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Quality childhood care and education (ECCE)1 is vital for all young children. The aim of this publication is to 
help childcare service providers to develop a set of policies and procedures that assists in the 
process of effective management and in the delivery of a quality childcare service. 

It is important that each service has its own individual policies and procedures specific to the needs 
and workings of their service. This publication is a useful tool for childcare service providers in 
developing these, focusing on childcare practice and the related areas that need to be covered in 
policies and procedures such as Interactions, Child Protection and Behaviour Guidance and 
Discipline.

The book offers guidelines on how to create a set of policies, focusing on why policies are needed, 
the factors to consider when developing them and the process involved in their development. Once 
there is a set of policies in place, the other information in this book can be used when considering 
how best to communicate these with staff members and with the parents/carers using the service. 
Guidance is also given on how to review and adapt policies as circumstances change. The book is 
also a practical resource for services where there is already a set of policies in place which they 
wish to review and update. 

The accompanying CD offers samples/templates that can be used as a basis for service providers 
when developing a number of particular policies. The fifteen policy samples/templates on the CD 
are given in a standard Word document that can be saved onto any Mac or PC. They can then be 
adapted to suit a service’s particular needs, printed on the service’s own headed paper and kept 
in a file together.

Not all policy areas are covered – the policies that are on the CD can be adapted and then a similar 
format used to develop the other policies and procedures that a childcare service will need. It is 
essential though that those policies that are legally required of childcare service providers be 
developed as a priority. 

A childcare service’s policies and procedures should be specific to what is needed by that particular 
service and its circumstances. The sample policies are therefore not intended to be used as they 
are presented, but to be used as samples/templates that are adapted by childcare service providers 
to meet their particular requirements. The templates are provided to help with the wording and 
layout of a service’s own policies and procedures.

It is essential that childcare providers do not merely take these documents and use them as their 
own unless they are ready, willing and in a position to own their every statement and implement 
them, i.e. put them into practice. For example, some text refers to infants or babies – this will 
obviously not be necessary to include in a policy for a pre-school or a school age service. The 
sample policies can be added to or amended to fit the specific requirements of a particular 
service or may be used only as examples.

Introduction

 1The term early childhood education and care (ECEC) is sometimes used.



Why policies are important in a childcare service2 
 
Childcare services need policies to guide the actions of everyone involved in the service’s operations. 
Policies ensure that the well-being of children, families and staff is planned for and that these plans are 
consistently implemented. Effective policies create common understandings and expectations about how 
things are done at the service. They clearly define what procedures must occur in relation to a particular 
issue or practice and should provide step-by-step instructions about what activities should occur and 
when they should occur. Having clear and accessible policies can also assist new staff or relief staff to 
familiarise themselves with the service’s practices. 

Policy development should involve collaboration among all stakeholders and the collection of relevant 
information. Children are the primary stakeholders in your service – if children are respected and cared 
for equitably, then their opinions must be valued as equally as adults. When involving families in policy 
development and review, one of the most effective ways to develop an understanding of family 
perspectives is through the conversations and interactions that occur with families on a daily basis.

Policies are ‘living’ documents that should be regularly reviewed to respond to the individual needs of 
those working with them, to reflect new knowledge and to meet changes in the service and the wider 
community. Written, accessible policies also provide all stakeholders with information about what to 
expect from a service.

Dating and keeping a record of information sources

Written policies provide a record of past decisions about the service’s operations, the reasons for past 
decisions, and the sources of information that were used to make these decisions. Management and staff 
can use policy information to adopt practices and procedures which are based on current authoritative 
knowledge and which reflect the values of the service. Information about recommended practice can 
quickly become outdated, particularly in the area of health and safety where new research and discoveries 
and new legislative requirements occur rapidly. Recording the date on which the policy was developed or 
last reviewed makes it easier to check the currency and relevance of the information. It also serves as a 
timely reminder of when to review the policy. 

Clearly documented policies that are based on current information and advice from recognised authorities 
can assist the service to control risks and satisfy legal obligations. Policies also ensure staff members and 
families have access to the current authoritative knowledge and a useful guide to best practice. 

 2 Adapted from the website of the National Childcare Accreditation Council Inc, www.ncac.gov.au



1. Quality in Childcare

‘Quality is achieved in childcare through the provision (among other things) of a good physical 
infrastructure; imaginative materials which meet the different needs of the children in the facility; a warm 
and caring team of childcare practitioners; a good relationship between parents and the childcare team; 
sound management policies and practices; awareness of equality and diversity; and a responsiveness to 
the individual needs of each child. Equally important are appropriate ratios of staff to children, the 
presence of qualified staff and the contentedness of staff with their working environment and structures.’3 

This statement includes the key aspects of childcare service provision which need well thought out, 
informed policies and procedures to ensure that they are achieved.

‘Pre-school education leads to immediate, measureable gains in educational and social development.’4  
The first five years are the years when children are most dependent on the care and education provided 
by adults, and children who participate in quality early childhood education programmes learn better 
and are more successful in school. For school age children too, the provision of quality care and 
education is extremely important.

     ‘The positive relation between childcare quality and virtually every facet of children’s development 
      is one of the most consistent findings in developmental science.’5 

The policies of a childcare service reflect the philosophy of the service and provide clear, agreed and 
consistent ways of doing things. Clear policies also assist the process of effective planning and 
decision making. They make the service’s beliefs, values and decisions open and transparent to all.

Being able to refer to clear, written policies and procedures when planning or making decisions about 
the service will help to maintain effective management practices and therefore will have a significant 
impact on the quality of service provision at all levels.

It is important to make sure that a childcare service’s policies:

H Fit the purpose for which they were intended.

H  Make sense to everyone that they affect, including parents/carers and staff.

H  Can be put into practice.

H  Are accurate and reflect current best practice. 

H  Meet or exceed all legislative requirements.

 3 Developing Childcare in Ireland: A Review of Progress to End 2003 on the Implementation of the Equal Opportunities 
    Childcare Programme 2000–2006 Dublin: Department of Justice, Equality and Law Reform
 4 French, G. 2005 Supporting Quality: guidelines for best practice in early childhood services, 3rd Edition Dublin: 
    Barnardos’ Training and Resource Service
 5 Shonkoff, J., Philips, D. 2000 From Neurons to Neighborhoods: the Science of Early Childhood Development 
   Washington: National Academy Press 
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Child Care (Pre-school Services) Regulations, 2006

The Child Care (Pre-school Services) (No 2) Regulations, 2006 and Child Care (Pre-School 
Services) (No 2) (Amendment) Regulations, 20066 (made under the Child Care Act, 1991) 
provide for the regulation and inspection of pre-school childcare services. Pre-school children in 
Ireland are defined by law as ‘children under 6 years of age, who are not attending a national school’. 

The aim of these Regulations is to improve childcare standards and ensure the health, safety and 
welfare of pre-school children, as well as promoting their development while attending pre-school 
services.

Under the Pre-School Regulations, childcare providers must meet specific legal requirements for all 
of the following areas of childcare provision:

H  Health, welfare and development of the child

H  First aid and medical assistance

H  Management and staffing 

H  Behaviour management 

H  The number of pre-school children who may be catered for 

H  Keeping a register of pre-school children 

H  Records 

H  Providing information for parents/carers 

H  Fire safety measures 

H  Premises and facilities including heating, ventilation, lighting, sanitary accommodation

H  Equipment and materials 

H  Food and drink 

H  Safety measures 

H  Facilities for rest and play 

H  Furnishing of information to the Health Service Executive (HSE)

H  Insurance 

H  Inspection (which is carried out by the HSE)

 6 These Regulations, which replace the Child Care (Pre-school Services) Regulations, 1996, came into effect on 3rd September 2007



Early Childhood Care and Education (ECCE) 

The National Children’s Strategy takes what it calls a ‘whole child perspective’ and recognises all of 
the different dimensions of childhood development and learning, for example, the physical, cognitive, 
emotional, social, moral and spiritual. Research has shown that the different aspects of development 
and learning are all interconnected, for example, a child’s physical well-being influences his or her 
cognitive ability.7  This ‘whole child perspective’ is referred to in the Pre-school Regulations, 2006 
under Regulation 5 as follows:

   ‘Each child’s learning, development and well-being needs should be met within the daily life of the  
   service through the provision of the appropriate opportunities, experiences, activities, interactions  
   and materials. In meeting these needs, service providers should recognise how children affect   
   and, in turn, are affected by the relationships, environment and activities around them.’ 

The whole child perspective highlights that it is artificial to divide care and education in young 
children’s lives. The interconnectedness of development and learning means that care and education 
must be interdependent and complementary. In other words, quality care is educational and quality 
education is caring.

The Pre-school Regulations require that when planning activities to support children’s development, 
each child’s individual needs, interests and abilities be considered by childcare providers. They 
should also work in co-operation with parents/carers to ensure that each child’s needs are met 
appropriately.

 7 ‘When Two are One: The Changing Nature of Early Childhood Care and Education in Ireland’, ESAI Presentation by Thomas Walsh, 
     Development Officer, and Dr. Gemma Kiernan, Assistant Director, CECDE, April 2004



Síolta – The National Quality Framework for Early 
Childhood Education in Ireland

Síolta is the National Quality Framework for Early Education, which has been developed by the 
Centre for Early Childhood Development and Education (CECDE, see Sources of Further 
Information) in consultation with the early years sector. Its purpose is to meet a key Department of 
Education and Science objective (outlined in the White Paper ‘Ready to Learn’), namely to facilitate 
the development of a quality system of early childhood education. 

The vision of quality in early education contained in Síolta is one in which all children are afforded 
equity of access to early education opportunities that enrich their lives and contribute positively to 
their optimal well-being, learning and development.
 
The contents of Síolta have been designed to assist all those concerned with the provision of quality 
early childhood education and care in Ireland. It can provide valuable information for those whose 
work requires them to interact with young children and their families. One of its purposes is to act as 
a tool for policy development and to promote common understandings among those who influence 
the early experiences of young children such as those who are engaged in the process of developing 
policies for childcare services.

