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EVERY CHILDHOOD LASTS A LIFETIME 

ABOUT BARNARDOS 

Barnardos is committed to the best interests of children and young people in Ireland, 
promoting and respecting their rights in all of our work. 

Barnardos is Ireland’s leading charity for children and families. Barnardos advances the welfare of 

children and their families in Ireland by: 

Providing effective services for children and families where and when they are needed. These 
include: Family Support Services; The National Children’s Resource Centre; Adoption Advice 
Service; Sdlas — a bereavement counselling service for children; Beacon — a Guardian ad Litem 
service representing children’s interests in court; The Teenage Parenting Programme; The Irish 
Association of Young People in Care, Regional Childcare Development Workers and two 
services more recently established: Origins — an information and counselling service for those 
who have been in institutional care and a Family Group Conferencing service. 

Advocating for children’s rights, the improvement of children’s welfare and influencing the 
development of policy and provision for children at national, regional and local levels. 

At the core of Barnardos work is the belief that every child has the right to reach his or her potential 
and that their family is crucial to their development. We work with children in the firm belief that early 

intervention and finding solutions to problems before they grow is vital — because every childhood lasts 
a lifetime. 

REGIONAL CHILDCARE DEVELOPMENT PROGRAMME 

Barnardos Regional Childcare Development Programme was established in Barnardos in 2001 with 
funding from the Department of Justice, Equality & Law Reform through the Equal Opportunities 
Childcare Programme (EOCP) to provide professional childcare support to childcare providers with a 
focus on disadvantage. This support is underpinned by the National Children’s Strategy, the U.N. | 
Convention on the Rights of the Child and Barnardos own Mission Statement and guiding principles. 
The Programme aims to: 

Provide professional support, information and advice and consultation to childcare providers. 

Enhance the quality of childcare provision and practice. 

Support the development of new childcare services recognizing the benefits of quality early 
childhood services in particular for children experiencing disadvantage. 

Promote the needs and rights of children as a central tenet of quality provision. 

Acknowledge diversity and promote intercultural and anti-discriminatory policies and practices 
in childcare services. 

Link with existing and emerging childcare structures so as to develop a coordinated and 

complementary approach to supporting and developing quality childcare provision.



FOREWORD 

This guide offers practical advice and information to take you through the initial phases of 
setting up a new childcare service. Each section is presented in a user-friendly way and details 
as exactly as possible how to obtain the information you will need to establish a new service. 

The historical view of childcare has changed over the past number of years with the vast improvements 
in Ireland's economic infrastructure and the increase in women's participation in the labour force. 
These changes have led to a re-evaluation of the need for the availability of quality childcare services in 
this country. 

Under the Equal Opportunities Childcare Programme community groups and not-for-profit 
organisations can apply for capital and staffing grants. Self-employed and private childcare providers 
can apply for capital grants. The capital grants can be availed of for building, extending, upgrading and 
renovating childcare facilities and also for purchasing childcare toys and equipment. 

In the context of the National Development Plan (NDP) under which the Department of Justice, 
Equality and Law Reform has been allocated €437m to fund the development of childcare provision 
from 2000 to 2006 it is envisaged that the new supports outlined in the Equal Opportunities Childcare 
Programme (EOCP) 2000 to 2006 will play a crucial role in maintaining service provision, stimulate the 
establishment of new services and bring about an improvement in the quality of childcare services’. 

Childcare is a unique human service with multiple goals and interconnected purposes. It is now widely 
accepted that if a preschool childcare service is high quality, it provides intellectual and social 
enhancement that persists into primary school, establishing a foundation for later success while poor 
quality childcare has been demonstrated to have negative impacts. If childcare is accessible, low-income 
parents on social welfare can become self reliant by participating in employment, training and 
education, and contribute to the economic life of the community. Reliable childcare also helps enhance 
the work effectiveness of workers who are parents across the economic spectrum by reducing the 
tensions between work and family responsibilities. Inclusive childcare services enhance social solidarity 
and community cohesion through participation in shared experiences by uniting families of all 
backgrounds and cultural origins in common activities related to the well being of their children. 

All children benefit from opportunities to play and learn but children with special needs and those 
experiencing disadvantage can gain particular benefits from access to high quality childcare. It is 
important to consider these needs in all aspects of planning for new childcare places. 
Parents use childcare services for many reasons, some because they wish their children to participate in 
pte-school and sessional activities and others because they require childcare services to enable them to 
participate in work, education or training. Regardless of the reason for availing of childcare, parents 
want a quality childcare service that provides a safe and secure environment for their children and 
caters for their children's physical, social, emotional and cognitive needs. 

Quality childcare is recognised as one of the best ways of ensuring the development of the child. 
The quality of a childcare service is dependent on a number of factors, in particular the quality of the 
personnel delivering the service, the interaction with children, and the programmes provided for a 
child's development. 
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For the purposes of this guide childcare is defined as the provision of daycare facilities and services for 

pre-school children and school-going children out of school hours. Services such as pre-schools, 

Naoinrai, day-care services, créches, playgroups, and out-of-school groups are included but schools 

(primary, secondary and special) and residential centres for children are excluded. 

A new childcare service will be most successful if it: 

" Provides good quality childcare 

=" Meets the needs of parents 

" Fits in with local planning strategies 

=" Is accessible 

" Complies with relevant statutory obligations 

" Is supported by the local community 

" Does not duplicate or compete with existing services 

" Has viable plans for sustainability 

" Demonstrates a commitment to equal opportunities 

It is hoped that by using this Toolkit a significant amount of time and effort can be spared, which 
would normally be spent researching and locating the various sources of information that are needed, 

by using the references to the larger more detailed resources and the details of how and where to access 

them. 

Marie Willoughby 
Regional Childcare Development Worker 

Barnardos Southern Region



CONTENTS 

1. GENERAL INFORMATION 
Knowledge and understanding of the relevant legislation and of the national and local 
coordinating structures in the childcare sectoz is essential as all childcare services now have to 
operate within this context. 

2. MARKET RESEARCH/UNDERTAKING A NEEDS ANALYSIS 
An understanding of what parents need/want and are most likely to use, in terms of childcare, 
is essential to the development of a high quality, flexible, accessible early years service for 
children and families. 

3. THE PROJECT DEVELOPMENT PROCESS 

This section deals with how to take your idea through the process of developing your project 
plan. 

4. THE BUSINESS PLAN 
Most businesses will basically require the same format in presenting their business plan 
regardless of the nature of the business being undertaken. 

5. MANAGEMENT STRUCTURES 
Managemeni ox ‘Governance’ of your service is critical. 
There are several possible management structures that your childcare service could have. It 
could be: 

" A committee managed service such as a voluntary organisation, registered charity, 
parents’ co-operative, community business 

« A private business that is individually or partnership managed. 

6. HOW TO FIND, SELECT AND ENGAGE AN ARCHITECT 
There are many methods of selecting an architect. You need to determine which approach fits 
your requirements. 

7. PREMISES AND PLANNING PERMISSION 
This section covers best practice in the planning, design and adaptation of childcare facilities 
in Ireland. It also provides information about planning permission which you will need for any 
development of land or property (unless it is specifically exempted). 

8. POLICY DEVELOPMENT 

Having clearly defined policies and procedures that are understood and followed by staff is 
essential and a requirement when applying for funding under the Equal Opportunities 
Childcare Programme (EOCP). 

9. EQUAL OPPORTUNITIES 
Equal Opportunities is about fairness and ensuring that discrimination, either direct or 
indirect, does not take place. 

10. TYPES OF CHILDCARE PROVISION 
This section provides a brief description/ definition of each of the different types of childcare 
that have been provided in Ireland to date.



11, INSURANCE, TAXATION, ACCOUNTING, BANKING 
This section deals with the financial and administrative requirements of setting up a new 
service. 

12. SOURCES OF FUNDING 
It may be necessary to consider various sources of funding to set up and/or to run a service. 

13. CRITERIA FOR EQUAL OPPORTUNITIES CHILDCARE PROGRAMME (EOCP) 
FUNDING 

Each application for funding towards staffing costs is appraised separately, and on its own 
merits, against a range of criteria specified under the programme. 

14. BOOKKEEPING 

Good bookkeeping minimises an accountant’s time and enables you to remain in control of 
finances. 

15. FURNISHINGS AND EQUIPMENT 
Adequate furnishings and equipment are essential components of quality childcare. 

16. STAFFING REQUIREMENTS 

The effectiveness of an early yeats programme is determined by the skills, attitudes and 
commitment of the adults involved. 

17. HEALTH & SAFETY 
All employers are required by law to have a Health & Safety Statement. 

18. QUALITY 

There is no single definition of quality for the variety of types of childcare settings however 
researchets aad practitioners have reached agreement on many indicators of a high quality 
service. 

19. MARKETING 

Once you have done your research you then need to design yout service to meet the needs of 
customerts. 

20. NATIONAL VOLUNTARY CHILDCARE ORGANISATIONS 
A number of National Voluntary Organisations provide information, support and resources to 
those providing childcare. 

APPENDICES 
A. POLICIES & PROCEDURES LIST 

B. SUGGESTED FURNISHINGS & EQUIPMENT LIST 

CONSULTING CHILDREN 

THE MANAGING BETTER SERIES COMBAT POVERTY 
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SAMPLE PROJECT PLAN



  
1. GENERAL INFORMATION - CONTENTS 

Knowledge and understanding of the relevant legislation and of the national and local 

coordinating structures in the childcare sector is essential as all childcare services now have to 
operate within this context. 
This section provides an overview of the legislative context and the coordinating structures: 

LEGISLATION 
The Child Care (Pre-School Services) Regulations 1996 and (Amendment) Regulations 1997 give effect 
to the provisions of Part VII of the Child Care Act 1991 and provide for notification to and inspections 
by health boards of pre-school services 
Services covered by the regulations 
Categories of services: 
1 Sessional Services 2 Full Day care Services 3 Drop-in Centres 4 Childminders 
Increasing numbers of services are offering After School facilities for older school-going children. 

HEALTH BOARD PRE-SCHOOLS OFFICE 

* General Description® Services Provided ® Access to Services" Contact Details 

EMPLOYMENT LEGISLATION 

OVERVIEW OF THE EQUAL OPPORTUNITIES CHILDCARE PROGRAMME (EOCP) 2000- 
2006 OF THE DEPARTMENT OF JUSTICE, EQUALITY & LAW*REFORM. 

" Background ® Aims/Objectives * National and Local Co-ordinating Structures * Grant 

Schemes that are directly available to Childcare Providers * Quality Improvement * Funding 
« Summary of Area Development Management’s (ADM’s) Role and Responsibilities 

COUNTY CHILDCARE COMMITTEES (CCCS) 

These have been assigned by the Government’s National Childcare Policy as the key local component 

in the development of a coordinated approach to quality childcare. 

* Mission Statement *® Representation" Core Action® Priority Objectives 

= Guiding Principles * Consultation on EOCP Applications 

NATIONAL CHILDCARE CENSUS (BASELINE DATA 1999-2000) 

During 1999/2000, ADM coordinated the most comprehensive Childcare Census ever undertaken in 

Ireland on behaif of the Department of Justice, Equality and Law Reform. The Census interviewed 

2,607 group based childcare settings. 

ADM (AREA DEVELOPMENT MANAGEMENT LIMITED). 
ADM manages the day-to-day operations of the Equal Opportunities Childcare Programme (EOCP) 
2000-2006 on behalf of and in consultation with the Department of Justice, Equality and Law Reform 
(DJELR). 

THE CENTRE FOR EARLY CHILDHOOD DEVELOPMENT AND EDUCATION (CECDE) 

CHILDREN FIRST CHILD PROTECTION GUIDELINES 

CORK CITY ENTERPRISE BOARD 

CORK CITY DEVELOPMENT BOARD



  
1. GENERAL INFORMATION 

LEGISLATION 

The Child Care Act 1991 is the most important piece of legislation in relation to the delivery of a pre- 
school service’. 

The Child Care (Pre-School Services) Regulations 1996 and (Amendment) Regulations 1997 give effect 
to the provisions of Part VII of the Child Care Act 1991 and provide for notification to and inspections 
by health boards of pre-school services’. The proprietor of a childcare service in Cork must notify the 
Southern Health Board 28 days before starting the service. 

The health board has responsibility for the enforcement and execution of the Regulations and in order 
to carry out the supervisory role “sha// cause to be visited from time to time, each pre-school service in its area”’ 
(Section 53) in order to ensure that the person providing a service is taking all reasonable measures to 
safeguard the health, safety and welfare of pre-school children attending the service. 

Services covered by the regulations 
Playgroups 
Créches 

Day Nurseries 

Montessori groups 

Drop-in Centres 

Childminders (with some exceptions) 

Other day care services for children under six, including those run by the health board 

Services not covered 
The care of any pre-school child by a relative or spouse of a relative. 
Childminders taking care of pre-school children of the same family and no other children except their 
own. 
Childminders taking care of not more than three pre-school children of different families (apart from 
their own pre-school children). 

For the purposes of the regulations, services are divided into different categories: 

1 Sessional Services: 

Services which offer a planned programme for not more than 3.5 houts per session, including pre- 

schools, playgroups, créches and Montessori groups. 

2 Full Day care Services: 
Day Care services for pre-school children for more than 3.5 hours including day nurseries and créches. 

  

? The Child Care Act 1991 defines a Pre-school as: “Any pre-school, playgroup, day nursery, creche day care or other similar service 

which caters for pre-school children, including those grant-aided by health boards’. A pre-school child is defined as: “a child who has not 

attained the age of six years and who is not attending a national school or a school providing an educational programme similar to a national 
school” (section 49). 
3The health board has responsibility for the enforcement and execution of the Regulations and in order to carry out the 
supervisory role “shall cause to be visited from time to time, each pre-school service in its area”’ (Section 53) in order to ensure that the 
person providing a service is taking all reasonable measures to safeguard the health, safety and welfare of pre-school children 
attending the service.



  
3 Drop-in Centres: 
Services provided in shopping centres, leisure centres, hotels, etc. where children can be left for a short 
time while parents avail of a service or attend an event. 

4 Childminders: 

People who mind children in the minder's home for all or part of the day except those exempt from the 
regulations. 

Increasing numbers of services are offering After School facilities for older school-going children. 
While there are at present, no statutory regulations governing the operation of after school services, the 
National Children's Nurseries Association has published comprehensive guidelines called After School 
- The Way Forward 

In the Southern Health Board region the pre-school service inspection teams comprise an officer from 
the Public Health Nursing Service and an officer from the Environmental Health Department. 

The Regulations place the following responsibilities on the providers of pre-school services, to ensure: 

® All children attending the service have suitable means of expression and development through 
the use of books, toys, games etc. 

" Suitable first aid equipment is on the premises 

" Adequate arrangements for the summoning of medical assistance promptly in an emergency 

" The presence of a sufficient number of adults in relation to the number of children 

" Proper fire safety procedures & equipment are in place 

= Adequate space per child - a health board may fix the maximum number of children that can be 
catered for by any particular service 

" Adequate heating / lighting / ventilation / sanitary facilities / waste storage & disposal 

" The presence of suitable non-toxic play equipment 

" Adequate facilities for rest and play 

" Where food is consumed that there are suitable facilities for storage, preparation, cooking and 
serving of same 

" Proper insurance is in place 

The pre-school service is also obliged to keep a registet of such matters as: 

The name and date of birth of each child, 

¢ The name, address and contact number of a parent / guardian for each child 

e Authorisation for the collection of a child 

¢ Details of illnesses etc and the name / telephone of each child's GP
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A parent / guardian is entitled to inspect the register in respect of his/ her child. 
The provider of the pre-school service is also obliged to keep the following records: 
(a) The name, position, qualifications and experience of the person in charge and every person 
working in the service 
(b) Details of daily attendances 
(c) Staff rosters 

(d) Maximum number of children allowed 
(e) Details of staff / child ratios 
(f) Any medicines administered 
(g) Type of care / programme provided 
(h) Details of any accidents / injuries 
(Qj) Facilities available 
(Gj) Opening hours & fees 

A parent of a prospective child is entitled to receive information from the service in relation to (a), 

(d), (e), (g), @ and (j) above. 

A person proposing to establish a pre-school service is required to give the appropriate health 
board 28 days notice before the service starts and to pay the required registration fee. 

A list of registered pre-school services is available from the Southern Health Board. 

A copy of the Child Care (Pre-School Services) Regulations 1996 and Child Care (Pre-School 
Services) (Amendment) Regulations 1997 and Explanatory Guide to Requirements and 
Procedures for Notification and Inspection can be obtained from: 
Government Publications Office 
4/5 Harcourt Road 

Dublin 2. 
Tel: 01 647 6847 

This can also be downloaded directly from www.doh.ie/pdfdocs/ccreg.pdf 

PRE-SCHOOLS OFFICE‘ 

General Description 

The Pre-School Service Department is responsible for implementing the legislation contained 
in the Child Care (Pre-School Services) Regulations 1996 and Explanatory Guide to 
Requirements and Procedures for Notification and Inspection. These regulations prescribe the 
measures that must be in place to meet the requirements of Part VII of the Child Care Act 

1991. 

Services Provided 

" The supervision and inspection by Pre-School Inspection Teams of all pre-school services, i.e. 

any pre-school, play group, day nursery, créche, day care, some childminders or other similar 

services which cater for pre-school children, included those grant-aided by the Health Boards. 

  

+ Source: Southern Health Board Website



  
The Board's staff, in the course of inspections, secure the health, safety & welfare and promote 
the development of pre-school children attending the pre-school services. 

Collection and seeking out of notifications from pre-school providers in accordance with the 
procedures for notification. 

Providing information and advising pre-school service providers in relation to the Regulations 
etc. 

Providing information to interested persons. 

Recording of complaints and investigation of same by the Pre-School Inspection Teams. 

Liaise and meet with representatives of National Pre-School Organisations. 

Liaise and meet with representatives of the Department of Health & Children and Pre-School 
Officers in other Health Boards, regarding the implementation of the regulations. 

) Access to Services 

An information service is provided to interested persons by contacting or calling to the Pre- 
Schools Office, based in Abbeycourt House, George's Quay, Cork. 

Notification Forms can be obtained by contacting the Pre-Schools Office, based in Abbeycoutt 
House, George's Quay, Cork. 

The Pre-School Inspection Teams are available to provide advice and inspect premises 
following receipt of completed notifications. 

A formal complaints recording procedure is in place for recording complaints received in 
writing, by telephone call or by calling to one of the pre-school staff. We advise and encourage 
complainants to give their own details. 

Pre-Schools Office Contact Details: 

Child Care Manager with overall responsibility for pre-school services: 
Mike Van Aswegan 

) Child Care Manager 
Southern Health Board 
Abbeycourt House 
George’s Quay 

Cork 

Telephone: 021-4923974 
Fax: 021-4963953 

Pre-Schools Officer: 

Anne Godfrey 

Staff Officer 

Pre-Schools Office 

Abbeycourt House 

George’s Quay 
Cork 

Telephone: 021-4923974 

) Fax: 021-4963953



Pre-Schools Office: 

Clerical Officer 

Floor 2 

Abbeycourt House, 

George's Quay 
Cork 

Telephone: 021-4923884 

Fax: 021-4963953 

North Lee /South Lee Area: 

Public Health Nurse, 

Environmental Health Officer, 

Clerical Officer, 

Floor 2, 

Abbeycourt House, 

George's Quay, 
Cork. 

Telephone: 021-4923975 

EMPLOYMENT LEGISLATION 

Managing staff, and the related employment legislation is a complex area. A broad outline of some of 
the more regular legislation that applies to employees and of which employers should be aware, is given 
in Barnardos publication Personnel Practice in Early Yeats Services — A Guide by Mary Byrne 
(published 2002). This is an invaluable resource to help you to ensure best practice and quality 
standards in regard to personnel. A copy of this publication can be obtained free of charge from 
Barnardos National Children’s Resource Centre (NCRC) at The Bowling Green, White Street, Cork. 
Tel: 021 4310 591 Fax: 021 4310 691 Email: nctc@cork.barnardos.ie 

INFORMATION BOOKLETS CAN BE OBTAINED FROM: 

Department of Enterprise, Trade & Employment, 
Kildare Street, 

Dublin 2. 

Tel: 01 631 2121 Fax 01 631 2827 
Email: webmaster@entemp.irlgov.ie 

Website: www.entemp.ie 

Many publications can be downloaded directly from http:/ /www.entemp.ie/pubemp.htm#emprights 
These include a Guide to Labour Law. This can also be obtained from: 
Employment Rights Information Unit 
Tel: 01 631 3131 

Fax: 01 631 3267 

Lo call 1890 201 615 

OVERVIEW OF THE EQUAL OPPORTUNITIES CHILDCARE PROGRAMME (EOCP) 
2000-2006



Background 

The Department of Justice, Equality and Law Reform has lead responsibility for the co-ordination of 
the Government’s National Childcare’ Policy and ADM Ltd manage the day to day operations of the 
Equal Opportunities Childcare Programme (EOCP) on their behalf. 

The EOCP is funded by the Irish Government and part-financed by the European Union Structural 
Funds under the National Development Plan 2000-2006. The Government has made Childcare a 

ptiority under the NDP and funding in excess of €317 million has been allocated specifically to 

Childcare. Subsequent to a further allocation by the Government, the funding available up to 2006 is 

now €437 million. 

Childcare is Measure 1 of the Social Inclusion Sub-Programme of the Regional Operational 

Programme, under Measute 1 there are three Sub-Measures, which are :- 

Sub-Measure 1: Capital grant scheme for childcare facilities 

Sub-Measure 2: Support for staffing costs 

Sub-Measute 3: Quality improvement programme 

Aims / Objectives 

The EOCP has a strong focus on targeting disadvantage and facilitating parents to avail of training, 

education and employment opportunities. It is part-financed by the European Union Structural Funds, 

who contribute €180m (of the total €437m available under the EOCP), as childcare is still seen as an 
equality issue within Europe. 

The objectives of the Programme are: - 

" To improve the quality of childcare in Ireland. 

" To increase the number of childcare facilities and childcare places. 

* To introduce a coordinated approach to the delivery of childcare services. 

To assist the Programme in attaining these objectives, the following have been put in place: 

a) National and Local Co-ordinating Structures. 
b) EOCP grants schemes that are directly available to Childcare Providers. 
c) EOCP funding allocated and channelled through appropriate organisations for quality improvement 
measures. 

National and Local Co-ordinating Structures 
1, The Interdepartmental Policy/Synergies Committee for Childcare is at Assistant Secretary level 

and was set up to bring about cross-departmental and cross agency co-operation/co-ordination in 
Childcare. In particular, it was set up to examine all childcare initiatives being promoted by 

Government Departments, to ensure initiatives are coordinated, to develop synergies and resolve 

difficulties between Departments and advise the National Co-ordinating Childcare Committee (NCCC) 
on developments in childcare policy. 

2. The National Co-ordinating Childcare Committee (NCCC) is chaired by the Department of 
Justice, Equality and Law Reform. The committee oversees the development of an integrated childcare 
  

> For the purposes of the EOCP, the term childcare is defined as the provision of day-care and sessional facilities and 

services for pre-school aged children and for school going children out of school hours (e.g. pre-schools, day care centres, 
Naionrai, nurseries, créches, playgroups, individual childminders and after-school groups). 

Itincludes services offering care, educational and socialisation opportunities for children to the benefit of children, parents, 

employers and the wider community.



infrastructure throughout the country. Membership is comprised of representatives from the statutory 
and non-statutory sectors, including the social partners and the National Voluntary Childcare 
Organisations (NVCOs). To assist in its work the Committee has established a number of sub-groups 
as follows: 

The Certifying Bodies Sub-Group was established to address issues around childcare qualifications, 
certification and accreditation on behalf of the NCCC. The sub-group has completed work on a ‘Model 
Framework for Education, Training and Professional Development in the Early Childhood Care & 
Education Sector (Quality Childcare & Lifelong Learning)’ for submission by the NCCC to the 
National Qualifications Authority of Ireland and the awards councils, HETAC and FETAC. The model 
was published in September 2002 and can be viewed on the Department of Justice, Equality and Law 
Reform’s website under publications. 

The Advisory Sub-group (for Children with Special Requirements, Minority Ethnic Groups and 
Traveller Children) was established to examine the work of the NCCC with regard to the childcare 
needs of children with special requirements, including children from Minority Ethnic Groups and the 
Travelling community, and to proof the work of the sector on issues such as poverty, equality and 
diversity. To date this sub-group has produced a set of ‘Quality and Diversity Guidelines’ for County 
Childcare Committees. 

The Working Group on School Aged Childcare whose remit is to review the existing provision of 
school aged childcare in Ireland and in other jurisdictions, to develop guidelines of quality standards for 
school aged childcare, and to make proposals for the development of school aged childcare services on 
a year-round basis, taking into account the diverse forms of such childcare. 

A Childminding Sub-Group has also been established and includes a broad representation. The two 
preliminary functions of this group will be to develop a code of practice for those childminders who are 
not (under the current (1996) regulations) required to notify; and following from that to undertake a 
review of the existing code of practice for childminders who are currently required to notify. The 

NCCC may assign further tasks to this sub-group over its lifetime. 

3. County Childcare Committees have been assigned by the Government’s National Childcare 
Policy as the key local component in the development of a coordinated approach) and is expected to 
reinforce, enhance and provide a co-ordination mechanism at county level. 

b) Grant Schemes that are directly available to Childcare Providers   

Capital Grants are available to support: 
Sub-Measure 1 Community/not for profit childcare facilities/services (no grant limit applies) 

(Capital) Small scale self-employed providers (up to a maximum of €50,790 available 
with matching funding of 35% required) 
  

Sub-Measure 2 Support for community/not for profit organisations (which must have a focus on 
(Staffing) disadvantage) is available in the form of staffing grants to cover salary and 

associated administration costs.     

