the Regulations, the 
Explanatory Guide and also Part 7 of the Child Care Act 1991. They are 
available from Government Publications (address at end of this chapter}. 
The detail of the Regulations, where applicable, are included in the rele- 
vant chapters of this manual. 

EMPLOYERS AND THE Law 

SELF-EMPLOYMENT 

It is necessary to register either as a company or as selEeraployed. An employer 
must register with the iccal tax office for payment of iax for emplovees. This auto- 
“maficaily registers one as self-employed and establishes PRSI status. Contact the 
local tax office, 

EMPLOYING STAFF 

It is necessary to provide each employee with a letter of contract in duplicate, one 
copy for empicyee and one (signed by employee) for employer's records. This should 
state all relevant details regarding probation period, holidays, sick leave arrange- 
ments and hours of.work, location and salary and length of termination notice. 
Staff are entitled to receive information on grievance and discipline procedures. If 
the contract is for a certain period i.e. six months, this should be stated and the 
appropriate dates inserted. The employer should request referees from the employ- 
ee for reference purposes. Up-to-date legislation on terms of employment, unfair 
dismissal, holidays, maternity ieave, redundancy and other relevant matters, can be 
obtained from the Department of Enterprise and Employment. Recent legislation 
changes include stipulations concerning the standard working week, annual leave 
and meal break times. It is in your interest to be familiar with the details of this. 

INSURANCE 

It is essential to be covered by insurance in case accidents should occur and to ful- 
fill employer's obligations (Article 30 of the Regulations applies). 
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PUBLIC LIABILITY INSURANCE 

This relates to any claims for accidents occurring to children and members of the 
public, or accidental damage to property arising out of, or in connection with, group 
activities. The day care service owner is also advised to take out adequate insurance 
cover for damage to or theft of equipment. 

The details of insurance cover should be read carefully. Most businesses place 
restrictions on the numbers of children in relation to staff and especially on the 
number of children to staff with respect to outings. A list of some of the companies 
providing direct insurance for day care services is provided in the Further Reading 
and Useful Addresses section at the end of this chapter. 

     



    

    

WS FURTHER READING 

Child Care Act, 1991, Part VII, Supervision of Pre-school Services 
The Stationery Office, Dublin, 1991. 

Child Care (Pre-school Services) Regulations, 1996, 
Department of Health, Dublin, 1996. 

Explanatory Guide to Requirements and Procedures for Notification and 
Inspection 
Department of Health, Dublin, 1997. 

  

i USEFUL ÁDDRESSES 

Alan B Kidd and Company Limited 
7 Palmerston Villas Rathmines Dublin 6 

Tel: (01) 4975465 

Church and General Insurance PLC 
Burlington House Burlington Road Dublin 4 
Tel: (01) 7023000 

Government Publications Sales Office 

Sun Alliance House Molesworth Street Dublin 2 

Tel: (01) 6613111 

National Children’s Nursery Association (NCNA) 
Carmichael House North Brunswick Street Dublin 7 

Tel: (01) 8722053 
Operates a group insurance scheme. 

Sun Alliance Ireland 

13 Dawson Street Dublin 2 

Tel: (01) 6771851 
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APPENDIX 2.1 

This schedule which follows can be used to notify the local health board of your 
intention to commence a pre-school service. However, check if your local health 
board has devised its own form of notification. 
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SCHEDULE 

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

L. of. … Hereby give notice to the 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 

PERSONAL DETAILS 

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

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

Name: 
  

  

Previous Name(s): 

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: 
  

  

  

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.: 

(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: 
  

3. Information to be given about the person carrying on the pre-school service (as in 1 or 2(b) as 
appropriate). 

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

Qualification: 
  

Name of Organisation: 
  

 



    

Address of Registered Office of Organisation: 

  

(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 A _ 

Child Minding _ A 

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 require- 
ments relating to fire safety have been complied with. 

6. Declaration 

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

Signed: 
  

Date: 
  

 



    

APPENDIX 2.2 

ARTICLES 9, 10 AND 11 OF THE REGULATIONS 

9. (1) 

(2) 

10. (1) 

(2) 

11. (1) 

(2) 

A person carrying on a pre-school service on the commencement of these 
Regulations shall, no later than six months from the date of such com- 
mencement, give notice in writing together with the required fee to the rel- 
evant 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 con- 
tained 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 pre-school 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 pro- 
poses 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-article (1) of this article shall be in the form set out in 
the Schedule to these Regulations or in a form to the life effect which shall 
contain all the particulars specified in that form. 

20 |



CHAPTER 3 

GETTING PERMISSION TO START UP 

@ OBTAINING PLANNING PERMISSION 

@ FIRE OFFICER APPROVAL 

@ HEAITH BOARD 

© FURTHER READING 

@ UsEFUL ADDRESSES 

  

@ APPENDIX 3.1: NOTIFICATION AND INSPECTION 

PROCEDURES 

  
E 

3 E 

% 
a 

E 
$ 

, 2 

y 
1 } 

É



    

GETTING PERMISSION TO START UP 

OBTAINING PLANNING PERMISSION 

Before looking for a suitable property for a day care service, it is advisable to estab- 
lish what the requirements are before planning permission can be granted. Patience 
is required when it comes to planning permission. Tales of prospective centre own- 
ers having to apply two or three times are far from uncommon. In relation to plan- 
ning permission in Ireland, the Local Government Planning and Development Acts 
1963 and Planning and Development Acts 1976 and the Regulations made under 
those Acts apply. 

The following points regarding planning permission should be considered: 

© Planning permission is necessary if there are external alterations to 
the building. 

© Planning permission is required for change in use of premises. 

© The Planning Officer is principally concerned with the exterior of the 
building and also ensures that the proposed use of the building com- 
plies with the existing zoning of the area. Contact the Local Authority 
Planning Office for information on zoning. 

© Every planning application is different and is considered individually 
on its merits. 

© Contact the Planning Officer for the area concerned and he/she will be 
able to provide guidelines concerning a specific area/ road. 

© It is also necessary to apply for a Fire Certificate (takes 14 weeks). 

© The actual planning process takes a minimum of two months. It will 
take longer if an appeal is involved. 

© There is a fee when applying for planning. 

© Remember, also included in the planning process are the Fire Officer 
and the Environmental Health Officer. 

FIRE OFFICER APPROVAL 

The Fire Officer's objectives in looking at plans would be concerned with the early 
detection and containment of a fire and the provision of safe and quick exits. 

© Planning permission is usually granted subject to approval by the Fire 
Officer. 
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© The onus is on the applicant to seek approval of the Fire Officer. 

© Adequate arrangements must be in place for extinguishing fires and a 

record must be kept of the number, type and maintenance record of fire 
fighting equipment in the premises.(Articles 16.(1)(b) and 27.(1)(a) 
and (b) of the Regulations apply). 

© A notice of the procedures to be followed in the event of fire must be 

prominently displayed. 

© Strategically placed smoke alarms are a good method of detection. 

However, more elaborate methods may be necessary if more than one 
floor of the building is used. 

© Ways of containing a fire should be marked eg. fire doors and be 

known to staff and children. 

  

© There should be an adequate number of external exits in the day care 
centre and these must be clearly marked and known to staff and chil- 
dren. 

© Consider how quickly children and staff could be evacuated in case of 

fire. How many nearby exits are there?This is particularly important if 
there are babies/children asleep. 

© Where a day care centre is being run in part of a building that is used 

for different purposes the activities in the rest of the building will be 
taken into consideration. 

© An adequate warning system must be in place in the event of a fire. 

It is worth bearing in mind that if there is a complaint by a user of the day care cen- 
tre regarding fire safety, a Fire Officer has the authority to enter any building and, 
if he is not satisfied that his instructions have been complied with, then he has the 
power to close the place down. The following guidelines are important in relation to 
fire safety: 

  

A notice of the procedures to be followed in the event of fire must be dis- 
played in a conspicuous position in the premises. (Article 16.(3) of the 
Regulations applies). 

Keep a written record of fire drills and the number, type and maintenance 
record of fire fighting equipment in the premises. (Articles 16.(1)(a) and 
(b) of the Regulations apply). 

Make sure that flammable materials are not stored in areas of high risk 
eg. boiler house, attic, near electrical fuse boards. 
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When buying soft furnishings, make sure that they comply with the fire 
safety levels and have low levels of toxicity when on fire (Article 27.(1)(c) 
of the Regulations applies). 

Special occasions bring special risks (flammable decorations, wrappings 
and party dresses at Christmas or other festive occasions). 

Ensure that there are adequate fireguards for all fires and heaters and 
that they are always in place. 

All heat emitting surfaces must be protected by a fixed guard or thermo- 
Statically controlled to ensure safe surface temperatures (Article 
27.(1)(d) of the Regulations applies). The Environmental Health 
Standards for Full Time Pre-School Services recommend that the surface 
temperature not exceed 50°C. 

A member of staff should be responsible for ensuring that all electrical 
appliances should be switched off and disconnected from the mains each 
evening. 

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. In particular, there is a Code of Practice for the Management of Fire Safety in 
Places of Assembly which deals with management issues, fire prevention, staff 
training, fire and evacuation drills, fire protection equipment and record keeping. 
While this and other codes do not specifically deal with child care premises, they do 
cover the broad principles of fire safety and are therefore relevant to the manage- 
ment of child care premises. 

HEALTH BOARD 

To comply with the Regulations on pre-school services, anyone intending to carry 
on a pre-school service must notify their local Health Board; contact details are 
available in the green-bordered pages of the local telephone directory (Article 11.(1) 
of the Regulations applies). It is necessary to do so at least 28 days before the ser- 
vice commences. The required fee should be included. The fee is set out in the cur- 
rent Regulations (Article 31 of the Regulations applies). Included at the end of 
Chapter 2 is the schedule to the Regulations which contains all the details you need 
to supply to the Health Board. 

Article 29 of the Regulations states that “a person carrying on a pre-school service 
shall furnish the relevant health board with such information as the board may rea- 
sonably 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”. The 
Health Board can fix the maximum number of pre-school children that can be 
catered for in the service. You can ask for that decision to be reviewed. (Article 12 
of the Regulations applies). 
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Appendix 3.1 reproduces the appropriate sections in relation to Notification and 
Inspection Procedures from the Explanatory Guide issued by the Department of 
Health. This very important section outlines the steps that follow on from the time 
notification is given to the health board and importantly outlines how the health 
board will proceed from receipt of that notification. 
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Neal FURTHER READING 

Environmental Health Standards for Full-time Pre-School Services 
Environmental Health Officers’ Association, Markievicz House, Sligo, 1996 

Local Government (Planning and Development Acts 1963 to 1976) 
The Stationery Office, Dublin, 1963, 1976 

The Fire Services Act, 1981, and Related Codes of Practice for Safety 
The Stationery Office, 1981 

  

2 USEEUL ADDRESSES 

Environmental Protection Agency 
St Martin’s House Waterloo Road Dublin 4 

Tel: (01) 6602511 

Department of the Environment 
Custom House Dublin 1 
Tel: (01) 6793377   
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APPENDIX 3.1 

SECTION B — NOTIFICATION AND INSPECTION PROCEDURES 

(Reproduced from the Explanatory Guide to Requirements and Procedures for 

Notification and Inspection). - 

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 heath 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 ser- 

vices for which they receive a notification. Section 55(2) makes provision for the 

boards, through the District Court, to inspect a pre-school service in the absence of 

notification. Any person carrying out this inspection duty is required to carry a wat- 

rant authorising him/her to undertake this task (S.54(5)). 