Elements of Síolta

Síolta consists of four manuals – one for each of the following settings:

H  Full and part-time daycare 

H  Sessional services 

H  Infant classes 

H  Childminding 

The content of each manual includes:

Principles of quality
The 12 Principles are the ultimate benchmark for all quality practice and service provision in early 
education.

Standards of quality
The 16 national Standards cover the areas of practice to be addressed and translate the vision of 
quality contained in the Principles into the reality of practice.

Components of quality
These provide quality indicators for all practitioners in implementing Síolta. These Components relate 
directly to the Standards and act to break them down into more focused and specific parts.

Signposts for reflection
These act as self-reflection guidelines for practitioners to think about current practice, and to identify 
elements that are positive as well as those in need of attention.

Resource section
The brief resource section includes advice on relevant publications and videos, support materials, 
courses, website addresses in Ireland and abroad, and contact details of ECEC organisations that 
may be of help or interest.

10



Síolta Principles

The following are the Principles of Síolta – The National Quality Framework for Early Childhood 
Education (NQF): 

1.  Early childhood is a significant and distinct time in life that must be nurtured, respected, 
       valued and supported in its own right.

2.  The child’s individuality, strengths, rights and needs are central in the provision of quality 
       early childhood experiences.

3.  Parents/carers are the primary educators of the child and have a pre-eminent role in 
       promoting her or his well-being, learning and development.

4.  Responsive, sensitive and reciprocal relationships, which are consistent over time, are 
       essential to the well-being, learning and development of the young child.

5.  Equality is an essential characteristic of quality early childhood care and education.

6.  Quality early childhood settings acknowledge and respect diversity and ensure that all 
       children and families have their individual, personal, cultural and linguistic identity validated.

7.  The physical environment of the young child has a direct impact on her or his well-being, 
       learning and development.

8.  The safety, welfare and well-being of all children must be protected and promoted in all 
       early childhood environments.

  9.  The role of the adult in providing quality early childhood experiences is fundamental.

10.  The provision of quality early childhood experiences requires cooperation, communication 
       and mutual respect. 

11.  Pedagogy8  in early childhood is expressed by curricula or programmes of activities which 
       take a holistic approach to the development and learning of the child and reflect the 
       inseparable nature of care and education.

12. Play is central to the well-being, development and learning of the young child.

11
 8 Pedagogy is a term that is used to refer to the whole range of interactions which support the child’s development.



Síolta Standards 

1. The rights of the child
Ensuring that each child’s rights are met requires that she or he is enabled to exercise choice and to 
use initiative as an active participant and partner in her or his own development and learning. 

2. Environments
Enriching environments, both indoor and outdoor (including materials and equipment), are 
well-maintained, safe, available, accessible, adaptable, developmentally appropriate, and offer a 
variety of challenging and stimulating experiences. 

3. Parents and families
Valuing and involving parents and families requires a proactive partnership approach evidenced by 
a range of clearly stated, accessible and implemented processes, policies and procedures. 

4. Consultation
Ensuring inclusive decision-making requires consultation that promotes participation, and seeks out, 
listens to and acts upon the views and opinions of children, parents and staff, and other stakeholders 
as appropriate. 

5. Interactions
Fostering constructive interactions (child/child, child/adult and adult/adult) requires explicit policies, 
procedures and practice that emphasise the value of process and are based on mutual respect, 
equal partnership and sensitivity. 

6. Play
Promoting play requires that each child has ample time to engage in freely available and accessible, 
developmentally appropriate and well-resourced opportunities for exploration, creativity and meaning 
making in the company of other children, with participating and supportive adults and alone, where 
appropriate. 

7. Curriculum
Encouraging each child’s holistic development and learning requires the implementation of a 
verifiable, broad-based, documented and flexible curriculum or programme. 

8. Planning and evaluation
Enriching and informing all aspects of practice within the setting requires cycles of observation, 
planning, action and evaluation undertaken on a regular basis. 

9. Health and welfare
Promoting the health and welfare of the child requires protection from harm, provision of nutritious 
food, appropriate opportunities for rest, and secure relationships characterised by trust and respect. 

10. Organisation
Organising and managing resources effectively requires an agreed written philosophy, supported by 
clearly communicated policies and procedures to guide and determine practice. 

11. Professional practice
Practising in a professional manner requires that individuals have skills, knowledge, values and 
attitudes appropriate to their role and responsibility within the setting. In addition, it requires regular 
reflection upon practice and engagement in supported ongoing professional development. 

12



12. Communication
Communicating effectively in the best interests of the child requires policies, procedures and actions 
that promote the proactive sharing of knowledge and information among appropriate stakeholders, 
with respect and confidentiality. 

13. Transitions
Ensuring continuity of experiences for each child requires policies, procedures and practice that 
promote sensitive management of transitions, consistency in key relationships, liaison within and 
between settings, the keeping and transfer of relevant information (with parental consent), and the 
close involvement of parents and, where appropriate, relevant professionals. 

14. Identity and belonging
Promoting positive identities and a strong sense of belonging requires clearly defined policies, 
procedures and practice that empower every child and adult to develop a confident self- and 
group-identity, and have a positive understanding and regard for the identity and rights of others. 

15. Legislation and regulation
Being compliant requires that all relevant regulations and legislative requirements are met or 
exceeded. 

16. Community involvement
Promoting community involvement requires the establishment of networks and connections 
evidenced by policies, procedures and actions which extend and support all adults’ and children’s 
engagement with the wider community. 





The Mission Statement  

A Mission Statement is like a compass that guides your course. When referred to regularly, it helps 
to shape the goals you set and the decisions you make about your service. By defining values that do 
not change, it provides direction for strategies that do change. 

   A Mission Statement proclaims the reason and purpose of your service. 
   The Mission Statement incorporates values and principles.

The Mission Statement should be one that can be visualised and communicated. It must contain 
meaningful principles that will apply to all. If you write the Mission Statement down and post it where 
everyone will see it, you are more likely to live up to its standards. It will also be a convenient way to 
inform visitors to your service of your commitment to the care and education of the children. 

Never copy someone else’s Mission Statement in an attempt to make it yours. Their Mission 
Statement reflects their unique style and point of view, as yours must reflect your own. Your Mission 
Statement will have a special meaning for your service that goes far beyond the meaning it would 
have for anyone else. 

Keep your statement simple. This does not necessarily mean short, although it can be, but make it 
something everyone understands and will remember. When those involved with the service are well 
aware of the principles of the Mission Statement, they can make decisions that are in keeping with the 
service’s agreed Mission. 

By placing the Mission Statement in a prominent place it will be a constant reminder of your purpose 
and principles. Look at it often and regularly consider how you are conducting your service in 
accordance with the Mission statement.

The purpose of a Mission Statement

You should have a Mission Statement to:
 
H   Clearly define your service’s purpose and goals – your policies and procedures are the  
    means to achieving these.

H   Focus on achieving a common goal.

H   Inform others about why your service exists. 

2. Mission Statement

15
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What a Mission Statement should include

A Mission Statement should include:

H     Purpose What is the purpose of your service? 

                        What needs will you address? 

H     Process What will your service do to address these needs? 

H     People Who will benefit when the service carries out its purpose?

H     Values What principles or beliefs will guide your work? 

                        What are the service’s values?

A service’s values set standards that everyone is expected to maintain or aspire to. They provide a 
thread that runs through every aspect of how a service conducts its ‘business’.

The Vision is what an organisation sees for itself in the future if it is successful in its mission.
 
Short Mission and Vision Statements are invaluable communication tools.

Even more importantly, Mission Statements are vital to success internally. They represent the belief 
system of the organisation.

Examples

Barnardos’ Vision 
Barnardos’ Vision is an Ireland where childhood is valued and all children and young people are 
cherished equally. 

Barnardos’ Mission
Barnardos’ Mission is to challenge and support families, communities, society and government to 
make Ireland the best place in the world to be a child, focusing specifically on children and young 
people whose well-being is under threat. 

How to develop a Mission Statement 

The following pages are provided to help guide a group in producing a Mission Statement that all 
members can agree on.

The questions are intended as an aid to identify the key points that need to be considered. They can 
be answered individually and then used to inform the group discussion or they can be answered as 
a group following some discussion around the questions. It may take some time but it will be time 
well spent.

In the case of a community service, it is important to remember that whether the finished Mission 
Statement is drafted by a whole Committee together or by a smaller working group, it should be 
agreed by all members of the Committee as the basis for all the future aims, objectives and 
activities of the childcare service. 



Mission Statement worksheet

Use the headings and questions below to help identify the background information you will need for 
your Mission Statement. The Mission Statement is made up of purpose, process, people and values. 
 

Purpose

What is the purpose of your service? What needs do/will you address?
 
 

Process 

What does/will your service do to address these needs? 

People 

Who will benefit when the service carries out its purpose? 

Values

What principles or beliefs will guide your work? What are the group’s values? 
(See page 19 for help in identifying values)

17
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Sample completed Mission Statement worksheet

Purpose

What is the purpose of your service? What needs do/will you address?
 
To meet the childcare needs of parents/carers and families in the area, including:

H   Children’s physical, social, cognitive and emotional needs.
H   Parents/carers’ need for a quality, accessible and affordable childcare service.
H   Staff members need to work in a quality childcare service that respects and values them.
H   The community’s need for quality services for its families. 

Process

What does/will your service do to address these needs? 
 
Provide:

H   A well designed, well maintained, safe and secure building that is warm and welcoming, 
    well organised and conforms to best practice standards.
H   An effective management structure and adequate numbers of appropriately qualified 
    childcare staff. 
H   Quality programmes that meet each child’s individual physical, social, cognitive and 
    emotional needs and that recognise the value of play in children’s development and the 
    value of diversity.
H   Appropriate links with families. 
H   Appropriate community, statutory and voluntary links. 

People

Who will benefit when the service carries out its purpose? 
 
Children
Parents/carers
Families
Childcare staff
The local community
Society in general

Values 

What principles or beliefs will guide your work? What are the group’s values?

(Here include the agreed list from identifying values exercise on page 19)



Identifying values worksheet

Values give meaning and purpose to what we do. Your values will underlie every aspect of your 
service.