Application forms and "General Guidelines" for funding can be obtained from the Department of 

Justice, Equality and Law Reform, Childcare Directorate, 3rd Floor, 72-76 St. Stephen's Green, Dublin 2 

Telephone no: Lo-call 1890 20 90 30, e-mail: Childcare _Mail@justice.ie  



) 

c) Quality Improvement Funding that is channeled through appropriate Organisations 

  

  

Development support for 7 of the 9 National Voluntary Childcare 

Sub-Measure 3 Organisations, ie. IPPA, Barnardos, Forbairt Naoinrai Teo (An Comhchoiste 

(Quality Reamhscolafochta Teo.), Irish Steiner Kindergarten Association, NCNA, St 

Iveprovement) Nicholas Montessori Society of Ireland, National Childminding Association of 

Ireland. 

Resoutces for ‘local or county’ quality improvement measures which are being 

allocated directly to County Childcare Committees who will carry out specific 

actions as part of their Childcare Strategic Plan (e.g. networking & training). 
National/Regional Quality Improvement proposals, which are nationally or 
regionally focused, will be assessed centrally by the EOCP (e.g. Border 

Counties Childcare Network).     
SUMMARY OF ADM’S ROLE AND RESPONSIBILITIES 

ADM manages the day-to-day operations of the Equal Opportunities Childcare Programme (EOCP) 

2000-2006 on behalf of and in consultation with the Department of Justice, Equality and Law Reform 

(DJELR). 

Operational Management 
ADM is responsible for the development of effective systems to manage, monitor, support and 

administer the programme, including: - 

Management and implementation of clear and transparent internal appraisal procedures, leading 

to recommendations to the Programme Appraisal Committee (PAC). 
Management of contractual arrangements with all EOCP beneficiaries in all its forms, 

(including support, development, training, evaluation, finance and monitoring). 

Effective financial management of the Programme and monitoring of expenditure trends and 

progress; 
Implementation of audit and financial control procedures. 

Implementation of a qualitative and quantitative performance monitoring system in 

consultation with the DJELR; 

Organisation of seminars and workshops to support the Programme implementation; 

Development of effective reporting systems to the DJELR, Regional Assemblies etc. 

Policy Development and Co-ordination 

ADM contributes through the following: - 

Assist/input in to the policy elements of the Programme; 
Prepare reports and strategies based on the lessons learnt in consultation with the DJELR; 

Assess and evaluate County Childcare Strategic Plans with the DJELR and make 

recommendations to the National Childcare Co-ordinating Committee (NCCC); 

Develop guidelines for County Childcare Committees and liaise with them to support and 

monitor the implementation of their strategic plans; 

Consult with relevant bodies to ensure synergy and avoid duplication; 

Participate in national co-ordination structures; ie. the NCCC and Inter Departmental Policy 

Committee; 

Provide technical support to the NCCC. 
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COUNTY CHILDCARE COMMITTEES (CCCS) 
MISSION STATEMENT 
‘The Government’s National Childcare Policy has assigned County Childcare Committees as the Rey local component in 
the development of a coordinated approach to quality childcare. Their strategic focus is to advance the provision of quality 
childcare facilities and services within the designated local areas. The role and function of County Childcare Committees ts 
in addition to other existing support and advisory services (Statutory and Non Statutory) and is expected to reinforce, 

enhance and provide a co-ordination mechanism at county level’. The origin of this process dates back to the Report of the 
Partnership 2000 Expert Working Group on Childcare, the "National Childcare Strategy’ that was published in 
January 1999. 

Representation 
In total, 33 County Childcare Committees have been set up around the country and each has a legal 
status. Each committee is broadly based and has approximately 22 members who are representative of 

the key stakeholders in each county. Representation includes: 

® Parents 

® Childcare Providers 

« Farming Organisations 

# Employers 

* Community and Voluntary Sector 
# National Voluntary Childcare Organisations 

=" Trade Unions 

* LDSIP Partnerships and Community Groups 

* Statutory Bodies/Government Departments 
® Other Relevant Stakeholders 

CCCs have representation on the County Development Board’s Social Inclusion Co-ordinating Groups 

(which were established on the recommendation of the Task Force on the Integration of Local 
Government and Local Development Systems). The Social Inclusion Measures (SIM) Groups are 
representative of key officials from relevant public and local development agencies involved in social 

inclusion activity at local level. 
CCCs have representation on the National Co-ordinating Childcare Committee (NCCC). There are 2 
representatives, one representing the Border Midlands and Western region and the second representing 

the South & East region. 

Core Action 

The main focus of CCCs is to advance the provision of quality childcare facilities and services within 

the designated local area. To enable this to happen, each CCC developed a County Childcare Strategic 

Plan (up to 2006) based on a shared vision and analysis of the needs within the county. CCCs receive 
funding from the EOCP to carry out actions under their strategic plans and to employ staff. CCCs will 

also lever in other resources from stakeholders to enable them to meet their priority objectives. 
Each County Childcare Strategic Plan forms part of the overall County Development Plan drawn up by 
County/City Development Boards. CCCs have representation on County/City Development Boards 

through their respective Chairs. 

Priority Objectives 
The priority objectives of the CCCs are to: 

* Maintain and build the local childcare capacity 

"  Prioritise initiatives targeted at the support and inclusion of childminders 

* Develop and promote quality standards and targets for the county 
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" Enhance and develop co-ordination 

" Enhance and develop information sharing and learning systems 

* Lever/attract additional resources to implement specific actions 

" Develop local childcare networks 

" Develop a targeted support strategy 

" Identify training needs 

GUIDING PRINCIPLES 

The CCCs are guided by five Guiding Principles, which are taken from the ‘National Childcare 

Strategy’. These are: 

" The needs and rights of children 

« Equal opportunities and equality of access and participation 

" Diversity 

" Partnership 

* Quality 

CONSULTATION ON EOCP APPLICATIONS 

As part of the applications appraisal process, ADM includes a stage whereby a consultation with CCCs 

will take place on applications submitted to the EOCP for each County. The process of assessment of 
individual applications is formally the responsibility of ADM on behalf of the Dept JELR. The role of 
the CCC is to add value to the central procedures. 

The CCCs are well placed at a local level to be familiar with the current and future provision of 

childcare needs in their county. CCCs will do this by providing ADM with strategic information relating 

to the childcare developments in the county and by cross reference to individual applications presented 

for consultation. 

CCCs have set-up Consultation Sub-committees for this purpose and Sub-committee members are 
requested to bear in mind the confidentiality of the consultation process. 

Udaras na Gaeltachta are represented on CCCs in Gaeltacht areas and have a role in the consultation 

ptocess for applications for funding from a Gaeltacht area. 

NATIONAL CHILDCARE CENSUS (baseline data 1999-2000) 

During 1999/2000, ADM coordinated the most comprehensive Childcare Census ever undertaken in 

Ireland on behalf of the Department of Justice, Equality and Law Reform. The Census interviewed 

2,607 group based childcare settings. 

For this project, the term childcare was used to describe group based childcare services and not individual 

Childminders. The range should cover day-care facilities and services for pre-school aged children and 

for school going children out of school hours (e.g.: pre-schools, day care centres, créches, playgroups, 

and after-school groups). 
The purpose of the Census, which was funded by the European Social Fund (ESF) and the Department 

of Justice, Equality and Law Reform, was: - 

" To begin to address the acknowledged information deficit in Ireland 

* To improve information flow about childcare (group based) settings 

* To comply with Ireland’s reporting requirements to the EU 

Key objectives were: - 

= To establish a central database of baseline data covering all childcare facilities/services being 

supported by the State, Community and Private Sector 

" To produce reports for planning and information purposes at county and national level 
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A series of area/county reports, 35 in total, were produced with corresponding Executive Summaries’ 
Final reports were launched on 28" November 2000 and subsequently the Gaeltacht Report was 

launched on 23rd July 2001. 
Each Executive Summary contains a Directory of Childcare Services as at 1999/2000. The Directory 
lists the services that kindly gave their written permission for their details to be published. An updated 
list can be obtained from your local County Childcare Committee’. 

ADM (Atea Development Management Limited). 
Holbrook House 

Holles Street 

Dublin 2 

Ireland 

Telephone: +353-1-2400-700 

Facsimile: +353-1-6610411 

General e-mail address: enquiries@adm.ie 

THE CENTRE FOR EARLY CHILDHOOD DEVELOPMENT AND EDUCATION 
(CECDE) 
The aim of the CECDE is to develop and coordinate early childhood education in pursuance of the 
objectives of the White Paper Ready to Learn’ and to advise the Department of Education and Science 
on policy issues in this area. The Centre’s brief covers children from 0 to 6 years of age in a wide variety 

of settings including families, nurseries, créches, playgroups, childminders, pre-schools and the infant 

classes of primary schools. 

The functions of the Centre are: 

" To develop early education quality standards in relation to all aspects of early childhood 

education including equipment and materials, staff qualifications, training, learning objectives, 

teaching methodologies, curriculum and related areas. 

" To develop a support framework to encourage compliance with quality standards by early 

education providers. 

" To coordinate and enhance early education provision, including parental involvement, with a 

particular focus on disadvantaged and special needs groups. 

The Centre is in the process of developing standards and guidelines in the following areas of early 

childhood development and education: 

# Equipment and materials 

" Staff and qualifications 

* Curriculum and methodology 

= Parental involvement 

The Centre in carrying out its functions, will consult on an ongoing basis with relevant agencies, 

groups, advisory bodies and providers of early childhood education. 

6 These can be accessed on ADM’s website www.adm.ie 

7See below for further details. 

§ The White Paper Ready ¢o Learn is available from Government Publications at Sun Alliance House, Molesworth Street, 

Dublin 2 Tel: 01 661 3111 

13



For further information contact: 

Centre for Early Childhood Development and Education 
Gate Lodge, St. Patrick’s College 

Drumcondra 
Dublin 9 
Tel: 01 884 2225 

Fax: 01 884 2107 
Email early.childhood@spd.dcu.ie 

CHILDREN FIRST 

Children First - National Guidelines for the Protection and Welfare of Children were published 
in September 1999 and represent a major development in strengthening arrangements for the 
protection of children. The objectives of the Guidelines are to improve the identification, reporting, 
assessment, treatment and management of child abuse. They also clarify the responsibilities of various 
professionals and individuals within organisations and provide guidance to enhance communication 
and co-ordination of information between disciplines and organisations. ‘Children First’ are over- 
arching national guidelines that apply to all individuals and agencies who have contact with children. 
‘Children First’ recognises the need to support community and voluntary groups to develop best 
practice in their dealings with children. One of the ways this is being addressed is by the creation of the 
Information and Advice Officer post in the health boards. Voluntary and community groups will have a 
named person in each board whose responsibility is to develop good working relationships and 
network with all groups dealing with children in their area. 

In order to support this development, a document entitled Our Duty to Care’ has been published. 
Essentially it promotes good practice and procedures for organisations dealing with children and 
consists of a booklet and fact-sheets covering areas such as: 

" Safe recruitment practice 
" Developing safe management practices and policies 
" Raising awareness of child abuse among volunteers and staff. 

It also provides advice on how to report concerns to the health boards. This is an essential tool for 
childcare organisations. 

It is important that employers validate information supplied by candidates and verify references pro- 
actively. It is very important to highlight that irrespective of whatever clearance arrangements are in 
place, it is necessary to bear in mind that criminal record checks, while being capable in appropriate 
circumstances to making a significant contribution, are not the sole answer to ensuring applicants 
suitability for jobs. There is a particular onus of care on employers to maintain good employment 
practice such as good interviewing practice and validating of references during the recruitment stage 
and also to ensure adequate supervision arrangements post recruitment. 
The Garda Central Vetting Unit commenced operations on 2 January 2002. The Central Vetting 
Unit's primary role is to check ptospective employees who as part of their duties will have substantial 
access to children or vulnerable adults. 

All staff, relief staff, students and volunteers should be appropriately vetted before taking up duties, 
through the taking up of past employer references, including the most recent reference and requesting 
criminal records checks from An Garda Siochana, or other police authorities as appropriate. 

  

° Our Duty to Care: The principles of good practice for the protection of children and young people Department of 
Health & Children 
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CORK CITY ENTERPRISE BOARD 

Cork City Enterprise Board together with thirty four other Boards nationally, was established in 
October 1993 to develop the economic potential, through a support mechanism, of locally based 
industries. The Board is in a unique position in that it can offer direct grant aid to manufacturing 
industry, internationally traded services and in certain circumstances the service sector. 

Services Provided: 

Advice 

The Enterprise Board staff are available to advise on how to convert your idea into a business. 

Business Plans: 

The Board will advise you on the structure and content of the Business Plan. 

Financial Assistance: 

The Board can consider eligible projects for: 
Capital Grants - for the purchase of machinery or equipment 
Employment Grants - for creation of new jobs 

Feasibility Study Grants - for research 

Refundable Grant Aid 

Mentoring: 
Once your business is up and running, the Board can provide you with a mentor who will be there to 
help you to identify problems and to suggest appropriate solutions. 

Management Development Programme: 
The Board, from time to time, organises management development coutses to assist you in the 
management of your business. 

After Care: 
As soon as you are operational, Enterprise Board staff will visit you periodically to help you with any 
problems you may be encountering. 

Cork City Enterprise Board Contact details: 

Dave Cody or Adrienne Rodgers 

Cork City Enterprise Board 

Bruach na Laoi 

Union Quay 
Cork 

Tel: 021 496 1828 

Fax: 021 496 1869 

Email: corkceb@iol.ie 

CORK CITY DEVELOPMENT BOARD 

The establishment of City/County Development Boards mirrors the process of National Partnership at 
local level in order to achieve: 

* Increased responsiveness by public service providers to identified local needs 
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" Increased effectiveness of service delivery 

* Increased participation by local stakeholders in charting future policy 

*® Social inclusion 

In the National Development Plan, Development Boards are given a key role in delivering 40 social 
inclusion measures which include Childcare. 

The principles underlying the Development Boards' operations are set out in "Preparing the Ground". 
These are: 

Involvement of Local Communities 

Social Inclusion 

Participation 

Feedback 

Democratic Legitimacy 

Voluntary Effort 
Simplicity 

Value for Money 
Openness and Commitment to Change 
Commitment by Central Government 

Process as part of the solution 

Flexibility 

Purpose 

The tasks of Development Boards are listed as: 

* Work towards and formulate an agreed strategy for economic, social and cultural development; 

* Develop a vision at local level to encompass the various local and sectoral plans; 

* Provide focus for co-operation in the work of the various agencies, promote co-ordination and 
avoid overlap; 

* Maximise effectiveness of spending programmes and projects at local level 

Agenda 21 - the agenda for the 21st Century - is normally associated with the environment. However it 
is really a process of socio-economic planning which recognises the resources available in an area and 
the necessity for collaboration in planning for their use. In forthcoming Government guidelines, the 
Development Boards will become the local focus for the Agenda 21 process. 

The Cork Area Strategy for Economic, Social and Cultural Development will be used to co-ordinate 
local service delivery. This will be achieved by the requirement that all public bodies operating in the 
city will be expected to ensure their operational plans and projects are in accordance with the Strategy. 
This is called "proofing". The Strategy is based on wide-ranging consultation including community and 
voluntary organisations in the City. 

Contact Details: 

Cork City Development Board 

C/o City Hall 

Cork 

Tel: 021 492 4596 
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2. MARKET RESEARCH/UNDERTAKING A NEEDS ANALYSIS - CONTENTS 

An understanding of what parents need/want and are most likely to use, in terms of childcare, 
is essential to the development of a high quality, flexible, accessible early years service for 
children and families. This section provides the following: 

SOME IDEAS ON THE INFORMATION YOU MIGHT REQUIRE 

METHODS OF GATHERING THE INFORMATION such as: 

=" Questionnaires 

# Discussion 

Information on CONSULTING CHILDREN



2. MARKET RESEARCH/UNDERTAKING A NEEDS 
ANALYSIS” 

An understanding of what parents need/want and are most likely to use, in terms of childcare, is 
essential to the development of a high quality, flexible, accessible early years service for children and 
families. 

A detailed analysis of the level and type of existing services and how they are cutrently being used is 
also required to ensure that the new service complements these. 
Talk to other local childcare providers. Are there ways in which you can co-operate to enhance 
childcare provision locally? Avoid duplication of the services currently provided. Consider any new 
developments planned locally 

INFORMATION YOU MIGHT REQUIRE 

e The boundaries of the target area. 

¢ The characteristics of the population and families in the area. 

e The level and type of existing formal and informal childcare services in the area. 

¢ Why and how parents use existing services. 

e The level and type of formal and informal childcare services parents would like to see and the way 

they would like to use them. 

e The barriers parents experience in accessing suitable services. 

METHODS OF GATHERING THE INFORMATION 

¢ Linking with the community — Focus Group, Community Forum. 

¢ Secondary analysis of statistics and studies — Small Area Population Statistics for the District 
Electoral Division (DED). 

e Use of Service Statistics 

e Structured Interviews with Key Informants such as: 

Relevant Health Board Personnel (Public Health Nurse, Social Worker, Community Worker, 
Community Child Care Worker, Youth Worker). 
Schools. 

G.P.s. 

Churches. 

Community Activists. 

Community Associations. 

Agencies promoting community development such as Cork City Partnership, A.D.M., the RAPID 
Area Implementation Team”. 

e Survey Research — Depending on the number of families in the area — all or a random sample of 
families surveyed by structured interview or postal questionnaire (The possibility of literacy 
problems being an issue must be a consideration.) 

e Check the parish register and with local primary schools for births/enrolments 

  

"Cross Border Rural Childcare Project (1998) Needs Led Planning for Quality Early Years Service in Rural Areas. 
11 See below for further details. 
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Suggested main areas of information which might be sought through the interview/questionnaire 
schedule: 

1. Information about the children and their families. 

Details of the current day care services used by each child in the family. 

The qualities the parents look for in a service. 
The service parents would like to have. 

Additional information. w
e
 
Y
N
 

Questionnaires 

These can be distributed in a number of ways: 

" Ask local schools to send a copy home to all pupils 
=" Hand deliver them 

" Give copies to local shops, health centres etc. 

" Use local businesses, employees wage packets etc. 

" Use the Post (leaflet delivery service) 

*" Conduct face to face interviews 

Discussion 
Talking to people is a useful way of gaining information about the feelings and perceptions of 
individuals in relation to your business. 

CONSULTING CHILDREN 

It is very important to consult with children. This will enable you to better understand the childcare 
service from a child’s viewpoint. Appendix C gives an example of one method of consulting young 
children but could easily be adapted for use with older children in out of school care. 

A useful reference for how and where to get local information: 
Studying Your Local Area: a guide to information sources by Joy Rudd 1999 (updated by Kirsten 
Byrne) is published by Combat Poverty Agency. This book is also available for reference or to borrow 
from Barnardos National Children’s Resource Centre (NCRC) at The Bowling Green, White Street, 
Cork. Tel: 021-4310 591 Fax: 021-4310 691 Email: ncrc@cork.barnardos.ie 
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Ds THE PROJECT DEVELOPMENT PROCESS - CONTENTS 

This section deals with how to take your idea through the process of developing your project 

plan. In it you will find information on: 

DEVELOPING A PROJECT PROFILE 

Suggestions on what the project profile might contain 

CHOOSING AN APPROPRIATE LOCATION See Section on Planning Permission 

LOCAL RESEARCH AND CONSULTATION 
Local research needs to be broad and representative. It should include the potential participants, 

relevant agencies and local stakeholders. 

KEY ORGANISATIONS/INDIVIDUALS (& Contact details) 

* Cork City Childcare Committee 

" Cork City Partnership 

# Pre-Schools Office (See Pre-Schools Office in the Background Information Section) 

=" Southeri: Health Board 

» FAS 
* Cork Early Years Network 

=" Local Schools 

=" Public Health Nurse 

® For information on: 

- Barnardos 

- Irish Pre-School Playgroups Association (IPPA) 
- National Children’s Nurseries Association (NCNA) 
- St.Nicolas Montessori Society Of Ireland 

- Irish Steiner Waldorf Early Childhood Organisation 

- Forbairt Naoinrai Teo 

- High/Scope Ireland 

See the Voluntary Organisations Section 

* Southern Health Board Community Development Department 
* City of Cork V.E.C. . 

*" RAPID (Revitalising Areas by Planning, Investment and Development)



) 

3. THE PROJECT DEVELOPMENT PROCESS 

Developing a strategy for your project involves answering the following questions: 

=" Where are we now? 
# Where do we want to go? 

" How and when will we get there? 

DEVELOPING A PROJECT PROFILE” 

A project profile should include the following: 

1. Rationale /Introduction - The rationale outlines the thinking behind the initiative. You should also 

include a profile of the individuals or group involved. 

2. Aims - Aims set out the broad outcomes that you want to achieve. 

3. Objectives - Objectives indicate specifically what you intend to do to achieve your aims. 

4. Target Audience - The target groups are those who will benefit from the initiative. Your market 
feasibility with reference to your market research and marketing strategy. What kind of service you will 
offer. The age range of the children. 

5. Actions - Actions outline the actual work to be undertaken. 

6. Budget/Costing - This will outline the expected overall costs with specific details of the main costs 

7. Management, Staffing & Administration - This will describe the current or future systems and 
structures - Management structure and Staffing levels 

8. Time Frames - The time frames will indicate the duration of the development stages of the 
initiative. Agree a date for when you want to open and work backwards from there. You will need to 
agree completion dates for specific pieces of work. Allow time for planning permission (if required). 
It is usually helpful to draw chart that illustrates estimated timeframes and includes milestones. See the 
Sample Project Plan included in this document for an example. 

9. Monitoring, Review & Evaluation — An outline of the methodologies to be employed to track £5 g poy 
progress, measure outcomes and identify lessons learned. Agree dates for regular review / monitoring 

meetings. 

10. Linkages — with other programmes and service providers. 

  

12_4 Good Practice Guide: General Planning — Planning and Implementing Education Initiatives to address Educational Disadvantage ADM, 

2001 
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CHOOSING AN APPROPRIATE LOCATION See Section on Planning Permission 

The first decision you need to make is whether you will buy your own property or rent. If you decide to 
tent, and you are not the sole user of the premises, you will need to check that the other users’ activities are 
compatible with yours, bearing in mind the safety of your equipment, and the age of the children involved. 
If you decide to buy/build your own property you will need to seek planning permission. Allow time for this 
in your initial plans. 

LOCAL RESEARCH AND CONSULTATION 

Local research needs to be broad and representative. It should include the potential participants, 

relevant agencies and local stakeholders.” 

KEY ORGANISATIONS/INDIVIDUALS 

When starting up your childcare service there are some key organisations that are useful to keep in 
touch with. The following is a list of local agencies and organisations that can offer information, advice 

and support: 

Cork City Childcare Committee 

Mission statement: Cork City Childcare Committee is a partnership, which focuses on facilitating and 

integrating the provision of quality childcare services and facilities in line with recognised childcare 
ptinciples and guidelines and compatible human resources objectives. We do this through facilitation, 
capacity building and the creation of an enabling environment. 

The Cork City Childcare Committee was formed in 2001 and set up the Cork City Childcare 
Company Ltd. The Board of Directors has the following representation: parents, Employers, National 
Voluntary Childcare Organisations, Statutory Bodies, Trade Unions, Childcare Providers and the 
Community and Voluntary Sectotr. 

Aims of the Cork City Childcare Company: 

1. To contribute to meaningful enhancement and increases in childcare provision in Cork City 
2. To contribute to the enhancement of the information base in relation to national childcare data. 
3. To establish networks and partnerships which progress the childcare agenda. 
4. To interact appropriately with the Cork County Childcare Company and other Childcare Companies 
with a view to enhancing and promoting childcare in Ireland. 
5. To adopt a complementary approach to other providers in the city to use resources to their 
optimum. 

6. To establish and maintain links with the appropriate city and county structures. 
7. To review and evaluate progress against stated objectives. 

The objectives of the Cork City Childcare Strategic Programme are: 

" To establish a credible childcare company 

" To support development of childcare in Cork City 
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" To support development of partnership to develop childcare initiatives 

" To support the development of capacity of all childcare service providers 

" To support the involvement of all interested stakeholders in the future development of the 
childcare sector in Cork City 

Cork City Childcare Company Contact Details: 

Kathryn O’Riordan Coordinator 

Ruth Cullen Childminding Coordinator 

Elizabeth Horgan Administrator 

29 Penrose Wharf 

Cork 

Tel.021-450 7942 

Fax. 021-450 7914 

Email: corkcitychildcarel@eircom.net 

Cork City Partnership 

Comhar Chathair Chorcai Teo’s (Cork City Partnership Ltd.) strategy is to develop an effective 

childcare strategy in partnership with local childcare networks and key agencies to facilitate 

parents returning to education, training and work and to develop greater coherency and 

integration within the childcare sector in Cork City. 

In order to implement this strategy Comhar Chathair Chorcai Teo has employed a designated 

childcare development worker to support and resource the childcare sector within local 

communities, under the Local Development Social Inclusion Plan 2000-2006. 

Childcare networks were identified as a key factor in developing a more cohesive and integrated 

childcare sector. Comhar Chathair Chorcai Teo continues to facilitate and support the 

following childcare networks: 

" Cork Early Years Network - an alliance of childcare organisations 

" 0-3 Citywide Childcare Workers Support Network 

® Mahon Childcare Network 

"  Ballyphehane/Togher and Surrounding Areas Childcare Network (Ballyphehane, Togher, 

Pouladuff, Greenmount, Turner’s Cross). 