Purpose of Inspection 

Inspection is designed to ensure the health, safety and welfare of children in the 

promotion of their development. It also is to ensure compliance with statutory 

requirements. To this end the inspectors will consider: 
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-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, cleanli- 
ness, ventilation and repair and maintenance; 

-the suitability of the person providing the services; 

-the availability and suitabiliny of toys and equipment. 

In the case of childminding, the inspection should also pay due regard to the stam- 
dard of comfort and homeliness available to the children. The premises shoulda 
demonstrate that children are encouraged to play aad have freedom within and out- 

side the home. 

Outcome of Inspection 

Where a pre-school provider and/or her premises do not meet the requirements of 
the Caild Care Act and associated regulations details of the deficiencies will be out- 
lined in writing and she will be given a specific period of time within which to make 
specific improvements (provided such a delay would net adversely effect the welfare 
of childrens. A further iaspection will be made after that date 

The nealth board can bring breaches of the regulations to the attentic so the 
District Court under Section 5.7(>) of the Act. Offences under Part Vil of th Child 

- 

Care Act, 1991 are outlined under Section 57 of che 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 noti- 

fication and thereafter once a year from that date. Where, towever, there are con- 
cems the healt: board should arrange a more structured and frequent visiting pat- 
tern to moniter the safety and well-being of children. _ 

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

Information for Parents 

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. 
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It is hoped that the inspection process will enhance the status of pre-schcol provi- 

sion 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 notifica- 

tion by existing pre-school providers to health boards. An information campaign 

will take place to increase the awareness of parents and providers cf the introduc- 

tion of the Regulations. 

At present health boards do not have accurate information on the number of pre- 

school services in their area which wili come under the reguiations. 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 heaith boards 

will have a two year period to complete the first inspection of pre-school services. 

On this basis ail pre-school services should be inspected by mid 1999. Inspections 

will take place annuaily thereafter.  
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PREMISES AND EQUIPMENT 

TYPE OF PREMISES 

Each day care service is different and this is partly due to the individual constraints 

of the building. The size, number of floors and number of rooms will determine 

what service can be offered, the numbers and ages of the children that can be 

catered for and ultimately how many staff are required. There are two main types 

of day care premises: adapted and purpose built premises. Although the ideal would 

be a purpose built one, this is the exception with most nurseries operating out of 

converted buildings. The funds available to convert a building may be limited so the 

building should be basically suitable for conversion. If the premises is unsuitable, 

it will be extremely difficult to manage. The following general requirements should 

be taken into account when evaluating the suitability of a premises. 

GENERAL REQUIREMENTS 

-The day care service should be situated where car parking is adjacent to 

enable children to be safely transported from the car to the day care ser- 

vice. There must be at least the opportunity for cars to stop directly out- 

side the centre without causing a traffic hazard. 

-Accommodation should preferably be on ground floor level as this 

allows for easier evacuation in case of emergency. This, however, is not 

always possible with converted buildings. If more than one floor is in 

use, younger children should be facilitated on the ground floor. 

-If the day care service is not on ground floor level, one must ensure that 

the premises (in accordance with fire safety regulations and the regula- 

tions) can be speedily evacuated taking into account the numbers of 

children and staff. 

-The building should be structurally safe and in good repair and suitable 

for the purposes of providing a pre-school service (Article 18.(a) of the 

Regulations applies). 

-It is vital that the day care service is adequate in size to accommodate 

a range of activities for children and also have the space to store equip- 

ment and toys.(Article 18.(b) of the Regulations applies). 

-The premises and fittings must be kept in a proper state of repair. They 

must be clean, hygienic and protected from infestation.(Article 18.(c) of 

the Regulations applies). 

-The following clear floor area per child is recommended in the 

Explanatory Guide to the Regulations. 
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Age Floor Area 

0-2 | 3.70 square metres 

2-3 2.80 square metres 

3-6 2:32 square metres         
The explanatory guide describes clear floor space as “that area available 

Jor children’s play and movement and should not include furniture or per- 

manent fixtures”. Ideally, this should be separate from sleeping, access, 

kitchen and ancillary areas. 

-Ample storage space is essential for storing equipment, bags, toys and 

prams. When considering storage space a good rule is to think of a gen- 

erous amount and double it.(Article 25.(c) of the Regulations applies). 

Storage facilities must also be provided for unsafe, toxic, dangerous or 

hazardous materials, substances or equipment.(Article 25(b) of the 

Regulations applies). 

-An open plan arrangement is not suitable for a day care situation. Each 

child needs a home base where he or she feels secure. 

Good Practice suggests that all centres should have outdoor playspace or access to 

outdoor play.(Article 28.(b) of the Regulations applies). The National Children’s 

Bureau recommends 75 square feet per child. If this is not possible, there should be 

sufficient space for one half of the children to play outside at the same time. Part of 

this outdoor play area should consist of a suitable all weather surface wherever pos- 

sible. Article 27.(1)(e) of the Regulations states that any garden or external play 

area should be fenced and secured so that children cannot leave unsupervised and 

to ensure that there is not unauthorised access. Ponds, pits and other hazards in the 

garden must be fenced.(Article 27.(1)(f) of the Regulations applies). 

Article 28.(a) of the Regulations requires that adequate and suitable facilities for a 

pre-school child to rest during the day be provided. According to good practice, it is 

recommended that the smaller children under two be provided with sleeping facili- 

ties in a quieter part of the building and this is contained in the explanatory guide 

to the Regulations. 

-Good spacing between cots will avoid children disturbing one another, 

for example, by pulling blankets. Be aware of the need for staff supervi- 

sion of sleeping children and of the need for unhindered access to each 

child. 

-There may also need to be a rest time for older children. It is unsafe to 

leave older children with babies. For these older children floor mattress- 

es can be used and then stored away. 
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-An office and a staff room are desirable. The office, if large enough, 

could double up for staff meetings. -The kitchen/cooking area must be 

inaccessible to children without supervision. 

Article 22 requires that adequate and suitable sanitary facilities are provided. Good 

practice recommends the following: 

  

  

No. of Persons Water Closets Wash-hand basins 

For every 10 children 1 1 

For every 8 adults 1 1           
and these ratios are recommended in the Explanatory Guide. 

The following are the recommended facilities from the Explanatory Guide to the 

Regulations. 

-adequate, suitable and hygienic nappy changing facilities 

-separate toilet facilities for adults where necessary 

-adequate supply of wash-harid basins with running hot and cold water, 

soap and hand drying facilities. These should be at or near the sanitary 

accommodation and nappy changing area 

-the sanitary accommodation must have suitable and adequate means of 

ventilation to the external air 

-suitable and efficient means of drainage and sewage must be provided 

to the premises. (Article 23 of the Regulations applies). 

-adequate and suitable facilities for the safe and hygienic storage and 

disposal of soiled nappies. -Good Practice recommends that toilets and 

wash-hand basins should be suitable for under 6’s. Step-ups will be 

required if low bowis are not available. Potties should be provided and 

should be individual to each child and, while not in use, be stored out 

of reach of children. 

-The toilets and changing areas should not communicate directly with 

any occupied or food room and this is recommended in the explanatory 

guide to the Regulations. 

LIGHT 

Article 21 of the Regulations requires that suitable and adequate lighting is provided in 

the premises. Good lighting is essential and preferably rooms should have natural light. 
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HEAT 

The Regulations state that the premises should be adequately heated while it is 

occupied by the pre-school children. In addition, no heating system that is liable to 

emit offensive or harmful gases, fumes or odours is permitted. (Article 19.(a)(b) of 

the Regulations applies). 

Doors AND WINDOWS 

All doors and windows should be fitted with approved child proof safety catches. 

Low level windows, glass panels and patio doors should be safe — laminated glass 

is advised. Windows at or above first floor level should be fitted with restricted 

opening safety devices. 

VENTILATION 

Article 20 of the Regulations requires that suitable and adequate means of ventila- 

tion be provided in the premises. Ideally, occupied areas should be ventilated to the 

external air directly or by a suitable and adequate means of mechanical ventilation 

and this is recommended in the guidelines. 

SMOKING 

There should be clear guidelines to staff and parents on issues such as smoking and 

this should not be allowed where children are cared for Smoking must be prohibited 

in all food rooms. 

WATER SUPPLY 

All drinking water supply points should be connected directly to a public or private 

water supply via a rising main. All drinking water should comply with requirements 

of the Regulations with regard to the provision of water intended for human con- 

sumption. Where a private water supply is used, evidence of potability should be 

supplied to the local Environmental Health Officer (check with the Local Authority). 

SUGGESTED INTERNAL ACCOMMODATION 

1. Entrance Hall 

2. Office and separate staff room if possible 

3. Kitchen 

4. Children’s Playroom (number of playrooms is determined by age and 

number of children) 

 



  

em, 

5. Children’s sleeping accommodation 

6. Laundry area 

7. Children’s toilets/Cloakrooms 

8. Staff toilet/Cloakrooms 

9. Outside play area 

SUGGESTED EQUIPMENT — BASED ON REGULATIONS AND BEST PRACTICES 

1. Entrance Hall 

-Notice board to display. day care centre rules, policy siatements. Certificate 

-of Inspection and any other- information. useful to parents including á 

natice df the procedures to be followed in the event ofa fire (Asticle 16.(3) 

‘of the Regulatiotis applies). " 

Storage for prams and buggies. These can prove hazardous if left in 

halis. 

-Individual personalised coat hooks. 

«ASÍ LEIVE, 

Phone. 

-Locked storage cabinet for safe keeping of records. 

3. Kitchen 

Article .26.(2)(a) requires that where food is cousumed cn the premises by a pre- 

school child, adequate and suitable facilities for the storage, preparation and cock- 

ing of food and adequate and suitable eating utensils, hand washing, wash-up and 

sterilising facilities be provided. The explanatory guide to the Regulations indicates 

that if food is supplied by the person carrying on the pre-school service, it must be 

prepared on the premises or purchased from a supplier whose premises is registered 

with the relevant health board. 

The table overleaf outlines the requirements for the kitchen as dictated by standards 

of good practice: 

 



  

  

  

No. of Children Floor Space 

(excluding babies) 

Up to 10 children Minimum of 9.5m? (100sq ft approx) 

11 to 20 children Minimum of 9.5-14m? (100-150sgq ft) 

21 to 30 children Minimum of 14-18m? (150-200sq ft) 

31 to 40 children Minimum of 18-21m? (200-230sq ft)       
  

-A two compartment refrigerator sufficiently large to ensure separate 

storage of raw and cooked meat. Temperature should be monitored and 

it should be 1°C to 3°C. | 

-Double oven cooker. 

om, -Double sink with separate bowls for washing and rinsing dishes, cutlery, 

} pots and pans. A dishwasher is preferable for hygiene reasons. 

  

- -Separate wash hand basin must be provided for staff hand washing. 

-Locked provision store that is cool and ventilated. 

-Separate area for vegetable storage. 