Review the values listed below – notice the blank spaces at the end – these are for you to add any 
that you think are important but that are not listed.

H   Put a star next to all of the values that are important to you for this service, including any extra 
    that you have added. This will be your personal list of values.

H   Take two to three minutes to narrow the list to eight by crossing off the less important ones or 
    circling the most important ones.

H   Then narrow the list to five.

H   And finally choose your top three core values.

    Belonging

    Care

    Challenge

    Change

    Choice

    Community

    Consistency

    Cooperation

    Dependability

    Development

    Education

    Enjoyment

    Equality

    Excellence

    Family

    Fun

    Growth

    Happiness

    Health

    Independence

    Knowledge

    Learning

    Needs

    Nurture

Nurture

Opportunity

Partnership

Play

Possibilities

Potential

Quality

Relationship

Respect 

Responsibility

Rights

Safety

Security

Spirituality

Trust

Variety

Work

Other:

_________________

_________________

_________________

_________________

Sample completed Mission Statement worksheet

Purpose

What is the purpose of your service? What needs do/will you address?
 
To meet the childcare needs of parents/carers and families in the area, including:

H   Children’s physical, social, cognitive and emotional needs.
H   Parents/carers’ need for a quality, accessible and affordable childcare service.
H   Staff members need to work in a quality childcare service that respects and values them.
H   The community’s need for quality services for its families. 

Process

What does/will your service do to address these needs? 
 
Provide:

H   A well designed, well maintained, safe and secure building that is warm and welcoming, 
    well organised and conforms to best practice standards.
H   An effective management structure and adequate numbers of appropriately qualified 
    childcare staff. 
H   Quality programmes that meet each child’s individual physical, social, cognitive and 
    emotional needs and that recognise the value of play in children’s development and the 
    value of diversity.
H   Appropriate links with families. 
H   Appropriate community, statutory and voluntary links. 

People

Who will benefit when the service carries out its purpose? 
 
Children
Parents/carers
Families
Childcare staff
The local community
Society in general

Values 

What principles or beliefs will guide your work? What are the group’s values?

(Here include the agreed list from identifying values exercise on page 19)
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Before moving from developing a Mission Statement for the service into writing a set of policies and 
procedures, it is essential to be clear on what the service’s agreed Aims and Objectives are 
(See Supporting Quality Book 1 Policy and Governance pages 81–83 for more information on 
Aims and Objectives).

It is also important for the group involved in the policy development process to be aware of the aims 
and to identify specific and realistic objectives of the process itself, for example to identify the most 
important policies; to gather information on legislation, guidelines etc.; to draft five key policies by 
December 2008 etc. There is generally an understandable inclination to rush past this step and to 
jump in to writing policies based on those of other similar services, but investing time in planning the 
process will help in the development of a cohesive set of policies and procedures which, when 
implemented, will result in the achievement of what the service’s Mission Statement proclaims.

When there are discussions about the content of a particular policy, it is useful to refer to the 
service’s agreed aims and objectives to ensure that the policy is formulated in a way that supports
the achievement of those aims and objectives. 



Definitions

Policy

A policy is a statement of principles, values or intent that guides, or usually determines, decisions and 
actions to achieve an organisation’s goals. Policies help to ensure that a consistent approach in line 
with the service’s values is adopted throughout the service. They provide the basis for agreed, 
consistent and well-thought-through decisions.

Procedure 

Procedures spell out precisely what action is to be taken in line with the relevant policy and outline the 
steps to be followed or the way that a task is to be performed. Procedures can reduce the need to 
make decisions under pressure or to have to wait for a decision, they provide consistency and they 
allow everyone to know what is likely to happen in a given situation.

Custom and Practice

Where there are no written policies and procedures, customs or norms start to emerge. These 
customs become the practice of the service, i.e. ‘it’s the way we’ve always done it’ – these may not 
necessarily be the most appropriate approach for the service. 

When compiling the policies and procedures, it is vital that current practice is taken into account – 
it may take time for staff to accept change.

Why we need policies

Having clear written policies:

H   Establishes the service as a professional and effective organisation.

H   Promotes consistency.

H   Provides clarity for service users and staff.

H   Promotes efficient and effective service delivery.

When written and implemented, policies minimise misunderstanding and allow for people to predict 
how situations will be viewed and dealt with.

Developing your own set of policies ensures that everyone involved will understand and own them. 
When people are involved in their development, policies are more likely to be practiced, useful and 
valued. A service with its own policies and procedures is therefore likely to be more efficient and 
effective than one that has copied a document from another service.

3. Policies and Procedures
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Responsibility for policies 

In a private service, the owner is responsible for ensuring that appropriate policies and procedures 
are developed and implemented. 

In a voluntary organisation, the Management Committee is the governing body and therefore has 
overall managerial responsibility for the service. It is the Committee’s responsibility to ensure that 
policies and procedures are developed that will ensure the delivery of an effective, efficient, quality 
service. The Committee is also responsible for ensuring that policies are implemented. The Service 
Manager has operational responsibilities for implementing policies and procedures.

The Committee is accountable to:

H   The community

H   The service’s funders

H   The service users, i.e. children and their families

Who to involve in developing policies

The development of policies should include everyone involved in a service: children, parents/carers, 
staff members, management, the management committee and the pre-school inspection team. It is 
also important to consult with and get information from outside agencies such as one or more of the 
National Voluntary Childcare Organisations (see Sources of Further Information) to ensure that your 
policies are in line with current legislation and reflect best practice standards.

Identify a member of staff who will lead the policy development process, the policy implementation 
and the monitoring process. This task is a complex one and will require senior management support. 
Form a small working group of no more than five people.

Establish a reference group of stakeholders to inform the process (whether you are starting from 
scratch to develop a new set of policies or reviewing existing policies):

H   Try to include parents/carers, staff members, management, a representative from your City or 
    County Childcare Committee (see Sources of Further Information), a representative from a 
    childcare organisation.

H   You should also consider ways in which to check out with the children how a policy, for example 
    the Behaviour Guidance and Discipline Policy, might impact on them.

H   See Supporting Quality (3rd Edition)9 for more information on children’s participation in Policy 
    Making. 

 9 French, G, 2008. Supporting Quality: guidelines for professional practice in early childhood services. Dublin: Barnardos’ Training and Resource  
   Service
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General principles

Some general principles that should underpin the development of your policies and procedures 
include:

H   The delivery of a quality service.

H   Adopting a child-centred approach.

H   Participation of all stakeholders.

H   Anti-discriminatory practice.

H   A commitment to equality – including equality of opportunity between men and women.

Other factors

Other factors that will influence policies:

H   The profile of parents/carers.

H   The type of service – private, community or workplace.

H   Any future developments/plans for the service.

It is important to regularly review policies to ensure that they adequately meet the needs of the 
service and its users and reflect the most up-to-date legislation, regulation and standards.





Factors to consider

There are a number of questions you must consider when developing new policies or thinking of 
adopting or adapting sample policies. 

H   What is the overall goal/aim of the policy?

H   What are the external requirements?
      * Legislation – What legislation applies in relation to this policy?
      * Guidelines – Are there any National Guidelines in relation to this area of practice? 
      * Best practice – Where can we get information on what is considered best practice in relation 
        to this policy area?

H   What are the requirements for children?
     Bear in mind that:
      * The needs and rights of each child must be the first and primary consideration in childcare.
      * All childcare provision should be child-centred in its ethos, policies, practices, curricula, 
        premises, personnel/carer attitudes and environment.
      * Play is one of the essential experiences of childhood. It is central to all aspects of young children’s 
        development and learning.
      * Care and education are inextricably linked elements in a child’s holistic development – this 
        reality must be reflected in the ethos and programme of all services.

H   What are the requirements for parents/carers?

H   What are the requirements for staff members?

H   What are the requirements for management?

Further reflection

H   How is the ethos maintained and translated into practice?

The ethos or culture of a service is difficult to define but is very apparent to all users and visitors. It 
encompasses the atmosphere or spirit of a service. It is the set of beliefs and principles that guide 
the work. These are reflected in adult interactions, adult-child interactions, children’s behaviour and 
its affect, attention to detail, décor, policies etc.

4. Policy Development
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H   What does the environment within the project /programme say about how the organisation 

     values its staff and service users?

H   How is the project integrated into the community and what does that say about how it is valued 

     and accepted? 

H   Are there policies and procedures for every eventuality?

H   Are they reflective of the development plan?

H   Are they forward thinking in anticipation of any given situation, or undeveloped as events or 
     issues have not arisen to warrant their development? 

Remember, both policies and procedures must: 

H   Comply with legal and ‘best practice’ requirements.

H   Consider all stakeholders (in particular the children and also parents/carers, staff and 

     management).

H   Be reasonable and practical.

H   Provide guidance and tools for implementation as well as rules.

H   Be in a format that is easy to update and is accessible.

The implementation of some policies will require training, e.g. child protection, manual handling.

A policy folder/file should be kept at a central place in the service. All those who use, work in or 
manage the service should be aware of its location and feel free to consult it at any time. It might be 
a loose-leaf folder that may be referred to, updated and changed as required (it should only be 
changed formally through the service’s formal policy review process). 

Written policies and procedures should be included in parent/carer and staff handbooks and/or 
information brochures.



Policy development process

Convene a Policy Group
(this should represent parents/carers, staff and management of the service

 – a group of no more than five if possible)

Identify priority policy areas
Collect relevant information on policy topics

(the information may include sample policies or templates such as those included 
with this publication)

Determine and write your Goals and Considerations 
(see Considerations Template on page 28)

Meet and develop Draft 1 of the policy statements and related procedures

Circulate Draft 1 to all relevant people
(with a request for feedback by a set date)

Reconvene the group to agree and write any necessary amendments

Send Draft 2 of the policy to the Owner/Management Committee for sign-off
Set implementation date once signed off

Circulate to all relevant people 

Induct staff to the policy – Plan training if necessary

Set up a Review Process
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Considerations template

Name of policy:

  WHAT IS THE GOAL?