"  Mayfield/Glen Childcare Network (Glen, Mayfield, Ballyvolane and the North-East of the city) 

* North-West Childcare Network (Blarney Street, Farranree, Churchfield, Knocknaheeny, 

Sunday’s Well, Blackpool) 

* Anti-Bias Curriculum in the Early Years Network for all those interested in promoting an anti- 

bias curriculum in the early years. 

In order to strengthen the support to the sector by Comhar Chathair Chorcai Teo, under the childcare 

initiative, the following is also provided: 

* Support groups to access funding — in particular EOCP funding 

=" Support to voluntary childcare management committees and childcare providers 

" Follow-up support to successful funding applicants with financial draw-downs etc. 
" Facilitation of workshops 

" Funding of training courses and workshops 

" Courses for parents



" Funding towards seminar costs 

" High/Scope training 

" Training in committee skills for childcare management committees 

" Capacity building with emerging and existing childcare groups 

" Policies and procedures 

=" Dissemination of relevant childcare information 

Cork City Partnership Contact Details: 

Catherine Sheehan 
Cork City Partnership 
Sunbeam Industrial Park 
Millfield 
Mallow Road 
Cork 
Tel: 021 430 2310 
Fax: 430 2081 

Email: partnershipcork@eircom.net 

Pre-Schools Office (See Pre-Schools Office in the Background Information Section) 

Southern Health Board 

Floor 2 
Abbeycourt House 
George’s Quay 
Cork 

FAS 

FAS is the national Training Authority. Many FAS ptogrammes assist and benefit community groups. It 

seeks to ensure that its efforts contribute to community development around the country. Projects are 

open to all types of community and voluntary organisations who are involved in not-for-profit activities 

of benefit to society. The largest programme of interest is Community Employment, but Community 
Training, the Community Enterprise Programme, and the Job Initiative can also assist. The objectives 
of Community Training are to improve the social and economic profile of local areas; raise the skill 

level and consequent employment prospects of participants; develop successful models which can be 

applied in other socially disadvantaged areas; and, provide progression opportunities for socially 

excluded persons. 

Groups interested in availing of these programmes should contact their local FAS office in tespect of 

the particular programme of interest. Every good project starts with a plan setting out your objectives 

and work programme. Your application to FAS for support must include such a plan. FAS will provide 

assistance to you in identifying the elements needed to complete your plan. 

Cork Early Years Network 
Cork early Years Network is an alliance of childcare organisations/groups operating in Cork. At present 
it includes representatives from IPPA, Naoinrai Gaeilge, Barnardos, St. Nicholas Montessori Society, 

Mahon Early Years Childcare Network, 0-3 Years Workers Support Group, Farranree Childcare 

Network, Ballyphehane/Togher & Surrounding Areas Network, High/Scope Ireland, Steiner, 

N.C.N.A. and City of Cork V.E.C. 

The Network receives support and facilitation from Cork City Partnership 
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Contact Catherine Sheehan at 021-4302310 

Cork Early Years Network Contact Details: 
Miriam Verling Chairperson 021-430 5666 
Eileen Wedel Secretary 021-435 7436 
Addtess c/o 23 Ballinure Avenue, Mahon, Cork 

Local Provider Networks 
See Cork City Partnership above for list of networks. 

Local Schools 

Contact details for local schools are available from: 

Department of Education and Science 

Marlborough Street 

Dublin 1 

Tel. 01-889 2388 

Fax. 01-878 6712 

or directly from the Department’s website at www.education.1e 

Public Health Nutse 

See Pre-Schools Office in the Background Information Section 

For: 
Irish Pre-School Playgroups Association (IPP.A) 
National Children’s Nurseries Association (NCNA) 
St.Nicholas Montessori Society of Ireland 
Forbairt Naoinrai Teo. (formerly An Comhchoiste Reamhscolaiochta) 
Irish Steiner Waldorf Early Childhood Association ISWECA) 

High/Scope Ireland 

See the Voluntary Organisations Section 

Southern Health Board Community Development Department 

Community Care Area Office 

Abbeycourt House 

George’s Quay 

Cork 

Tel: 021 496 5511 

City of Cork V.E.C. 

Administrative Offices 

Emmet Place 

Cork 

Tel. 021-427 3377 

Fax. 021-427 5680 

Email: ceo@corkvec.ie 
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RAPID" (Revitalising Areas by Planning, Investment and Development) 
In 2001, as a result of a commitment to build on the lessons learned in the pilot Integrated Services 

Process and the EU-funded URBAN Programme, the Government announced that 25 urban areas 

throughout the country would be targeted for the delivery of the RAPID Programme. 
Four of these areas are in Cork, they are: 

" Knocknaheeny/Hollyhill/Church field 

" Blackpool/The Glen/Mayfield 

® Fairhill/Gurranebraher/Farranree 

" Togher/Mahon 

In each RAPID area, local community groups and residents came together to discuss the programme 

and choose their representatives for their Area Implementation Team, which also includes 
representatives from: 

  

" Public agencies 

" Cork City Partnership 

" Cork Local Drugs Task Force 
A vital part of RAPID 1s the development of new ways for statutory agencies and communities to work 
together to deliver more effective services at a local level. They must also ensure that the RAPID 
Programme informs national policy making with regard to the design, development and delivery of any 

new services within RAPID Areas. In each of the RAPID areas in Cork, the Area Implementation 
Teams are now working to deliver upon the actions outlined in the their plans which were submitted to 
Government in December 2001. In addition, The Area Implementation Teams are also investigating 

new and innovative ways of delivering currently available services. 

RAPID Local Programme Coordinators Contact Details: 

RAPID Development Officers: 

Sean McGann 

Paul McGuirk 

Catherine Morley 
Norma Murphy 
RAPID Clerical Officer 

Kay Duggan 

Cork City Council RAPID Offices, 

Unit 31B, 

Blackpool Shopping Centre, 

Blackpool, 

Cork. 

Tel. 021 4210133 

Fax. 021 4210166 

The Border Counties Childcare Network has produced a comprehensive information pack which 
includes the following sections: Legislation Governing the Delivery of a Sessional Pre-School Service; 

Management of a Sessional Pre-School Service; Planning the Learning Environment; Planning a Pre- 

School Curriculum; Introducing Irish into your Pre-School Setting; Special Educational Needs. The 

pack has recently been updated. It is available from: 

The Border Counties Childcare Network 

No. 8 The Grange 
Plantation Walk 
  

4 Source: Community & Enterprise, Cork City Council



Monaghan 
Tel: 047 72469 

Fax: 047 72491 

Email: bccn@eircom.net 

A number of information leaflets can be downloaded directly from the Border Counties Childcare 

Network’s website at www.bccn.ie/leaflet.htm 
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4. THE BUSINESS PLAN 

Most businesses will basically require the same format in presenting theit business plan 
regardless of the nature of the business being undertaken. This section provides information 
on: 

DEVELOPING A BUSINESS PLAN 

START UP COSTS 

INCOME 

Estimating the amount of money you will have coming in 

EXPENDITURE 

A checklist of expenditure 

SALARIES 
This includes information on recommended salary scales from the Border Counties Childcare Network 
and a formula to calculate salaries different from these.



4, THE BUSINESS PLAN 

Most businesses will basically require the same format in presenting their business plan regardless of the 
nature of the business being undertaken. The amount of detail required in your business plan will vary 

according to the proposed business”. 

DEVELOPING A BUSINESS PLAN” 

A Business Plan has many functions, which change as the business develops: 

=" Jt makes an idea measurable 

= It gives a complete picture of a business 

" It gives insight into all aspects of a business 

" Itis an exercise to assess the viability of an idea 

* It helps people to familiarise themselves with all kinds of possible problems 

® Itis a communication tool to use with advisers, banks, funders etc. 

" It can be used as a reference point in history 

" Itis a planning tool for the future 

" It provides a step-by-step approach towards reaching a decision 

" Itis a working manual 

= Itis a checklist 

Establishing a Childcare Enterprise 1998 Compiled by Mary O'Sullivan and Norah Gibbons, A 
Barnardos’ National Children’s Resource Centre (NCRC) Information Resource Pack contains a 
Business Plan Template that has been designed for a childcare business. This publication is available for 

reference or can be borrowed by members of Barnardos NCRC at The Bowling Green, White Street, 

Cork 

Tel: 021 - 4310 591 Fax: 021 - 4310 691 Email: ncrc@cork.barnardos.ie 

This sample business plan is also available in the Border Counties Childcare Network’s Pack which 
is available for the cost of postage and packing from: The Border Counties Childcare Network, No. 8 

The Grange, Plantation Walk, Monaghan. Tel: 047 72469 Fax: 047 72491 

Email: becn@eircom.net or can be borrowed by members of Barnardos NCRC at The Bowling Green, 
White Street, Cork Tel: 021 4310 591 Fax: 021 4310 691 Email: ncrc@cork.barnardos.ie 

A copy of Starting Your Own Business written by Ron Immink and Brian O’Kane (2001) is available 
to download from www.entemp.ie/syob/index.htm (This page also contains a link to 

www.startingabusinessinireland.com ) 
This is a comprehensive guide which takes you through the steps involved in starting your own 

business including: 

" Developing a mission statement 

  

" Developing a strategy 

" Marketing 

= Staff 

* Deciding on a legal structure 

=" Taxation 

  

15 Establishing a Childcare Enterprise 1998 Compiled by Mary O’Sullivan and Norah Gibbons, A Barnardos’ National 

Childrens Resource Centre Information Resource Pack. 
16 Ron Immink and Brian O’Kane Starting Your Own Business 2001 
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Accounting 

Premises 

Finance 

Operating budget 

Cash flow planning 

Sources of assistance 

It also includes a Business Plan Template 

The Business Plan should contain estimates up to year 3 

START UP COSTS 

Setting up costs will depend on the ptemises — whether conversion is needed, or a new building. 

Start up costs usually include the following: 

Architectural Design Fees 
Facility fit-out or new construction costs per square metre. 

This includes: 
Indoor space requirements per child 

Outdoor play space 
Parking Space 
Landscaping 
Equipment Costs”. 
Salaries and expenses to personnel who are involved in setting up the Service or who may 

require Training 

Insurance 
Fees: Notification Fees, Planning Fees and other permits required 

Fees for technical experts such as legal consultants, accountants 

Marketing costs such as promotional materials, meetings, newsletters 

Operating losses may result at the beginning of the programme due to under-enrollment. These losses 

can be considered as Start Up Costs 

EXPENDITURE 

The following is a checklist of expenditure™: 

Salaries and staffing costs: early childhood practitioners, cleaning, cooking. 

Insurance: building, contents and public liability 

Recruitment costs: advertising, interviewing and stationery. 

Accommodation: rent, light, heat, decorating, maintenance, repaits, rates and water rates. If 

you buy the building the capital, and conversion costs should be spread over a fixed period; 

these may be included as mortgage repayments or annualised capital costs plus interest. 

Equipment and furniture: these are initially capital costs, but a certain amount must be 

included in revenue (annual expenditure) for renewal of consumable items such as toiletries, 

paper and paint, and replacement of furniture and large equipment. 

Administrative/office costs: telephone rental and charges, stationery, photocopying, 

insurance, training, publications and subscriptions, audit fee, local authority refuse charges, 

  

17 The capital cost of equipping a service, including furnishings, fittings and play equipment can be estimated at €1,400 per 

child — please note that this is estimate at the time of going to print but this figure is subject to change. 

18 Geraldine French Supporting Quality — guidelines for best practice in early childhood services (2nd Edition) 2003 Barnardos 
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water charges, inspection fees. For the purposes of the business plan, capital (setting up) and 

revenue costs should be separated. 

" Marketing: research, publicity, leaflets, posters, flyers, handbook and costs associated with 

holding open days and meetings. 
= Setting up costs: See Setting Up Costs above. 
* Outings 

= Revenue costs: revenue costs will vary according to the number and ages of the children at the 
setvice. 

" The costing exercise should take into consideration enrollment assumptions and bad debt 

assumptions. 

= Other. 

The National Children’s Nurseries Association (NCNA) in their Spring 03 edition of NCNA News 
provides Estimate Annual Operational Costs of Childcare Facilities for 17 Place, 51 Place and 119 Place 

Nurseries 

If you have an existing service predict expenditure based on the previous year’s expenditure 

Allow for a rise in your costs to take account of: 

s Pay rises, including any Tax or National Insurance changes 

. Increases in utility rates, for example electricity 

. Insurance premiums going up 
7 Any capital expenditures, for example new equipment 

" Inflation 

INCOME 

Estimate the amount of money you will have coming in from: 

Fees (unless you are completely full with a substantial waiting list, estimate for between 1-5 places - 
depending on the size of your childcare service - to be empty) 
Fundraising 

Grants 

For information on average fees for childcare see: 

" The Executive Summary of the National Childcare Census 1999/2000 for County Cork. This 
is available from Cork City Childcare Company or it can be downloaded from ADM’s website 

at www.adm.ie under EOCP Publications. 

* ICTU’s report Identifying Members’ Childcare Needs (2002). This is available by contacting 
ICTU at 31/32 Parnell Square West, Dublin 1. 
Tel: 01 889 7777 

Fax: 01 887 2012 

Email: congress@ictu.ie 
Website: www.ictu.ie 

# NCNA’s Spring 03 edition of NCNA News which gives: 

Average Weekly Fees for Childcare and for Baby Places within five geographical areas 

and 
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Average Weekly Fees for Childcare and for Baby Places for each of the three sectors — Private, 

Community and Workplace. 

SALARIES 

Recommended Pay Scales for Early Years Workers (updated in October 2002) are available from: 
Border Counties Childcare Network Ltd. 

No.8 the Grange 
Plantation Walk 

Monaghan 

Tel: 047 72469 

Fax: 047 72491 

Email bccn@eircom.net 

These payscales are available on the Border Counties Childcare Network’s website at www.bccn.ie 

These scales were reviewed in October 2002 to include increases in line with PPF. 

The scales are linked to the IMPACT Narsery Nurse pay scale 

Annual salaries are based on a 35 hour week for 52 weeks per year. 

To calculate a salary different from the above, use the following formula: 

Hourly rate of Pay x Hours worked per week x weeks worked pert yeat + Holiday Entitlements 

It is recommended that ‘Hours Worked’ includes provision for time for planning and preparation in 

addition to contact time with children. 

The following are the statutory holiday entitlements for all employees as determined under the 

Organisation of Working Time Act, 1997. 

From 1“ April 1999, depending on time worked, employees’ holiday entitlements should be calculated 

by one of the following methods:- 

a) 4 working weeks in a leave year in which the employee works at least 1,365 hours (unless it is a 
leave year in which he or she changes employment). 
b) 1/3 of a working week per calendar month that the employee works at least 117 hours. 
c) 8% of the hours an employee works in a leave year (but subject to a maximum of 4 working 
weeks). 

Remember that salary is not the only cost involved. In making grant applications to the Equal 

Opportunities Childcare Programme, add employer P.R.S.I. to annual salaries. 

For weekly earnings between €38 - €356 inclusive, employers PRSI rate is 8.5%. 

In excess of €356, the rate is 10.75%” 

Applications for staffing funding from the Equal Opportunities Childcare Programme are 

generally made for a three year period. The payscales may be helpful for those wishing to make 

funding applications. 

  

19 At the time of going to print. 

29



5: MANAGEMENT STRUCTURES - CONTENTS 

Management or ‘Governance’ of your service is critical. 
There are several possible management structures that your childcare service could have. It 

could be: 
» A committee managed service such as a voluntary organisation, registered charity, 

parents’ co-operative, community business 

« A private business that is individually or partnership managed. 
This section provides information on each of the options. 

PRIVATELY OWNED OR NON-COMMITTEE MANAGED CHILDCARE 
Role of the Manager 

COMMITTEE MANAGED CHILDCARE PROVIDERS 

Overall role of the committee 

Structure of the committee 

Tasks of: 

=" Chair 

" Secretary 
=" Treasurer 

Other Useful Posts and their associated tasks: 

* Fundraising Officer 
* Publicity Officer 

=® Personnel Officer 

General Committee Members 

LEGAL STRUCTURE 

The options are: 

* Self Employed 

» Partnership 
= Limited Company



  

5. MANAGEMENT STRUCTURES 

There are several possible management structures that your childcare service could have. It could be: 

# A committee managed service such as a voluntary organisation, registered charity, parents’ co- 

operative, community business 

» A private business that is individually or partnership managed. 

Generally, the categories include those operated by voluntary agencies, health boards, partnerships 

(ADM), employers, shopping centres, training agencies, community and those which are privately 

operated. These different management types can be split into two main groups: 

= Those who simply aim to cover their costs and are, therefore, non-profit making 

= Those that aim to make a profit 

See Part 2 ‘Management’ of Barnardos’ guidelines for best practice - Supporting Quality” which is 

available free of charge from Barnardos’ National Children’s Resource Centre at The Bowling Green, 

White Street, Cork Tel: 021 4310 591 Fax: 021 4310 691 Email: ncrc@cork.barnardos.ie 

Legal Status” 
There is a difference between legal structures and legal status. Not all kinds of legal structures have 

legal status. Legal status is necessary in order to act through the legal system and an organisation 

without legal status is not recognised by the courts. For example: a group that only has a constitution 

has a legal structure but no legal status. When an organisation becomes incorporated as a company the 

company now has a separate legal status. It can now carry out activities such as employing staff and 

acquiring property in its own right and the members of the organisation are protected against certain 

liabilities. In addition many funding organisations require a group to have formal legal status. 

LEGAL STRUCTURE” 

The legal structure of your business will affect the way that the business is taxed and the accounting 

records required by the Revenue Commissioners. 

The options are: 

Self Employed 

" Easy to set up and subject to minimal regulations 

= You are personally and totally responsible for all the debts and liabilities of the business 

= No requirement to file financial accounts with a regulatory authority for public disclosure 

= It is possible to alter this structure to, for example, a limited company 

Partnership 

# Easy to set up and subject to minimal regulations 

= Responsibility is shared 

» Partners and their expertise or experience may complement each other 

= Partners may turn out to be incompatible 

  

20 Geraldine French Supporting Quality — guidelines for best practice in early childhood services (2"4 Edition) 2003 Barnardos 

21 Comhairle www.comhairle.ie 

2 The following summary of Legal structures is taken from the AIB guide A Business Guide to the Childcare Sector 
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" Liability is unlimited so partners may be liable for the debts and liabilities of the business 
" Advisable to set up a partnership agreement incorporating shareholding and breakup clauses 

Voluntary Organisation 
Every voluntary organisation needs to have a structure in order to work properly. A structure sets out 
the objectives and rules as to how the organisation will work, helps its management and enables it to 
work more effectively. There are different legal structures to suit different kinds of organisation. Some 
gtoups become bigger and undertake more activities such as employing staff. This means that the 
members of the group need protection so they are not individually liable for the activities of the 
organisation 

Please note: It is important to obtain professional advice when deciding what legal structure is 
most suitable. 

Types Of Legal Structures” 

Constitution: This is the simplest form of legal structure for a voluntary organisation. It is a document 
which sets out the rules for the group. It should include the name of the group, the area where the 
gtoup operates, the activities of the group, the membership, committee, officers, and details about 
finance, meetings and alteration of the constitution. 

A sample constitution is in the Revenue Commissioners’ leaflet CHY1 (see below) and this can 
generally be adapted to suit the needs of most voluntary or community groups. 

The advantages of this type of structure are that it is cheap to draw up, it is informal and it is suitable 
for an organisation. The disadvantage is that it is an unincorporated body and has no legal status. It is 
not suitable for an organisation which is acquiring property or employing staff as all members are 
responsible for the group's activities. 

Insurance 

A group which decides to have a written constitution as its legal structure should take out adequate 
insurance cover for its activities. The National Social Service Board runs a group insurance scheme for 
voluntary social service organisations which includes cover for employer's liability and public liability, 
property insurance, money insurance and personal accident. Details are available from the NSSB. 

Company Limited by Guarantee: A larger group with a sizeable budget and a wide range of activities 
should have legal status. This can be obtained by ‘incorporation’ when the group becomes a company. 
The structure of a company limited by guarantee has no shares and is suitable for voluntary and 
community organisations. Being incorporated allows the organisation to borrow money, employ people 
and acquire property. The disadvantage of this structure is that a solicitor is needed for the process of 
incorporation and the costs of becoming a company limited by guarantee could be up to £1000. If the 
gtoup already has a written constitution it can be used when drawing up the memorandum and articles 
of association. 

Industrial and Provident Society: This structure also gives legal status to an organisation. It is used 
by co-operatives. The organisation which becomes an Industrial and Provident Society must carry on a 
trade, industry or business. 

  

3 The following information is taken from www.comhairle.ie 
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Trust: This is a structure where some people are appointed under a deed of trust and they hold funds 
ot property on behalf of a group which is an unincorporated body. It does not give legal status to the 
group and the group does not directly control the property. 

Charitable Status 
In Ireland when an organisation has charitable status this means that it is recognised 
as charitable by the Revenue Commissioners for tax purposes. There is no official "Register of Charities' 
in Ireland. Groups can apply as above to the Revenue Commissioners for exemption from certain taxes 
and the Valuation Office for exemption from rates on buildings. This is important for both for 
fundraising and for exemption from certain taxes. Most funding organisations for voluntary and 
community groups require them to have charitable status. It does not give legal status to an 
organisation. A group can have charitable status without having legal status and vice versa. 

In order to recognised as charitable an organisation must have a constitution or the constitution from 

the memorandum and articles of association of a company limited by guarantee. The constitution must 

include a clause stating that the organisation will use its money for charitable purposes only. The aims 

of the organisation as set out in the constitution must be exclusively charitable and must come under 

one of the following headings or definitions of charity: 
The relief of poverty; 

The advancement of education; 

The advancement of religion; 

Other purposes of a charitable nature beneficial to the community 

When applying to be recognised as a charity for tax purposes the organisation must send in a completed 
application form (in CHY1 leaflet), its governing instrument e.g. a constitution, deed of trust or 

memorandum and articles of association, together with a statement of activities, the latest financial 

accounts, the names and addresses of its officers to the following address: 

Office of the Revenue Commissioners, 

Charities Section, 

Government Offices 

Nenagh, 
Co. Tipperary. 
Tel: 067-35533 or 6674211 (for Dublin callers) 

Fax: 067-32916 

Dealing with applications may take some time as the Revenue Commissioners may require the 
governing instrument to be amended before deciding whether they will recognise the organisation as 

charitable. If the organisation is recognised as a charity it will be allocated a CHY number by the 

Revenue Commissioners. This means that it is exempt from various taxes such as DIRT, income tax 

and corporation tax (if it is a company). 

This is only a brief introduction and anyone involved in getting a group off the ground should get 

further information from the reading list below and by talking to other similar organisations. 

When an organisation is starting up it is important for the members to consider the following points 

carefully: 

e Whether the organisation needs to have legal status.



e What activities are planned and what structure would encompass future as well as present 
activities. 

Having decided on the structure there are great advantages to having charitable status if possible. When 
the constitution or memorandum and articles of association are being drawn up it is important to try 
and frame the aims and objectives of the organisation to come under one of the four definitions of 
charity listed above. This will simplify the process when applying for recognition as a charity. 

Further information is available from the following sources: 

A Business Guide to the Childcare Sector can be obtained at any branch of AIB or can be 
downloaded directly from www.aib.ie/business 

Guidelines on the Legal Obligations of Limited Companies Information Sheet, ADM, 2002 is 
available from ADM. 

A Good Practice Guide: General Planning — Planning and Implementing Education Initiatives 
to Address Educational Disadvantage ADM, 2001. 

Legal Structures for Voluntary and Community Organisations by Mel Cousins, Combat Poverty 
Agency, 1994. 

Becoming a Limited Company by Jane Clarke, Combat Poverty Agency, 1996. 

Applying for relief from tax on the income and property of charities, Revenue Commissioners, 
leaflet CHY1. 

ROLES AND RESPONSIBILITIES 

The roles and responsibilities are the same for ptivately owned or non-committee managed childcare 

providers and committee managed childcare providers. 

It is the way in which these roles and responsibilities are allocated that differs between the two types. 

PRIVATELY OWNED OR NON-COMMITTEE MANAGED CHILDCARE 

Manager 
May be the owner of the childcare service or may be employed by the owner to manage the business 

for them. 

Tasks include: 

* Complete overall managerial responsibility for the service 

" Responsibility for delegation of tasks 

" Appraisal of team members at regular intervals 

" Arranging and supervising inductions 

" Arranging and chairing staff meetings 

* Employment Law issues, including: 

- Health and Safety legislation 

- PAYE 

- Insurance 

o>
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- Working Time Directive 

- Pay, sick pay 

« Financial management 

" Record keeping 

" Responsibility for maintaining training records 
" Keeping staff up to date with training opportunities 

" Responsibility for carrying out in-service training with staff members 

" Identifying training and development needs and meeting them 

COMMITTEE MANAGED CHILDCARE PROVIDERS 

The committee will carry out all the tasks of the manager. The tasks will be divided among the officers 
and committee members. 
The committee has ultimate legal responsibility for the childcare service. 
The managing committee (may also be called a Board of Trustees, an Executive Committee, a Council 
ot a Board of Directors) is the governing body of a voluntary organisation. 

It is important to set out roles and responsibilities for different positions so that everyone knows what 
is expected. 