-Separate area for preparation of vegetables to prevent cross contamination. 

-No food items should be stored on the ftoor. 

-All surfaces should be smooth, durable and easily cleaned. 

-The siting of the kitchen should be~ carefully chosen. Consult the 

Environmental Health Officer. 

-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. 

  

-Safety covers should be placed on all electrical sockets. 

-Hot water should be thermostatically controlled. 

4. Children’s Playrooms 

Babies 

-Safe, steady, relaxing chairs for babies 

-Comfortable seats for staff to feed babies 

-Appropriate storage for personal belongings 

‘a | -Sterilising vessel for soothers and mouthing toys 
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-Range of appropriate mobiles and toys 

-Soft area for babies who are starting to crawl. 

Toddlers 

-Safe layout of all furniture and equipment is especially essential for this 
stage. All electrical sockets should be covered. Be especially careful of 
sharp corners. 

-Toys that encourage development and exploration. 

-Stacking and resting toys and large soft blocks. 

-Cloth and cardboard books. 

-Sing along activities and musical instruments. 

-Push and pull toys. 

-Ride-on toys - steady and safe. 

-Twist.om/off toys. 

-Shape sorters and posting boxes. 

-Wooden inset jigsaws, large pieces with knobs. 

-Large chunky crayons and paper. 

-Construction toys. 

Pre-school Stage 

-Montessori equipment if required. 

-Art activities, paint, crayons, collage. 

-Wide selection of books in a quiet corner. 

-Toys to develop imaginative play and sound interaction, eg. home cor- 
ner, phones, puppets. 

-Table top toys for example jigsaws, threading buttons. 

-Musical toys and instruments. 

-Sand and water play area. 

-Nature activities. 

-Playdough, rollers and cutters. 
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r N 
GROUP WORK ORGANISATION 

This is a suggested method of organising a group room for mixed or older age 

groups. Organisation of the room needs careful attention to avoid a noisy, rest- 

less atmosphere. Well equipped and looked-after activity areas help children to 

become really involved in their play. Once you find a satisfactory arrangement, 

it is an idea to keep activities in the same place. This helps the child feel secure 

and competent because they know where to find and return toys. Consider the 

following area - (There may not be space for all to be in permanent fixed posi- 

tions). 

* Quiet comer - a quiet enclosed comfortable space for resting, day- 

dreaming or looking at books, magazines, pictures or collections 

of postcards. 

* Imaginative and make believe play (‘Home Corner’). Try to use real 

life equipment. 

# Table Play - this is suitable for small group activities and small 

scale manipulative play such as peg boards, jigsaws, threading, 

sorting toys, etc. 

# Floor Play - a flat area for building block towers, using construction 

materials, playing with cars and garages or farm and zoo animals. 

* Painting - consider a two-sided easel. Plastic may be put under it to 

limit spills. It’s a good idea to hang aprons within children’s reach. 

Paintings can be hung to dry on plastic clothes drier with pegs. 

* Sand Play - sand in a coverable, low container can be placed on 

waterproof sheet if there is no ‘wet’ area. Use buckets, spades, 

scoops and flower pots. 

A Water Play - keep aprons nearby. Play items include: funnels, cups, 

wash-up bottles, plastic bottles, corks etc.     
5. SLEEPING ACCOMMODATION 

-Safe cots with individual bed clothes 

-Appropriate storage for bed clothes. 

-Range of mobiles and activity centres attached securely to cots at a safe 

level. 
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6. LAUNDRY AREA (NOT IN KITCHEN) 

-Automatic washing machine 

-Tumble dryer 

-Ironing facilities 

-Work top 

-Safe storage area for washing powders, etc. This should be kept locked. 

7. CHILDREN’S TOILET FACILITIES 

The need for supervision should be taken into account when planning the position 

of the toilets. Provision should be as follows:- 

a) For each group of younger children (0 up to 2 years): 

1 low level toilet 

1 rack for children’s potties 

1 bath which may be portable 

A paper towel dispenser/fixtures for individual towels and flannels 

1 wash hand basin for staff 

Changing area for babies which should preferably incorporate a unit with 

wash hand basin and storage space. This should ideally be separate from 

all other rooms. The nappy changing unit should be easily cleaned with 

a smooth surface and a raised edge to prevent accidents. Soiled nappies 

should be stored in a leak proof and sealable container. 

b) For each group of 10 older children (2 years and over): 

1 low level toilet 

1 low level wash hand basin 

A paper towel dispenser/fixtures for individual towels and flannels 

Provision for storage of individual toothbrushes 

1 wash hand basin for staff 

39 

 



  

8. STAFF TOILETS 

-Toilets and wash hand basins 

-Automatic hand dryer 

-Storage 

-Disposal bin 

Please note that the explanatory guide to the Regulations recommends 

that separate toilets be provided for adults other than those used by the 

children. : 

9. OUTDOOR PLAY ÁREA 

  

-Part of this outdoor play area should consist of a suitable all-weather 

surface. 

-Cordoned-off beds to grow flowers and vegetables. 

-A messy area for sand and water play. 

-A covered sand pit with washed sand only. 

-Area to ride tricycles, bicycles. 

-Safe climbing apparatus. 

-Slides and swings securely fixed on grass or commercially bought safe 

soft material. 

-A play house. 

The explanatory guide to the Regulations recommends the following: 

-The outdoor area should be securely and safely fenced off to ensure chil- 

dren cannot get onto roads or streets without adult supervision and that 

no one can enter the play area without the staff being aware. 

-All ponds, pits and other hazards should be fenced off. 
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NS FURTHER READING 

Criteria for Play Equipment 
Community Playthings, London, 1990 

Environmental Health Standards for Full-time Pre-School Services 
Environmental Health Officers’ Association, Sligo, 1996 

Finch, Sue & Stone, Judith | 
Setting Up A Day Nursery: A step by step guide 
Volcuf, London 1993 

Hubberstey, Sue (ed) 
Nursery Equipment 
Nursery World, London, 1994 

Canavan, Angeia, Gibbons, Norah 
Time Together Series: Sound & Music, Arts & Crafts, Books & Stories, 

Games & Activities 
Barnardo's and Fingal Public Libraries, Dublin, 1996 

Choosing Toys: A Guide to Choosing Toys 
Bamardo's, 1995 

   ae USEFUL ADDRESSES 

Little Tikes Company Limited 
Clonshaugh Industrial Estate Dublin 17 
Tel: (01) 8484250 

List of country wide stockists available on request 

Mabbotcraft 
43 Gardiner Lane Dublin 1 
Tel: (01) 8728710 
Large play equipment including tables and chairs. (Mabbotcraft is a training - 
workshop in Dublin's inner city which explores job creation. It is jointly sponsored 
by the Department of Education, Inner City Group and St Vincent’s Trust). 

Madden Interiors 
6 Carberry Road Drumcondra Dublin 9 
Tel: (01) 8376135 

(Supplies flip flop puzzle mats). 

Michael McAuliffe - Eureka 
45 Willington Crescent Templeogue Dublin 12 
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Tel: (01) 4514885 (evenings only) 

Makes goods - phone for price list/details. 

Nimble Fingers Equipment Limited 

Stillorgan Co Dublin 
Tel: (01) 2880788 

Rehab Equipment Limited 
Glencap Cottage Kilmacanogue Co Wicklow 

Tel: (01) 2868734 

Agent for Community Playthings, Hestiar Hope Limited 

Step by Step 
Unit 4 Brenel Way Thornbury Industrial Estate Thornbury Bristol BS1 22 NR 

Tel: 00 44 1454 320200 

  

Tallaght Woodcraft 

47 Bancroft Park Tallaght Dublin 24 

Tel: (01) 4516610 
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STAEFING: RECRUITING WITH CONFIDENCE 

While the right premises will create a good first impression, good quality staff are 

essential if a day care service is to respond to the needs of children and their par- 

ents. Article 7 of the Regulations states that a person carrying on a pre-school ser- 

vice shall ensure that a sufficient number of competent adults are with the pre- 

school children in the service at all times. A competent adult is described in the 

explanatory guide as “a person who has appropriate experience in caring for chil- 

dren under six years of age and/or who has an appropriate qualification in child 

care and is a suitable person to care for children”. It is important, therefore, to 

decide exactly how many staff are required and the necessary qualifications and 

salary scales, before planning an advertisement. It is essential to have clear objec- 

tives in terms of job description and personal qualities. Start out with a list the 

essential requirements, qualifications and experience which the person must have 

and supplement this with a list of preferable criteria. A sample job description 

(Appendix 1) and personal qualities list (Appendix 2) are included at the end of this 

section. A list of recognised qualifications is also included (Appendix 3). 

ADVERTISING 

Having established what is required from a prospective employee, the next move is 

to choose the best place to advertise, taking the allocated budget into account. 

Having an application form to standardise responses helps an employer select 

appropriate candidates for interview. However, making sure that candidates are 

asked to send a C.V. and application letter and ticking off their attributes against the 

‘essential’ and ‘preferable’ lists should help to compile a short list. Advertising can 

be done through the national or local newspapers. Contacting the child care colleges 

can also prove helpful. 

INTERVIEWING 

It is recommended that at least two people conduct the interview. Questions should 

be of an open nature, so that the interviewee can detail their knowledge and expe- 

rience and are not confined to giving a ‘yes’ or ‘no’ answer. Try questions like “Tell 

us how you went about...?” or “How would you approach...?”. 

For each question, it would be helpful to note the rating of the answer by each inter- 

viewee. Questions should be chosen to help to elicit the candidates knowledge and 

experience of working with children. Use the job description and person specifica- 

tion to decide on questions. Giving the interviewee some form of practical test to 

assess their suitability can also help in assessing the person's actual abilities. For 

instance, if the day care service is keen on developing arts and crafts, why not ask 

each candidate to devise ten things to do with scrap materials? What follows is a 

ten-point checklist for those involved in interviewing staff. 
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SALARIES 

There is not a nationally recognised salary scale for day care workers and salaries 

vary greatly from service to service. It is recommended to pay as much as can be 

afforded as this helps staff to feel valued. Some day care services pay on the Day 

Nursery Scale as outlined below. Please note that all salary scales are reviewed reg- 

  

ularly. 

Nursery Supervisor Scale Nursery Assistant Scale 

£ p.w. £ p.w. 

199.77 161.21 

204.38 164.75 

209.02 168.33 

213.68 172.00 

218.37 176.22 

222.98 179.46 

227.56 183.21 

232.40 187.02 

237.05 191.05 

241.76 194.81 

As at 1st June 1996 (currently under review). 
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e 
= FURTHER READING 

Clarke, Jane 

A Guide to Good Employment Practice in the Community & Voluntary Sector 

Combat Poverty Agency, Dublin 1995 

Employment Legislation Information 

available from the Department of Enterprise and Employment, 

Davitt House, 65a Adelaide Road, Dublin 2 
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THE TEN-POINT CHECKLIST 

|. Has the purpose of the interview been defined? 

2. Has the candidate’s application form been studied thoroughly? 

3. Have the main questions and their order been decided, i.e. has an interview 

strategy been formulated? 

4. Are most of the questions open questions, preferably beginning with one of 

the following: why? when? who? where? or how? 