 

  WHAT ARE THE
  EXTERNAL 
  REQUIREMENTS 
  UNDER: 
  *LEGISLATION?
  *GUIDELINES?
  *BEST PRACTICE?

 
  WHAT ARE THE 
  REQUIREMENTS 
  FOR CHILDREN?

 

  WHAT ARE THE 
  REQUIREMENTS 
  FOR 
  PARENTS/CARERS?
 

  WHAT ARE THE 
  REQUIREMENTS FOR 
  STAFF MEMBERS?
 

  WHAT ARE THE 
  REQUIREMENTS 
  FOR MANAGEMENT?
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Sample considerations for a Food and Nutrition Policy 

  WHAT IS THE GOAL?   

  WHAT ARE THE
  EXTERNAL 
  REQUIREMENTS 
  UNDER: 
  *LEGISLATION?
  *GUIDELINES?
  *BEST PRACTICE?

  
  WHAT ARE THE 
  REQUIREMENTS 
  FOR CHILDREN?

  

  

  
  WHAT ARE THE 
  REQUIREMENTS 
  FOR PARENTS
  /CARERS?

  WHAT ARE THE 
  REQUIREMENTS 
  FOR STAFF 
  MEMBERS?

  WHAT ARE THE 
  REQUIREMENTS 
  FOR MANAGEMENT?

 

 
To ensure that children are enabled to develop to their full 
potential within a caring and supportive environment.

H   Child Care (Pre-school Services) (No 2) Regulations, 
      2006 and Child Care (Pre-school Services) (No 2) 
     (Amendment) Regulations, 2006
H   Health and Safety legislation
H   Dept. of Health and Children ‘Food & Nutrition Guidelines’

Need a balanced diet; their food preferences to be respected; 
special diets followed; appetising food; opportunities to try new 
foods; satisfaction of hunger between meals; a positive social 
environment in which to enjoy their food.

Need to know their child’s needs (physical and psychological) 
are being met and their religious, cultural and dietary beliefs 
and practices regarding food are being respected. Need input 
into, and feedback about, what and when their child eats.

Need appropriate training, information, resources and facilities 
to provide nutritional snacks/meals for the children in their care.

Needs to be informed of any issues in relation to food provision 
that may affect the management of the service, e.g. the costs 
associated with providing for diverse needs.
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Sample considerations for a Confidentiality Policy 

  WHAT IS THE GOAL?

  

  WHAT ARE THE
  EXTERNAL 
  REQUIREMENTS 
  UNDER: 
  *LEGISLATION?
  *GUIDELINES?
  *BEST PRACTICE?

  
  WHAT ARE THE 
  REQUIREMENTS 
  FOR CHILDREN?

  
  

  
  WHAT ARE THE 
  REQUIREMENTS 
  FOR PARENTS
  /CARERS?

  WHAT ARE THE 
  REQUIREMENTS 
  FOR STAFF 
  MEMBERS?

  WHAT ARE THE 
  REQUIREMENTS 
  FOR 
  MANAGEMENT?

To ensure that everyone associated with the service (children,
parents/carers, staff, management) has their right to privacy 
protected and personal information kept confidential.

H   Child Care (Pre-school Services) (No 2) Regulations, 
      2006 and Child Care (Pre-school Services) (No 2) 
      (Amendment) Regulations, 2006 
H   Freedom of Information Act ,1997 and Freedom of 
      Information (Amendment) Act, 2003
H   Data Protection Acts, 1988 and 2003

Need confidentiality about sensitive health issues, learning 
difficulties, behaviour difficulties etc.

Need to ensure that private information given to the service 
about such things as income levels, custodial arrangements etc. 
is kept confidential. Need to be able to speak to relevant staff 
members about confidential matters that impact on their 
child’s care.

Need personal records, details and appraisals to be confidential. 
Need clear guidelines about what they should or should not 
disclose about children and families and to whom. Need to be 
able to raise personal issues that affect the workplace.

Needs to make decisions about confidential issues. Needs 
relevant (but only relevant) personal details from users.
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Policy template

1. Policy Title [Pick a suitably simple & descriptive name]

2. Introduction/Reasons for the Policy/Purpose/Objective [Stated briefly]

3. Definitions/Glossary [Provide a definition of terms that are not in everyday use 
           or for terms that have a specific meaning in the context of the particular policy]

4. Policy Statement [The specific means to achieve the objective. The statement of 
           policy will generally be quite short.]

5. Procedures & Practices [Outlines the steps to be undertaken]

6. Communication Plan [For staff & families]

7. Review Date [When it will be reviewed and by whom]

8. Related Policies, Procedures and Forms [List of all related documents, e.g. the 
           Admissions Policy will have an Admissions Form and will be related to other policies 
           such as the Confidentiality Policy and the Equality and Non-Discrimination Policy.]

9. References/Supporting Documents/Related Legislation [List of any relevant 
           Legislation and Best Practice Guides referred to in drafting the Policy]

10. Contact Information [Who to contact for more information.]

11. Policy Created  Date

12.  Signatures [Who approved the policy and procedures to be implemented]
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Policy list

  POLICY           PROCEDURES and/or FORMS     DATE                REVIEW
  AREA                                                                                 WRITTEN         DATE
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Developing a comprehensive set of policies is a significant task. It is important to draw up a list of 
priority policies which are to be developed first. The first ones on the list must be those that are 
legally required of all childcare service providers.

The Child Care (Pre-school Services) (No 2) Regulations, 2006 and Child Care (Pre-school 
Services) (No 2) (Amendment) Regulations, 2006 require a written policy on Positive 
Behaviour Management, a Child Protection Policy based on Children First10 , a policy on Staff 
Absences and a Fire Procedure. 

Operational procedures for Outings, procedures and rotas for checking on Sleeping Babies 
(where relevant) and a Cleaning programme and schedule must also be in place.11 

A Safety Statement is required under the Safety, Health and Welfare at Work Act, 2005. 

Management, Recruitment and Training Policies are also specifically mentioned in the 
Pre-school Regulations – these are necessary to ensure that a sufficient number of suitable and 
competent adults are available.

The Regulations also refer specifically to the Guide to Developing Policies and Procedures in 
a Childcare Setting12  as a resource to support the development of policies and procedures.

These are the main priority areas for policy development. A more comprehensive list of policies is 
given below.

Suggested list of policies
Note: The Policies in bold in this list are those which are included on the CD with this publication.

A. Health and Safety

1.  Supervision
2.  Safe Resting/Sleeping
3.  Child Protection/Anti-Bullying        
4.  Illness/Exclusions/Immunisation (to include Head Lice & Bites)       
5.  Medications         
6.  Arrivals and Departures         
7.  Security         

5. Deciding on What 
    Policies are Needed

10 Department of Health and Children 1999 Children First National Guidelines for the Protection and Welfare of Children Dublin: The Stationery Office
11 Sample templates for a cleaning programme and a cleaning schedule are provided with the Pre-school Regulations, 2006 at Appendix E and F.
12 Published in 2003 by ADM (now Pobal). This publication is available to borrow from Barnardos’ Training and Resource Service or can be  
     downloaded from www.pobal.ie)
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  9.  Accidents, Incidents and Injuries (to include Biting)
10.  Fire/Disaster Plan         
11.  First Aid               
12.  Spillages        
13.  Changing Nappies/Toilet Time        
14.  Safe Play Environment
15.  Food Hygiene/HACCP 
16.  Safety Statement      

B. Planning and Programming

17.   Children’s Rights        
18.  Children’s Participation       
19.  Programme/Curriculum Planning (to include Observations)
20.  Admissions
21.  Key Person           
22.  Equality and Non-Discrimination 
23.  Special Needs       
24.  Language       
25.  Behaviour Guidance and Discipline      
26.  Clothing       
27.   Items from Home             
28.  Television and Videos       
29.  Interactions        
30.  Arrivals and Departures
31.  Supporting Transitions             
32.  Resting    
33.  Food/Nutrition         
34.  Outings/Excursions                
35.  Effective Record Keeping/Report Writing 
      

C. Partnership with Families and Community Links

36.  Key Person     
37.   Confidentiality/Information Sharing     
38.  Parent/Carer Involvement
39.  Comments and Complaints
40.  Community Links       
41.  Statutory Links        
42.  Voluntary Links
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D.  Staff Policies

43.  Management
44.  Recruitment & Selection/Garda Vetting        
45.  Qualifications
46.  Salary Scale
47.   Pension
48.  Health and Safety
49.  Working Hours/Lieu Time/Overtime/Work Life Balance
50.  Staff Ratios        
51.  Information Sharing/Communication        
52.  Equal Opportunities         
53.  Staff Development/Training        
54.  Staff Illness       
55.  Meetings       
56.  Staff Leave (to include Sick Leave, Maternity Leave, Parental Leave, Adoptive Leave, 
       Carers Leave, Compassionate Leave) 
57.   Staff Absences        
58.  Staff Support and Supervision (to include Appraisals)        
59.   Induction Procedure       
60.  Students’/Volunteers’ Guidelines
61.   Bullying/Sexual Harassment
62.   Comments/Complaints       
63.   Confidentiality       
64.  Accidents, Incidents & Injuries
65.   Grievance Procedure

E. Facilities and Equipment 

66.   Furniture/Fittings/Equipment
67.            Premises
68. Outside Space

F. Administration and Finance

69. Admissions       
70. Attendance        
71. Fees
72. Communication       
73. Comments/Complaints        
74. Record Keeping                  
75. Insurance        
76. Financial Procedures
77. Fundraising  
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Having a written policy on diversity and equality is essential in ensuring that your practice is inclusive 
and fair and that discriminatory incidents will be appropriately addressed. Developing your own 
equality policy ensures everyone involved will understand and own it. When people are involved in its 
development, a policy is more likely to be practiced, useful and valued. 

Childcare providers have a duty not to discriminate on the grounds of disability, marital status, race, 
family status, membership of the Travelling community, sexual orientation, religious belief, age and 
gender.  (Equal Status Acts, 2000-2004)

Equality and Non-Discrimination Policy

An Equality and Non-Discrimination Policy should aim to:

 
H   Make the service a place where everyone, irrespective of their gender, ethnicity, culture, religion, 
     language, sexual orientation, age, ability, disability, family structure and social circumstances, 
     feels welcome and valued.