Overall role of the committee 

Tasks include: 

" Managing the childcare service 

" Agreeing the constitution and the policies and procedures 

* Responsibility for financial, legal and official matters 

" Responsibility for the employment of staff 

Structure of the committee 

If you are considering a committee managed service make sure your management committee 1s 

representative of the whole community. Make it known that you welcome participation from the 

community. Post an invitation in appropriate places throughout the community inviting new committee 
members. Aim for a broad representation across all sectors of the community 

Set up task groups within the management committee — this will share the workload between all 
stakeholders.” 

It is up to each individual childcare service to decide on their structure but generally, it is laid out as 

follows: 

Three ‘honorary officers’ — Chair, Treasurer and Secretary 
NB. So long as relative responsibilities are clearly defined, there is no reason at all why the duties of 

these very important positions should not be split to ease the burden, 1e., Vice-Chair, Assistant 

Treasurer and Assistant Secretary 

A number of additional general committee members — these may also have specific duties The overall 
number of committee members will vary from service to service, with a minimum number set by your 
written Constitution document. 

  

24 Preparing a Development Plan: A Guide for EOCP Beneficiaries ADM Ltd 
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You need to consider: 

Having written guidelines setting out roles and responsibilities saves confusion and possible conflicts 

How many people are willing to take on a committee role? 

What roles will the childcare service have, in addition to the honorary officers? 

Any legal issues 

Chair 

Tasks include: 

" Monitoring and maintaining the childcare service’s official and legal responsibilities 

= Arranging and facilitating committee meetings and Annual General Meetings (AGM) 

* Preparing agendas for meetings 

" Acting as a first point of contact for management issues 

" Liaising with staff members 

# Allocating tasks to other committee members 

" Acting as spokesperson for the childcare service when necessaty 

" Working with Treasurer to ensure financial stability of the childcare service 

Secretary 
Tasks include: 

" Keeping written records of committee meetings (minutes) 

" Dealing with correspondence on behalf of the committee 

« Preparing (with the Chair) agenda and distributes them prior to committee meetings 

" Booking venues for meetings 

» Ensuring members are kept informed about current issues 

Treasurer 

Tasks include: 

« Ensuring proper accounting systems are in place 

" Keeping records of all financial transactions 

" Keeping the committee informed of the financial status of the childcare service by providing 

suitable reports for meetings 

* Paying wages, bills, etc 

« Arranging collection of fees and signing of fees book 

The Treasurer alone is not responsible for the childcare service’s finances. The responsibility lies with 

the whole committee. 

Other Useful Posts: 

Fundraising Officer 
Tasks include: 

* Organising fundraising events 

® Seeking additional sources of funding 

" Seeking sponsorship, charitable discounts and contributions in kind 

" Producing an annual fundraising plan 
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Publicity Officer 
Tasks include: 

" Producing a simple annual marketing plan 

" Organising publicity events 

" Organising the publication of newsletters and any publicity material 

Personnel Officer 

Tasks include: 

" Overseeing and monitoring the recruitment of staff and volunteers 

" Arranging induction of new staff 

" Responsibility for staff development, training and appraisals 
" Monitoring changes in the law regarding the childcare service’s responsibilities as an employer 

General Committee Members 

Tasks include: 

= Supporting the childcare service 

= Attending committee meetings 

" Fulfilling duties as required by the Chair 

Information on _ establishing a Committee Managed Service and on _ establishing an 
Individually/Partnership Managed Service is available in the Information Pack for Pre-school 
Service Providers published by the Border Counties Childcare Network Ltd. This really useful and 
recently updated pack can be purchased directly from: 
Border Counties Childcare Network Ltd. 
No.8 the Grange 
Plantation Walk 
Monaghan 
Tel: 047 72469 
Fax: 047 72491 
Email bccn@eircom.net 
Website www.bccn.ie 

Further details are contained in The Handbook for Committees published by the Irish Preschools 
Playgroups Association (1998) which is available directly from: 
IPPA’s Cork Office 
29 St. Patrick’s Quay 
Cork 
Tel: 021 455 1248 
Fax: 021 450 9848 
Email cork@ippa.ie 
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6. HOW TO FIND, SELECT AND ENGAGE AN ARCHITECT - CONTENTS 

There are many methods of selecting an architect. You need to determine which approach fits 
your requirements. 
This section suggests a process and includes further details on each of the following: 

STEP 1 - RESEARCHING FIRMS 

STEP 2 - REQUESTING INFORMATION 

STEP 3 - REVIEWING AND EVALUATING 

STEP 4 - CONSIDERING INTERVIEWS 

STEP 5 - MAKING THE SELECTION



) 

6. HOWTO FIND, SELECT AND ENGAGE AN ARCHITECT 

There are many methods of selecting an architect. You need to determine which approach fits your 

requirements and designate an individual or committee to manage your selection process. Some 

common elements to most selection processes are”: 

Step 1 - Research Firms 
Make a list of potential architects by: 

" Asking colleagues for referrals 

" Contacting the Royal Institute of Architects of Ireland for names of architects — The R.LA.I. 

website has an architect search facility www.riai.ie or you can contact the R.LA.L at 8 Merrion 

Square, Dublin 2. Tel: 01 676 1703 Fax: 01 661 0948 Email: info@riai.ie 

* Finding out who designed projects similar to yours that you like. 

Step 2 - Request Information 

Ask for as much information from potential architects as you think you need to make an informed 

decision. 

You may want to ask for qualifications and references at this stage if, for example, the scope of the 

project is still indefinite; then narrow the field based on what you learn. 

You may want the architect to prepare a preliminary or full proposal explaining how he or she would 

approach your project. In this case, you may wish to send a written project description to the most 

promising firms; sending the same information to each architecture firm will make it easier to compare 

responses. 

Decide how much cost information to request and when you want to request it; you may want to know 

only how the architect will charge for services, or you may need more — like preliminary estimates or 

even a detailed proposal. The choice is yours to make based on your needs and the nature of your 

project. 

Step 3 — Review and Evaluate 

With your in-house team or whichever committee you designate to manage the project, review the 

information you have collected. Useful factors to consider include: 

= The size of the firm and the amount of time it has been in practice. 

= Experience and past projects. 

" Their ability to work within budget/time schedules 

=" Cost of services. 

" Special expertise such as, experience in your project type. 

* Management ability. 

" Knowledge of building regulations /zoning regulations. 

Step 4 - Consider Interviews 

An interview can give you important information on how well you will be able to work with the 

potential architect. If the written material you have doesn’t tell you all you need to know to select a 

firm, here is one way to pursue the process further. 

® Create a short list of perhaps three to five firms to interview 

  

3 Taken from the American Institute of Architects 1990



" Decide who will be responsible for the interviewing and final selection. 

® Allow at least an hour for the interview 

" Decide on location of interview. At your office the architect can gain a better understanding of 

you and your project; at the architect’s office you can see how the architect and staff work. 

" Make sure that the people you interview are the people who will actually be working on your 
project. 

Step 5 - Making the Selection 
In making our final selection you will want to look at: 

" Design quality 

Technical competence 

" Experience 

=» Cost 

" Organization 

You will need to evaluate for yourself the weight to give each of the factors. 

You will also be looking for an architect who: 

" Is responsive to your needs 

" Listens carefully 

" Seems to understand your requirements or at least is asking the right questions. 

" Makes you feel comfortable. 

You will be working with the architect for a long time and may work with him or her on future 
projects. It is important that you trust the architect’s judgement and ability.



  

13 PREMISES AND PLANNING PERMISSION - CONTENTS 

This section refers you to guidelines published by the National Children’s Nurseries 
Association (NCNA) that offer practical information and guidance on best practice in the 
planning, design and adaptation of childcare facilities in Ireland 

You will need planning permission for any development of land or property unless it is 
specifically exempted. This includes the carrying out of works (building, demolition, 
alteration) on land or buildings and the making of a material change of use of land or 
buildings. The following information is also included in this section: 

CHOOSING AN APPROPRIATE LOCATION 

This is information that is contained in the Draft Cork City Development Plan February 2003 

INFORMATION WHICH SHOULD BE SUPPLIED BY AN APPLICANT FOR A CHILDCARE 
FACILITY 

PROCESSING OF PLANNING APPLICATIONS
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7. PREMISES & PLANNING PERMISSION 

Your first step in relation to premises is to obtain a copy of We like this place...: Guidelines for 
Best Practice in the Design of Childcare Facilities. The publication was written by the National 
Children’s Nurseries Association on behalf of the EOCP and is available from the NCNA at Unit 12c 

Bluebell Business Park, Old Naas Road, Bluebell, Dublin 12. 

Tel: 01 460 1138 

Fax: 01 460 1185 

Email: info@ncna.net 
Website: www.ncna.net 

Note: An addendum to the ‘We like this place...’ is being written regarding the Table entitled 

‘Estimated Cost of Purpose Built Childcare Facilities on a Greenfield Site’ which is on page 15 of the 

publication. 

PLANNING PERMISSION 

You will need planning permission for any development of land or property unless it is specifically 

exempted. This includes the carrying out of works (building, demolition, alteration) on land or buildings 

and the making of a material change of use of land or buildings. 

Planning permission is required for the development of any childcare facility except for the use of a 

house for Childminding”. 

CHOOSING AN APPROPRIATE LOCATION 

The following information is contained in the Draft Cork City Development Plan February 

2003”: 
National policy with regard to childcare is to increase the number of places available and to improve 
the quality of childcare services for the community. The provision of childcare facilities is seen now as 
being of the utmost necessity for economic and social well-being. In addition the National Anti-Poverty 
Strategy identifies childcare provision as a means of alleviating poverty and social exclusion. The 
Childcare Facilities Guidelines for Planning Authorities published by the Department of the Environment and 
Local Government (2001) emphasise the role of planning in the promotion of increased childcare 

provision. 

Policies will encourage the provision of childcare facilities in appropriate locations including residential 

areas, city centre and town, district and neighbourhood centres and in areas of employment. New 

residential areas have been identified as an important location for the provision of childcare 
facilities and it is considered that provision should be made for purpose built, easily accessible facilities 

in new developments of 75 dwellings or more. 

In existing housing developments the establishment of small créches will be considered but the 

premises must remain primarily residential and traffic and access arrangements must not interfere with 

general residential amenity. 

  

26 Childminding is defined as “the activity of minding no more than six children (including children, if any, of the person 

minding) in the house of that person for profit or gain” Planning Development Regulations 2001, S.I. 600. 

21 The Draft Cork City Development Plan February 2003 can be downloaded on 

http:/www.corkcorp.ie/development /draft_plan.html



  

Policy H27 Childcare Facilities 
To encourage the provision of childcare facilities in appropriate locations, including residential areas, 
city centre, district and neighbourhood centres and in areas of employment. 
Such facilities will normally provide open space play areas, good accessibility and off street parking and 

be subject to the normal proper planning and development considerations   

  

Policy H28 Childcare Provision in New Residential Developments 

It is the policy to generally require the provision of appropriate purpose built childcare facilities as an 

integral part of the proposals for new residential development of more than 75 dwelling units. 
    
Development Control Standards 

The provision of childcare facilities is subject to the Child Care Act and the Child Care (Pre-School 
Facilities) Regulations 1996. The Planning Authority recognises the need for properly run and 
conveniently located childcare facilities throughout the city and will implement the Planning Guzdelines for 
Childcare Facilities 2001. 

Applications for childcare facilities in a residential area will be assessed on the basis of their impact in 
terms of noise, loss of residential amenity, traffic generation and general disturbance. In general the 

factors to be considered in determining application for a childcare facility are as follows: 

" Have regard to the Child Care (Pre-School Services) Regulations 1996 in relation to the 
planning implications of these regulations. 

" Suitability of the site for the size and type of facility proposed. 

* Availability of outdoor play area and details of management of same. 

* Convenient to public transport nodes. 
" Safe access and convenient parking for customers and staff 

= Local traffic conditions. 
=" Number of such facilities in the area. 

* Intended hours of operation (in certain residential areas 24 hour operations could be 
problematic) 

INFORMATION WHICH SHOULD BE SUPPLIED BY AN APPLICANT FOR A 
CHILDCARE FACILITY (Appendix 3 Childcare Facilities - Guidelines for Planning Authorities 
2001) 

Generally the more information the applicant can submit with a planning application the better. It will 
avoid requests for additional information. 

It is always advisable for the applicant to consult with Cork City Council’s Planning Department and 

the Fire Officer and the Southern Health Board prior to submitting an application for planning 

permission for a childcare facility. 

The information which should be submitted (as a minimum) is as follows: 

1. Nature of the facility: 

" Full day care 

=" Sessional 

® Drop In 

=" After School Care 
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2. Numbers of children being catered for 

3. Parking provision for both customers and staff 

4. Proposed hours of operation 

5. Open space provision and management of same 

For further details see Childcare Facilities - Guidelines for Planning Authorities 2001. This can be 
downloaded from the end of the page at http://www.environ.ie/press/childcareQ1.html 
  

A planning application form can be obtained from: 
Cork City Council 
Planning Department 
Navigation House 
Albert Quay 
Cork 

This office is open 10.30am — 1pm and 3pm — 5pm Monday to Friday 
Tel: 021 492 4321 
Fax: 021 492 4706 
Email: planning@corkcorp.ie 

Or you can download a form at http://www.corkcorp.ie/services/dept_planning_forms.html 

PROCESSING OF PLANNING APPLICATIONS” 

Planning applications are accepted at the public counter and by post. Application forms, site notices 

and guidance leaflets are available on request. 

When a planning application is received, if it is incomplete the applicant is informed by letter as to the 
omissions and is requested to submit same. If these details are not submitted within one month, the 

entire application is returned to the applicant. 

The Planning Authority can issue a decision after 14 days from receipt of the application. In the case 

of applications which are accompanied by an Environmental Impact Statement (E.LS.), a decision 
cannot issue before one month of receipt of the application. 

The Planning Authority must issue a decision, or a request for further information within 2 months of 

receipt of the application. 

Members of the public may object in writing to any planning application and the Planning Authority 
must inform objectors of its decision within 3 working days of the making of the decision. Planning 

applications are available for inspection during public hours and copies of documentation on same are 

available at a nominal fee. Copies of site location maps, photographs and drawings are not available 

due to copyright laws. 
If objections are received to an application where a request for further information has been issued, the 

objectors are notified on receipt of this information. Objectors are also notified of any revised 

drawings /documentation received on an application. 

City Council officers make recommendations as to the decisions to be issued on planning applications. 

The City Manager makes the final decision on all major applications and all refusals. Power to grant 

planning permission in certain cases and to issue requests for further information has been delegated by 
the City Manager to the Administrative Officer in the Town Planning Department. 

Once the Planning Authority has issued a decision, the applicant or any third party may appeal the 
decision or any conditions attached to An Bord Pleanala within one month. 

  

?8 This information is taken from Cork City Council’s website. 
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Compliance with Conditions 

On receipt of a Commencement Notice, the Planning Authority checks compliance with relevant 
conditions. Applicants are advised by letter of any non-compliance and requested to submit relevant 
compliance details. In the event of non-compliance, the Planning Authority may institute legal 

proceedings to enforce same. 

Enforcement of Planning Regulations: 

Complaints in writing relating to non-compliance with planning permissions or unauthorised 

development are accepted by the Planning Authority. 
The Enforcement Officer carries out an inspection and a course of action is recommended. Every 

effort is made by the Department to encourage compliance with Planning Legislation without having to 

resort to enforcement action. However, enforcement action is taken in a number of cases in order to 

resolve the matter. 
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8. POLICY DEVELOPMENT - CONTENTS 

Having clearly defined policies and procedures that are understood and followed by staff is 
essential and a requirement when applying for funding under the Equal Opportunities 
Childcare Programme. 
This section includes: 

DEFINITION OF A POLICY 

PROCEDURE/GUIDELINES 

HOW TO DEVELOP THE POLICY 

IMPLEMENTING THE POLICY 

REVIEWING AND EVALUATING THE POLICY 

SOURCES OF INFORMATION
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8. POLICY DEVELOPMENT 

Having clearly defined policies and procedures that are understood and followed by staff is essential 

and a requirement when applying for funding under the Equal Opportunities Childcare Programme. 

A service’s policies should stem from the service aims and objectives and support them. The 
development of policies will in turn lead to the development of corresponding procedures. Written 
policies and procedures minimise misunderstanding and allow for people to predict how situations will 
be viewed and dealt with. Once formulated policies must be written down, communicated and put into 
practice”. The policies and procedures should be written to suit the individual work place. It is your 
responsibility as an employer to develop policies and procedures that will ensure the delivery of an 
open, efficient, clear and quality service”. 

DEFINITION OF A POLICY: 

A policy is defined using all of the following criteria: 
1. It is a governing principle and mandates or constrains actions 

2. It has organisation-wide application 

3. It will change infrequently and sets a course for the foreseeable future 

4. It helps ensure compliance, enhances the organisation’s mission or reduces institutional risk 

5. It is approved at the senior levels of the organisation 

Procedure /Guidelines 

A procedure/guideline is a series of interrelated steps that are taken to help implement the policy as 

follows: 

1. Lists steps to follow in order to comply with the policy 

2. Uses an introductory section for complex procedures or those with options 

3. Clearly identifies options 
4. Clearly identifies cautions or warnings 
5. Refers reader to: 

Related documents 

Relevant appendix entries 
And/or 

Relevant special situations 

Procedures describe how the policy is to be implemented whereas guidelines are less prescriptive and 
ate provided to assist professional judgment. Guidelines are used as a reference point in relation to 
accountability. 

The Child Care (Pre-School Services) Regulations 1996 Inspection Form asks for evidence of a written 
policy on positive behaviour management and a fire procedure. A Safety Statement is required under 
the Safety, Health and Welfare at Work Act 1989. Our Duty to Care provides a sample Recruitment 
Policy and a sample Anti-Bullying Policy. In addition to these French (2000) recommends developing 
policies in the following broad areas”: 

  

” Geraldine French Supporting Quality: guidelines for best practice in early childhood services 2003 Barnardos 

30 Mary Byrne Personnel Practice in Early Years Services 2002 Barnardos 

31 A more comprehensive list of policies, procedures and guidelines which may be required by your service is included in 

Appendix A 
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HEALTH AND CHILD PARTNERSHIP | HUMAN ADMIN- 

SAFETY WELFARE WITH RESOURCES ISTRATION 
FAMILIES AND 

LIAISON 
  

  

Child Equal Confidentiality | Qualifications Admissions 
Protection Opportunities, 

Parental Equal Fees 
Child Collection | Integration of Involvement Opportunities 

Children with Complaints / 

Food Special Needs Community Key Worker Compliments 

Outings Language and | Statutory Training Record Keeping 
Literacy 

Exclusion Voluntary Volunteers / 
Positive Students 

Security Behaviour 
Management           
  

HOW TO DEVELOP THE POLICIES 

Identify a member of staff who will lead the development of policies, their implementation, and 
monitoring. This task is a complex one and will require senior management support. 

Convene a working group to support the policies development. This should include representatives 
from staff, parents/guardians and management committee. It is important also to consider how 

children might be involved in the process. 

Audit any current procedures and practices 

Gather the necessary information — see below for sources. 

Draft the policy and consult with the whole service community to include staff, children, 

parents / guardians and management committee. 

When the policies are agreed ensure that they are promoted. Disseminate them to the whole service 
community. 

IMPLEMENTING THE POLICIES 

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

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

Equal opportunities should be a key feature of all service policies. Review all other service policies in 
light of this policy. 

Identify mechanisms to monitor the policies. 
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REVIEWING AND EVALUATING THE POLICIES 

Review and evaluate the policies for their effectiveness. 

Ensure that any issues arising from reviews and evaluations are used to inform planning and 
decision-making. 

SOURCES OF INFORMATION 

Information on developing policies is available in: 

Area Development Management’s (ADM’s) Guide to Developing Policies and Procedures in a 
Childcare Setting June 2003 drafted by Mary Byrne and edited by ADM on behalf of the Equal 
Opportunities Childcare Programme of the Department of Justice, Equality and Law Reform. This free 
publication is available from Cork City Childcare Company Ltd., 29 Penrose Wharf, Cork Tel: 021-450 
7942 Fax: 021-450 7914. It is also available for reference at Barnardos National Children’s Resource 
Centre (NCRC) at The Bowling Green, White Street, Cork. Tel: 021 4310 591 Fax: 021 4310 691 Email: 
nctc@cork.barnardos.ie 

Barnardos’ free publications: 
Supporting Quality: guidelines for best practice in early childhood services 2003 (2™ edition) by 
Geraldine French, 

Personnel Practice in Early Years Services 2002 by Mary Byrne 
Both publications contain sample policies. 

Guidelines on Policies for Childcare Services is available from IPPA. You can get an order form 

online at www.ippa.ie/publications.htm or you can contact IPPA at their Cork Resource Office at 29 

St. Patrick's Quay, Cork. Tel: 021-4551248 Fax: 021-4509848 Email: cork@ippa.ie 

Towards Quality Childcare a National Children’s Nurseries Association publication is available 
online at www.ncna.ie/policy.htm or it is available at Barnardos National Children’s Resource Centre 
(NCRC) at The Bowling Green, White Street, Cork. Tel: 021 4310 591 Fax: 021 4310 691 Email: 
ncrc@cork.barnardos.ie 
This includes guidelines in: 

Quality Care in the Nursery 
The Nursery Manager and Staff 
Child/Staff Ratios 

Premises and Facilities 
Caring for Babies 
Play Provision and Equipment 
Safety and Hygiene 
Food and Hygiene 
Fire Safety 
Insurance 

Record-Keeping 
Legal Requirements 

Valuing Play Valuing Early Childhood: Policy and Practice Guidelines for Early Years 
Practitioners 2003 Northern Preschool Playgroups Association (NIPPA). NIPPA can be contacted at 
Unit 3, Enterprise House, Boucher Crescent, Belfast BT 12 6HU. This publication is available also at 

Barnardos NCRC The Bowling Green, White Street, Cork Tel: 021 4310 591 Fax: 021 4310 691



  

9, EQUAL OPPORTUNITIES —- CONTENTS 

Equal Opportunities is about fairness and ensuring that discrimination, either direct or 
indirect, does not take place. 
This section includes: 

THE AREAS YOU NEED TO CONSIDER 

LEGISLATION 

DRAWING UP AN EQUAL OPPORTUNITIES POLICY 

WHAT THE POLICY SHOULD INCLUDE 

It also includes information on where to obtain further resources.



9, EQUAL OPPORTUNITIES 

Equal Opportunities is about fairness and ensuring that discrimination, either direct or indirect”, does 
not take place. Typically individuals can suffer discrimination on the grounds of: Disability, Race, 
Gender, Colour, Ethnic Origin, Religion/Belief, Culture, Nationality, National Origin, Age, Sexual 

Orientation and/or social circumstances. 

The areas you need to consider are: 
Staffing & Recruitment 
Training and career opportunities 
Involving parents 
Involving members of the community 
Admissions policies 
Curriculum/Programme of Activities/Play opportunities 

Record keeping 
Premises 

LEGISLATION 

It is important that all employers are up-to-date on legislation covering Equal Opportunities. Make sure 
that you are fully aware of the issues contained in the legislation. The legislation you need to be aware 

of includes in particular: 

" The Equal Status Act 2000 

" The Employment Equality Act 1998 

EQUAL OPPORTUNITIES POLICY 

An Equal Opportunities policy is a public statement of your commitment to oppose and challenge 
discrimination. It should take into account the different types of discrimination and the law relating to 
equal opportunities. 

Drawing up an Equal Opportunities policy 

" Raise awareness of the issues with everyone involved in the childcare provision 

" Discuss everyone’s views, review your service and the needs of the local community as part of 
developing your policy 

" Consider the legal issues around equal opportunities 

" Ensure that the policy covers issues relating to staff as well as those relating to the children and 
families using the provision 

The final policy should be drawn up by staff and management, and have the full commitment of all 

involved with the childcare provision 

What the policy should include: 
The aims 
Statement of intent - What you intend to do 
Methods of implementation - How you will actually do it 

  

  

  

32 Direct discrimination = excluding people without justification. 

Indirect discrimination = excluding people by not meeting their specific needs. 
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Monitoring and evaluation method - How you will make sure you have done it   

A copy of Anti-discriminatory Practice in Early Childhood: A How to Guide is available for 
reference at Barnardos National Children’s Resource Centre (NCRC) at The Bowling Green, White 
Street, Cork. Tel: 021 4310 591 Fax: 021 4310 691 Email: ncrc@cork.barnardos.ie . This contains A 

Position Paper, A Self-Assessment Questionnaire, A Step-by-Step Plan and a Model Equal 
Opportunities Policy. 
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10. TYPES OF CHILDCARE PROVISION - CONTENTS 

This section provides a brief description/definition of each of the different types of childcare 

that have been provided in Ireland to date. 

# Playgroups 

=" Naoinrai 

® Montessori Schools 

" Steiner Kindergartens 

=" Nurseries/Creches 

= Childminders 

" Early Start Pre-School Programmes 

= Traveller Pre-Schools 

® Provision of Childcare by Employers 

= Out of School Services 

= Parent and Toddler Groups 

= Drop — In Centres



  

10. TYPES OF CHILDCARE PROVISION* 

Playgroups 

Playgroups offer care and education, mainly on a sessional basis, to children aged 3 to 5 years. 

Approximately 80% of playgroups are privately run home-based groups. The remainder are community 

based and committee managed. The Irish Pre-Schools Playgroups Association (IPPA) offers training 

and local support and advice to parents and childcare providers. 