5. Does the waiting room look comfortable and relaxing and is there some liter- 

ature available for the candidate to read? 

6. Have the chairs and table(s) been arranged in the interview room to motivate 

the candidate? 

7. Is the room free of distractions, i.e. no noise or glare? 

8. Has it been ensured that there will be no interruptions during the interview? 

9. Is the candidate’s application form or C.V. at hand as well as a note pad to 

allow notes to be made? 

10. Do the interviewers know how to pronounce the candidate’s name? 

REFERENCES 

Perhaps the most important area to be conscientious about is checking references. 

Written references should be followed with a phone call to the referee to establish 

that they are bona fide. Carefully consider what questions should be put to the ref- 

eree particularly in relation to the candidate's safety in relation to child care work. 

At present, it is possible to request a Garda check from the Garda station where the 

applicant resides but it will only apply to the Garda station where the person 

resides. The written consent of the applicant is necessary. 

CONTRACTS 

The law requires that each member of staff receives a written contract. It is sensi- 

ble to recruit staff for a probationary period before making the position permanent. 

This should be evident in the contract. A sample contract is included at the end of 

this section (Appendix 4). 
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f APPENDIX 5.1 

SAMPLE JOB DESCRIPTION 

Position: Day Care Worker 

Location: 

Responsible to: 

The work of the nursery is, by its nature, flexible and likely to change. The job 

description will be reviewed regularly. 

Duties include: 

-To create a positive approach to children so that each child is encour- 

aged to develop confidence and self-esteem. 

  

To set up and maintain a safe and hygienic environment. 

-To set simple clear limits for children that are consistently followed and 

so encourage a positive rather than a negative approach to discipline. To 

be vigilant on any areas of concern - seeking advice where appropriate. 

-To liaise with parents who are the prime carers of the children and 

ensure they are always welcome in the day care centre. 

-To keep records as required by the regulations. 

-To plan, review and monitor activities and programmes appropriate to 

individual and group needs of children. 

-To administer first-aid. 

  

-To attend and participate in meetings and training. 

 



  

APPENDIX 5.2 

SAMPLE PERSONAL QUALITIES 

A good day care worker should: 

© respect children and enjoy being with them 

© have abilities and skills to share with children 

© be able to deal with children in a sympathetic manner 

© be able to handle children’s social, emotional, cognitive and physical 

development in a professional manner 

@ be able to follow policies and procedures as laid down 

  

© be able to communicate well 

© be able to empathise with parents 

© be able to work as part of a team 

@ be observant and able to assess children’s activities and behaviour 
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APPENDIX 5.3 

RECOGNISED QUALIFICATIONS 

There are many child care courses available. It is vital that the candidate's qualifi- 

cations are checked carefully. It is recommended that the qualification is validated 

by an external body. What follows is a list of some of the most generally recognised 

courses. For information on other courses, contact Barnardo's National Children’s 

Resource Centre. 

O B.A. in Childhood Studies (New course only available in University 

College Cork). (3 years full-time). (National Council for Educational 

Awards (NCEA) validation). 

© National Diploma in Early Childhood Care and Education (2 years full- 

time). (NCEA) validation). 

© Certificate in Caring for Children - City and Guilds Scheme 3240 (1-2 

years). (National Council for Vocational Awards (NCEA) and City and 

Guilds validation). 

© Child Care Course with Montessori Education Module (1 year full- 

time). (NCVA Award Level 2 validation). 

© Diploma in Nursery Nursing (2 years full-time). (Nursery Nursing 

Education Board (NNEB) validation). 

© The Care of The Special Child (1 year full-time). (NCVA validation). 

© FAS Childcare 2 Programme (FAS/City and Guilds Certificate) (This is a 

new course in 1997 and is recognised as equivalent to NCVA Level 2) 
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Establishing A Day Care Service: An Information Pack 

by: Angela Canavan Norah Gibbons 

© 1997 Barnardo's National Children’s Resource Centre 

ISBN 1-898662-60-6 

All Rights Reserved. No part of the Resource Pack may be reproduced, stored in a retrieval system or 

transmitted in any form or any means, electronic, magnetic tape, mechanical, photocopying, record- 

ing or otherwise, without the prior permission in writing of the publisher. 

  

The purchase or consultation of this document does not entitle the user to use the Barnardo's or 

National Children’s Resource Centre name in any promotional or other literature, or by any other 

means in relation to services, subsequently established. This publication is produced under 

Barnardo's and the National Children’s Resource Centre’s mission to provide information and advice 

to individuals and groups who work with children. Its use in day care services is intended for sup- 

port and guidance and does not constitute any endorsement, real or implied, on the part of the pub- 

lishers of any day care service or enterprise. 

  
Further copies may be obtained from the publisher 

  

National Children’s Resource Centre, and 18 St. Patrick’s Hill 

Barnardos Cork 

Christchurch Square, 

Dublin 8. Tel: (021) 552100 

Fax: (021) 552120 

Tel: (01) 4549699 E-mail: info@cork.barnardos.ie 

Fax: (01) 4530300 

E-mail: barnardos@iol.ie 

www: barnardos.ie 
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APPENDIX 5.4 

SAMPLE CONTRACT 

Personal and Confidential 

Name 

Address 

Re: Letter of Appointment 

Dear 

Now that the necessary formalities have been satisfactorily completed, I have pleasure in sending 

you this formal letter of appointment and should like to extend to you a warm welcome to our staff. 

This letter is the written statement of the main terms and conditions of your employment. 

1. Job Title: Day Care Worker 

2. Location: 

3. Date of Commencement: 

4. Probationary Period: 26 weeks. This may be extended if necessary. Confirmation of your 
appointment will be subject to you establishing your suitability. 

5. Hours of Duty: 39 hours per week. 

6. Salary: Salaries are reviewed each year and are increased if the day care centre income can 

afford it in line with the pay scale being adhered to 

7. Notice: During your probationary period, your appointment may be terminated by one week's 

notice and, after confirmation, four week’s notice on either side, in writing. 

8. Holidays: Annual leave is currently being increased on a year-to-year basis as follows: 

Holidays must be approved by the Supervisor. 

Staff with the longest service get the first preference. 

9. Sick Pay: Sick pay can only be given for the first three days, after which Social Welfare benefits 

apply. 

10. Verification of Qualifications: 

Please send me documentary evidence of the following qualifications held by you: 

  

  

  

11. Responsibility: You will be responsible to the Supervisor for the efficient performance of 

your duties. 

 



    

12. You are expected to adhere to the regulations as set out in the Créche Policy and Standards, at 

all times. 

This letter is in duplicate and l should be glad if you would sign and return the enclosed copy as 

soon as possible. 

Yours sincerely 

  

Supervisor 

I confirm my acceptance of this post in the terms set out. 

Signature of Employee: Date: 
  

Signature of Employer: Date: 
  

There should be two copies of this contract. Both should be signed. One should be retained by the 

employer and the other by the employee. It is the employer's responsibility to keep all employee's 

records confidentially. 
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ADVERTISING YOUR SERVICE 

As part of the business plan, finance should be set aside to advertise the service. 

This chapter considers some of the ways you can plan your advertising campaign. 

PLAN 

An advertising campaign will usually focus initially on a start up campaign with 

some provision for smaller on-going campaigns. The results from each type of 

advertising should be checked so that a decision can be made about what gives best 

“value for money”. 

LEAFLETS, ELYERS, ADVERTISEMENTS 

  

As a first step in advertising the day care service, parents who were identified from 

the business plan should be targeted (Chapter 2 Making the Decision). This can be 

done in many ways: os 

-by distributing leaflets in the relevant area 

-by placing advertisements in the local press" 

-by displaying small posters in places where parents with children would 

go: schools, health centres, libraries, doctors' waiting rooms, community 

notice boards in supermarkets and on local employers” notice boards 

-by having an entry in local directories 

WHAT WILL A GOOD LEAFLET/POSTER LOOK LIKE? 

  

This depends on its purpose but the following options should be considered taking 

into account the advertising budget. 

-Colour can be more effective than black and white but be wary of too 

many colours. This can make the information difficult to read. 

-Basic information should be clearly stated and factually correct. For exam- 

ple, opening hours, qualifications of main staff members, any special fea- 

tures offered such as music and main activities could also be listed. 

-Those interested should be able to quickly contact the service. 

PERSONAL RECOMMENDATIONS 

(7 Word of mouth is the best publicity so the quality of care provided will, in time, be 

‘ its own best recommendation. 
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OPEN Days/SOcIAL EVENINGS 

Another way to advertise the service is to hold an “open day” where parents can 

observe the service first hand and get a flavour of the atmosphere. A social evening 

can achieve similar results. 

 



      

tan ae 

SA rover READING 

Crompton, Alastair 
Do your own Advertising 
Business Books, London 1991 

King, Sally 
Pocket Guide to Advertising 

Basil Blackwell and the Economist Publications, New York, 1989 

USEFUL ADDRESSES 

  

Business Library 

Central Library ILAC Centre Dublin 1 

Tel: (01) 8733996 
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BEFORE STARTING UP 

POLICIES AND PROCEDURES 

Having decided to proceed with establishing a day care service, give some time to 

devising policies and procedures for the service. In particular, it is important to have 

policies and procedures with regard to the following crucial areas: 

(i) Ethos of the Service 

This should outline the principles under which the service will operate and the 

actions that will be taken to ensure that these principles will be implemented. 

(ii) Admission and Discharge 

Policy This should include the age range to be catered for, the hours of opening, the 

contract with parents and staff/children ratio. 

(iii) Child Safety and Protection 

The policy of the service in regard to how it will strive to provide a safe environment 

for children should be outlined. In particular, it is important that there is clarity con- 

cerning the needs to refer concerns around child protection to the local health board 

as outlined in the Department of Health Guidelines (1987). 

(iv) Complaints Procedure 

Here one would outline how a parent or carer could make a complaint if they are 

unhappy with the care of their children. This would also cover how complaints 

against staff members would be dealt with by the owner or manager. 

(v) Health & Safety 

This would include an outline of the role of the service in promoting the health and 

safety of the children attending and would cover 

(i) Procedures in relation to infectious diseases 

(ii) Fire Drill 

(iii) No smoking policy 

(iv) Medicines 

(v) Safety at times of delivery and pick up. 
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(vi) Nutrition 

This would outline the way the nutritional needs of the children would be catered 

for both in terms of the quality and range of food offered and in terms of the impor- 

tance of meal times for the children as a social occasion. 

Appendix 7.1 shows a sample policy statement on the ethos of a day care service. 

As a service operates, a need for other policies and procedures may become apparent. 
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APPENDIX 7.1 

SAMPLE POLICY STATEMENT ON ETHOS OF Day CARE SERVICE 

This day care service will offer full day care to 20 children age 0-6 years. The service 
will provide a safe, hygiene and stimulating-environment. The Montessori method 
of pre-school education will be offered in the Montessori service for children aged 
3-6 years. The O-3 years group will enjoy a home from home day care service. 

STAFF/CHILDREN RATIO 

The following ratio of staff to children will be adhered to: 

Babies aged 0-1 One adult to three children 

Toddlers aged 1-3 One adult to six children 

Pre-schoolers aged 3-6 One adult to eight children 

(These ratios comply with the explanatory guide to the Regulations. However, these 
are basic guidelines and you should endeavour to provide as many adults as possi- 
ble particularly with the younger age groups.) 