H   Ensure that children have the opportunity to receive the support and guidance they need on an 
     individual basis and take account of the personal and cultural needs specific to them as 
     individuals.

An Equality and Non-Discrimination Policy should state a commitment to13 :

H   Access to the service.

H   Ensuring that no practice or procedures in the setting are discriminatory towards any group or 
     individual.

H   An equal opportunities recruitment policy and procedure and recognition of the benefits of 
     having diversity in the team. 

H   Dealing with discriminatory incidents or harassment involving adults or between children.

H   Providing equipment, materials and programme activities free of any bias that challenge 
     stereotypes.

H   The involvement of families, inviting and encouraging support and contributions from families 
     relating to disability, language, heritage or cultural traditions, including the Irish language and 
     culture.

H   Promotion of awareness of cultures and languages indigenous to Ireland as part of Irish cultural 
     identity.

H   An outline and introduction to the equality legislation currently in place.

6. Equality and Diversity

13 Office of the Minister for Children, 2006. Diversity and Equality Guidelines for Childcare Providers. Dublin: The Stationery Office
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H   Procedures and guidelines for resolving disagreements, conflicts or complaints by families who 
     disagree with the practice of the diversity and equality approach.

H   Areas of diversity include religion, culture, ethnicity, sexual orientation, class, ‘race’, language, 
     gender, disability, family status, membership of the Traveller community.

H   Reviewing policies with new parents/carers and staff.

Diversity and equality issues

Diversity and equality issues must be addressed at all levels of service provision: 

H   Management

H   Staffing, recruitment and professional development

H   Admissions

H   Curriculum/programme

H   Environment

H   Partnership with parents/carers and community

The policy has implications for all of the following areas:

H   Employment – advertising, recruitment, selection, interviewing, promotion, access to training 
    and other benefits.

H   Admissions – application and offers of places, waiting lists, criteria.

H   Resources – omissions, stereotypes, accuracy, knowledge of appropriate uses of resources.

H   Teaching and learning styles

H   Curriculum – how it addresses treating everyone with equal concern and a strategy to counter 
     the learning of negative attitudes and behaviour towards difference, talking openly about such 
     differences.

H   Behaviour – bullying, body language, harassment, name-calling.

H   Inclusivity – ensuring equal access to the curriculum for all children, for example, physical 
    layout of rooms, the needs of children learning English as an additional language and visible 
    manifestations of diversity.

H   Languages – valuing home languages and dialects, understanding bilingualism and learning 
    English as an additional language.

H   Translation/Interpretation/Communication – ensuring that all parents/carers and staff 
    members are able to communicate with one another.

H   Positive action – considering whether specific action needs to be taken to rectify or address 
    inequalities.

H Beliefs, faiths – ensuring that all staff have a basic understanding and knowledge of the faiths 
    of the children in the setting, considering action needed to involve everyone to question and 
    evaluate the purpose of celebrating festivals.
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H Assessment – ensuring no form of assessment discriminates unjustifiably.

H Funding – identifying any funding that may be available to implement the policy and rectify any 
    discrimination.

H Training – ensuring that all training needs are identified and included in the budget and that 
     training on issues of equality is provided for all staff. 





The CD that accompanies this book includes policy samples/templates that can be used as a basis for 
developing your own policies. There are fifteen policy samples/templates that can be adapted to suit 
your service’s particular needs and then printed and kept in your policy file. Below are two of the 
policy samples/templates that are included on the CD. These are included here for the purpose of 
illustration. 

Sample Staff Support and Supervision Policy

1. Policy Title
 (Policy Number) STAFF SUPPORT AND SUPERVISION

2. Introduction/Reasons for the Policy/Purpose/Objective [Stated briefly]
 ‘Staff development provides chances for greater knowledge, improved skill and better 
            understanding, not as an end in itself but as a means to develop and improve the level 
            of service to children and their families.’14  

            Supervision and appraisals are core parts of the staff development process. 

            The purpose of supervision is to promote and provide accountability, decision-making, 
            support, development of the work and development of the staff member.  
 
            Appraisals allow for the setting of new goals and contribute to identifying 
            training/development needs of staff.

3. Definitions/Glossary
            Supervision is a key managerial activity – it is ‘a “reflective” process about professional 
            thinking, actions and decisions.’15  

           Appraisals – A staff appraisal is a process by which the work and development of the 
            worker are reviewed. The process contributes to future planning and goal setting. Appraisals 
            are about a person’s previous performance as well as future development. The appraisal 
            should consider the worker’s achievements, their expectations and development needs.

4. Policy Statement [The specific means to achieve the objective]

            All staff members must have regular, consistent and uninterrupted supervision based on 
            a negotiated contract16 to:

           H  Support them in their work.

           H  Ensure the quality of service to children and families.

           H  Ensure that they are clear about their role and responsibilities.

7. Policy Samples/Templates

14  Staff Development Handbook for Childcare Providers. Barnardos, 2005.
15 Social Care Institute for Excellence (www.scie.org.uk) 
16 There needs to be an agreement between supervisor and supervisee as to what supervision is and also what it is not. Both participants’ 
     expectations need to be discussed, clarified and agreed at the beginning of the supervision relationship.
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           H  Ensure competent and accountable performance.

           H  Ensure that in their respective roles they meet the Service’s/Centre’s 
                standards and objectives.

           H  Ensure a positive atmosphere for practice.

           H  Assist their professional development.

           H  Reduce stress.

           H  Increase awareness of new areas of professional knowledge.

           H  Ensure that they are given the resources to do their job.

           H  Provide an opportunity to voice their ideas and concerns.

           All staff members are entitled to:

           H  Respect in their role and as a person.

           H  Clarity about the boundaries of confidentiality.17 

           H  Clarity about expectations.

           H  Have their experience and contribution acknowledged.

           H  Be briefed about Service/Centre changes.

           H  Participate in problem solving and not just be told what to do.

           H  Access to on-going training relevant to their job.

           H  Clarification about the Service’s/Centre’s policies and procedures.

           H  Clear performance targets.

           H  Be allocated an appropriate and manageable workload.

           H  Clarity about the basis of decisions.

           H  Regular and uninterrupted supervision.

           H  Regular formal appraisal.

           The supervision programme will be reviewed at least annually to ensure that it is effective.

           Staff appraisals will be carried out for each staff member within the first six months of 
           appointment and annually thereafter.

5.        Procedures & Practices [Outlines the steps to be undertaken]
           Supervision
           Supervision should be scheduled monthly for one hour at least six months in advance. 

           There should be an agreed agenda.

           There is likely to be a number of standing items on the agenda for supervision. In a childcare 
            role these would include but are not limited to:

           H  Work with and needs of groups.
           H  Work with and needs of individual children.
           H  Contact and work with families.
                     

17 Where it is necessary to inform others of something that arises during supervision, the supervisor and supervisee should discuss how best this can 
     be done.
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           H  Networking with other agencies and organisations.
           H  Training needs.
           H  Teamwork.
           H  Health and Safety issues.           
           The supervision session should be recorded and kept in accordance with good practice and 
           legislation (See Record Keeping Policy). Both supervisor and supervisee should sign the           

           record to ensure that it is an accurate and fair reflection of the discussion and decisions.           
           Decisions made at one session should be followed up at the next session to ensure they were 
           acted upon. 

           Appraisals
           All new staff members should have an appraisal carried out before the end of their 
           probationary period and annually thereafter.
 
           All staff members will be appraised using a standard Appraisal Form. See page 23 of Staff 
            Development Handbook for Childcare Providers Barnardos, 2005 for a list of questions that 
            may be helpful in preparing for and carrying out an appraisal. For a sample Appraisal 
            Form see Appendix 13 of Supporting Quality: guidelines for professional practice in early   
            childhood services (3rd edition) Book 1 Policy and Governance Barnardos’ Training and 
            Resource Service, 2008.

           Appraisals should relate to the person’s job description and focus on areas of performance 
           relevant to the person’s role.

           Appraisals must be recorded and records kept in accordance with good practice and 
           legislation (see Records and Record Keeping Policy).

6.        Communication Plan [For staff & families]
           All parents/carers are to be informed of the policy and procedures regarding Staff Support 
           and Supervision on registration. Staff members will check with parents/carers that they have 
           read and understood the policy and provide any assistance needed.
           

           A summary of this policy will be included in the Parents’/Carers’ Handbook. This policy will 
           also be included in staff induction and annual staff training.

           A copy of all policies will be available during all hours of operation to staff members and 
           parents/carers in the Policy Folder located in ……………………………………...
           Parents/Carers may receive a copy of the policy at any time upon request. 
           Parents/Carers and staff will receive written notification of any updates.

7.        Review Date [When it will be reviewed and by whom]
 
           Date: ……………………………………………….
 
           Person Responsible: ………………………………

8. Related Policies, Procedures and Forms [List of all related documents]
           H  Records and Record Keeping Policy

           H  Confidentiality Policy

           H  Appraisals Record Form 
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9. References/Supporting Documents/Related Legislation [List of any relevant 
             Legislation and Best Practice Guides referred to in drafting the Policy]
           H  The Child Care (Pre-School Services) (No 2) Regulations, 2006 and Child Care 
               Pre-School Services) (No 2) (Amendment) Regulations, 2006 

              H  Freedom of Information (FOI) Act, 1997 and 2003

           H  Data Protection Act, 1988 and 2003 www.dataprotection.ie           

             H  Staff Development Handbook for Childcare Providers Barnardos, 2005

           H  Personnel Practise in Early Years Services, 2nd ed. Barnardos, 2005

           H  Supporting Quality: guidelines for professional practice in early childhood 
                services (3rd edition) Book 1 Policy and Governance Barnardos’ Training and 
                Resource Service, 2008

10.      Contact Information [Who to contact for more information]
 
           Name: ……………………………….