Naoinrai 

Forbairt Naoinrai Teo. (formerly An Comhchoiste Reamhscolaiochta), set up in 1978, organises and 

supports a system of Irish language medium playgroups. Naoinrai offer a sessional service for 3 to 5 

year old children. 

Montessori Schools 

There are approximately 500 Montessori schools/pre-schools in Ireland registered with AMI Teacher 

Association and St. Nicholas Montessori Society of Ireland. These provide a part-time pte-school 

service for children aged from 3 to 6 years using primarily the Montessori Method. In 1998 these two 

organisations came together to form the Irish Montessori Education Board (MEB) to provide an 

overall accreditation body for Montessori schools and teachers in Ireland. 

Steiner Kindergartens 

There are 12 kindergartens in Ireland registered with the Irish Steiner Kindergarten Association. These 

community based kindergartens provide holistic childcare on a sessional or full day care basis. 

Nurseries /Créches 

Nurseries provide group care for children aged from 3 months. The National Children’s Nurseries 

Association (NCNA) was formed in 1988 to coordinate and bring together providers offering full day 

care for young children and families. These nurseries may be private, community based or in the 

workplace. Many provide a formal education component in the form of pre-school sessions for the 3 to 

5 year olds. 

Childminders 

Childminders provide day care for pte-school children and before, after and holiday care for school 

aged children in the childmindet’s home or the child’s home. 

Early Start Pre-School Programmes 

The Early start Programme, introduced by the Minister for Education and Science in 1994, is a one- 

yeat pre-primary school programme for children from age 3 years in disadvantaged communities. 

Traveller Pre-Schools 

Traveller Pre-Schools have been in operation since 1984 and are directly funded by grant-aid from the 

Department of education and science. 

  

33 This information is taken from the National Childcare Strategy — Report of the Partnership 2000 Expert Group on Childcare Jan 

1999. A copy of this is available for reference at Barnardos National Children’s Resource Centre (NCRC) at The Bowling 

Green, White Street, Cork. Tel: 021 4310 591 Fax: 021 4310 691. 

48



Provision of Childcare by Employers 

An initiative under the Department of Justice, Equality and Law Reform’s Equal Opportunities 
Childcare Programme aims to stimulate employer interest and involvement in supporting equal 

opportunities childcare facilities. Eight demonstration projects located around the country are being 

supported with finance form the European regional development Fund, the Irish Exchequer and 
private sources. 

Out of School Services™ 
An Out of School Service is provided and takes responsibility for, children when they are not in the 
school setting, e.g., before school, after school, during school holidays. These services are offered to 

children from 4-5 years through to 13-15 years, therefore any worker in an out of schools service 
needs to have a sound understanding of the patterns of development from the early years through to 
middle childhood and pre-adolescence. 

The service should have wider objectives than providing safe and secure care out of school hours. The 

National Children’s Nurseries Association’s publication on Out of School provision After School the 

Way Forward suggests that the aim of any Out of School service and a good indicator of quality may 

include “Providing for the needs of children, including play, safety and security, personal, nutritional, 

behavioural, recreational, leisure and educational”. 

Out of School Services may be provided by a variety of centres or groups: 

® Childminders 

* Community Groups 
= Day-care Centres/Créches 

" Family Resource Centres 

*" Schools 

# Pre-school service providers 

There is a wide variety of Out of School Services and they are organised in many different ways and 

settings. 

The most common types of service available include: 

Play centred services 
In this surrounding the staff manage the play environment and provide the resources and the support 

required, enabling children to play. All staff should have a Playwork qualification (Play Board in 
Northern Ireland provide this training at present, but it should become available in the Republic of 

Ireland in the near future) or another similar qualification that gives an understanding of the process of 
play in addition to other training/experience/skills. 

Services providing homework facility 

If a Homework facility is provided within the service then support should be available for the children 

should they need this. Staff in the services providing this homework facility should work in close 

collaboration with teachers from local schools. This is particularly useful for older children where they 

may not otherwise have the facilities or opportunities to complete their homework in a quiet 
environment. The group should provide an atmosphere that is conducive to learning, a space for work, 

and as far as possible relevant materials to support their study. They should also provide opportunities 

for recreational activities in order for children to relax and develop in other areas. 

  

34 This information is taken from the Border Counties Childcare Network’s information leaflet on Out of school Services 
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Mixed environments 
Many would agree that the after school environment is best organised to include facilitation of 
appropriate play opportunities and the completion of homework. The ISPCC warns against the 
provision of educational tasks that expect “continual or prolonged concentration” in out of school settings. 
They advise a “balance of activities.”” The environment should be organised to create a variety of 
opportunities for children, suitable to their age, ability and stage of development. Separate areas should 
be set aside for homework and quieter activities, in addition to more active pursuits and games. 
Furniture should take account of the growing physical development of children and so a combination 
of comfortable and more formal furnishings should be provided in adult and child sizes. 
The ethos here should be a combination of educational activities, homework completion and 
encouraging and developing the ability of children to engage in social and creative activities with their 
ees. 

is with all out of school services, children should be empowered to make their own decisions, express 
their own needs and take responsibility for their own actions in an environment structured in a flexible 
way to meet the needs of an entire age group of children, taking into account individual capabilities, and 
how best to encourage exploration, investigation and emergent skills. 

Points to remember 

" Children may need to be collected after school by the service organisers. 
" Children need to be given a substantial snack on arrival at the Out of School Service from 

where they are collected by parents/carers. 

" In the case of Breakfast Services, staff should provide a nutritious breakfast, activities, and then 
a staff member/service organiser escort the children to school. 

" At least one staff member with a current, valid First Aid Certificate should be on the premises 
during the hours of opening and closing. 

* All Out of School Services should have written policy statements and procedural guidelines that 
have been drawn up in conjunction with staff, parents and children. A copy of these should be 
made available to all. 

" It 1s recommended that all services have at least one full-time employee to ensure the continuity 
of running the service 

" Staff should have a qualification that gives an understanding of the process of play in addition 
to training that addresses dealing with parents, supervisory/management skills, and be 
physically and emotionally able to care for young people, their welfare and development 

" Adults should view themselves as facilitators for the children, offering assistance, advice and 
support when needed. They should act as positive role models and strike a balance between 
being involved with the children without being intrusive and make themselves available to the 
children at all times. 

" All children should be treated with fairness and consistency. Adults need to recognise and 
respect the values and beliefs, which result from the child’s cultural, ethnic, and religious 
background. 

Parent and Toddler Groups 

Parent and Toddler groups are informal groups that offer play opportunities for children (usually aged 
0 to 3 years) and companionship for their parents. They are often linked to other forms of provision 
such as playgroups, schools and clinics. In many cases the establishment of a parent and toddler group 
acts as a catalyst for the expansion of childcare services in a community. 

Drop — In Centres 

Drop-in Centres are provided in shopping centres, leisure centres or similar establishments. The service 

is provided as part of a customer/client service and children are left for a short period of time while the 
parent is availing of a service or attending an event.



11, INSURANCE, TAXATION, ACCOUNTING, BANKING - CONTENTS 

This section deals with the financial and administrative requirements of setting up a new 
service. It provides sources of information to guide you through: 

" Opening a Business Bank Account 

" How to put a new employee on the books 

" Business Insurance 

# Accountants 

=" Taxation 

® Solicitors



11. INSURANCE, TAXATION, ACCOUNTING, BANKING 

BUSINESS INSURANCE 

The main kinds of business insurance are: 

" Fire — to cover rebuilding costs etc. following a fire 

Burglary /Theft — to replace stolen or damaged assets 

All risks — coverage against loss of assets however caused. 

Public liability — coverage against claims by members of the public. 

* Employers liability — coverage against claims from staff. 

Most insurance companies offer these (or in some combination) in a single ‘Business’ policy that is 
mote cost effective than separate policies for each. You can ask an insurance broker to find you the 

widest coverage at the lowest price. Ask also whether the premiums can be paid over the year rather 

than all at the start. 

A group which decides to have a written constitution as its legal structure should take out adequate 

insurance cover for its activities. The National Social Service Board runs a group insurance scheme for 

voluntary social service organisations which includes cover for employer's liability and public liability, 
ptoperty insurance, money insurance and personal accident. Details are available from the NSSB. 

Areas in which you should seriously consider hiring a consultant (depending on your own skills) include 

* Computers 

* Accounting 
»® Taxation 

» Law 

You should develop a clear briefing of what you expect from an adviser and ask for several 
quotes before you decide on one. 

ACCOUNTANTS 

For information and /or advice on accounting or taxation matters you are advised to consult your 
accountant. 

If you do not know an accountant check the Golden Pages or contact one of the following: 

=" Association of Chartered Certified Accountants 

= Institute of Certified Public Accountants in Ireland 

=" Institute of Chartered Accountants in Ireland 

TAXATION 

Comprehensive guides to all aspects of business taxation including ‘Starting in Business’ guide 
can be obtained from your local tax office, the Revenue Forms and Leaflets Service at 

Tel: 01 878 0100 or the Revenue’s website at www.revenue.ie 
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Revenue Commissioners, 

Ship Street Gate, 

Dublin Castle, 

Dublin 2. 

Tel: 01 878 0000 

Website: www.revenue.ie 

SOLICITORS 

You need a solicitor to: 

" Check out any lease, loan agreement or contract you may be asked to sign 

« Advise you on relevant legislation 

® Actas a final step in your credit control process 

" Act for you if you are sued 
If you do not know a solicitor, check the Golden Pages or contact The Law Society 

FURTHER INFORMATION 

Comprehensive information on issues such as: 
= Business Insurance 

*" Opening a Business Bank Account 

" Taxation 
* Accounting 
= How to put a new employee on the books 

is provided in Starting Your Own Business a guide written by Ron Immink and Brian O’Kane (2001) 

A copy of Starting Your Own Business is available to download from the Department Of Enterprise, 
Trade and Employment’s website at www.entemp.ie /syob/index.htm (This page also contains a link to 

www.startingabusinessinireland.com) 
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12. SOURCES OF FUNDING - CONTENTS 

It may be necessary to consider various sources of funding to set up and/or to run a setvice. 
At present childcare funding comes from the following sources: 

" Delivery of the service will generate income through fees 
" Fundraising through community support 
" Statutory entitlements and grants 
" Charitable Foundations and Trusts 

This section provides information on the following: 

FEES 

FUNDRAISING 

FUNDING THROUGH STATUTORY BODIES 

OTHER SOURCES 

FOUNDATIONS AND TRUSTS 

FUNDING APPLICATIONS 

This includes a list of sections contained within the Irish Preschools Playgroups Association 
(IPPA) Support Pack for Grant Applications which offer information and signposts 

EQUAL OPPORTUNITIES CHILDCARE PROGRAMME 2000-2006 

" Capital Grants 
" Staffing Grants 

* Initiative to Develop School Age Childcare 

OTHER USEFUL SOURCES OF INFORMATION



  

12. SOURCES OF FUNDING« 

At ptesent childcare funding comes from the following sources: 
" Delivery of the service will generate income through fees 
" Fundraising through community support 
" Statutory entitlements and grants 
" Charitable Foundations and Trusts 

FEES® 

Fees must be high enough to ensure that the service is sustainable and at the same time affordable to 
the local community. Consequently it is impossible to establish a set fee for childcare as this varies from 
service to service and area to area. Factors influencing the cost of the service include: 

=" The cost of overheads, such as staff wages, premises, equipment, insurance 
" Subsidies available for families who cannot afford to pay 
* Grants available from funding agencies 

FUNDRAISING 

Fundraising may help to keep fees at an affordable rate but requires the co-operation of parents. Funds 
may be raised at local community level or by application to funding agencies. Points to remember about 
fundraising are: 

" Plan at beginning of each year 

=" Choose events that involve least initial expense 

" Keep records of fundraising events 

" Involve parents 

" Consider whether an event may offend any members e.g. gambling 

Consider the following suggestions - °*Flag days *Weekly draws *Raffles *Cake sales *Jumble sales 
*Night at the races* Casino *Table quiz *Sponsored Walk 

FUNDING THROUGH STATUTORY BODIES 

The Department of Justice, Equality and Law Reform is now the lead department in funding childcare 
services”. Other government departments can and do fund different aspects of childcare provision 
depending on their statutory function: 
Department of Justice, Equality and Law Reform - Equal Opportunities Childcare Programme 
Department of Health and Children 
Department of Social and Family Affairs 
Department of Enterprise and Employment - FAS Schemes 
Department of Education and Science 
Department of the Environment 

OTHER SOURCES 

Health Boards 

  

35 See guidelines on fees in The Business Plan section of this pack. 
* See below for further information on Equal Opportunities Childcare Programme funding from the Department of Justice, 
Equality and Law Reform 
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V.E.C. 

County and City Councils 
Local Area Partnerships 

Leader 

County Enterprise Boards 

FOUNDATIONS AND TRUSTS (These rarely assist with running costs or staff wages) 
Howard Foundation 
People in Need 

Allen Lane Foundation 
Bernard Van Leer Foundation 
Ireland Funds 

Rowntree Charitable Fund 

Lawlor Foundation 

FUNDING APPLICATIONS 
Outlined above are potential sources of funding for the childcare sector. Making applications for 
funding is time consuming but often a clarifying and worthwhile exercise. 

Currently, the Department of Justice, Equality and Law Reform ate inviting submissions in respect of 
Capital and Staffing grants under the Equal Opportunities Childcare Programme 2000-20067”. 

To help members complete the application forms, IPPA, the Early Childhood Organisation has 
developed a support pack which offers guidelines and information to assist in completing the 
application forms for both capital and staffing grants. Funding seminars which aim to support 
providers to complete the application forms are also available through the IPPA Training Department. 

Contained within the IPPA Support Pack for Grant Applications are the following sections which offer 
information and signposts: 

1 General Guidelines - Part I 

The Childcare Services 

1.1 Part VII of the Child Care Act 1991 Child Care (pre-School Services) Regulations, 1996. 
1.2 The Safety, Health and Welfare at Work Act 1989 The Safety, Health and Welfare at Work (General 
Applications) Regulations 1993 
1.3 The Fire Services Act, 1981 
1.4 Planning requirements pertaining to Childcare Services 
1.5 Business Matters 

1.6 The Terms of Employment (Information) Act 1994 
1.7 The National Minimum Wage Act, 2000 
1.8 Employment Equality Act 1998 
1.9 Tax Reference 

1.10 Charitable Status 

1.11 Mission Statement 

1.12 Aims and Objectives 

1.13 Management/Decision Making Procedures 

  

37 See Section on Criteria for EOCP Funding.



  

2 General Guidelines - Part II 

The Project Proposal 
2.1 The Feasibility Study 

2.2 Market Research 

2.3 How will I/we Trade? 

2.4 Operational Issues 

2.5 Finance and Accounting 

2.6 The Business Plan 

3. Have You Considered? 
Key Points in applying for the three strands of funding. 

4. Introduction to Staffing Grant Application 
4.1 The Job Description 

4.2 Person Specification 

4.3 Advertising 

4.4 The Interview Process 

4.5 Induction Process 

4.6 The Contract of Employment 
4.7 Probation 

4.8 Equality /Discrimination 
5. Have you considered? 
Key Points in applying for the S taffing Grant. 

6. Have you considered? 
Key Points in applying for capital grants for Self-Employed Childcare Providers 

7. Have you considered? 
Key Points in applying for Capital Grants for community Based/ Not-for- profit Group(s) 

The information contained within the IPPA pack relates both to new facilities and to existing services, 
some which may be moving into the formal economy. Whether the service is new or is in the process 
of professionalisation the steps to be taken and the information required for the submission are similar. 

It is suggested within the pack that the applicant needs firstly to consider the nature of the information 
required and secondly to identify the potential sources of this information. Expertise and information 
are available through statutory and voluntary bodies to support the development and submission of the 
application. Existing expertise at both local and national level should be utilised to enhance the 
submission. Within local communities, institutions such as the banks will have information on starting a 
business and the development of a business plan. IPPA refers to other agencies which may have 
relevant information which include: 

Department of Justice, Equality and Law Reform 
Health Boards - Pre-School Officers 
Area Development Management, Ltd. (ADM) 
Local Partnership Companies 

Community Workers 
Local Development Community Groups 

County and City Enterprise Boards 

Local Employment Services



  

Leader Companies 
(Details on all of the above are available in this pack in the GENERAL INFORMATION and THE 
PLANNING PROCESS sections). 

To obtain an IPPA Funding Support Pack at a cost €12.70 for members and €16.50 for non- 
members plus packing or to arrange a Funding Seminar please contact IPPA, 
Training Department at 01 463 0011 

*The above information is taken from the Irish Preschool Playgroup’s Association’s (IPPA’s) website 
at Www.ippa.ie 

EQUAL OPPORTUNITIES CHILDCARE PROGRAMME 2000-2006 
Funding is available to develop childcare services that will enable parents to balance childcare needs 
with their working life or to engage in training, education or other opportunities. 

Capital Grants 
Grant assistance is available to tenovate/ upgtade or build a suitable facility for the purpose of 
providing a childcare service, subject to qualifying conditions. Grant assistance is also available to equip 
such facilities with suitable materials and equipment. 

Applications for capital grant assistance will be considered from: 
"= Community based/ not-for-profit groups and organisations or 
" Private sector childcare providers or 
" Community based/not-for-profit consortia of private and community providers. 

Staffing Grants 
Applications for staffing grant assistance will be considered from: 

*" Community based/ not-for-profit groups and organisations operating in an atea of significant 
disadvantage or for services that have a particular focus on disadvantage”. 

Initiative to Develop School Age Childcare 
Applications for grant assistance will be considered from: 

* Community based/ not-for-profit groups, including school managerial authorities. 

Grant assistance is available to renovate/ upgrade or build a suitable facility for the purpose of 
providing a school age childcare service, subject to qualifying conditions. Grant assistance is also 
available to equip such facilities with suitable materials and equipment. In addition, in an area of 
significant disadvantage or for services that have a particular focus on disadvantage, assistance towards 
the cost of staffing may also be provided. 

Further details, application forms and guidelines are available from: 
Childcare Directorate 
Department of Justice, Equality and Law Reform 
72-76 St. Stephens Green, Dublin 2 
Phone Lo-call: 1890-20-90-30 
E-mail: Childcare Mail@justice.ie 

  

38 See Criteria for EOCP Funding section in this pack.



  

Funded by the Irish Government and the European Union under the National Development Plan 2000 
to 2006. 

OTHER USEFUL SOURCES OF INFORMATION: 
Comhairle’s website at www.comhairle.ie 
Comhairle is the national support agency for the provision of information, advice and advocacy to 
members of the public on social services. Comhairle comes within the remit of the Department of 
Social and family Affairs. Comhairle supports the voluntary sector by providing a range of services in 
the area of information, training and organisations which deliver social services. 
Comhairle’s Cork Office is at 101 North Main Street, Cork. Tel: 021 422 2280 Fax: 021 422 2270 

CAFE Funding Handbook 4" Edition is a directory of funding and support for community and 
voluntary work in Ireland. In addition it provides advice and information to assist groups and 
organisations in planning and carrying out their fundraising activities. The handbook promotes good 
practice in funding strategies and practices among those who seek finance and those who administer 
funding. It includes listings for statutory sources, agencies and intermediary bodies as well as grant 
making trusts, European and international sources and corporate sponsors. The handbook is available 
from: 

CAFE Creative Activity For Everyone 
10/11 Earl Street 

Dublin 8 

Tel: 01 473 6600 

Fax: 01 473 6599 

Email: cafe@connect.ie 

Website: www.communityartsireland.com 
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13. CRITERIA FOR EQUAL OPPORTUNITIES CHILDCARE PROGRAMME (EOCP) 
FUNDING - CONTENTS 

Each application for funding towards staffing costs is appraised separately, and on its own 
merits, against a range of criteria specified under the programme. The criteria include, inter 
alia, the scope of the project, the socio-demographic profile of the area, the quality of the 
proposal, the capacity of the group to implement the project, the level of integration of the 
project with other facilities in the area and the value for money which the project represents. 
This section provides the following information: 

GENERAL AIMS AND OBJECTIVES 

GENERAL ELIGIBILITY 

HOW THE APPLICATIONS WILL BE ASSESSED 

DETAILS ON THE FOLLOWING ASSESSMENT CRITERIA: 

= The socio economic and demographic profile of the area 
" The quality of the proposal 
" The capacity of the group to implement the project 
" The level of integration/co-ordination 
" The costings/value for money



  

13. CRITERIA FOR EOCP FUNDING 

The Equal Opportunities Childcare Programme (EOCP) has an equal opportunities and social 
inclusion perspective and facilitates the further development and expansion of child care facilities to 
address the needs of men and women in reconciling their child care needs with their participation in 
employment, training and education. 

The programme provides capital grant assistance to community/not for profit organisations and to 
private childcare providers to increase the supply of childcare places or enhance the quality of existing 
places. It offers staffing grants to community based/not for profit organisations which have a focus on 
disadvantage and offers supports to the National Voluntary Childcare Organisations and to other 
groups which are working to improve the quality of child care in Ireland. 

Each application for funding towards staffing costs is appraised separately, and on its own merits, 
against a range of criteria specified under the programme. The criteria include, inter ala, the scope of 
the project, the socio-demographic profile of the area, the quality of the proposal, the capacity of the 
group to implement the project, the level of integration of the project with other facilities in the area 
and the value for money which the project represents. 

All applications are assessed initially by Area Development Management Limited (ADM), which works 
in partnership with the Department of Justice, Equality and Law Reform. Following the ADM 
assessment, each application is considered by a programme appraisal committee, chaired by the 
Department, which makes a final recommendation to the Minister. 

Support towards staffing costs is only made available to community based projects that clearly 
demonstrate that they are addressing the child care needs of disadvantaged families, assisting parents 
who are in employment or partaking in education or training opportunities. 

The following general guidelines apply to all three categories of funding outlined above: 

1. General Aims and Objectives 

1.1 Increase the number of childcare facilities and places 
1.2 Enhance the quality of childcare provision in the locality 
1.3 Allow parents to avail of educational, training and employment opportunities 
1.4 Ensure the developments of childcare facilities are coordinated at a local level where 

appropriate 

2. General Eligibility 

Projects must: 
2.1 Be directly related to the development and provision of childcare facilities 

2.2 Demonstrate that the project is sustainable and that there are sufficient resources to meet the 
running and maintenance costs of the project for a reasonable period after completion 

2.3 Demonstrate that the necessary management, infrastructure and training are in place to ensure 
the effective operation of the facility 
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3. How applications will be assessed 

3.1 The assessment of the application will be based on materials supplied by the applicant in the 
original application or any additional material requested. 

3.2 

3.3 
3.4 

The assessment process will favour those applications which best meet the general and 
additional guidelines and the focus of the gtant scheme under which the application is made. 
No single factor will determine the outcome of any application. 
Projects that rate highly against the criteria will also be assessed in terms of a balanced spread to 
include: 

(a) Grants to the different categories (Capital — community and private, Staffing etc.) 
(b) A geographical balance. 

The following assessment criteria have been developed to help appraise all applications for funding: 

The socio economic and demographic profile of the area 
For example: 

The location of the childcare service in terms of demographics e.g. population projections, age 
groups, labour market projections etc. 
The extent to which the project will increase the number of affordable childcare places in 
disadvantaged areas. 

The quality of the proposal 
For example: 

The focus of the childcare service with respect to the development of children and their needs. 
The level of staff training and qualifications. 
The extent to which the project caters for children with special requirements. 
The extent to which the project caters for children of ethnic diversity. 
The extent to which the project will increase the number of childcare places in the locality. 
The extent to which funding will create new opportunities for men and women to avail of 
training, education and employment opportunities. 

The capacity of the group to implement the project 
For example: 

The previous experience and background in childcare 
The management structures appropriate to the nature of the project 
The financial controls and systems appropriate to the project 
The ability of the group/individual to comply with the terms of the funding 

The level of integration/co-ordination 

For example: 
The level of potential overlap and duplication of childcare services in the area. 
The level of consultation undertaken prior to submitting the application 
The level of integration/ linkage of the childcare service with other compatible actions or 
programmes established in the locality.



  
The costings/value for money 

For example: 

The financial sustainability of the project i.e. in addition to funding, will the applicant have 
sufficient funding to maintain the facility and meet other overheads. 
The overall cost of the project with regard to the number of additional places created. 

The following factors are taken into account when applications are being assessed: 

> 

V
V
V
V
V
V
 

WV 

Views of the Local County Childcare Committee — the Committee is consulted in all cases ptior 
to recommendation/decision 
Location of projects — Local Development Social Inclusion Programme (LDSIP), Clr, RAPID 
area 
Relative Deprivation score — Haase index (norm threshold above 5-6) 
The target group of the service 
Links and integration with other services with a disadvantaged focus 
The profile of parents provided for by the group 
Local Authority housing 
Department of Education designated disadvantaged school 

A combination of the majority of the above provides the required assurances to recommend an 
application for funding. In cases where the evidence is borderline but local assurances are given, 
funding is sometimes recommended for a one-year period to demonstrate their focus on disadvantage. 
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14. BOOKKEEPING - CONTENTS 

Good bookkeeping minimises an accountant’s time and enables you to remain in control of 
finances. This section provides information on: 

BOOKKEEPING 

HANDLING MONEY 

CASH FLOW FORECASTING 

Creating a Cash Flow Forecast 

FEES 

This includes information from the National Children’s Nurseries Association (NCNA) on: 
" Policy on Fees 

=" Fee increases 

" Revenue legislation 

" Funding guidelines 

"= Communication 

BUDGETING



  

14. BOOKKEEPING 

Good bookkeeping minimises an accountant’s time (and charges!) and enables you to remain in control 
of finances. 
An accountant or business adviser will be the best petson to advise you on the right bookkeeping 
system to suit your particular circumstances. 
However good other aspects of childcare management are, if the financial side breaks down, the 
childcare does too. 