PRINCIPLES 

The following principles will be followed in taking forward the ethos of this day care 

service: 

© The welfare of the children attending will be paramount. 

© The service will seek to work in partnership with parents who are 

encouraged to call in regularly. 

© The service has been inspected by the health board under the terms of 

the Child Care (Pre-school Services) Regulations, 1996 and a copy of 
the Certificate of Inspection is displayed. It will continue to operate to 
a high level of safety and security. 

© Parents will be regularly informed about their child’s progress and 

well being. 

© The service operates a complaints system which is outlined in the par- 

ents’ handbook. It is intended to help parents who may have a griev- 
ance to put their concerns forward and have them heard. 

© A register of pre-school children attending the service is maintained in 

compliance with Article 13 of the Regulations and is open to inspection 
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by those authorised to including parents or guardians of children attend- 

ing. 

© Records are maintained in relation to the aspects of the service as 

required by Articles 14.(1) and 16.(1) of the Regulations and are open to 

inspection by parents/guardians of children attending that service as 

outlined in Articles 14.(2) and 15. 

O A copy of Part VI of the Child Care Act 1991 and of the Child Care (Pre- 

school Services) Regulations, 1996 and the explanatory guide are kept 

on the premises and are available on demand for inspection (Article 17 

of the Regulations applies). 
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GooD DAY CARE PRACTICE, PART 1 

OPERATING A SAFE SERVICE - PRINCIPLES 

It is crucial for anyone undertaking the provision of day care service to understand 

what is meant by a safe service and to provide a service that is safe for the children. 

A service is most likely to be safe when: 

-the owner takes every reasonable precaution in terms of the provision of 

the premises and equipment (Article 18.(a) of the Regulations). 

-the owner takes every reasonable precaution in terms of the upkeep of 

premises and equipment (Articles 18.(c), 18.(d), 25 and 27 of the 

Regulations apply). 

-there is an adequate ratio of staff to children (Article 7 of the 

Regulations applies). 

-the owner and all staff are aware of the Department of Health Child 

Abuse Guidelines published in 1987 and follow them. 

-the entrances and exits are clearly marked and kept clear of furniture 

and equipment. 

-there is a stated policy on procedures to be undertaken in the event of 

an accident/fire in the centre and this is known to staff children. (Article 

27.(1)(b) of the Regulations applies). 

-the 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 (Article 27.(c) of the Regulations applies). 

-all heat emitting surfaces are protected by a fixed guard or are thermo- 

statically controlled to ensure safe surface temperatures (Article 27.(d) 

of the Regulations applies). 

-the hot water provided for use by pre-schoo! children is thermostatically 

controlled to ensure a safe temperature (Article 27.(g) of the Regulations 

applies). The standards issued by the Environmental Health Officers‘ 

Association recommend that hot water available for use by children 
should not exceed 43°C. 

-an effective fire drill routine is established and practised (Articles 16 
and 27 of the Regulations apply). 

-at least one member of staff trained in First Aid Procedures is on duty at 

all times. 
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-a suitably equipped first-aid box is on the premises (Article 5 of the 

Regulations applies). 

-adequate arrangements are in place to summon medical assistance 

promptly in an emergency (Article 6 of the Regulations applies). 

-all staff with responsibility for food handling are trained in food 

hygiene. 

There are five major safety elements to consider 

-Staff/Child Ratio | 

-Safety of Premises and Equipment 

-First Aid Materials 

-Child Protection 

-Fire Drill 

STAFE/CHILD RATIO 

There should be sufficient staff available to give adequate attention to the children 

in their care. It is generally accepted that babies need more adult attention than 

older children and that children benefit more by being in smailer rather than larger 

groups. Activities such as outings require a higher adult/child ratio. The following 

are the recommended ratios according to the explanatory guide to the Regulations: 

  

  

Age of Child Ratio 

Children under 1 1 adult to 3 children 

Children 1-3 years 1 adult to 6 children 

Children 3-6 years 1 adult to 8 children         
The explanatory guide states that where a full day care service also caters for chil- 

dren who not not attend on a full day basis, the adult/child ratio for sessional ser- 

vices should apply. 

Please note these are minimum ratios. 

There should always be another adult available in the premises to help in an emer- 

gency. It is suggested that day care services should have less than 20% of the total 

number of children under two years of age and not more than 50% of the total under 

three years. 
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SAFETY OF PREMISES AND EQUIPMENT 

Articles 18, 25 and 27 of the Regulations should be read in conjunction with this 

section and attention should be paid to the Explanatory Guide to the Regulations 

also. 

To cater for active pre-school children, care must be taken to design the day care 

centre in a way that keeps them safe. The floors should be covered with close fitting 

flat material that is readily cleaned. No rugs or mats should be used. All floors 

should be free from obstructions. All staircases should be adequately lit and have 

adequate handrails and, where used by children, an additional handrail at 600mm 

(2ft) should be provided. All equipment should be safe for use and regularly ser- 

viced. All doors to areas such as kitchens should be fitted with high level handles 

to prevent unsupervised access by children. 

All staff should be thoroughly familiar with the following items: 

-the location of the mains switch 

-the location of stopcocks to cut off the water supply 

-the location of fire fighting equipment 

-operation of any fire fighting equipment and its appropriateness for dif- 

ferent categories of fire. 

As outlined in the Chapter 3 Getting Permission to Start Up, the Fire Officer will 

visit and assess any premises where day care of children is the proposed use of the 

building. Clearly, any recommendations. made by the Fire Officer must be carried 

out. The following is a list of essential safety measures and includes those recom- 

mended by the explanatory guide. This is not an exhaustive list as one needs to con- 

sider the range of services to be offered, the age range and number of children to be 

provided for and the nature of the premises. 

-Approved childproof locks should be fitted on doors, windows, drawers 

and cupboards and used. 

-Lockable medical cabinets should be provided and used. 

-Facilities for the safe storage of cleaning materials should be provided 

and chemicals should be stored out of the reach of children. All chemi- 

cals should be kept in their correct labelled bottles. Manufacturers’ 

instructions must be followed. 

-Safety rails for stairs and steps, if appropriate, should be fitted and reg- 

ularly checked. 

-Suitable and adequate gates should be fitted at top and bottom of stairs. 

-Restricted opening safety devices should be fitted on the windows. 
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-Safety glazing should be fitted to doors where the glazed panel extends 

below 1500 mm (4'11") from the floor. 

-Safety glazing should be fitted to windows in vulnerable locations eg. 

bottom of stairs. 

-Windows at a first floor level should be fitted with restricted opening 

safety devices. 

-Thermostatically controlled hot water taps should be used. Domestic hot 

water available for use by children should not exceed 43°C. 

-Safety covers for electrical sockets should be fitted. No trailing flexes 

should be allowed. 

-Cooker guards should be fitted. 

  

-Fire extinguishers/fire blankets should be stored ready for use. 

-Smoke detectors and any other fire-fighting equipment required by the 

Fire Authority should be fitted. 

-Radiator covers and nursery fireguards should be fitted where necessary. 

N.B. THE USE OF PORTABLE HEATERS, OR HEATERS WITH A FLAME, IS NOT PERMITTED 

DUE TO THE SAFETY HAZARD. 

First AID 

Article 5 of the Regulations states that a suitably equipped first aid box shall be on 

the premises. 

  

FIRST AID MATERIALS 

First Aid materials should be kept in a dry, safe place accessible to the staff. It is 

essential that a member of staff trained in First Aid skills is on duty at all times. 

Check and replenish your first aid materials regularly. 

Recommended items in a First Aid Kit: 

-Disposable gloves - plastic gloves will do in an emergency but surgical 

gloves are more robust. Wear gloves when dressing wounds, changing 

nappies or disposing of any bodily waste. 

-Adhesive dressings (plasters) - use these for minor wounds. The water- 

proof types are the best choice for wounds on the hands. 

Various sizes of sterile dressings - these are ideal in an emergency and 

C are quick and easy to apply. 
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-2 Triangular Bandages. These are made of cloth and can be used as ban- 

dages. 

-2 Crepe Roller Bandages. These can be used to secure dressings. 

-Scissors/Tweezers. These can be kept in the kit so as to be always to 

hand. 

-Wound cleansing wipes. These clean the skin around small wounds. 

-Assorted safety pins - to secure bandages 

N.B. Only minor injuries should be treated by trained First Aid Staff. A 

written record should be kept of all accidents and injuries (Article 

14.(1)(h) of the Regulations applies). Article 6 of the Regulations 

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

that adequate arrangements are in place to summon medical assis- 

tance promptly in an emergency. See recommended reading at end 

of this chapter for details on where to obtain First Aid Training. 

CHILD PROTECTION 

It is the responsibility of the owner and staff of a day care centre to ensure that chil- 

dren are kept safe within the centre. For the manager, this responsibility should be 

paramount. It should be catered for when staff are being recruited, in the way staff 

are deployed, in the promotion of an open work environment and in the develop- 

ment of policies around toileting, dressing and rest periods that have safety and 

security as an important consideration. For some children, abuse, whether within or 

outside the family, will be one reality of their life experience. The following defini- 

tions of abuse are taken from the Notification of Suspected Cases of Child Abuse 

between Health Boards and Gardai (1995). 

PHYSICAL ABUSE 

Physical injury to a child, including poisoning, where it is known or suspected that 

the injury was deliberately inflicted. 

SEXUAL ABUSE 

The use of children by others for sexual gratification. This can take many forms and 

includes rape and other sexual assaults, allowing children to view sexual acts or to be 

exposed to, or involved in, pomography, exhibitionism and other perverse activities. 

EMOTIONAL ABUSE 

The adverse effect on the behavioral and emotional development of a child caused 

by persistent of severe emotional ill treatment or rejection or exposure to ongoing 

domestic violence. 
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NEGLECT 

The persistent or severe neglect of a child whether wilful or unintentional which 

results in serious impairment of a child’s health, development and welfare. 

It is not the purpose of this document to deal fully with the complex issue of child 

abuse and protection. However, it is important to be aware of this issue. Owners and 

managers of a day care facility have a particular responsibility to ensure that their 

staff are clear on how to respond if they have any concerns in this area. Work out 

and tell staff what the policy of the day care service is and what the procedures to 

be followed are. An example could that any staff member who is worried about a 

child’s safety should convey these concerns to the responsible line manager imme- 

diately. The line manager will contact the designated person in the Health Board to 

report those concerns. At the time of admission, it is very important that parents are 

informed about the responsibility of the service in the child protection area. Check 

if the local Health Board has devised child protection guidelines in addition to the 

Department of Health 1987 Guidelines. Staff should be aware of and conversant 

with the Department of Health 1987 Guidelines which outline the reporting steps 

that any responsible person with concerns about child abuse and protection should 

take. 

It is the responsibility of the local Health Board to ensure that any child abuse alle- 

gation is properly investigated but it is the responsibility of each and every individ- 

ual to let the Health Board know of their concerns. The Child Abuse Guidelines are 

available from the Department of Health. Advice and information may also be sought 

from the Community Care Team at the local Health Board (Senior Social Workers, 

Public Health Nurses and Social Workers), the National Children’s Resource Centre 

and the ISPCC. All child welfare agencies welcome the opportunity to advise any per- 

son with concerns on issues of child protection. Appendix 8.1 is a useful check list 

to assist staff when they have concerns about a child. 