11.      Policy Created  Date………………………………………

12.      Signatures

           ………………………………………

           ………………………………………
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Sample Key Person Policy

1. Policy Title 
           (Policy Number) KEY PERSON POLICY

2. Introduction/Reasons for the Policy/Purpose/Objective [Stated briefly]
           ‘The key person approach is an involvement, an individual and reciprocal commitment 
           between a member of staff and a family. It is an approach which has clear benefits for 
           children and parents, the key person and the nursery.’18  

           A Key Person system is good practice when dealing with all children and particularly with 
           children aged under 18 months. For babies, the relationship with a key person or persons in 
           that setting is especially significant. It is important that babies being cared for in childcare are 
           looked after by as few adults as possible. 

           The Key Person coordinates information about the individual child’s needs and progress and 
           shares this with parents/carers and other staff members to maintain consistency and 
           continuity of care. They provide a vital link with parents/carers and are often crucial in settling 
           children in to the setting. Their role also includes coordinating planning and record keeping 
           for individual children.

3.        Definitions/Glossary
           Key Person: The term ‘Key Person’ is used rather than ‘Key Worker’. The term Key Worker 
           only really describes how the role is used for the purpose of enhancing smooth organisation 
           and record keeping. This is only a part of being a Key Person which involves an emotional 
           relationship as well.

4.        Policy Statement [The specific means to achieve the objective]

           We recognise that babies and young children in particular need time to make special 
           relationships and build trust and that these special relationships make vital foundations for 
           their development, their mental and physical health and their ability to wonder, think and learn.

           Each child is allocated a Key Person who has a particular responsibility for their care. The 
           Key Person gets to know the child well, monitors their progress, maintains development files 
           and plans for the child’s individual needs. 

           Key Persons work very closely with parents/carers from the very first contact until the child 
           leaves the service. This ensures that the care the child receives at the service is as consistent
           as possible with the approach used at home. At the end of each day, the Key Person is 
           available to feed back any information to parents/carers about the child’s day at the Centre.

18 Key Persons in Nurseries, Building Relationships for Quality Provision Elfer, P., Goldschmied, E. and Selleck, D. National Early Years 
    Network, 2002
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5.        Procedures & Practices [Outlines the steps to be undertaken]
           The Key Person:

           H  Links closely with parents/carers in helping to settle the child in to the service Note: it is  
               important to ensure that there is plenty of time for the Key Person to get to know the 
               child and parents/carers in a relaxed manner.

           H  Understands the child’s needs and the parents’/carers’ needs in relation to their child’s 
               care.

           H  Understands cultural differences and key words from the child’s own language if English 
               is not the child’s first language. 

           H  Bridges the worlds of home and the Centre.

           H  Observes changes in the child and how their particular interests might develop.

           H  Makes contact at the beginning and end of each day with the child and parent/carer and 
               provides updates on progress and developments.

           H  Takes part in reviews with the children.

           H  Monitors the curriculum offered to individual children and to groups to ensure that:
               - A range of appropriate experiences is offered.
               - Opportunities are provided to explore a curriculum/programme area in detail.
               - All areas of Learning and Development are covered.
               - Experiences are matched to a child’s abilities, interests, needs and developmental level.
               - Themes which relate to children’s experience and interests are chosen. 

           The Key Person system provides for continuity of relationship without exclusivity. 
           It is important that a baby is helped to form relationships with other carers too so that they 
           are not too upset if their Key Person needs to be away for some reason, but each baby 
           should be looked after by as few adults as possible.

           The Key Person needs to be sensitive and responsive to a baby’s needs in the same way 
           that the baby’s parent is.

           For older children, Key Persons do not remain with their children all day and children are 
           encouraged to develop relationships with other staff members at the Centre.

           The Key Person’s role will be supported by and supports the work of the whole staff team.

6.        Communication Plan [For staff & families]
           All parents/carers are to be informed of the policy and procedures regarding the Key Person 
           on registration. Staff members will check with parents/carers that they have read and 
           understood the policy and provide any assistance needed.
           A summary of this policy will be included in the Parents’/Carers’ Handbook. This policy will 
           also be included in staff induction and annual staff training.

           A copy of all policies will be available during all hours of operation to staff members and 
           parents/carers in the Policy Folder located in ……………………………………...
           Parents/carers may receive a copy of the policy at any time upon request. 
           Parents/carers and staff will receive written notification of any updates.

        



7.         Review Date [When it will be reviewed and by whom]
 
           Date: ………………….………………………………………

           Person Responsible: …………………………………………

8.        Related Policies, Procedures and Forms [List of all related documents]
           H  Parental/Guardian Involvement Policy

           H  Admissions Policy and related forms 

           H  Behaviour Guidance & Discipline Policy

           H  Curriculum Policy

           H  Transitions Policy           

           H  Records and Record Keeping Policy

           H  Confidentiality Policy

9.        References/Supporting Documents/Related Legislation [List of any relevant 
            Legislation and Best Practice Guides referred to in drafting the Policy]
           H  Síolta – The National Framework for Quality in Early Childhood Education

           H  Supporting Quality: guidelines for professional practice in early childhood 
               services (3rd edition) by Geraldine French. Barnardos’ Training and Resource 
               Service, 2008

           H  Key Persons in Nurseries, Building Relationships for Quality Provision Elfer, P., 
               Goldschmied, E. and Selleck, D. National Early Years Network, 2002

           H  Attachment and the Key Person Role in Birth to Three Matters: A Framework 
               to Support Children in their Earliest Years Elfer, P.DCSF Publications Centre, 2002

10.      Contact Information [Who to contact for more information]
 
           Name: ……………………………..

11. Policy Created  Date: …………………….

12.  Signatures

 ………………………………………..

 ………………………………………..
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Adopting policies

H  Make copies of the policy to be adopted available to all parents/carers and staff.

H  Hold a meeting to discuss and adopt the policy. This will enable everyone to discuss and agree 
    the policy’s goal/aim and methods.

Implementing policies

H  Introduce all new parents/carers and staff to the service’s policies.

H  Explain to all parents/carers and staff that the policies are the rules for running the service and to be 
    involved with the service they must agree to keep to them.

Reviewing policies

H  Each policy should be continually monitored by collecting evidence about the results of its 
    implementation.

H  Use the evidence to make any necessary changes to the policy and/or the way it is implemented.

H  All staff and parents/carers should contribute to the evidence collected and share in decisions 
    about any necessary changes. 

Questions to consider 
H  Are policies consistent with current organisational/service requirements?

H  Are they in line with current legislation, guidelines, best practice standards?

H  Do they meet the current needs of children, parents/carers, staff, management?

Policies help you to provide good quality provision. They do this by making clear to staff and 
parents/carers what sort of service you want to be and what has to be done to make this happen.

All staff and parents/carers should be involved in adopting, implementing and reviewing policies so 
that they can influence the way the service is run.

8. Adopting, Implementing 
    and Reviewing Policies

49



50

Policy review worksheet

1. When reviewing your existing policies, consider the following:

                            QUESTION                                                  COMMENT 

 Does the policy achieve its stated purpose?

 
 Have there been any changes to the services 
 provided that impact on the policy?

 
 What new information is available on best 
 practice? (see Sources of Further Information) 
 Does it impact on the policy?

 
 Have there been any changes in legislation that 
 impact on the policy?

 
 Are the outcomes focused mainly on the needs 
 of the children and families who use the service?

 
 Do the policies also meet the needs of:

 H Staff?

 H Management?
 

 Is there a consistent format used throughout the 
 service’s policies?

 
 Are people clear on their roles and responsibilities 
 in relation to the requirements of the policy?

 
 Are the related procedures consistent with the 
 policy and adequate to ensure compliance?

 
 Is the policy consistent with the service’s stated 
 Mission Statement/objectives/values?
 

 Have there been any changes to the 
 management/staffing structure that impact 
 on the policy?
 
 Is the language used up to date? (e.g. ‘Health 
 Board’ should now read ‘HSE’)
 
 Is the policy being complied with?
 



Then, having reviewed the policies in light of the above questions, continue as follows:

  2. Draft a preliminary report
      Include either:
      H  Recommendations for amendments if necessary.
      or 
     H  A more comprehensive review and a revision of the policy if warranted.
     and
     H A deadline for comments from the Stakeholders Reference Group (see page 22 for information 
         on a stakeholders reference group).

  3. Add the note ‘Policy under Review’ to the existing policy while the process is taking place.

  4. Record the ‘Review Date’ and ‘Signatures’ on approved policies with a ‘Date for Next Review’.

  5. Draft amendments to policies as necessary. Present these to the reference group for comment. 
      When amendments are agreed, write the final version marked with ‘Review Date’, 
      ‘Signatures’ and ‘Date for Next Review’. The Management Committee (community)/Service 
      Management (private) must sign off on any amendments.

  6. For policies in need of a more comprehensive review:
     H  Assign the work of drafting a new version of the policy to a working group or an 
        individual with the necessary skill, knowledge and information. (See Section 4 on 
        Policy Development).

     H  Review the existing policy to decide on which aspects (if any) you want to retain.

     H  Write up a First Draft of the new policy and circulate this to the Management Committee 
        (community)/Service Management (private) as well as the Stakeholders Reference 
        Group for comment.

     H  Incorporate any necessary changes then present the final draft to the Management 
        Committee/Service Management for Sign Off. 

     H  Assign a date for the next review to the policy.

  7.  When the policies are agreed, ensure that they are promoted. Communicate them to 
     everyone involved in the whole service. Include them in your staff induction plan.

  8. Produce an action plan to support the implementation of the policies.

  9. Consider the training and development implications for staff and management. Ensure that 
      they receive appropriate training and support. 

10. Keep a list of all policies and associated procedures, forms etc with dates they were 
      written and proposed review dates (see Policy List form on page 32).

11. The contents of the Parents’/Carers’ Handbook may also need to be revised to reflect any 
       changes in policies or procedures. 
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The final step in the policy development process is to explain the policies to those people who will 
be affected by them. It is a good idea to keep a folder/file of all policy statements in an accessible 
area so that parents/carers can refer to them easily.