You will need to keep: 

# A record of income 

" A purchase book in which all purchases and their date are recorded 
" <A record of expenditure (keep all invoices and receipts and record whether they were paid by 

cash or by cheque) 
" A record of the date, description and amount of all income and expenditure entries 
=" Bank statements 
" A wages and salaries file for all tax returns and records (if applicable) 

If you have received a grant or you are running a business you will also need to do the following: 
" Analyse the income and expenditure columns into different types, e.g., fees, equipment and 

fundraising 
Produce an annual report, a Statement of Account, which summarises where the money came from and 
where it went 

In addition to the above, Sole Traders have to manage their taxation. Discuss this with an accountant 

HANDLING MONEY 

It is important that you take sensible precautions to prevent fraud, or accusations of fraud, occurring. 
For everyone’s protection: 

" Set up an account where two signatures are required on cheques 
" Never issue blank cheques 

" Take great care when delegating authority for computer or telephone banking systems 
" Never use correction fluid in the accounts books (cross mistakes out so that they are still 

legible) 
" Ensure that at least two people count any money from fundraising events, etc. 
" Obtain signatures/receipts for wages/money paid out 
" Get individual receipts for all monies spent 
" Give receipts for all monies received 
" Make sure petty cash is properly controlled 

CASH FLOW FORECASTING 

Contrary to popular belief, preparing and monitoring a cash flow forecast is not a difficult task, if 
approached step by step. 

Having a forecast in place will enable your provision to see, on a single document, how the financial vs P Se ee SER, 8 . period ahead is expected to look. This in turn will identify any future problems enabling some advance 

61



  

warning to be given. It will also indicate overall how the provision is expected to perform financially for 
the period covered. 
Furthermore, if a good template document is used, the forecast can be extended to include ‘actual’ 
figures throughout, enabling easy comparison to the estimate. 

When completed the forecast will show 

" The total income required to cover all outgoings 
* Any individual months when income might not be sufficient, enabling some early planning to 

offset the difference 
" Any outside finance requirements (private businesses) 
" Need to fundraise or reassess fees (voluntary groups) 

You should do a Cash Flow Forecast at least annually and broken down into individual months. The 
forecast should be continually reviewed as the year progresses and as actual figures are recorded. 

Creating a Cash Flow Forecast 

When putting the figures together, always remember that amounts should be entered only in the 
months where the income or expenditure is actually expected to happen, NOT simply averaged out 
over the year. 

Fees” — The management of fees should reflect the best practice in relation to budget management, 
fair and just practice in communication with parents and ensure sustainability of quality child centered 
service. 

-Policy on Fees: 
All services should have an open and fair fees policy. This will include: 

- Fees payable for full-time or part-time children 
- Fee structure for different services e.g. Babies, Pre-School, Out-of-School 
- Fees payment in relation to holidays or child illness 
- Payment of fees — in advance or in arrears, weekly/monthly/term, cheque/standing 

order or credit transfers/cash 

- Deposits — how much, criteria for refund 
- Booking fee — how much, in what circumstances is it refundable 
- Non-payment of fees —how is this dealt with 
- Notice period —how long and financial implications 

Fee increases: 

The ideal is that fee increases occur at the same time annually. Where fees need to increase within one 
year, the service operator must ensure that this increase is clearly notified to the parents including the 
rationale behind the increase. NCNA recommends that two months notice of all fee increases be 
notified to parents / guardians, this includes parents / guardians of children enrolled for the coming year. 

Revenue legislation 

All services must operate within the current revenue legislative framework. This includes: 

- Personal financial management 

  

* Guidelines on Management of Fees National Children’s Nurseries Association NCNA News 
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- Revenue requirements in relation to self-employment, sole trader, limited company or 
charity status. 

Funding guidelines 

Services must operate within funding guidelines and requirements of any grant aiding systems. 

Communication 

All financial policies in tespect of fees and fee increases must be communicated to parents/ guardians in 
a manner that is clear and unambiguous. This includes informing parents at booking time that fees may 
increase during the booking period. Details of the fees policy should be included in the parent 
information pack/booklet. 

BUDGETING 

You can waste a lot of money without realising it, either by not adding up the ‘little bits’ or by failing to 
find more frugal ways of managing your money. 

To find out if you’re managing money effectively, ask yourself the following questions: 

Is stock being suitably stored? (do you use a stock control book?) 
Are staff and children sufficiently careful with multi-item pieces of equipment? 
Are you wasting energy? 

Are your bank charges too high? 
Are staff members making too many personal telephone calls? 
Do you regularly check your building and equipment for timely repairs? 
Do you always get at least two quotes for expensive items of equipment or services? 
Do you always go for the cheapest or do you go for the best value? 
Do you need it? (it is easy to be seduced by glossy catalogues) 
Do parents have any areas of expertise or interests that you can utilise? 
Do you use local suppliers rather than educational suppliers for items such as sand? 
Have you contacted local firms for donations of paper, offcuts of wood, etc? 
Do you do any fundraising? 

Do you regularly apply for grants? 

Reserve Funds 

Budgets are at best only estimates, especially for new businesses, which will not have a history 
of expenditure on which to base the budget. Since costs can vary, it is wise to build up reserve 
funds of around 15-20% of turnover to cover unexpected costs, and budget to do this if a fund 
does not already exist. 
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15. FURNISHINGS AND EQUIPMENT 

Adequate furnishings and equipment are essential components of quality childcare. The 
furnishings and equipment in a childcare programme should stimulate all aspects of children’s 
development in a variety of ways. Details are included on each of the following: 

AGE APPROPRIATENESS 

INDIVIDUAL APPROPRIATENESS 

GENERAL CRITERIA 

SAFETY 

STORAGE UNITS 

SEATING 

TABLES AND CHAIRS 

ARRANGING EQUIPMENT 

STORAGE 

FURNISHINGS & EQUIPMENT LIST



15. FURNISHINGS AND EQUIPMENT 

Adequate furnishings and equipment are essential components of quality childcare. The furnishings and 

equipment in a childcare programme should stimulate all aspects of children’s development in a variety 
of ways. The way in which the environment is set up will influence how children respond to their 

environment and the kinds of activities they will engage in, and will thus influence their development. 
In order to support development it is necessary to ensure there are enough materials and equipment so 

that: 

" A child is able to complete a fair-sized project; 

" Several children are able to work together or work at parallel activities without running out of 

equipment or supplies; and 

* Some can be rotated in order to create variety. 

Furnishings and equipment need to support development in five areas: physical, intellectual, language, 

emotional, and social. By thinking about equipment from a developmental perspective, you can make 

choices and set priorities which ensure that children in your care will have equipment and furnishings to 
encourage development in all these areas. 

Age appropriateness: 
Knowledge of typical development of children within the age groups the service caters or will cater for 
provides a framework from which to prepare the learning environment and plan appropriate 
experiences. 

Individual appropriateness: 
Each child is a unique person with an individual pattern and timing of growth, as well as individual 

personality, learning style, and family background. Both the curriculum and adults’ interactions with 

children should be responsive to individual differences. 

In order to work with young children it is important to understand the processes involved in their 

development. There are many excellent books which provide descriptions of typical developmental 

milestones, behaviours, needs and interests of children at different ages. 
As well as being aware of general milestones in development, it is important to be sensitive to the 

uniqueness of each child. 

General Criteria 

General criteria recommended for furnishings and equipment are as follows: 

" Age appropriate 

# Sufficient quantity 

" Sufficient variety 
" Durable 

" Readily accessible 

Additional general criteria for centre furnishings and equipment: 

® Child-scale for child use 

=# Adult-scale for adult use 

=" Safe 

" Easily cleaned 

# Adaptable, flexible, movable 

* Dual purpose, where appropriate 

* Stackable/hangable, if possible 

* Do not convey an institutional impression 
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" Soft and “cushy,” where appropriate 

= Optimize the use of natural materials 

=" Texture-rich 

" Calm, soothing, coordinated colour schemes 

Safety 
Edges, including shelving, table tops, and counters must have 13 mm rounded edges. Furnishings in 

children’s areas that are 900 mm or higher must be secured in place. Mirrors must be safety glass, 

actylic, or reflective metal. 

Storage Units 
Storage units for the children must be visible, accessible, and easy to utilize. Units may be used for dual 

purposes, such as serving as a space divider as well as storage. They may be movable with locking 

casters, and should be designed to prevent climbing. Shelving that is open on both sides helps to create 

an uncluttered, light appearance in the room. Sometimes a back to the shelving unit is desirable, but 

ones with unattractive backing that do not look integral with the rest of the piece should be avoided. 

Seating 
Adult seating in the infant and toddler playroom should be soft and comfortable to provide a place 

where staff can nurture children. Child-scaled seating can include upholstered or exposed frame chaits, 

foam cubes, carpeted constructed seating, or cushions and pillows. To avoid suffocation, beanbag 

pillows should not be used for infants. 

Tables and Chairs 

Tables and chairs should be scaled to the child. Work surfaces or tables should have appropriate knee 

clearance for children in wheelchairs. Adjustable height is preferred. 

Arranging equipment 
The aim of the childcare environment is to encourage the child to explore freely and safely, choosing 

independently from a variety of activities. Creating this environment requires careful arrangement of 

activity centres, including clearly defined physical and visual barriers such as shelving, furniture or floor 

markings. 
Active, noisy play should happen away from quiet, reflective types of activity. Wet, messy play activities 

need to be grouped around a sink, on a linoleum or tiled area. The equipment and materials need to be 

clearly visible and accessible without adult help. Infants need a clearly defined space where they can 

move and play without running the risk of being stepped on or pushed by older children. School age 

children need space where they can safely store long-term projects. 

Arrangement of equipment and supplies is also influenced by an assessment of “what is enough?” 

Rotating sets of toys and equipment avoids crowding and over stimulation. The rotation principle 

ensures a degree of order (not overloading the available space) and a degree of surprise and enjoyment 

when unfamiliar equipment replaces the all-too-familiar. Rotating equipment requires that there is 

enough equipment to rotate, and that there is adequate storage to hold the equipment not currently 

being used in the play area. 

Storage 
Most materials and equipment — those in current use — need to be stored close to where they will be 

used. They need to be stored in a way that children can see them, access them, and make sense of them. 

Storage needs to be the right size and shape for what is being stored, it needs to be clearly labelled with 

words, photos or symbols to allow for easy clean-up, and it needs to be safe. 
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FURNISHINGS & EQUIPMENT LIST 

A suggested furnishings and equipment list is provided in Appendix B 

High/Scope Ireland also provides Materials Lists. These are available from: 

High/Scope Ireland 
NIPPA HQ 

6c Wildflower Way 

Apollo Road 

Belfast BT12 6Ta 

There is also a furnishings and equipment list in NIPPA’s publication Good Practice Guidelines for 
Créches 1997 (reprinted 2002) which is available for reference or to borrow (members only) at 
Barnardos National Childrens Resource Centre, The Bowling Green, White Street, Cork Tel: 021 4310 

591 Fax: 021 4310 691 Email: ncrc@cork.barnardos.ie. 

It can also be purchased from: 

NIPPA 

6c Wildflower Way 
Apollo Road 

Belfast BT12 6TA 

Tel: Belfast 04890 662 825 

Dublin 01 492 3711 

Email: triciamurphy@eircom.net 

‘Community Playthings’ suppliers of furnishings and equipment for childcare services provide a booklet 

free of charge to childcare providers called Children Come First which gives guidelines on selecting 

equipment for early childhood education and another called Spaces which contains guidelines on room 
layout for early childhood education. 

These are available from: 

Glencar Medical Ltd. 

29 Wendell Avenue 

Portmarnock 

Co. Dublin 

Tel: 01 846 0435 

Fax: 01 846 4002 

Email: glencarmed@eircom.net 

Jaggo’ suppliers of furnishings and equipment provide a design service. 

They can be contacted at: 

1 Presentation Place 

Tullow Street 

Carlow 

Tel: 0503 48605 
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16. STAFFING REQUIREMENTS - CONTENTS 

The effectiveness of an early years programme is determined by the skills, attitudes and 
commitment of the adults involved. Adults play a key role in determining the quality of the 
experience of the children. (Donohoe & Gaynor 1999). 

Suitable adults caring for children: 

e Are trained and experienced in childcare; 

e Have a good knowledge of the different stages of child development; 

¢ Understand and respond to a child's individual needs; 

¢ Enjoy working with children; 

e Have good communication skills, and use positive body language; 

e Are enthusiastic about their work; 

¢ Relate well with children, parents and other workers; 

e Understand the importance of play; 

e Respect the needs and wishes of parents; 

e Are warm, affectionate and welcoming; 

e Are good organisers; 

e Are creative in planning daily activities and environments; 

e Are aware of current legislation and guidelines relating to childcare. 

This section includes information on the following: 

STAFF RATIOS 

At an early stage you need to begin to estimate how many staff members you may need. 
A high adult/child ratio is considered to be essential in providing good quality childcare. 

SUITABLE QUALIFICATIONS 

Delivering good quality childcare calls for skilled and experienced people with relevant childcare 

qualifications 

RECRUITMENT PROCEDURES 

This contains references to sources of information on best practice in recruitment procedures for 

childcare staff. 

CHILD PROTECTION 

‘Children First - National Guidelines for the Protection and Welfare of Children’ were published in 

September 1999 and represent a major development in strengthening arrangements for the protection 
of children.



16. STAFFING REQUIREMENTS 

STAFF RATIOS 

At an early stage you need to begin to estimate how many staff members you may need. 

A high adult/child ratio is considered to be essential in providing good quality childcare. The number 

of staff employed by a service is determined by the number, age range and specific needs of the 
children and the Child Care (Pre-School services) Regulations 1996 requirements, in terms of 
adult/child ratios.” The section on Staff Ratios in Barnardos’ publication Supporting Quality: 
guidelines for best practice in eatly childhood services 2003 (2™ edition) by Geraldine French” is 
essential reading on this topic. 

Out of School services are not governed by the Regulations but the National Children’s Nurseries 

Association (NCNA) in their publication After School: The Way Forward (2000)* acknowledges that 
it is common practice in Europe to operate a 1:8 ratio for best practice. Children's needs change as they 

get older and more independent, and the environment and programme should reflect this. 

SUITABLE QUALIFICATIONS 

Delivering good quality childcare calls for skilled and experienced people with relevant childcare 
qualifications. You will find a list of suitable qualifications in Appendix 7 of Barnardos’ publication 

Personnel Practice in Eatly Years Services — A Guide (2002) by Mary Byrne which is available from 
Barnardos’ National Children’s Resource Centre at The Bowling Green, White Street, Cork Tel: 021 

4310 591 Fax: 021 4310 691 

Sure Start® provides the following qualifications and training checklist: 

* At least 50% of your staff should have an appropriate qualification. 

« All staff should have the required knowledge and skills to do their jobs at least to minimum 
standards. 

=" Your staff should reflect the cultural mix of the surrounding community. 

® All staff should have the understanding, knowledge and skills to implement equal opportunities 

policies. 

» All staff should have access to ongoing professional development training — to keep them up to 

date and to develop their childcare and early years development skills. 

Volunteers and students should not be included in the staffing ratio which represents minimum 

requirements. Volunteers and students can bring enthusiasm and creativity but you must plan how you 

ate going to use their contribution effectively. 

  

40 Geraldine French Supporting Quality: Guidelines for best practice in early childhood services (2"4 Edition) 2003 Barnardos’ National 

Children’s Resource Centre. 

‘| This publication is available free of charge from Barnardos National Children’s Resource Centre (NCRC) at The Bowling 

Green, White Street, Cork. Tel: 021 4310 591 Fax: 021 4310 691 

“2 This publication is available to buy from the National Children’s Nurseries Association, Unit 12c, Bluebell Business Park, 

Old Naas Road, Bluebell, Dublin 12 Tel: 01 460 1138 Fax: 01 460 1185 Email info@ncna.net or you can see details on 

www.ncna.net. 
3 Sure Start is a UK Government programme for early education, childcare and health & family support. 
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RECRUITMENT PROCEDURES 

Barnardos’ publication Supporting Quality: guidelines for best practice in early childhood 
setvices 2003 (2™ edition) by Geraldine French provides detailed information in its Human Resoutces 
section. The section outlines the essentials of human resourcing in terms of: 

"Recruitment incorporating Our Duty to Care“ 

=" Ratios 

" Occupational Roles and Key tasks 

= Qualities 

® Volunteers and Students 

* Qualifications 

= Salaries 

" Key Worker System 

" Training and Development 

= Appraisal and Meetings 

The appendices include: a sample Personnel Details form, a sample Job Application Form and a sample 

Appraisal Form. 

Barnardos’ publication Personnel Practice in Early Years Services — A Guide (2002) by Mary Byrne 
includes sections on: 

" Policies, Procedures and Legislation 

=" Recruitment and Selection Processes 

" Management and Supervision — this includes The Role of the Manager, Support and 

Supervision, Performance Appraisal, Staff Training and Development, Communication, 

Motivation, Dealing with Conflict, Teams and a useful Checklist 

The Appendices provide you with the following: 

1. Sample Outline — Grievance Procedure 

. Sample Outline — Discipline Procedure 

. Sample Job Analysis Guide 

. Sample Recruitment and Selection Policy 

2 

3 

4 

5. Sample Job Description 

6. Sample Person Specification 

7. Suitable Qualifications 

8. Sample Application Form 

9. Sample Interview Rating Form 

10. Sample Reference Checklist 

11. Sample Written Statement of Terms of Employment (Contract) 

12. Sample Appraisal Form - Employee 

13. Sample Appraisal Form — Employer 

  

“4 Our Duty to Care 2002 Department of Health & Children — See Child Protection below 
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CHILD PROTECTION 

Children First - National Guidelines for the Protection and Welfare of Children were published 
in September 1999 and represent a major development in strengthening arrangements for the 
protection of children. The objectives of the Guidelines are to improve the identification, reporting, 
assessment, treatment and management of child abuse. They also clarify the responsibilities of various 
ptofessionals and individuals within organisations and provide guidance to enhance communication 
and co-ordination of information between disciplines and organisations. Children First are over-arching 
national guidelines that apply to all individuals and agencies who have contact with children. 
Children First recognises the need to support community and voluntary groups develop best practice in 
their dealings with children. One of the ways this is being addressed is by the creation of the 
Information and Advice Officer post in the health boards. Voluntary and community groups will have a 
named person in each board whose responsibility is to develop good working relationships and 
network with all groups dealing with children in their area. 
In order to support this development, a document entitled Our Duty to Care“ has been published. 
Essentially it promotes good practice and procedures for organisations dealing with children and 
consists of a booklet and fact-sheets covering areas such as safe recruitment practice, developing 
safe management practices and policies and raising awareness of child abuse among 
volunteers and staff. It also provides advice on how to report concerns to the health boards. This is 
an essential tool for voluntary organisations. 
It is important that employers validate information supplied by candidates and verify references pro- 
actively. It is very important to highlight that irrespective of whatever clearance arrangements are in 
place, it is necessary to bear in mind that criminal record checks, while being capable in appropriate 
circumstances to making a significant contribution, are not the sole answer to ensuring applicants 
suitability for jobs. There is a particular onus of care on employers to maintain good employment 
practice such as good interviewing practice and validating of references during the recruitment stage 
and also to ensure adequate supervision arrangements post recruitment. 
The Garda Central Vetting Unit commenced operations on 2 January 2002. The Central Vetting Unit's 
ptimary role is to check prospective employees who as part of their duties will have substantial access 
to children or vulnerable adults. 
All staff, relief staff, students and volunteers should be appropriately vetted before taking up duties, 
through the taking up of past employer references, including the most recent reference and requesting 
criminal records checks from An Garda Siochina, or other police authorities as appropriate. 

  

* Children First: National Guidelines for the Protection and Welfare of Children Sept 1999 Department of Health & 
Children 
“© Our Duty to Care: The principles of good practice for the protection of children and young people Department of 
Health & Children 

69



  
17. HEALTH & SAFETY 

All employers are required by law to have a Health & Safety Statement. This section gives 
details on where to get guidance and information and who to contact in relation to this 
requirement.



    

17. HEALTH & SAFETY 

Under the Health, Safety and Welfare at Work Act 1989 an employer is responsible in so far as is 
reasonably practicable for the health, safety and welfare of his/her employees. Employees also have a 
duty to ensure their own health and safety as well as that of other staff and others in the workplace. 
Employers are required to have a Health and Safety Statement. 

A Short Guide to Health and Safety Law can be obtained from: 
Publications Section 

Health and Safety Authority 

10 Hogan Place 

Dublin 2 

Price €2.00 payable by cheque 

Or you can download it €1.60 from the Health and Safety Authority’s website at 
http://www.hsa.ie/secure/ acatalog/Download_Legislation_Safety_Management.html 

A sample Safety Statement can be found in Starting Your Own Business written by Ron Immink 
and Brian O’Kane (2001) which is available to download from www.entemp.ie/syob/index.htm (This 
page also contains a link to www.startingabusinessinireland.com) 

Health & Safety Authority, 
10 Hogan Place, 

Dublin 2. 

Tel: 01 614 7000 Fax: 01 614 7020 

Email: infotel@hsa.ie 

Website: www.hsa.ie 

The Health & Safety Authority Regional Office is at: 
3" Floor 
1A South Mall 
Cork 
Tel: 021 425 1212 

Fax: 021 425 1217 
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18. QUALITY - CONTENTS 

There is no single definition of quality for the variety of types of childcare settings however 
researchers and practitioners have reached agreement on many indicators of a high quality 
service. These are detailed under the following headings: 

PHYSICAL ENVIRONMENT 

STAFF 

POLICY AND PROCEDURES 

CURRICULUM 

PLAY 

There follows a discussion on quality based on: 
FIVE PERSPECTIVES ON QUALITY IN EARLY CHILDHOOD PROGRAMS 
Lilian Katz — this includes: 

The Top-down Perspective on Quality 

The Bottom-Up Perspective on Quality 

The Outside-Inside Perspective on Quality 
The Inside Perspective on Quality 
The Outside Perspective



18. QUALITY 

There is no single definition of quality for the variety of types of childcare settings however researchers 

and practitioners have reached agreement on many indicators of a high quality service. 

Barnardos’ publication Supporting Quality — guidelines for best practice in early childhood 
services 2003 (2 Edition) by Geraldine French which is available from Barnardos“ free of charge, is 
an invaluable resource for all providers of early childhood services for children aged from birth to 8 

years. 

See also Quality - a Discussion Paper which is available from IPPA, the Early Childhood 

Organisation, 29 St. Patrick's Quay, Cork. Tel: 021-4551248 Fax: 021-4509848 Email: cork@ippa.ie 

“The importance of high quality practice in early childhood services is repeatedly emphasised by 

practitioners and researchers. While high quality provision promotes young children’s development and 

learning, and that of their parents, poor quality does not, and may in fact place children at risk.” 

The key to high quality care ts respect for the child as a person, expressed in detailed daily arrangements (Goldschmied 

& Jackson, 1994). 

Small children looked after away from home have a right to a loving relationship with a particular caregiver, to be offered 
the best possible conditions and materials to explore and experiment, appropriate to their age, to see their culture and 
language valued, and their close adults working in harmony with each other (Goldschmied & Jackson, 1994). 

Physical Environment 

The Pre-School Regulations set out minimum legal requirements regarding the physical environment 

and facilities of a service which include the: 

« Suitability of the premises, and the space used by the children 

= Numbers of children which can be cared for and the space per child 

* Ratio of adults to children 

* Health and safety 

* Food and nutrition 

« The provision of toys and equipment 

» Safety of outdoor play areas 

» Provision of adequate toilet facilities and washing facilities 

= A proper place for resting 

  

47 Barnardos National Children’s Resource Centre (NCRC) at The Bowling Green, White Street, Cork. Tel: 021 4310 591 

Fax: 021 4310 691 
48 Geraldine French Supporting Quality — guidelines for best practice in early childhood services 2003 (2"¢ Edition) 

Barnardos 
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While these more visible factors are important, there are other equally important elements to look for: 

Staff 

The effectiveness of an early years programme is determined by the skills, attitudes and cormmitment of the adults involved. 
Adults play a Rey role in determining the quality of the experience of the children (Donohoe & Gaynor 1999). 

Suitable adults caring for children: 

Are trained and experienced in childcare; 

Have a good knowledge of the different stages of child development; 

Understand and respond to a child's individual needs; 

Enjoy working with children; 

Have good communication skills, and use positive body language; 

Are enthusiastic about their work; 

Relate well with children, parents and other workers; 

Understand the importance of play; 

Respect the needs and wishes of parents; 

Are warm, affectionate and welcoming; 

Are good organisers; 

Are creative in planning daily activities and environments; 

Are aware of current legislation and guidelines relating to childcare. 

Policy and procedures” 
At a minimum the service should have clear policies and procedures regarding: 

Admissions 

Staff recruitment 

Child protection 

Curriculum 

Parental involvement 

Settling-in time 

Opening times and fees 

Discipline 

  

' 49 See POLICIES & PROCEDURES Section. 
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= Diversity 

=" Records 

= Health and safety 

=" Insurance 

= Security 

Curriculum 
Learning at this stage may improve later performance but first and foremost, learning enables children to reach their 

present potential and enriches and fulfils their present fe (Moss & Penn, 1996). 
A rich early years curriculum or programme should be centered around play as an important means of 
learning, and organised in response to the changing needs of children, for the different stages of 

development. There should be a balance between care and education. Education is about the 
development of a child's potential at a particular time, and not simply a preparation for the next stage. 
It is more important that young children are given the space and opportunity to explore and discover 
things for themselves, than for adults to teach them facts and figures. Quality is not measured by the 
child's ability to read and write before starting school; it is more about the child's ability to engage with 
other adults and children, to be given opportunities for new experiences, and to cope with different 

environments, which in turn will make it easier to absorb later learning. Children are learning all the 

time. 