FIRE DRILL 

Article 27 of the Regulations covers what is required in relation to fire safety. 

Every centre should have a regular Fire Drill practice. 

A fire drill is the opportunity to implement and test your plan to evacuate the build- 

ing safely and effectively. Your local Fire Prevention Officer will be delighted to help 

with your plan and to advise on a fire drill. To be effective, a fire drill should incor- 

porate the following elements: 

-A designated staff member should have responsibility to ensure that the 

daily register of children and staff attending that day is taken from the 

building so that it can be checked against the attendance at the desig- 

nated gathering point outside the building. 
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-A designated staff member should have responsibility to check each room 
of the premises to ensure all staff and children have left the building. 

-A safe place outside the building should be designated as a “gathering 
place” for staff and children when they leave the building. This allows 
the daily attendance register to be checked to identify that those who 
were in the building are safely out or not as the case may be. 

-Fire drill practice should be held regularly and at various times during 
the day so that a realistic assessment can be made of how effective the 
drill is. 

-Remember - Go out, stay out and alert the Fire Service. Do not return to 
the building until told by the Fire Officer it is safe to do so. 

The appropriate Article of the Regulations is contained in Appendix 8.2. 
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- Green, Christopher 

    

ds EURTHER READING 

Accident Prevention and First Aid for use in Playgroups 
Pre-school Playgroups Association, London 

Brain, Jean & Martin, Molly 
Child Care & Health for Nursery Nurses 
Stanley Thornes Publishers, London, 1992 

Child Abuse Guidelines: Guidelines on Procedures for the Identification, 
Investigation and Management of Child Abuse 
Department of Health, Dublin, 1987 

Essa, Eva 

A Practical Guide to Solving Pre-school Behaviour Problems 
Delmar Publishers, USA, 1990 

Toddler Taming 
Vermillion, London, 1992 

Hayes, Noirin 
Early Childhood: an introductory text 
Gili and Macmillan, Dublin 1993 

Jackson, Hugh 
Play it Safe: A Guide to Preventing Children’s Accidents 
Health Education Authority, London, 1994 

National Children’s Nursery Association 
Child Protection Guidelines for Nursery Workers 
ISPCC, Dublin, 1994 

Notification of Suspected Cases of Child Abuse between Health Boards and 
Gardai 
Department of Health, Dublin, 1995 

Procedures for Dealing with Allegations or Suspicions of Child Abuse, 
Department of Education, Dublin, 1991 

Pugh, Gillian 
Child Protection in Early Childhood Services: Papers from a conference at the 
National Children’s Bureau 
National Children’s Bureau, London, 1994 

Topic briefing Home & Leisure Safety 
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Department of Health 
Hawkins House, Hawkins Street, Dublin 2 

Telephone: (01) 6714711 

Health & Safety Authority 
10 Hogan Place, Dublin 2 
Telephone: (01) 6620400 

Irish Red Cross Society 
16 Merrion Square Dublin 2 
Telephone: (01) 6765135 

Irish Society for the Prevention of Cruelty to Children (ISPCC) 
20 Molesworth Street Dublin 2 
Telephone: (01) 6794944 

Izish Sudden Infant. Death Association 

4 North Brunswick Street, Dublin 7. 

Telephone: (01) 8732711 / 8726199 

National Children’s Resource Centre 
Barnardo's, Christchurch Square, Dublin 3. 
Telephone: (01) 4549699 

For your local health board (community care) consult the state services section of 
your regional telephone directory. 
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APPENDIX 8.1 

Questions to help staff when they are concerned about a child’s welfare 

1. What are the concerns? 

Is the child behaving normally for his or her age or stage of development? 

How long has it been going on? 

Has something happened which could explain the child’s behaviour? 

How many signs of distress is the child showing? 

2. 

3 

4 

5 

6. What is the child doing? 

7. What type of sign is it? (behaviour, mood, physical mark?) 

8. How severe is it and how often does it occur? 

9. Does it represent a change in the child’s behaviour? 

10. Does it happen everywhere or just in the pre-school? 

11. Is there any harm in what the child is doing? 

- Is the child suffering? 

- Does it restrict the child socially? 

- Does it interfere with the child’s development? 

- What effect, if any, does it have on others? 
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APPENDIX 8.2 

ARTICLE 27 OF THE CHILD CARE (PRE-SCHOOL SERVICES) REGULATIONS 1996 

27. (1) A person carrying on a pre-school service shall take all reasonable mea- 

sures 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 giv- 

ing 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 evac- 

uation and other procedures to be followed in the event of fire, 

(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 ther- 

mostatically controlled to ensure safe surface temperatures. 
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Goop Day CARE PRACTICE, PART 2 

SETTLING THE CHILD INTO THE DAY CARE SETTING 

Good practice should start before children join the service. It is useful if parents and 
child can visit and spend some time together in the service before the child’s first 

day. It is important to involve the parent/carer very fully in this stage so that he/she 

is comfortable with the staff and with the setting and can pass that feeling of com- 

fort on to the child. 

It can be helpful if the same member of staff welcomes children each morning and 

if a routine is maintained so that the children feel secure. First impressions are very 

crucial in determining how the remainder of the day will go. There should be suffi- 

cient staff available so that an upset child can be comforted and parent's queries 

answered without major disruption to the other children. Let children explore avail- 

able toys by themselves and the staff should let the child approach them rather than 

rush them into joining in before they are ready. 

PARENTAL INVOLVEMENT 

The Regulations are clear that parents or guardians have a significant role to play in 

the day care services. Part IV of the Regulations require that the register of children 

attending and information on the service should be available for inspection by par- 

ents. Article 17 specifies that each service should have a copy of Part VII of the Child 

Care Act 1991 and of the Regulations available for parents to inspect on demand, 

It is in the interest of all concerned, but particularly in the interests of the child, that 

staff and parents form a viable working partnership. Some key components for suc- 

cessful partnership include: 

© Trust and Respect 

© Good communication 

© Clear mutual understanding of each others roles and responsibilities 

It is wise to establish clear information lines from the start. A contract between parents 

and the centre which sets out the terms under which the child is accepted into the cen- 

tre is very important. Appendix 9.1 is a suggested sample contract. This should be mod- 

ified to suit individual day care services. 

PARENT’S INFORMATION HANDBOOK 

In addition to a copy of the child’s record, a handbook, setting out the ethos and 

standards of the centre can also be given to parents. A suggested outline for such a 

handbook follows. 
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X, i 
ae Ethos of Centre: 

This section would outline the type of care or programme provided. It 

should also include the atmosphere and goals of the centre, any particu- 

lar educational philosophy employed, the use of a second language, for 

example Irish, the importance of working in partnership with parents 

and the importance of every child as an individual. A daily schedule for 

the day care centre can be included also. The numbers of children catered 

for, the facilities available and details of opening hours and fees should 

be included (Article 14.(1)(a)(i)(j) of the Regulations applies). 

Staffing: 

This would indicate the training and experience of senior and regular 

staff members. You could include here the person specification as out- 

lined in Appendix 2 of Chapter 6 Staffing: Recruiting with Confidence. 

(Article 14.(1)(a) of the Regulations applies). 

Curriculum: 

Describe the philosophy underlying the curriculum you are offering, for 

example, Montessori, High/Scope, Music/Art or any mix of these. This 

can prevent any misunderstandings arising where parent's expectations 

may be based on less than complete information about particular pre- 

school educational methods. 

Safety, Health and Hygiene: 

This section would outline the main areas of safety and in particular 

those areas where parental co-operation is necessary. An example of this 

could be dropping off and collecting children. 

Limit Setting and Child Safety: 

Describe how you protect and set limits for children. An interactive 

approach that is based on respecting the integrity of the child and on the 

importance cf self discipline is the most positive way to proceed and of 

course should be agreed with parents. In addition, the centre's approach 

to child protection issues and their responsibility to report suspected child 

abuse to the Health Board should be noted. In relation to complaints 

against any staff member, parents should be made aware of how to make 

a complaint and how the matter will be handled by the manager/owner. 

N.B. Article 8 of the Regulations states that a person “carrying on @ 

pre-school service shall ensure that no corporal punishment is 

inflicted on a pre-school child attending the service”. 
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Parent/Staff Co-operation: 

Outline how the centre promotes parent/staff co-operation, for example, 

when is the best time for parents to discuss their child’s wellbeing with 

staff? Are parents welcome to drop in at any time? Do you organise par- 

ents’ evenings? Do let parents know when it could be most inconvenient 

for staff to be available to talk with them, for example, mealtimes when 

all staff are needed to provide a safe and relaxing atmosphere for chil- 

dren. The importance of parents keeping staff informed of any major 

events in the child’s life can be stressed. Staffichild ratios in the service 

should be included (Article 14.(1)(e) of the Regulations applies). 

Food/Nutrition: 

A sample week’s menu could be outlined. This should include snacks. 

Your policy on catering for special dietary requirements should be out- 

lined. Be clear with parents if there are food items that they are required 

to provide, for example, prepared bottles, puréed food. 

  

Clothing: 

This section should outline the needs of the centre for the clothing to be 

labelled with the child’s name. Add in any requirements the centre has 

about the provision of spare clothing and footwear. Also be clear about the 

provision of nappies and creams. Encourage the parents to dress children 

in appropriately casual clothes so that they can explore creative play 

materials wirhout undue concern about the care of expensive clothing. 

Provision of toys and snacks by parents: 

  

Outline for parents the items they may not bring as extras to the centre. 

The provision of toys other than comfort toys can cause difficulties for 

staff and for the child if items are damaged or broken. It is preferable to 

think through and outline your policy on issues such as those in advance 

rather than react to each individual circumstance. 

Birthday Celebrations/Religious Festivals: 

Outline whether or not and how children’s birthdays will be dealt with in 

the centre. It could be helpful to consider a calendar of events where all 

major religious celebrations are marked by the centre and parents informed 

about this. 

Regulations 

C | Finally, the handbook can restate the centre's regulations on everyday 

events. Examples of these are outlined in other Chapters but would include 

_— 77 —— 

  

 



    

medicines, the attendance of children who are unwell, the expected rou- 

tines during arrival and departure times and what happens in case of an 

accident. 

RECORD KEEPING 

Part IV of the Regulations is concerned with record keeping in a pre-school service. 

It is required that a person carrying on a pre-school service keeps records in the fol- 

lowing areas: | 

A. A Register of all the children attending the service. 

Details in relation to parents/guardians. 

Health details. 

(Article 13 of the Regulations applies.) 

B. Personnel details of all staff members. 

Operational details. 

Medicines and accidents. 

(Article 14 of the Regulations applies.) 

In addition, a record of fire procedures must be kept (Article 16 of the Regulations 

applies). We will now deal with each of the above in more detail. 

A REGISTER OF ALL THE CHILDREN ATTENDING THE SERVICE. 

On this register the following details must be entered: 

-Name and date of birth of each child attending 

-Commencement date of each child attending 

-Finishing date of each child attending 

(Article 13.(1)(a)(b)(c) of the Regulations applies.) 