Policy statements are a key feature of formal communication in early years settings. 
Parents/carers should be encouraged to comment both formally and informally on the service’s 
policies and to participate in decision-making. Communication in relation to policies needs to be 
clear, accurate and two-way.

A structured strategy for communicating policies is needed to ensure accurate information is 
available to all parents/carers. In any service there will be parents/carers with a wide range of 
interests, abilities and awareness, and it is a challenge to meet all of these.

It is important to consider what information is important and useful for each parent/carer to have 
and know and also what parents/carers are expected to do with the information. 

It is important to provide the information in a range of formats so that it is accessible to all. Often 
this means presenting simple, brief messages that are attractively presented. 

The cultural, language and literacy needs of families in the community need to be taken into 
account when providing information, and particular strategies developed, if needed.

There can often be an overload of wordy information with no clear presentation style, which can  
confuse people. The table on page 54 provides some hints on how to best present information.19

9. Communicating Policies 
    to Parents/Carers

19 Adapted from ‘Parents as Partners in Learning’, Learning and Teaching Scotland wwwltscotland.org.uk



Parent/carer and staff handbooks can be developed with overviews which highlight and explain 
significant policies and procedures.

As many policies and procedures directly affect the children, it is a good practice for parents/carers 
and staff to explain them clearly to the children. Some, especially emergency procedures, may need 
to be displayed at the service in a way that all school-age children can understand them.

When reviewing policies, try to involve parents/carers so that you can be sure that what is written 
is transferring to effective practice.

It should always be remembered that not all parents/carers will be able to easily access your 
standard written communications. 

Prior to a child’s enrolment with the service, a Parent’s/Carer’s Handbook should be provided 
containing the following information:

  1. The service’s Mission Statement and Aims 

  2. Contact information

  3. The type of services provided and the age range of the children 

  4. The childcare policies and information about the programme/curriculum

  5. A diagram of the centre layout
  6. The Admissions Policy

  7. Information on staffing – including staff qualifications and ratios

  8. The hours of opening

  9. Costs and charges/Fees

Consider the font that is used in the communication, point size, colours of paper 
and print, and layout on the page, and leave some blank spaces to group ideas 
and issues together.

Use plain language with short sentences or bullet points.

 
Think about how using pictures or illustrations can add to or improve the 
message you are trying to convey.

 
Make sure that that you get all the facts right and give all the information that 
is needed.

 
Avoid giving too much detail that is not important for the reader to know. Note 
where additional information on the area can be found for those people who 
want to know more.

Use an informal style and language as this is less off-putting to some 
parents/carers and is important in creating a sense of partnership. Information 
should be as easy to understand and jargon free as possible. 

Clear 

Concise 

Colourful 

Accurate 

Succinct 

Style and 
language

54



10. The settling in procedure

11. Routines and activities provided for the children

12. The Behaviour Guidance and Discipline Policy

13. The Specific Educational Needs Policy

14. Equality and Non-Discrimination Policy

15. Information about the management structure

16. A statement to confirm that the service is notified and inspected

 17. Information about how the service engages with other organisations/agencies

18. Catering arrangements

19. The policy on Children’s Illnesses

20. What parents/carers should bring with them

21. What the children should and should not bring with them from home

22. Information about the Key Person system and the system for the regular exchange of 

            information about the child between parents/carers and the staff

23. The Comments/Complaints procedure

24. Record keeping and arrangements for parents/carers to have access to their own records 

 



USEFUL PUBLICATIONS
  
Barnardos’ Publications

Supporting Quality: guidelines for professional practice in early childhood services 
3rd Ed. by Geraldine French, Barnardos’ Training and Resource Service, 2008 

Legislation Handbook for Childcare Providers 2nd Ed. Barnardos’ Training and Resource 
Service and Border Counties Childcare Network, 2008

Parental Involvement Handbook for Childcare Providers Barnardos, 2008

Health and Safety in Childcare: A Guide for Centre-Based Services Barnardos and Border Counties 
Childcare Network, 2006

Grievance and Disciplinary Handbook for Childcare Providers Barnardos, 2006 

Once in a Lifetime: Early Childhood Care and Education for Children from Birth to Three. 
Barnardos, 2005

Staff Development Handbook for Childcare Providers Barnardos, 2005

Personnel Practice in Early Years Services 2nd Ed. Barnardos, 2005

Every Child Matters: Developing Anti-discriminatory Practice in Early Childhood Services 
Barnardos, 2004

Some of the above contain sample policies.

   All are available from Barnardos’ Training and Resource Service at Barnardos, Christchurch 
   Square, Dublin 8. You can order online at www.barnardos.ie or by phone 01 – 4530 355.

Other Publications

Guide to Developing Policies and Procedures in a Childcare Setting drafted by Mary Byrne and edited 
by Area Development Management (ADM) on behalf of the Equal Opportunities Childcare Programme of 
the Department of Justice, Equality and Law Reform, 2003. This free publication is available from your local 
County Childcare Committee and is also available to borrow from Barnardos’ Training and Resource Service 
at Christchurch Square, Dublin 8. You can download it free from www.pobal.ie   

Síolta – The National Quality Framework for Early Childhood Education is available on 
www.siolta.ie For a CDRom of the Síolta pack contact the Centre for Early Childhood Development and 
Education (CECDE) at Gate Lodge, St. Patrick’s College, Drumcondra, Dublin 9 Tel: 01 884 2110  
Email: early.childhood@spd.dcu.ie 

Sources of Further 
Information
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Diversity and Equality Guidelines for Childcare Providers Office of the Minister for Children, 2006 

Guidelines on Policies for Childcare Services is available from IPPA. You can get an order form online at 
www.ippa.ie/publications.htm  

Towards Quality Childcare a National Children’s Nurseries Association publication is available online at 
www.ncna.ie/policy.htm 
This includes guidelines on:

H Quality Care in the Nursery
H The Nursery Manager and Staff
H Child/Staff Ratios
H Premises and Facilities
H Caring for Babies
H Play Provision and Equipment
H Safety and Hygiene
H Food and Hygiene
H Fire Safety
H Insurance
H Record-Keeping
H Legal Requirements

Valuing Play Valuing Early Childhood: Policy and Practice Guidelines for Early Years Practitioners  
Northern Preschool Playgroups Association (NIPPA), 2003. 
NIPPA can be contacted at Unit 3, Enterprise House, Boucher Crescent, Belfast BT12 6HU.

USEFUL CONTACTS

Barnardos’ Training and Resource Service
Christchurch Square, Dublin 8 
T: 01 4549699 F: 01 4530300 
E: resources@barnardos.ie or training@barnardos.ie
www.barnardos.ie 

Border Counties Childcare Network
Unit 10d, M:TEK Building, Knockaconny, Armagh Road, Monaghan
T: 047 72469 E: bccn@eircom.net
www.bccn.ie

Centre for Early Childhood Development 
& Education (CECDE)
Gate Lodge, St. Patrick’s College, Drumcondra, Dublin 9
T: 01 8842110 E: early.childhood@spd.dcu.ie
www.cecde.ie   www.siolta.ie

Childminding Ireland 
9 Bulford Business Campus, Kilcoole, Co Wicklow 
T: 01 287 8466
E: info@childminding.ie
www.childminding.ie

Children in Hospital Ireland
Carmichael Centre, Coleraine House, Coleraine Street, Dublin 7
T: 01 8780448 E: info@childreninhospital.ie
www.childreninhospital.ie

Department of Enterprise, Trade & Employment 
23 Kildare Street, Dublin 2
T: 01 6312121 LoCall: 1890 220 222
E: info@entemp.ie
www.entemp.ie
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Department of Health and Children
Hawkins House, Hawkins Street, Dublin 2
T: 01 6354000
www.dohc.ie

Equality Authority
2 Clonmel Street, Dublin 2
T: 01 4173333 E: info@equality.ie www.equality.ie

Food Safety Authority of Ireland (FSAI)
Abbey Court, Lower Abbey Street, Dublin 1 
T: 01 8171300 
E: info@fsai.ie  www.fsai.ie

Forbairt Naíonraí Teoranta
Teach Regus, Bóthar Fhearchair, Baile Átha Cliath 2 
T: 01 477 3151 F: 01 477 3350
E: eolas@naionrai.ie
www.naionrai.ie

Government Publications Sales Office 
Sun Alliance House, Molesworth Street, Dublin 2 
T: 01 6476879

Health and Safety Authority
The Metropolitan Building, James Joyce Street, Dublin 1
T: 01 6147020 LoCall: 1890 289 389
E: wcu@hsa.ie
www.hsa.ie 

High/Scope Ireland, c/o Early Years
6c Wildflower Way, Apollo Road, Belfast, BTI2 6TA 
T: 028 90 662 825 E: highscope@nippa.org



IPPA, The Early Childhood Organisation
Unit 4, Broomhill Business Complex, Broomhill Road
Tallaght, Dublin 24
T: 01 4630010
E: info@ippa.ie
www.ippa.ie

Irish Steiner Kindergarten Association
Clai House, Millpool Road, Mountshannon, Co. Clare
T: 061 927944 E: info@steinerireland.org
www.steinerireland.org

Katharine Howard Foundation
ISFC, 10 Grattan Crescent, Inchicore, Dublin 8
T: 01 400 2107 F: 01 453 1862 
E: info@khf.ie
www.khf.ie

National Children’s Nurseries Association (NCNA)
Unit 12c, Bluebell Business Park, Old Naas Road, 
Bluebell, Dublin 12
T 01 460 1138 F: 01 460 1185
E: info@ncna.ie
www.ncna.net

National Council for Curriculum and 
Assessment (NCCA)
24 Merrion Square, Dublin 2
T: 01 6617177 
E: info@ncca.ie
www.ncca.ie

Office of the Minister for Children and Youth Affairs
Hawkins House, Dublin 2
T: 635 4000 E: omc@health.gov.ie
www.omc.gov.ie

Pobal
Holbrook House, Holles Street, Dublin 2
T: 01 2400700 F: 01 661 0411
E: enquiries@pobal.ie www.pobal.ie