The curriculum includes all the activities and experiences (planned and unplanned; formal and informal; overt and hidden) 
Jrom which a child learns...it involves a consideration of the process of learning (how a child learns) and the learning 
progression (when a child learns) and the learning context (where and why the child learns) Startright Report, 1994, 

Play 
Toys and play equipment, which are safe, should be stored within easy reach of children. The 

environment, space and layout should facilitate different types of play and activity, for example: 

= Messy play (water, sand, clay, paint, etc.) 

= Pretend play (clothes for dress up, variety of materials for role-play and imitation) 

* Construction play (blocks of different textures, Duplo, straws, etc.) 

* Social play involving interaction with other children 

" Activities using fine finger movements (jigsaws, threading, drawing) 

* Activities involving music and drama 

= Activities involving whole body movement (ball games, running, dance, etc.) 

=" Book corner 

Play is a wonderful natural way children have of learning. It is a very important activity and not just 
about keeping children busy - it should be fun and exciting. Quality day care provides the space, 
materials and time to allow children play, continually planning for their changing needs. Play allows 
children to express their feelings, and helps the different areas of development: physical, intellectual, 

language, emotional, cognitive, social, and sensory. 
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The above information is taken from Barnardos’ publication Get it Right —- Parents’ Guide to 

Choosing Quality Daycare 

The following discussion on quality is based on: 

FIVE PERSPECTIVES ON QUALITY IN EARLY CHILDHOOD PROGRAMS 

Lilian Katz” 

The Top-down Perspective on Quality 
The top-down perspective on quality typically takes into account such programme features as: 

« Ratio of adults to children; 

= Qualifications and stability of the staff; 

= Characteristics of adult-child relationships; 

= Quality and quantity of equipment and materials; 

* Quality and quantity of space per child; 

« Aspects of staff working conditions; 

« Health, hygiene, fire safety, and so forth. 

Programme features such as those listed above and those typically included in guidelines are the basis 

for useful regulatory strategies for ensuring the quality of childcare. These features are directly 

observable and constitute enforceable standards by which providers can set the stage for desirable 

interaction. They are also relatively easy to quantify. 

The Bottom-Up Petspective on Quality 
It seems reasonable to assume that the significant and lasting effects of a programme depend primarily 

on how it is experienced from below. In other words, the actual or true predictor of a programme's 
effects is the quality of life experienced by each participating child on a day-to-day basis. 
What does it feel like to be a child in this environment? This approach requires making inferences 

about how each child would, so to speak, answer questions like the following: 

* Dol usually feel welcome rather than captured? 

= Do I usually feel that Iam someone who belongs rather than someone who is just part of the 

crowd? 

= Dol usually feel accepted, understood, and protected by the adults, rather than scolded or 

neglected by them? 

«= Am I usually accepted by some of my peers rather than isolated or rejected by them? 

= Am I usually addressed seriously and respectfully, rather than as someone who is "precious" or 
" tt 

cute"? 

= Dol find most of the activities engaging, absorbing, and challenging, rather than just amusing, 

fun, entertaining, or exciting? 

* Dol find most of the experiences interesting, rather than frivolous or boring? 

  

} 5” This book is no longer available. 
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* Dol find most of the activities meaningful, rather than mindless or trivial? 

* Dol find most of my experiences satisfying, rather than frustrating or confusing? 

* Am I usually glad to be here, rather than reluctant to come and eager to leave? 

It is generally agreed that, on most days, each child in an early childhood programme should feel 
welcome, should feel that he or she belongs in the group, and should feel accepted, understood, and 

protected by those in charge. Questions concerning other aspects of the child's experiences are included 
to emphasize the importance of addressing young children's real need to feel intellectually engaged and 
respected, and to encourage all the adults responsible for young children to do more than just keep 
them busy and happy or even excited. 

The Outside-Inside Perspective on Quality 
Ideally, assessment of the quality of a programme should include an assessment of the quality of the 
characteristics of parent-staff relationships. Such assessments depend on how each parent would 
answer such questions as: 
In my relationships with staff, are the staff members: 

" Primarily respectful, rather than patronizing or controlling? 

« Accepting, open, inclusive, and tolerant, rather than rejecting, blaming, or prejudiced? 

* Respectful of my goals and values for my child? 

« Welcoming contacts that are ongoing and frequent rather than rare and distant? 

The Inside Perspective on Quality 
The quality of an early childhood programme as perceived from the inside, that is, by the staff, includes 
three dimensions: (1) colleague relationships, (2) staff-parent telahioniships, and (3) relationships with 
the sponsoring agency. 
Colleague relationships. \t is highly unlikely that an early childhood programme can be of high quality on 
the criteria thus far suggested unless the staff relationships within the programme are also of good 
quality. An assessment of this aspect of quality would be based on how each member of the staff might 
answer such questions as: 

On the whole, are relationships with my colleagues: 

* Supportive rather than contentious? 

* Cooperative rather than competitive? 

» Accepting rather than adversarial? 

« Trusting rather than suspicious? 

* Respectful rather than controlling? 

In principle, good quality environments are created for children (in bottom-up sense) when the 
environments are also good for the adults who work in them. 

Staff parent relationships. It seems reasonable to assume that the relationships between the staff and the 

parents of the children they serve can have a substantial effect on many of the criteria of quality already 

ptoposed. In addition, the same set of criteria implied by the questions listed for the outside-inside 

perspective applies equally to the experience of staff members. Thus, assessment of quality from the 

staff perspective would require each staff member's answers to the question, Are my relationships with 

parents primarily respectful rather than patronizing or controlling? etc., as listed above.



Certainly parents are more likely to approach staff positively when staff themselves initiate respectful 
and accepting relationships. The development of positive, respectful, and supportive relations between 
staff and parents of diverse backgrounds usually requires staff professionalism based on a combination 
of experience, training, education, and personal values. 
Staff-sponsor relationships. One potential indirect influence on the quality of a programme is the nature of 
the relationships of staff members with those to whom they are responsible. It seems reasonable to 
suggest that, in principle, staff and caregivers treat children very much the way they themselves are 
treated by those to whom they report. One can assume that good environments for children are more 
likely to be created when the adults who staff them are treated appropriately on the criteria implied by 
the questions listed above. The extent to which programme sponsors provide contexts hospitable and 
supportive of staff should be give serious attention in considering programme quality. Assessment of 
quality in the terms of the inside perspective would be based on the staff's answers to the following 
uestions: 

4 « Are working conditions adequate to encourage me to enhance my knowledge, skills, and career 
commitment? 

* Are the job description and career advancement plan appropriate? 

* Am I usually treated with respect and understanding? 

The Outside Perspective 
The community and the society-at-large that sponsor a programme have a stake in its quality. All early 
childhood programmes, whether they are sponsored by private or public agencies, are influenced, 
intentionally or by default, by the variety of policies, laws, and regulations that govern them. 
Assessment of quality from the perspective of the larger society should be based on how citizens and 
those who make decisions on their behalf might be expected to answer the following questions: 

* Am I sure that community resources are appropriately allocated to the protection, care, and 
education of our children? 

* Am I confident that those who make decisions on our community's behalf adopt policies, laws, 
and regulations that enhance rather than jeopardize children's experiences in early childhood 
programmes? 

* Am I confident that the resources available to early childhood programmes in our community 
are sufficient to yield long-term and short-term benefits to children and their families? 

» Are high quality programmes affordable to all families in our communities who need the 
service? 

* Are the working conditions (salary, benefits, insurance, and so forth) of the community's 
programmes sufficiently good that the staff turnover rate remains low enough to permit the 
development of stable adult-child and parent-staff relationships, and to permit staff training to 
be cost-effective? 

« Are the staff members appropriately trained, qualified, and supervised for their responsibilities? 

A programme might meet high standards on the top-down criteria of space, equipment, or child/staff 
ratio, and yet fail to meet adequate standards for quality of life for some of the children according to 
the criteria listed for the bottom-up perspective. At least one essential condition for high quality 
ptogrammes 1s that all staff members are qualified and trained to employ the accepted practices, 
accumulated knowledge, and wisdom of the profession. To be able to respond professionally to each 
negative response from the bottom-up or outside-inside perspectives requires well-trained and qualified 
staff, and staff with ample professional experience. This last characteristic is particularly important in 
the case of the programme manager. 
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19. MARKETING - CONTENTS 

Once you have done your research you then need to design your setvice to meet the needs of 
customers. This section provides information on: 

WRITING A MARKETING PLAN 

DOING A SWOT ANALYSIS 
SWOT is an acronym for Strengths, Weaknesses, Opportunities and Threats. 

SETTING MARKETING OBJECTIVES 

MARKETING YOUR CHILDCARE SERVICE 

WHAT YOU NEED TO THINK ABOUT: 

= Budgets 

= Priorities 

# Advertising 

* Basic information for parents 

DESIGNING PUBLICITY MATERIALS 

BUILDING LINKS WITH EMPLOYERS



19. MARKETING 

WRITING A MARKETING PLAN 

Once you have done your research you then need to design your service to meet the needs of 

customers (target groups). 

Before you write your plan it is useful to do a ‘SWOT? analysis. This will help you to identify your 

unique selling points. You can then decide on your ‘SMART’ objectives. Finally, you can write a 

realistic marketing plan, using the information gained from this process. 

SWOT Analysis 
SWOT is an acronym for Strengths, Weaknesses, Opportunities and Threats. 

Example of a SWOT Analysis” 

  

Strengths Weaknesses 

Top quality staff Low local profile 

Satisfied customers Premises — no room to expand 

Good location Lack of direction/focus 

Flexible and adaptable team Poor time management 
  

  
Opportunities Threats 

New housing estate Increasing local competition 

Link with local school New legislation 

Networking Limited availability of qualified staff 

Business park nearby     
  

  

A SWOT analysis gives a clear picture of your current position and identifies any opportunities for 

development, expansion and improvement. It also identifies the weaknesses and threats, which need to 

be addressed. Once you have a vision/long term goal you can think of objectives as milestones on the 

way to achieving that goal. 

Setting marketing objectives 

Try to make your objectives SMART: Specific Measurable Achievable Realistic Time-bound 

For example: ‘That by April 2005, we will have increased the number of children using our service from 

20 to 25 per session.’ 

A simple marketing plan should be no more than 2 pages of A4. 

Identify your target groups (the people who will use your service) 

Identify your unique selling points 

Identify the methods you will use to get your message across, €.g., publicity, advertising 

Identify where best to advertise your service 

Work out how much it will cost to market your service annually 

Note down when and how you will review your marketing plan 

Target groups include parents, children and local employers. 

You may also want to target particular groups of people: 

" Families who have children with special needs 

  

51 Taken from DfES ‘Good Practice in Childcare 2, Marketing Your Childcare Service 
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" Single parents 

" Parents returning to work 

" Parents who work for a particular employer in your area 

MARKETING YOUR CHILDCARE SERVICE 

You need to think about: 

Budgets 
Be realistic and allow 10-20% for emergencies 

Always get more than one quote for everything 
Ask for a charities discount (if applicable) 
Keep clear and accurate records and estimate expenditure in advance 

Stick to your budget 

If appropriate, work with other organisations to share promotional costs 

Ask yourself — can I get this sponsored or for free? 

Priorities 

Decide on your key marketing priority and what percent of the budget it gets. A priority could be to 
increase the number of children using your service 

Have a long term perspective — at least 12 months in advance 

Remember that ‘cheap and cheerful’ 1s not always the best 

Advertising 
Where will you advertiser 

= Local free paper 

# Weekly local paper 

* Shop windows 

" Library 

= Yellow Pages 

=" Local radio 

" Doctots surgery 

"Local schools 

When will you advertise? 

Is there a best time of year or day of the week? 

A regular monthly advertisement is a good reminder to people that you exist 

" Placing your advertisement - Discuss this with the publication itself — there may be a 

recruitment and training section or best page position 

" Negotiate the cost of adverting if possible 

= Design a simple leaflet giving basic information and distribute it to local libraries, leisure 

centres, shops, health centres and anywhere else that families regularly go 

* Make a personal visit to toddler groups or schools to talk to parents about your service 

" Have an open event and invite children and parents to see you in action 

" Offer some special group sessions, e.g., sport, art or cookery events and advertise these at a 

sessional cost 

" Offer a ‘bring a friend free’ session once a month to attract new children 

" Offer 2 sessions for the price of 1 for new children 
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Hold a fundraising event at the childcare service with the children taking part and send a press 
release to the local paper. Take photographs at the event and send these in for an article (profit 

making groups can raise money for a charity) 

Produce a newsletter and deliver it with the local free paper or hand it out at the end of the 

term. This could be made up of news items, stories, congratulations to staff on gaining 

qualifications, special requests and children’s work 

Set up your own website 

Carry leaflets everywhere you go 

Attend marketing training 

Basic information for parents 
If you are putting together a leaflet for parents, the following information would be useful to include: 

Contact name and telephone number 

Your aims and philosophy 

Details of premises and staff 

Opening hours and collection of children 
Registration, bookings, charges and admissions policy details 

Brief resume of other policies with immediate interest to parents, e.g., behaviour, equal 

opportunities, child protection, complaints and health and safety 

Programme of activities 

Commitment to quality statement including details of any Quality Assurance scheme you have 
undertaken 

DESIGNING PUBLICITY MATERIALS 

The design of your publicity material and/or brochure will say a lot about you. You need to think 

carefully about the name of your childcare service and use something that will appeal to both children 
and parents. You may wish to hold a competition for children to design your name and logo. 

You need to consider: 

Will it be typed and photocopied or a glossy publication? Use a personal computer and colour 

printer to create inexpensive publicity material 

What are the cost implications? 

Is it well laid out and easy to read? 

Is the type style ‘friendly’ or ‘business like?’ 

Will you include children’s drawings or photographs? 

Is the information clear and unambiguous? 

What size will it be? 

Will you have a logo or symbol? — make sure it’s not similar to other local childcare providers’ 

logos and that it is not too fussy 

Think about equal opportunities issues, e.g., offering material in other languages, Braille, inserting 

signs/symbols or taped information. 

BUILDING LINKS WITH EMPLOYERS 

This may not be an easy avenue to explore but it can have many benefits for your childcare service. 

Make regular contact with local employers 

i



Approach the personnel manager (personal contact is more likely to have a positive effect than 
a letter) 

Ask if your leaflet can go in a staff induction pack 

Ask if you can provide an information stand 

Offer parents the opportunity to meet and speak with you at their work place, e.g., during a 
staff training day, over a lunch break or after work 
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20. NATIONAL VOLUNTARY CHILDCARE ORGANISATIONS - CONTENTS 

A number of National Voluntary Organisations provide information, support and resources to 
those providing childcare. 

This section gives a brief overview of each of the following organisations role and function: 

IRISH PRE-SCHOOLS PLAYGROUPS ASSOCIATION 

NATIONAL CHILDREN'S NURSERIES ASSOCIATION 

HIGH/SCOPE IRELAND 

AN COMHCHOISTE REAMHSCOLAIOCHTA TEO 

IRISH MONTESSORI EDUCATION BOARD 

IRISH STEINER WALDORF EARLY CHILDHOOD ASSOCIATION (ISWECA)



20. NATIONAL VOLUNTARY CHILDCARE ORGANISATIONS 

IRISH PRE-SCHOOLS PLAYGROUPS ASSOCIATION 

IPPA, the Early Childhood Organisation, is committed to promoting quality, play based early 

childhood education and care. 
Founded in 1969, IPPA's membership of over 2000 includes Playgroups, Parent and Toddler Groups, 
Full Day Care Groups, After-school and Out-of- School Groups and individual members. 

IPPA, the Early Childhood Organisation, is a nationwide practice based organisation, representing 

members at local level through the IPPA Branches and at national level through the National 

Committee. The Organisation has established a network of branches throughout Ireland which provide 

local support and short training courses for parents and childcare providers. The Training Department 

provides nationally and internationally accredited Training Courses, and a range of other training 

options, tailored to identified needs. 

Activities fall into the following broad categories: 

« Support (local and regional) 
« Training (local regional and national) 
* Quality Improvement 
® Technical Consultation 

* Policy Implementation 

* Communications 

» Information 

* Publications 

« Group Insurance Scheme 

National Committee (made up of representatives elected by Branches) forms the Board of Directors of 
IPPA, the Early Childhood Organisation. National Committee has the responsibility for policy 

formulation, and for overseeing its implementation by staff, through the support of the National 

Chairperson. 

IPPA Promotes: 

» A respectful and holistic approach to young children and their development. 

« A recognition of early childhood as a unique stage to be valued in its own right and as a base for 
all future development. 

«  Play-based, child-centered quality learning environments for all young children. 

« Partnership with parents and support for families. 

* Quality ongoing training for adults involved in early childhood education and care. 

« The recognition of the value of diverse cultural backgrounds 

« Equality of access and participation to early childhood education and care for all children and 

adults. 

IPPA Cork Office 
IPPA, the Early Childhood Organisation's Cork Resource Office is located at 29 St. Patrick's Quay, 

)} Cork. 
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Aine Heffernan their Resource Worker provides free information on childcare to providers, parents 
and anyone with an interest in childcare matters. 
The office is open to the public from 2.00pm to 5.00pm, Monday to Friday. 
Telephone: 021-4551248 Fax: 021-4509848 Email: cork@ippa.ie 

The Cork Office provides a number of services to members including; 
Photocopying, Laminating, Binding, Members Notice Board, Relief Work Register, Workshops, 
Resource Library with a wide range of childcare books for childcare providers, parents and policy 
makers 

NATIONAL CHILDREN'S NURSERIES ASSOCIATION 

The National Children's Nurseries Association was established in 1988 to promote high standards of 
quality childcare. 

This countrywide organisation has membership of over 400. Members of the association promote the 
physical, intellectual, emotional and social development of the children in their care, in a warm, 
welcoming and safe environment. The work of the Association mainly concentrates on providing 
advice, support and training for member nurseries as well as raising public awareness regarding issues 
affecting the childcare sector. 

The Main Aims of the National Children's Nurseries Association are: 
" To emphasise the importance of early childhood experiences by working consistently to 

increase the quality of day-care in Ireland, through education, information and support of all 
involved in this sector. 

" To highlight the need for, and value of, nurseries in providing support for families. 
" To increase the standards of provision by educating owners, staff, parents and legislators. 
" To maintain high standards by developing awareness of the importance of high quality care, 

through the development and dissemination of information. 

Profile of Membership 

The profile of membership is varied but the majority is full day-care providers for children aged 
3mths - 6yrs. 

These members are across the spectrum of fully private establishments, workplace and community 
sponsored providers. Without exception all provide within their daily schedules structured sessions 
based on a variety of methods e.g. Montessori, playgroup. These sessions are usually for children aged 
2.5yrs upwards, divided into groups of 8 - 10 children and grouped according to age. 
Children aged 3mths to 2.5yrs are cared for in similar groups in accordance with the pre-school 
regulations 1996. 

In recent years the provision of after school services along side the pre-school service is increasingly 
common. This brings a new area of training needs in relation to the staff providing this service. 

Contact details: 

National Childrens Nurseries Association 

Unit 12c Bluebell Business Park 

Old Naas Road 

Bluebell 

Dublin 12 

Tel: 01 460 1138 

Fax: 01 460 1185 

Email: info@ncna.net 
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HIGH/SCOPE IRELAND 

Established in 1999 as a not-for-profit organisation, High/Scope Ireland brings together 

representatives from the voluntary, statutory, community and independent sectors throughout Ireland 
who are interested in enhancing the quality of early childhood care and education through the 

High/Scope approach. 
High/Scope Ireland's team of 10 endorsed trainers and consultants provide a range of training 
opportunities for new and established High/Scope settings. They also provide site support for groups 
working in the community, statutory and independent sectors. 

High/ Scope provides practitioners and managers with a recognised and well researched curriculum 

with validated monitoring and assessment procedures. A flexible open framework for learning enables 
ptactitioners to meet the needs of all children and provides opportunities for ongoing professional 

development and training. 

High/Scope provides a holistic approach to development and learning. Children have opportunities to 

choose, plan and talk about their activities with adults who are responsive to their individual needs and 

interests. 

The positive outcomes for children are well documented by the research. Children develop self- 

confidence, initiative, creativity, problem solving skills and positive attitudes to self, others and future 

learning. 

High/scope provides parents with a partnership approach to their children's care, development and 
learning through regular information, feedback and the opportunity to participate in active learning 
workshops. 

High/Scope Ireland offers a range of training programmes designed to meet a variety of needs: 

Introductory days, Curriculum Implementation courses, Training of Trainers, Education through 

Movement, Childminding and Cluster Group Sessions. 

Contact Details: 

Dublin Office: Tel/fax: 01 4923711 

Belfast Office: Tel: 048 9066 2825 

High/Scope Ireland 

NIPPA HQ 

6c Wildflower Way 
Apollo Road 

Belfast BT12 6Ta 

FORBAIRT NAOINRAI TEO (AN COMHCHOISTE REAMHSCOLAIOCHTA TEO) 

Is eagras deonach naisiunta é Forbairt Naoinrai Teo a bunaiodh i 1978 chun réamhscolaiocht tri 
Ghaeilge a chur chun cinn sa tir seo. Ta timpeall 275 Najonra ag freastal ar 3,000 paiste idir 3-5 bliana 
d'aois at fud na tire. Tagann paisti agus Stiurthdiri le chéile ar feadh cupla uair a chloig sa 14 chun a 
bheith ag imirt is ag foghluim tri Ghaeilge. 

Ba mhaith leis an gComhchoiste go mbeadh deis ag gach paiste sa tir freastal ar Nafonra sula dtéann 

siad ar an mbunscoil. 

Léirionn an taighde go dtagann méadu ar usaid na Gaeilge i dteaghlaigh na bpaisti a bhionn ag freastal 

at na Naionrai.



    

Forbairt Naoinrai Teo 

7 Cearnog Mhuirfean 

Atha Cliath 2 

Tel: 01 639 8442 

Fax: 01 639 8401 

Email: comhchoiste@eircom.net 
  

Ta gach eolas ar fail 6n oifig ag an seoladh thuas. 

Forbairt Naoinrai Teo a voluntary national organisation founded in 1978, promotes Irish medium pre- 
school education throughout Ireland. About 3,000 children meet each day together with their leaders in 
approximately 276 Najontra, to play and learn using Irish as the medium of communication. 

Forbairt Naoinrai Teo would like that every child in the country would have an opportunity to attend a 
Naionra before they begin school. 

Research shows vety positive results are achieved in the Naionrai. 

IRISH MONTESSORI EDUCATION BOARD 

St. Nicholas Montessori College Ireland is an independent College, having Charitable Trust status 
and governed by a board of Trustees. In 1994 the Minister for Education designated St. Nicholas 
Montessori College Ireland a third level institution under the NCEA Act (1979). Since 1999 this 
statutory body is now the Higher Education and Training Awards Council (HETAC). All courses are 
validated by the Higher Education and Training Awards Council (HETAC). The St. Nicholas 
Montessori College Ireland has been providing Montessori Teacher training to students since 1970. 
Branches have been established in Cork, Limerick, Galway and Omagh where courses are now offered. 

Principles of the Montessori Method 
The Montessori Method allows children to teach their unique, individual potential through the 
Prepared Environment which is a child-centred location that allows intellectual, physical, social, 
emotional and spiritual freedom. 
The Montessori Materials are precise, activity provoking learning aids designed to isolate a specific 
quality. The child learns with ease in a relaxed, orderly environment. 
The Montessori Teacher is an important element in the Montessori environment and has undergone 
professional training and rigorous evaluation. The Montessori Teacher respects and guides each child 
according to his/her unique stage of development. 

St. Nicholas Montessori Society Of Ireland 
Togal House 

1-3 Callaghan's Lane 
Georges Place 

Dun Laoghaire 

Co. Dublin 

Tel: 01 280 5705/230 4185 

Fax: 01 280 5705 

Email:snmta@eircom.net 
Local Contact Info: Miriam Verling 021-430 5666 
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IRISH STEINER WALDORF EARLY CHILDHOOD ASSOCIATION (ISWECA) 

ISWECA is the national voluntary association of Steiner Waldorf childcare practitioners. Members are 
based throughout the 32 counties. Associate membership is open to all who support the work of the 
Association. 

ISWECA provides support for members as well as responding to the increased level of interest in 
Steiner Waldorf early childhood education more generally in Ireland. The Association has established a 
programme of workshops on aspects of Steiner Waldorf education for childcare practitioners and it 
runs a three-year part-time training programme (the Early Childhood Education Programme). ISWECA 
and its activities are supported through the Equal Opportunities Childcare Programme. 

Steiner Waldorf Early Childhood Education takes an unhurried approach to childhood by providing a 
safe, secure environment in an increasingly fragmented world. It considers that each stage of child 
development has unique qualities to impart to the child and should be experienced fully before 
embarking upon the next stage. 