DETAILS IN RELATION TO PARENTS/GUARDIANS. 

The following details in relation to parents/guardians must be entered: 

-Name and address of parent/guardian of the pre-school child. 
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-If possible, a telephone number where a parent, guardian, relation or 

friend of the child’ can be contacted during hours of operation. 

-Authorisation for the collection of the pre-school child. 

(Articles 13.(1)(d)(e) of the Regulations applies.) 

Good practice suggests that the name and address of both parents, where applica- 

ble, should be available and that, where others are to be contacted, their relation- 

ship to and knowledge of the child should be clearly indicated. It is also very impor- 

tant that the child has a positive relationship with anyone collecting him/her. In 

addition, it is strongly recommended that written authorisation be obtained from 

the parent/guardian indicating who and in what circumstances will be collecting the 

child. In the interests of child safety, this should be consulted if any change in col- 

lection routine has changed. The information for the register is obtained from a 

booking form completed and signed by the parents/guardians of each child. This 

allows verification of details with the parent/guardian. 

A Child Record Form: suggested format is included as Appendix 9.2 at the end of 

this chapter. The information on this form is organised in two sections; the top sec- 

tion records the necessary details about the child and this should be completed by 

the parent/guardian. The bottom section should be completed by the day care man- 

ager who has responsibility for the maintenance of the register. The completed 

forms can be held securely in a ring binder and that can operate as the register. 

Alternatively, the information from the forms can be transferred into a separate reg- 

ister book. Care should be taken when information is being transferred that the 

record is accurate. 

HEALTH DETAILS. 

The following details in relation to the health of the child are required: 

-Any illness, disability or allergy suffered by the child. 

-Any relevant notes in relation to the provision of special care and attention. 

-The name and telephone number of the pre-school child’s general prac- 

titioner. 

-Record of immunisations, if any, of the pre-school child. 

(Article 13.(1)(f)(g)(h) of the Regulations applies.) 

Good practice suggests that the above information should be available to and known 

by all staff with regular contact with the child and particularly those with any super- 

visory responsibility. A notice concerning significant allergies should be prominent- 

ly displayed in kitchen/food preparation area. Appendix 3 provides a sample format 

to record any special attention required for a particular child. 
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As a general rule medication should not be routinely given in the day care centre. A 

sick child should not be in the centre. However, instances may arise when it is 

appropriate, for example, a child who is receiving medication as recommended that 

parents are asked to complete a consent form in any instance where medication is 

to be given. One staff member, usually the Supervisor, should take responsibility for 

this to ensure the correct procedure, dosage and timing is followed. Instructions 

should be read each time before medication is given. 

Appendices 4 and 5 provide samples of an agreement for medical treatment form and 

a parental consent form in the event of medicines needed to’be given in the centre. 

The register referred to above must be open to inspection by the following people: 

(a) A parent or guardian ofa pre-school child attending the service 

Please Note: Only the information entered concerning the child of 

that parent/guardian is open for their inspection. (The loose leaf 

binder register would help access to information on a child rather 

than on all children). 

(b) A person working in the pre-school service who is authorised in that 

behalf by the person carrying on the service. 

(c) An authorised person (by authorised person, the Regulations means 

a person appointed under Section 54 of the Act i.e. an officer of the 

health board appointed to inspect pre-school services). 

PERSONNEL DETAILS OF STAFF MEMBERS. 

A written record of the following information must be kept: 

-Name, position, qualification and experience of the person in charge of 

the service. 

-Name, position, qualification and experience of every person working in 

the service. 

-Daily staff rosters. 

-Staff/child ratios (see explanatory guidelines to regulations for mini- 

mum standards). 

OPERATIONAL DETAILS. 

A written record of the following operational details must be kept. 

-A daily attendance record for each child (role book). 

-Details of the maximum number of pre-school children catered for. 

-Type of care programme provided. 
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-Facilities available. 

-Opening hours. 

-Fees. 

(Article 14.(1)(b)(d)(e)(g)(i)(j) of the Regulations applies.) 

Good practice suggests that as well as written information on the maximum number 

of children catered for, additional information in respect of maximum numbers in 

each care group should also be provided. The guidelines to the Regulations are con- 

cerned with minimum staff/child ratios. However, to provide a high quality service, 

the following staff/child ratios are recommended: 

MEDICINES AND ACCIDENTS. 

A written record of the following must be kept: 

-Details of any medicine administered to a pre-school child attending the 

service. . 

-Details of any accident/injury to a pre-school child attending the service. 

(Article 14.(1)(f)(h) of the Regulations applies.) 

Good practice recommends that the parent/guardian is informed as soon as possi- 

ble of any medicine given to theiz child and of any accident or injury to their child. 

This obviously forms a major role in building trust, respect and a working partner- 

ship. 

The Regulations provide that all of the written records referred to above must 

be open to inspection by: 

(a) a parent or guardian of a pre-school child attending the service 

Please Note: Only the information entered concerning the child of 

that parent or guardian is open for their inspection. 

(b) a person working in the pre-school service who is authorised in that 

behalf by the person carrying on the service 

(c) an authorised person (by authorised person the Regulations mean a 

person appointed under Section 54 of the Act, i.e. an officer of the 

health board appointed to inspect pre-school services). 

In addition, the following parts of the written record must be available to a par- 

ent or guardian of a pre-school child proposing to attend the service: 
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-name, position, qualification and experience of the person in charge of 

service; 

-details of maximum number of pre-school children catered for; 

-staff/child ratios (see explanatory guidelines to the Regulations for min- 

imum standards) 

-type of care programme provided 

-facilities available 

-opening hours and fees 

(Article 15 of the Regulations applies). 

  

FIRE PROCEDURES. 

A written record of the following must be kept:   -All fire drilis which take place in the premises. * 

-The number, type and maintenance record of fire fighting equipment in 

the premises. 

(Article 16.(1)(a)(b) of the Regulations applies). 

The above record must be open to inspection by the following: 

(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. 

In addition, Article 16.(3) states that a notice of the procedures to be followed in the 

event of fire shall be displayed in a conspicuous position in the premises. 

Good practice would strongly recommend that regular fire drills should be carried 

out so that all staff and children are familiar with the procedures. 
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APPENDIX 9.1 - 9.X 

On the following pages are a number of sample forms and stationery which may be 

useful in setting up a day care enterprise. Barnardo's and the National Children’s 

Resource Centre give permission to freely photocopy these forms for your own use 

subject to the following provisions: 

1. The Barnardo's logo and copyright information must be retained on 

each form in the same position and at the same size as the original. 

2. The forms must not be altered in any other way, except for the inclu- 

sion of your own logo, if any. 

3. Your attention is drawn to the notice on page ii, which is repeated 

below: 

  

The purchase or consultation of this document does not entitle the user to use the 

Barnardo's or National Children's Resource Centre name in any promotional or other lit- 

erature, or by any other means in relation to services, subsequently established. This 

publication is produced under Barnardo's and the National.Children’s Resource Centre’s 

mission to provide information and advice to individuals and groups who work with 

children. Its use in day care services is intended for support and guidance and does not 

constitute any endorsement, real or implied, on the part of the publishers of any day 

care service or enterprise. 

  

  

 



      

APPENDIX 9.1 

SAMPLE STAFF CONTRACT 
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CONTRACT 

I agree to: 

1. Pay a booking fee, or first week’s fees at the time of booking and indicate the 

date of commencement and termination of registration. 

2. Pay weekly/monthly the full day care fee. A late charge Of Ereeeeenn per day 

may be added to fees not paid. 

3. Pay Montessori or swimming fees as required (specify period). 

4. The usual annual holiday period is two weeks. If my child is to be absent for 

more than two weeks I agree to pay the fees in advance. If this fee is not paid 

in advance | understand my child may be disenrolled, with re-enrollment 

depending on availability of space and payment of fees. 

5. In case of withdrawal of my child from the day care centre I agree to give one 

week's notice or pay one week's fees. 

6. In cases of minor illness the day care centre has my permission to administer 

medicines as it sees fit for my child’s best interests. 

7. 1 have been given a copy of the centre's parents’ handbook and agree to carry 

out the parents’ responsibilities. 

8. Should the supervisor of the centre determine that my child is not adapting 

to the centre programme or that I have not fully carried out this contract, my 

child will be withdrawn from the centre after two week’s notice and this 

agreement terminated. 

9. The hours of opening are from 
  

There may be a fee payable if my child is collected late as this necessitates 

overtime for staff. 

Parents’ Signature(S): se 

Konsens ne seen tt rr rr rar 0 e 

This.form is produced under Barnardo’s and the Nacional Children's Resource Centre's mission to pro- 

AEH. vide information and advice to individuals and groups who work wich children. Its use in day care 

Barnardds services is intended for support and guidance and does not constitute any endorsement, real or * 

implied, on the part of the publishers of any day care service or enterprise. © Barnardos 1997 

  

 



      

APPENDIX 9.2 

SUGGESTED FORMAT FOR CHILD RECORD FORM 
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‘CHILD RECORD FORM 

Name of Child: 
  

Address:   

Date of Birth: 

Father’s Name: 
  

Father's daytime address and phone no: 
  

  

Mother’s Name: 
  

Mother's daytime address and phone no: 
  

    1. Who may be contacted in an emergency if parents not available: 

Name and Address:   

  

Phone: 

  

Relationship to Child: 

  

2. Family Doctor Name and Address: 
  

  

Phone: 

  

3. Medical History (any illness, disability or allergy suffered by the child). 

4. Special Care and Attention needed. 

5. Immunisations: Date 

Mumps/Measles/Rubella YVeSNO ——oeeessnsnerennnen 

Diphtheria, Tetanus, Whooping Cough  Yes/No essessrenreserees 

Tuberculosis (B.C.G.) YOSINO — cnconcanonanenoss 

Hib Yes/NO eaeaseeneeeeeees 

SER This form is produced under Barnardo's and the National Children's Resource Centre's mission to pro- 

B los. vide information and advice to individuals and groups who work with children. fes use in day care 

services is intended_for support and guidance and does not constitute any endorsement, real or 

implied, on the part of the publishers of any day care service or enterprise. © Barnardos 1997 
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6. Food: any special diet, likes/dislikes? 

7. Anything else we should know about your child? 

I give my permission for my child to go on outings with staff. 

I authorise and/or scsssseeesesseersseeees to collect my child in the 

event of my absence. 