Saint Nicholas Montessori Society of Ireland
Ground Floor, 29 Patrick Street, Dun Laoghaire, Co. Dublin
T: 01 2805705 / 01 2304185 
F: 01 2805705 
E: info@montessoriireland.ie
www.montessoriireland.ie

Health Service Executive Pre-School Offices

Southern Region

Kilkenny/Carlow: 
Pre-School Officer, Community Care Centre, 
James’s Green, Kilkenny
T: 056 778 4602 

Tipperary South: 
Pre-School Officer, 34 Queen Street, Clonmel, Co. Tipperary
T: 052 70931/ 29276

Waterford: 
Pre-School Officer, Community Care Centre, 
Cork Road, Waterford
T: 051 842897

Wexford: 
Pre-School Officer,  Local Health Office, 
George’s Street, Wexford Town
T: 053 912 3522 Ext. 358/333

Cork: 
Pre-School Inspection Team, Floor 2, Abbeycourt House, 
George’s Quay, Cork
T: 021 492 3884

Cork – North Cork Community Services Area:
Pre-School Inspection Team, Gouldshill House, Mallow, Co. Cork
T: 022 302000 

Cork – West Cork Community Services Area:
Pre-School Inspection Team, Coolnagarrane, Skibbereen, Co. 
Cork
T: 028 40490/598

Kerry: 
19 Derry Street, Tralee, Co. Kerry
T: 066 718 4911

Western Region

Sligo/Leitrim/West Cavan:
Pre-School Services, Health Service, Executive, County, Marki-
evicz House, Sligo
T: 071 915 5100 Ext. 5346/5286

Donegal: 
Pre-School Services, Health Service Executive, County Clinic, St. 
Conal’s Hospital, Letterkenny, 
Co. Donegal
T: 074 912 3669 

Galway: 
Early Child Care Service, 8B Liosbán Industrial Estate, Tuam 
Road, Galway
T: 091 771928/47

Mayo: 
Early Child Care Services, 2nd Floor, Mill Lane, Bridge Street, 
Castlebar, Co. Mayo
T: 094 903 4776

Roscommon: 
Early Child Care Services, Abbeytown House, Abbey Street, 
Roscommon
T: 0906 626732 

Tipperary North: 
Pre-School Inspection & Information Services, Health Service 
Executive, Annbrook, Limerick Road, Nenagh, Co. Tipperary
T: 067 38308

Clare: 
Pre-School Inspection & Information Services, Health Service 
Executive, River House, Gort Road, 
Ennis, Co. Clare
T: 065 686 3902 

Limerick: 
Pre-School Inspection & Information Services, Health Service 
Executive, 87 O’Connell Street, Limerick
T: 061 483591 

North-East Region

Meath: 
Pre-School Officer, Family Resource Centre, Health Service 
Executive, Commons Road, Navan, 
Co. Meath
T: 046 907 4431
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Louth: 
Pre-School Officer, Health Service Executive, The Ramparts, 
Dundalk, Co. Louth
T: 042 938 9623 

Cavan/Monaghan: 
Pre-School Officer, Pre-School Services, Local Health Office, 
Rooskey, Monaghan Town
T: 046 30400

Laois/Offaly: 
HSE Pre-School Services, Harbour Street, Tullamore, Co. Offaly
T: 057 932 8110 

Longford/Westmeath: 
Pre-School Services Office, Marlinstown Business Park, Spring-
field, Co. Westmeath
T: 044 933 6070

Kildare/West Wicklow: 
Pre-School Officer, Area 9, Poplar House, Poplar Square, Naas, 
Co. Kildare
T: 045 873241 

East Wicklow: 
Pre-School Officer, Area 10, Loughlinstown Health Centre, 
Loughlinstown Drive, Loughlinstown, 
Dublin 18
T: 01 282 2122 

Dublin Region:
Pre-School Officer, Area 10 
Loughlinstown Health Centre, Loughlinstown Drive, Loughlinstown
Dublin 18
T: 01 282 2122 

Pre-School Officer, Area 2 & 3
The Maltings Business Park, 54-55 Marrowbone Lane, Dublin 8
T: 01 454 4733

Pre-School Officer, Area 4 & 5
Community Services, Cherry Orchard Hospital, Ballyfermot
Dublin 10
T: 01 620 6323/ 092

Pre-School Officer, Area 6
Local Health Office, North-West Dublin, Rathdown Road, Dublin 7
T: 01 882 5164 

Pre-School Officer, Area 7
Local Health Office, North West Dublin, Rathdown Road, Dublin 7
T: 01 882 5164

Pre-School Officer, Area 8
The Cottage, 2 Church Road, Swords, Co. Dublin
T: 01 840 2835

City/County Childcare Committees

Carlow: 16 Dublin Road, Carlow
T: 059 914 0244 E: carlowccc@eircom.net
www.carlowchildcare.com

Cavan: Railway Station, Belturbet, Co. Cavan
T: 049 952 9882 E: info@cavanccc.ie
www.cavanccc.ie

Clare: 1 Kilrush Road, Ennis, Co. Clare
T: 065 686 4862 E: info@clarechildcare.ie
www.clarechildcare.ie

Cork City: 29 Penrose Wharf, Cork
T: 021 450 7942
E: corkcitychildcare1@eircom.net
www.corkcitychildcare.ie

Cork County: Market House, Buttevant, Co. Cork
T: 022 23880 E: info@corkchildcare.ie
www.corkchildcare.ie

Donegal: Glenview Business Park, Donegal Road,Ballybofey, 
Co. Donegal
T: 074 913 2416 E: info@donegalchildcare.com
www.donegalchildcare.com

Dublin City: 108 James Street, The Digital Hub, Dublin 8
T: 01 542 4100 E: info@dccc.ie
www.childcareonline.ie
 
Dun Laoghaire Rathdown:
5a Woodpark, Sallynoggin, Co. Dublin
T: 01 236 8030 E: info@dlrcountychildcare.ie
www.dlrcountychildcare.ie

Fingal: ABCO KOVEX Building,
Swords Business Park, Swords, Co. Dublin
T: 01 807 7660 E: info@fingalcountychildcare.ie
www.fingalcountychildcare.ie

Galway: 9B Lisoban Retail Centre,
Tuam Road, Galway
T: 091 752039 E: mail@galwaychildcare.com
www.galwaychildcare.com

Kerry: 1 Powers Court,
Boherbee, Tralee, Co. Kerry
T: 066 718 1582 
E: info@kerrycountychildcare.com
www.kerrycountychildcare.ie

Kildare: Woods House, Clane, Co. Kildare
T: 045 861 307 E: info@kildarechildcare.ie
www.kildarechildcare.ie 

Kilkenny: Rear Choill Mhuire,
Glendine Road, Kilkenny
T: 056 7752 865 E: info@kkccc.ie
www.kkccc.ie

Laois: 6 Lismard Court, Portlaoise, Co. Laois
T: 057 866 1029 E: info@laoischildcare.ie
www.laoischildcare.ie 

Leitrim: Laird House, Church Street,
Drumshanbo, Co. Leitrim
T: 071 964 0870
E: leitrimcountychildcare@eircom.net 

Limerick City: City Hall, Merchants Quay, Limerick 
T: 061407525 E: childcare@limerickcity.ie 

Limerick County: 32 Main Street,
Croom, Co. Limerick
T: 061 600 918 E: clcc@eircom.net
www.clcc.ie

Longford: Longford Enterprise Centre,
Ballinalee, Longford
T: 043 42505 E: info@longfordchildcare.ie
www.longfordchildcare.ie
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Louth: Unit 14, Ardee Business Park,
Hale Street, Ardee, Co. Louth
T: 041 685 9912 E: info@louthchildcare.ie
www.louthchildcare.ie

Mayo: 1st Floor, Chambers House, Ellison Street,
Castlebar, Co. Mayo
T: 094 904 7010 
E: mayochildcare@mayococo.ie
www.mayocdb.ie

Meath: 1 New Bridge,
Athlumney Rd, Navan, Co. Meath
T: 046 907 3010 E: meathchildcare@eircom.net
www.mccc.ie

Monaghan: 7 The Grange,
Plantation Walk, Monaghan
T: 047 72896 E: monaghanccc@eircom.net
www.monaghanchildcare.ie

North Tipperary: Civic Offices,
Limerick Road, Nenagh, Co. Tipperary
T: 067 44886 E: childcare@northtippcoco.ie
www.northtipperarychildcare.ie

Offaly: St Joseph’s Community Centre,
Kilcormac, Co. Offaly
T: 057 913 5878 E: info@offalychildcare.com
www.offalychildcare.com

Roscommon: Knock Rd,
Castlerea, Co. Roscommon
T: 094 9622 540 E: info@roscommonchildcare.ie
www.roscommonchildcare.ie

Sligo: Unit 6, Cleveragh Retail Park,
Cleveragh, Sligo
T: 071 914 8860 E: sligochildcare@gmail.com 
www.sligochildcare.ie

South Dublin: C6 Clondalkin Civic Offices, 9th Lock Rd, 
Clondalkin, Dublin 22
T: 01 457 0122 E: info@southdublinchildcare.ie
www.southdublinchildcare.ie

South Tipperary: Unit 5, Ground Floor, Hughes
Mill, Suir Island, Clonmel, Co. Tipperary
T: 052 82274 E: info@southtippchildcare.ie

Waterford City: 4b, Manor Village, Cork Road, Waterford City
T: 051 860444
E: waterfordcitychildcarecom@eircom.net
www.waterfordcitychildcare.com

Waterford: County: 9 Emmet St,
Dungarvan, Co. Waterford
T: 058 43601
E: waterfordcochildcare@eircom.net
www.waterfordcoco.ie

Westmeath: 6 St John’s Terrace, Blackhall,
Mullingar, Co. Westmeath
T: 044 35454
E: info@westmeathchildcare.ie
www.westmeathchildcare.ie

Wexford: 7 Castle Hill, Enniscorthy, Co. Wexford
T: 053 9237156 E: infowxccc@eircom.net
www.wexfordchildcare.ie

Wicklow: Kilmantin Hill, Wicklow
T: 0404 64455 E: info@wccc.ie
www.wicklowcountychildcare.ie