Signed: 
  

Relationship to child: 
  

Date: 

  

AEN
A: 

For OFFICE USE 

Staff: 

(i) Form checked with parent Yes/No 

(ii) Agreement for Medical Treatment form completed Yes/No 

(iii) Admission date: commensnenernananananons 

(iv) Type of Booking 

Full day a 

Momings only o 

Afternoons only Q 

(v) Notes on any special care and attention completed and attached  Yes/No 

(vi) Parental Consent form for medicines completed Yes/No 

Date of leaving service: 
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APPENDIX 9.3 

DETAILS OF SPECIAL CARE AND ATTENTION REQUIRED 
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SPECIAL CARE AND ATTENTION 

Name of Child: 
  

Date of Birth: 
  

My child suffers from:   

and/or is allergic to:   

or has a disability:   

  

As a result of this, he/she requires the following special care and attention: 

PSA 

    

  

EUPPPPFFEPPEULELPELEREL TEN nausenssnmanssnenenenasnnunenannenssneansnsnsrennsnnntenn
 neues enene tet 

wade enacesceveseeccassoessarencecesaneaes ewe resses sesennees deccsespescseseoveebestecersnens
 rene tase ned en aseersenee reneen ees san eees 

vcaceeceucnuctsacncntcscccccasscssccssssssscevenenensseganssccseausa
nsscosgnansssoracasonensasasesearennsererece esse r seen ree cee" 

sosencerensaeasearocorsoes sesceaetsonccscncnnssces noone snensssscannee Mesusnsnsnusesssnenensansunnssssanansennenen cooncenasanaoaros 

usnansoneen an ARIANE 
nene RICA Tonino 

: . 
Signe ' Parent/Guardlan: 

ate: : : 

  

Discussed with Manager/Supervisor: Date: 

of pre-school service 

BIR This form is produced under Barnardo's and the National Children's Resource Centre's mission to pro- 

eo B 1 vide information and advice to individuals and groups who work with children. Its use in day care 

C services is intended for support and guidance and does not constitute any endorsement, real or 

| implied, on the pare of the publishers of any day care service or enterprise. © Barnardos 1997 
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APPENDIX 9.4 

CONSENT FORM FOR MEDICAL TREATMENT 
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AGREEMENT FOR MEDICAL TREATMENT 

1 hereby consent to (name of child) receiving medical treat- 

ment, if a doctor thinks it is required as an emergency and I cannot be contacted 

following reasonable attempts to do so prior to such treatment being administered. 

Signed: 
  

Date: 
  

Relationship to child: 
  

Witnessed: 
  

  

General Practitioner 

Name: 
  

Address: 
  

  

Telephone Ne: 

This form should be signed by the parent or parents and witnessed by the centre 

manager/supervisor. 

  

AER This form is produced under Barnardo's and the National Children’s Resource Centre's mission to pro- 

O B j vide information and advice to individuals and groups who work with children. its use in day care 

services is intended for support and guidance and does not constitute any endorsement, real or 

implied, on the part of the publishers of any day care service or enterprise. © Barnardos 1997 

 



      

APPENDIX 9.5 

CONSENT FORM FOR ADMINISTERING MEDICATION 
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PARENTAL CONSENT FORM 

MEDICINE TO BE GIVEN IN CENTRE 

Child’s Name: 
  

Full directions for giving medicine are clearly marked on medicine Yes/No 

  
I take full responsibility for 

giving medicines as clearly outlined above. 

  

Parents’ Signature: 
  

Date: 
  

Witnessed by: 
  

  

BER _ This form is produced under Barnardo's and the National Children's Resource Centre's mission to pro- 

B j vide information and advice to individuals and groups who work with children. es use in day care 

services is intended for support and guidance and does not constitute any endorsement, real or 

implied, on the part of the publishers of any day care service or enterprise. © Barnardos 1997 
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Goop Day CARE PRACTICE, PART 3 

HEALTH AND HYGIENE 

Articles 18.(c)(d) of the Regulations outline the hygiene requirements in a broad 

sense. The Area Medical Officer attached to the health board will advise on specific 
aspects of health and hygiene. 

Day care facilities where care is provided for a number of children together provide 

an ideal medium for spread of infection, especially diarrhoea, common illnesses and 

infective hepatitis. The establishment of good hygiene practices amongst both staff 

and children is a very important preventative measure. 

Some hygiene principles: 

* All waste and other refuse must be stored hygienically and disposed of 

frequently (Article 24 of the regulations applies). 

* Establish and facilitate routine hand washing procedures for staff and 

children after toileting, nappy changing and prior to preparing food, 

snacks and meals. 

*A routine of dental hygiene should be established, with each child 

encouraged to brush his/her teeth after eating. Each child should have 

an individual toothbrush separately marked. 

* Sanitise frequently mouthed objects. This may be done by washing 

with detergent and water after each use. Items should be sterilised at 

the end of each day using sterilising tablets or liquid. 

* Food handling and nappy changing areas should be physically separated 

and staff who change nappies should wash their hands thoroughly, prior 

to preparing food snacks. 

* A separate area for washing clothes/laundry should be provided. 

* Nappy changing surfaces should be non-porous with disposable covers 

and should be cleaned after each use. 

* All play, work equipment and materials must be maintained in a clean 

and hygienic condition (Article 25a of the Regulations applies). 

* Arrangements for disposing of faecally contaminated material such as 

nappies should be established and they should be removed from the 

centre daily. 

* Hygiene is very important in the area of First Aid. 

* Day centre owners are responsible for keeping up to date with new leg- 

islation regarding hygiene in public facilities. 
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-All the members of staff should be in good health and should not con- 

tinue to work with children when ill. Staff working with children should 

also check their vaccination status against polio, measles and rubella. 

-Given the dangers to children of “passive” smoking, adults should not 

smoke in indoor areas used for the care of the children, nor at any time 

in the presence of children. Staff should not smoke in any area where 

food is stored or prepared.Infectious Disease Control 

The following measures can help to minimise outbreaks of infectious diseases. 

-The owner/manager should have a copy of and be familiar with the 

Infectious Disease Regulations 1981. The local health board should be 

contacted for advice or assistance in this area. | 

-Thorough daily cleaning routines should be established and implement- 

ed. 

  

-Monitoring of hygiene practices in the kitchen and any other food 

rooms. 

-Monitoring of food storage and food preparation practices. 

-Monitoring of staff illnesses. 

-Maintenance of high standards of personal hygiene.What to do if an 

infectious disease breaks out 

-Inform the health board immediately. 

-Advise all parents and encourage them to seek advice or treatment from 

their General Practitioner. 

-Keep detailed written records. 

  

-Until medical clearance is given staff or children who are ill should be 

excluded. 

For further information on infectious diseases, see Environmental Health Standards 

for Pre-school Services (1996). 

NUTRITION 

Good eating habits can be established when children are very young. All those with 

responsibility for young children need to understand and practice good nutrition. 

Food is an important aspect of child care and child development. As well as the food 

itself, the non-food aspects of eating should be considered such as seating arrange- 

ments and the atmosphere before and during meal time. Some principles to guide 

a in the provision of good nutritional meals are: 
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-a wide variety of wholesome foods should be offered with a high standard 

of presentation, flavour and enjoyment 

-fresh fruits and vegetables should form a major part of the daily menu 

-processed foods should be kept to a minimum 

-the use of sugar should be restricted especially sweets and sugary 

drinks 

-children coming in very early will need a nutritious breakfast and those 

leaving late will need to have tea provided 

-the main meal of the day should be provided at the same time every day 

-menus should be planned in advance so that balance and variety can be 

adhered to 

-menus should reflect the dietary needs of the children attending the ser- 

vice including any special needs 

Foop HYGIENE 

Food hygiene is of special importance in child care so that upset stomachs are avoid- 

ed. To avoid bacteria in food, take great care in the following areas of food prepara- 

tion, presentation and storage. This is covered generally by Section 26.(2)(a)(b) of the 

Regulations. 

-hands should be spotlessly clean 

-sinks, draining boards and work surfaces should be kept clean 

-all clothes should be kept clean 

-all utensils should be kept clean 

-uncooked meat and poultry should not be in contact with other food 

-staff should be careful not to cough or sneeze near food 

-all cuts and sores should be kept covered 

-food should be hygienically stored, kept cold and refrigerators kept at. 

low temperatures. Recommended guidelines are between 1°C and 3°C. 

(Environmental Health Standards 1996) 

MANAGING BEHAVIOUR 

The use of physical punishment by staff towards children in their care is wholly 

inappropriate (Article 8 of the Regulations applies). The emphasis in any centre 
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should be on the positive promotion of self discipline. Clear limits should be set out 

and staff should then observe these limits in a consistent way. 

Difficult behaviour from children is to be expected as a normal part of child devel- 

opment. It reflects their attempt to test out limits and to place themselves in rela- 

tion to other children and adults. Difficult behaviour can also be an expression of 

an unmet need in the child, or can be a response to legitimate injustice. 

There are some pointers that staff should consider when working with children. 

-Staff should remain calm and in control of the situation. 

-Staff should not raise their voices unnecessarily. 

-Children should never experience ridicule or sarcasm from any staff 

member. 

  

-A variety of responses to challenging behaviour can be used such as dis- 

tracting, rewarding good behaviour, explaining why a piece of behaviour 

is unacceptable and increasing attention, responsibility, and offering 

choice to the child who is presenting with the difficult behaviour. Any 

effort, no matter how small, on the part of the child to improve his behav- 

iour should be noticed and encouraged. 

-Difficult behaviour should always be regarded in the context of what is 

happening in the child’s life. It is vital to ensure that there is an exchange 
of information between parents and staff. This can be explained to parents 

at pre-entry visits. The parents should be approached tactfully. They may 

be able to offer some explanation for the behaviour and/or a joint consis- 

tent approach can be worked out from both home and centre. 

  
-If the difficult behaviour persists, a planned observation needs to be ini- 
tiated and long term positive approach derived from these conclusions. 

  

-Children should be aware of the rules of the centre. These should be kept 
to a minimum and be concerned largely with safety. 

-All children should be treated in a respectful manner at all times. 

-The active participation of staff with the children can be the most posi- 
tive aspect of diffusing challenging behaviour before it develops. 

-Staff should actively listen to what children are saying. 

-There should be a general policy of building the self-esteem of each 

child. 

-Bullying of whatever form should be recognised and dealt with appro- 

priately 
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THE STAFF TEAM 

The quality ofchild care provided in any centre depends on the partnership between 

owner, staff, parents and children. The staff team is one important group in this 

process. Staff need to feel valued as a group, they need to value their own work and 

skills. The promotion of a good team spirit among staff can be helped by paying 

attention to the following issues: . 

O Work schedules should be planned so that team work and task shar- 

ing can be agreed. 

O Regular staff team meetings. 

© Clear employment and disciplinary procedures. 

© Consensus agreement on major issues concerned with the day to day 

running of the centre. 

© A clear communicated disciplinary procedure. 

© Good staff supervision. 

© Opportunities for in-service training. 
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; UsEEUL ADDRESSES 

National Children’s Resource Centre 

Barnardo’s Christchurch Square Dublin 8 
Tel: (01) 4549699 

Irish Pre-school Playgroups Association (IPPA) 
19 Inns Court Winetavern Street Dublin 8 
Tel: (01) 6719245 

National Children's Nursery Association 
Carmichael House North Brunswick Street Dublin 7 
Tel: (01) 8722053 
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CONCLUSION 

Establishing a private full day care service for pre-school children is a significant 
undertaking. This pack is designed to help those contemplating day care as a busi- 
ness to understand more fully what is involved and to help them along the route. 

The primary aim must be the promotion of the welfare of the children attending the 
service in partnership with the children’s parents (Article 4 of the Regulations 
applies). Careful planning, attention to detail, good marketing and good clear poli- 
cies are among the cornerstones of a successful business. 

A successful child care business requires that all of those issues are carefully con- 
sidered in addition to the added responsibility of providing a safe and stimulating 
child care environment. Careful planning and thought in the early stages will be 
amply rewarded as your service develops and grows. . 
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