The Irish Steiner Waldorf Early Education Association 
Cappaduff 
Mountshannon 

Co. Clare 

Tel: 061-927 944 

Fax: 061-927 257 

Email: isweca@eircom.net 

There are over 1,500 Steiner Waldorf Kindergartens worldwide.
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APPENDIX A 

POLICIES & PROCEDURES LIST 

ETHOS/PHILOSOPHY 
MISSION STATEMENT 
CONSTITUTION (for Community Groups) 
AIMS & OBJECTIVES 
SERVICES PROVIDED 
PRINCIPLES 

POLICIES & PROCEDURES: 

HEALTH & SAFETY 

Child Protection 

Child Protection Reporting Procedure 

Anti-Bullying 
Equal Opportunities 
Illness 

Immunisation 

Medication 

Exclusions 

Food/Nutrition 

Outings 

Child Collection 

Security 

Child Access Area 

Sun Protection 

Accidents, Incidents & Injuries 

Hygiene 

Disaster /Fire Plan 

First Aid 

Manual Handling 
Non-Smoking 
Sudden Infant Death Syndrome 
Visits to Centre by Medical Staff 

Safe Work Environment 

Spillages 
Changing Nappies/Toilet Time 

Bathing a Child Procedure 
Head Lice 

Food Hygiene/Health & Safety/Kitchen 

Furniture/Fittings /Equipment 

Premises 

Outside Space 

Violence 

HIV/AIDS 

Hepatitis 
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CHILD WELFARE 

Key Person 
Children’s Rights 

Children’s Participation 
Planning Programmes 
Admissions 

Equal Opportunities & Social Justice 

Special Needs 
Language 

Positive Approaches to Behaviour 

Settling In/Distressed Children 

Clothing 
Items from Home 

Biting 

Television & Videos 

Staff Ratios 

Childcare Principles of Good Practice 

Spiritual, Cultural, Moral & Social Values 

CURRICULUM 

Principles of Curriculum Quality 
Planning Programmes 

Daily Planning 

Adult/Child Interaction 

Greetings & Departures 

Transitions 

Eating & Nutrition 

Resting 
Tidy Up Time 

Small & Large Group Time 

Outside Time 

Planning for Observation 

Principles of Assessment 

Effective Record Keeping/Report Writing 

PARTNERSHIP WITH FAMILIES & LIAISON 

Home Links/Key Person 
Confidentiality 
Parental/Guardian Involvement 

Community Links 

Statutory Links 
Voluntary Links 
Grievance Procedure 

HUMAN RESOURCES 

Recruitment 
Qualifications 

Equal Opportunities 
Training



Staff Illness 

Staff Meetings 

Staff Leave 

Support & Supervision 
Appraisals 
Induction Procedure 

Students’/Volunteers’ Guidelines 
Equal Employment Opportunity 

Grievance Procedure 

Working Hours 
Accidents & Injuries 

ADMINISTRATION 

Admissions 

Attendance 

Fees 

Comments/Complaints 

Record Keeping 

Withdrawing Children 

Committee Meetings 

Advisory Committee Composition 

Advisory Committee Terms of Reference 

Insurance 

Financial Procedures 
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APPENDIX B 

SUGGESTED FURNISHINGS AND EQUIPMENT LIST 

All types of childcare facilities must have basic furnishings and equipment to support a variety of 
routine care activities such as food preparation, cleaning and paperwork. Different types of 
programmes will vary somewhat in their specific needs. For example, preschools do not require cots; 
school age care programmes do not need potties. 
However, most of the equipment on the list which follows is needed to ensure that programmes are 
safe, sanitary, and well organized. 

Office 

=" desks & chairs 

=" computer 

" photocopier 

=" shredder 

=" fax 

" shelving 

" filing cabinets or other lockable space for files 
" telephones 
= first aid kit 

* notice board 

Maintenance 

=" vacuum cleaner 

" mop and pail 

" brush and dustpan 

® toilet brush 

" cloths (colours for different purposes) 
" cleaning supplies 

=" bins 

Parents’ Room 

" comfortable sofa and/or armchairs 

" coffee table 

"electric kettle 

" shelving 

* notice board 

Washtoom 
" liquid soap dispenser (1 per sink) 
" paper towel dispenser or individual towels for each child 
" rubbish bin 
" adapted toilets and assist rails as needed 
"potty chairs for toddlers 
" accessible toilet tissue dispenser (1 per toilet) 
" sturdy step-stool(s) to allow children to reach the sink and toilet 
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Nappy Changing/Bathroom 

change tables or change mats, as needed 
covered, foot operated containers for soiled nappies as needed 
sturdy step-stool(s) to allow children to reach the sink, toilet and change table 
mitrors 

soap dispenser 
paper towel dispenser 
disposable wipes or washcloths 
disposable gloves dispenser 

Kitchen 

cutlery, unbreakable plates, bowls, cups, glasses - sufficient for each child and staff member, 
and adapted as needed 

refrigerator 

rubbish bins 

sink 

double oven cooker 

liquid soap dispenser 
paper towel dispenser 
kettle (cordless), coffee pot 
dishwasher 

microwave 

cooking utensils 
pots and pans, baking pans, mixing bowls 
mixer, food processor, blender 
steriliser 

General Furnishings 
for each napping child, a cot or foam mattress not less than 7.5 cm in thickness, with 
waterproof cover; or, for each infant, a crib or cot 
fitted sheets for each cot & crib (+spares) 
blankets(infants) & quilts for each cot & crib 
window coverings in areas where children nap 
child size chairs, one for each child 
child size tables (Modular tables will allow for flexibility. Tables may need to be adapted with 
rims, or made accessible for wheelchairs.) 
additional chairs for staff, parents, and volunteers to sit at tables with children 
cosy couch, chair, or rocker 
paper cup dispenser or individually labelled cup for each child 
child-proof gates and door handles as needed 
car seats as needed 

utility sink 

washing machine 

clothes dryer 

iron & ironing board 
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For Infants 

buggy 

playpen 

high chair 

infant chair 

infant carrier e.g. sling 

Storage 

cubby or other private storage area for each child (e.g. individual coat hook with drawstring bag 
ot plastic bin) 
open shelves for storage of toys and play materials 
closed cupboards for storage of additional equipment 
lockable cupboard or box for medications 
lockable storage, or atea inaccessible to children, for cleaning supplies and other hazardous 
materials 

lockable cupboard for personal belongings of staff 
space for parents’ buggies 
containers for toy storage: baskets, tubs, trays in a variety of sizes 
cupboards with lockable casters for use in activity areas and as dividers between activity areas. 

Climbing Equipment and Swings 
Infants [i] & Toddlers [t] (0 - 36 months) 

cushioned area where infants can safely pull themselves up [i] 
equipment to climb on and crawl through, over, in and out of: tunnels, cushions, boxes 
safety mats 

low climber and slide [t] 
rocking toys [t] 
adapted climber and slide if required [t] 

PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
climber 

boxes, planks, tyres 

ladder 

balance beam 

slide 

safety mats 

swings 

tunnels 

ramps 

adapted climber and slide if required 
School Age (5 - 12 Years) only 

rings 

climbing rope 

Non-steel-belted tyres can be used as equipment in outdoor play areas. 
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Wheeled Equipment 

Infants & Toddlers (0 - 36 months) 
" small push/pull toys 
" low riding toys, most without pedals [t] 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
"tricycles 

" adaptive riding equipment if required 
" riding toys 

" wagons (pull-toys) 

"  child-sized wheelbarrows 
=" scooters 

" traffic cones 

Games Equipment 

Infants & Toddlers (0 - 36 months) 
" large, soft balls 

PreSchool (3 - 5 Years) 
" assorted balls: rubber, soccer, large/medium 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
" assorted sets of games equipment 

" bean bags 

" skipping rope 

" tumbling mats 

" parachute 

" hoops 

School Age (5 - 12 Years) only 
* assorted large and small balls: rubber, foam, tennis, basketball 
" basketball hoop 

"table tennis 

Manipulative Toys 

Infants & Toddlers (0 - 36 months) 
" teething toys [i] 

" rattles [ij 

" squeeze toys [i] 

" containers and safe objects to fill and dump 

"toy trucks, boats, trains, animals and people (multi-ethnic) 
" spools or large beads to thread [t] 
PreSchool (3 - 5 Years) 

" shape sorters 

= peg boards 

" stringing beads 

" sewing cards 

" things to fill and dump 

" toy trucks, boats, trains, animals, people from various cultures 
* clothing boards or doll clothes to practice snapping, buttoning, zipping, lacing 
School Age (5 - 12 Years) 

" peg boards with pegs and holes of varying sizes



" beads of varying sizes for stringing 

" sewing cards, assorted wool, laces 

" craft supplies: knitting, weaving, macramé 

Puzzles 
Infants & Toddlers (0 - 36 months) 

" simple 2-8 piece puzzles: wooden inlay with pegs, varied materials [t] 
PreSchool (3 - 5 Years) 

" 5+ pieces puzzles: wooden form, wooden inlay, multi-textured, cardboard, rubber and sequence 
School Age (5 - 12 Years) 

" 30+ piece puzzles: wooden form, wooden inlay, multi-textured, cardboard and sequence 

Blocks 
Infants & Toddlers (0 - 36 months) 

" large, soft and lightweight washable blocks of varying sizes, shapes and colours 

" — large plastic or cardboard blocks [t] 
PreSchool (3 - 5 Years) 

" variety of medium and large sized blocks of wood, plastic, cardboard 

School Age (5 - 12 Years) 

" variety of wooden blocks in assorted sizes and shapes 

All Ages 
" accessories: trains, cars, trucks, airplanes, animal sets, miniature people, transportation signs, toy 

village props [t] 

Construction Toys 
Toddlers 

" wooden hammering bench, pegs & mallet 

PreSchool (3 - 5 Years) and School Age ( 5- 12 Years) 

* construction sets such as interlocking blocks (e.g. Lego) 
"train set with interlocking track 

* workbench with tools plus safety equipment, including goggles 

School Age (5 - 12 Years) only 
=* model kits 

" advanced construction set, e.g. Meccano 

All Ages 

" nesting and stacking toys 

" interlocking blocks 

Storage 
All Ages 

" individual cubby or other private storage area for each child 

" coat hooks at child’s height 

" accessible open storage with labels (picture labels or colour coding if appropriate) 

Child-Sized Furnishings 
All Ages (beyond infant) 

" low counters or tables where children can help prepare and eat food 

" booster chairs to help children reach higher tables 

"  child-size or low sinks and toilets, or step stools so that children can reach both



  

Equipment for Personal Health and Safety 
Infants & Toddlers (0 - 36 months) 

" safe place for infants and toddlers to lie, crawl and creep 
Pre-school (3 - 5 Years) and School Age (5 - 12 Years) 

* safety mats under climbing equipment 

" safety equipment: personal helments for wheeled toys, goggles for woodworking, safety mats 

All Ages 

® individual toothbrushes, facecloths, combs, towels and cups 

Developing the Senses: Tactile, Visual, Auditory 
Infants & Toddlers (0 - 36 months) 

* toys made to “mouth” and chew [i] 

* soft and textured toys 

= surface boards 

lightweight blocks 

* noise producing toys 
PreSchool (3 - 5 Years) and School Age (5 -12 Years) 

"soft, comfortable sofa 

® tennis balls 
All Ages 
= varied floor surfaces 

® floor pillows/blankets 

" noise producing toys 

® wicker baskets 

# play doh 

= rattles 

® bubble-blowing supplies [t+] 
® equipment for water/sand play and modelling [t+] 

Sensory Materials - Water, Sand, and More 

Au Ages (beyond infants) 
sensory table or box for sand, rice or pasta [t+] 

" accessories: digging tools, buckets, containers for measuring and moulding, funnels and sifters 

[t+] 
" water table or water container [t+] 

" accessories: boats, items that float or sink, squeeze bottles, pumps, sponges, containers to fill 

and measure with [t+] 

Modelling Equipment and Supplies 
All Ages (beyond infants) 

" supply of modelling dough plasticine, clay 

" tightly covered container for moist clay 

" accessories: rolling pins, ice pop sticks, cookie cutters, garlic press, tortilla press 

School Age (5 - 12 Years) 

® finer modelling tools for older children 

Cooking Equipment 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
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" A variety of kitchen appliances and tools for food preparation: measuring cups, mixing spoons, 
pots, pans, wok, chopsticks, frying pan, spatula, cookie cutters 

School Age (5 - 12 Years) only 

* multicultural cookbooks with child-friendly recipes 

Science Equipment to Support Reasoning 
All Ages (beyond infants) 
* living things: plants and animals which can be adequately cared for plus cages, tanks, and 

accessories as appropriate [t+] 

" science table or shelves [t+] 

* materials for sorting, counting, sequencing and measuring [t+] 

" sets of plastic zoo and farm animals and dinosaurs [t+] 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 

" magnets and items made of metal 
" magnifying glass 

" nature collections, e.g. cones, shells 

" scales and items for weighing 

" timing equipment: hourglass, clock 

= plastic thermometer (non-mercury) 
= prisms 

" kaleidoscope 

= globe 

" stethoscope 
" microscope 

Games 

Infants & Toddlers (0 - 36 months) 

= picture dominoes [t] 
PreSchool (3 - 5 Years) 

" simple card and board games 

"=  memoty games 

® dominoes 

School Age (5 - 12 Years) 

" area where 2 to 4 children can play games together 

" selection of card games and board games, e.g. cribbage, strategy games, dominoes, Scrabble, 
Monopoly 

=" memory games 

"computer games 

Materials for Classifying, Ordering and Sequencing 
Infants & Toddlers (0 - 36 months) 

" nesting and stacking toys 

" sets of safe objects of various sizes and colours 

PreSchool (3 - 5 Years) 

" objects to sort and classify: geometric shapes, small blocks of different 

" types, buttons, cylinders, rocks, shells, marbles 

" sorting boxes, cans or trays 

" materials to string: beads, pasta of various sizes and colours 
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School Age (5 - 12 Years) 

" more complex sets of objects, including collections 

Determining Direction 
All Ages (beyond infants) 

" _water/sand play accessories for pouring [t] 
Infants & Toddlers (0 - 36 months) 

" small, safe vehicles and ramps 

" stacking toys 

PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
= toy train 

" vehicles and ramps 
School Age (5 - 12 Years) 

=" compass 

Spatial Relationships 
All Ages 

" toys in a variety of colours and shapes 

" pictures, posters, artwork at eye level 

" toy storage at eye level, labelled 

" decorative mobiles, kites, banners and provision for artwork display 

PreSchool (3 - 5 Years) 

" shape sorters 

" pencils, tracing paper, and shape outlines to trace 

= stencils 

= geometric blocks 

School Age (5 - 12 Years) 

" geometrical drawing equipment: compass, rulers 

" tracing paper ° stencils 

" geometric blocks and puzzles 

Art Equipment and Supplies 
It is important to have enough art supplies for several children to use at one time. 
All Ages (beyond infant) 

= jumbo crayons 

"paper: assorted textures, sizes, colours 

" drawing materials: crayons, pencils, erasers, rulers 

= easels (double-sided with troughs) 

" drying rack or drying space for artwork 

" chalkboard and chalk (including sidewalk chalk for outdoors) 

* short handled paint brushes and paints in a variety of sizes, types, and colours 

" finger paint supplies 

" paint smocks 

® felt markers 

" — gluing supplies 

" scissors in different sizes, right- and left-handed, adapted if required, various cutting types, e.g. 

pinking, curved 

" collage materials including cultural diversity: multicultural photos, fabric scraps from various 

cultures 
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"  three-dimensional materials: modelling dough, clay, recyclables 

" assorted things to apply paint with: sponges, droppers, tooth brushes 
" play doh & clay airtight containers for dough and clay 

School Age (5 - 12 Years) 
" additional drawing materials: art pencils, charcoal, actylic paints, water colours 

Music, Dance and Movement 

All Ages 
" simple rhythm instruments: rattles, drums, cymbals, tambourines, wooden blocks (If possible, 

include instruments from various cultures: marimbas, maracas, rainsticks.) 
" tape player or CD player and selection of rhythmic tapes or CDs from various cultures 
" scarves, streamers and other props 

Housekeeping and Imaginative Play 
All Ages 

" multi-ethnic dolls of both genders 

" doll clothes from various cultures and both genders 

" baby carriers and sleeping furniture from various cultures 
" baby bottles 

" play house furniture 

" dishes, pots and pans 

" play foods from many cultures, food containers, grocery carts 
" dress-up clothing and accessories: multi-ethnic, occupational [t+] 
" puppets: hand, finger [t+] 

" full-length mirror (shatterproof) [t+] 

" doll house with furniture and people (multi-ethnic) 

" farms, airports, etc., plus people and accessories 
" prop kits, e.g. boxes of costumes and props for hospital, post office, grocery store, fire station, 

restaurant [t+] 

" puppet theatre [t+] 

" containers 

Equipment for Environmental Understanding 
Infants & Toddlers (0 - 36 months) 

" digging equipment 

PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 

" storage for nature collections such as shells, rocks and seeds 

" child-sized garden equipment: trowels, hoes, spades, pots, potting soil 

=" thermometer 

=" weather chart 

All Ages 

" window boxes, tubs, garden plot 

"recycling box 

=" bird feeders 

=" wind chimes 

Books and Storytelling 
Infants & Toddlers (0 - 36 months) 

" sturdy board picture books in different sizes 
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"  multi-textured books 

=" puppets 

=" adult rocker or armchair 
PreSchool (3 - 5 Years) 
" mote detailed picture and story books 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
=" felt board and figures 
"puppets 

" puppet theatre 
" stage platform, props and costumes 
School Age (5 - 12 Years) 
" wide assortment of books: stories with chapters, favourite stories, science books 
"encyclopedia 
® atlas 

All Ages 
" sofa, comfortable chairs and pillows 
" easily accessible bookrack 

Listening Equipment 
All Ages 

"tape or CD player 
" selection of songs and music from various cultures and various genres: classical, rock, jazz, folk, 

country 

" selection of stories on tape or CD 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
" listening centre with headsets 

Talking Equipment 
All Ages 

" play telephones 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
=" walkie talkies 

" cans and string 
" long cones or cylinders for talking and listening 
" camera for care provider to take pictures of events to talk about 
=" tape recorder for recording voices 
School Age (5 - 12 Years) 
=" cameras for children’s use 

Writing Equipment 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
"writing centre equipped with paper, varied writing and illustrating materials (e.g. crayons and 

pencils) and computer if available 

Supporting a Positive and Accurate Self-Concept 
Infants & Toddlers (0 - 36 months) and PreSchool (3 - 5 Years) 
" pictures at children’s eye level, including different cultures, gender roles, and abilities 
" bulletin boards or other areas to display children’s artwork and photographs of children 
" unbreakable mirror 
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camera for caregiver to take children’s pictures 
photograph albums to collect pictures 

School Age (5 - 12 Years) 
"bulletin boards or other display areas where children’s work can be displayed and ideas 

expressed 
pictures and posters reflecting children’s interests 
camera equipment for children’s use 
photo albums 

Soft Spaces/ Private Places 
All Ages 

soft mats with washable cov. 
floor pillows 

rocking chair [i, t] 

stuffed toys, dolls 

soft chairs ot sofa 

sheepskins [i, t] 
child-sized soft furniture 

ers [i, t] 

nook or other small, quiet space 
carpeted area 

Expressing Feelings Appropriately 
Infants & Toddlers (0 - 36 months) 

soft area where infants can s afely pull themselves up [i] 
PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 

safe area for children to “let 
large pillows 

stuffed animals, cuddly toys, 
paper to rip 

All Ages 

books containing messages about positive and negative feelings 

) 

off steam” 

dolls 

Culturally-Inclusive Materials (all ages) 
pictures of people from various cultures 
decorations from various cultures 
culturally inclusive toys, dish es, dress-ups, etc. 
music, food and stories from various cultures 
paints, crayons, and modelling dough in diverse “people” colours 

Puzzles, games and toys should reflect many cultural backgrounds. 

Equipment for Playing Together 
All Ages 

) a 

artwork, blocks and other su 
side 

pplies in sufficient quantity for groups of children to work side by 

equipment and play props for group time: Carpet squares, puppets, musical instruments 
climbing equipment with wide slides and platforms for more than one child 

PreSchool (3 - 5 Years) and School Age (5 - 12 Years) 
board and card games 

large motor equipment which Promotes cooperative group play 
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Equipment for Playing Alone 
All Ages 

"carpet squares, soft chairs for individual children to sit on 

= small tent or nook 

" listening centre with headphones 

Storage and Display to Encourage Respect 
All Ages 

" cubby or other private storage area for each child 

" bulletin boards and display arrangements for children’s artwork and projects 

Equipment Relating to Belonging 
All Ages 

" photographs of children and families 

" books, pictures, toys and puzzles depicting diverse families and cultures 

" car seats, strollers, and other provisions for getting out into the community 

Outdoor Play Equipment 

All Ages - Play structures should be versatile, allowing opportunities to rearrange elements for 

imaginative play. 

* push/pull toys 

" wheeled toys 

" climbing equipment 

* tunnel 

" play house 

=" sand table 

=" water table 

"tyre swings 

" benches/seating 

"  crawl-through structures 

"  table/seating 

" balancing equipment 

®  platforms/lofts 

® rubbish bins 
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APPENDIX C 

CONSULTING CHILDREN 

The Mosaic Approach” 
The Mosaic approach, for listening to and consulting with young children, offers a multi-faceted way of 
finding out children’s views, using interviews, mapping tours and photography, etc. 

There are two stages to the Mosaic approach: 

Stage 1 — children and adults gather material 
Stage 2 — children and adults discuss children’s perspectives 

STAGE 1 

Some of the ways in which you might wish to gather material may be: 
Observation 

Excerpts from these observations become part of the Mosaic to discuss with children, parents and 
other early years/childcare professionals, and to ask, ‘What is happening here?’ 

Child Conferencing 
Involves talking to the children both formally and informally to find out their perceptions of their 
everyday experiences. 

Photographs 
Provide the children with single-use disposable cameras and ask them to take pictures of what is 
important to them about their childcare service. Listen as they take the photos and choose important 
ones. 

Tours 

Ask the children to take you on a tour of their childcare service and show you the important things to 
them. 

Role Play 
Use small world toys, puppets etc. and models of the pre-school room/s to see how the children act 
out being in that space. 

STAGE 2 

All the material from Stage 1 is drawn together to gain a greater understanding of young children’s 
priorities. 

The material is discussed by children, practitioners, visitors and parents, or by any combination of 
these. 

This approach requires time, skill and patience but the benefits are well worth it. 

  

* This information was taken from ‘Listening to Young Children: the Mosaic Approach’ by Alison Clark and Peter Moss, 
available from the National Children’s Bureau. 
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APPENDIX D 

ADDITIONAL RESOURCES 

www.basis.ie has been developed in order to provide business with a single access point to all 

Government information Services. 

1, A Good Practice Guide: GENERAL PLANNING - Planning and Implementing Education 
Initiatives to address Educational Disadvantage 2001 ADM 

2. A Good Practice Guide: AFTER-SCHOOL EDUCATION AND YOUTH SUPPORTS - 
Planning and Implementing Education Initiatives to address Educational Disadvantage 2001 
ADM. 

These are available from: 

ADM Ltd. 

Holbrook House 

Holles St. 

Dublin 2 

Tel: 01 240 0700 

Fax: 01 661 0411 

Email: enquiries@adm.ie 
Website: www.adm.ie 

THE MANAGING BETTER SERIES Jane Clarke, Maria Power, Neil Haran 
The Managing Better Series is a series on organisational management for community and voluntary 
groups which is available from Combat Poverty Agency ISBN No. 1871643570 

To order, email: publications@cpa.ie or contact: 
Combat Poverty Agency 

Bridgewater Centre 

Conyngham Road 

Islandbridge 

Dublin 8 

Tel: 01 670 6746 

Fax: 01 670 6760 

Email info@cpa.ie 
Website www.combatpoverty.ie 

1. The Staff Recruitment Process Jane Clarke 1996 Combat Poverty Agency 

2. Becoming a Limited Company Jane Clarke 1996 Combat Poverty Agency 

3. A Guide to Self-Evaluation Jane Clarke 1996 Combat Poverty Agency 

4, Staff Support and Supervision Jane Clarke 1997 Combat Poverty Agency 

5. Strategic Planning Jane Clarke 1997 Combat Poverty Agency



  
6. Financial Management for Community & Voluntary Groups Maria Power 1997 Combat 
Poverty Agency 

7. Staff Selection and Interviewing Jane Clarke 1997 Combat Poverty Agency 

Many of the above are available for reference or to borrow by members of Barnardos’ National 
Children’s Resource Centre at The Bowling Green, White Street, Cork Tel: 021 4310 591 Fax: 021 4310 
691 
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Appendix E i ay Appendix E 

Sample Project Plan: fo sample Project Plan: 
Developing a New Build Childcare Service Developing a New Build Childcare Service C 

  

Developed by Barnardos with Cork City Childcare Company Ltd. Developed by Barnardos with Cork City Childcare Company Ltd. 

 



Sample Project Plan: 
» Developing a New Build Childcare Service 

Please Note: This plan and the timescales within it are for reference only and are purely indicative 

ACTIONS | 

: wee : F 
iL MANAGEMENT i; || See below * Project Review eo Project Review Project Review Management 

ECOMERN ANG Meeting a Meeting Meeting Committee 

Identify Draft Revie 
SIDOVACIS INNOVENIE}S), | Options for Type Service oo. Profile 

of Service/s Profile rofile 

- Research Recruit Architect Plans to 
ne Recruit Architect Planning : 

Construction 
PREMISES — Option wit Identify Furnishing & Pre-Schools Application 

Furnishing & Equipping . . Equipment Needs 

¢ 

4 Develop 
Draft Policies List 1 Draft Policies List 2 Draft Policies List 3 Enrolment 

i Procedures 

Curriculum Planning 

ad Person with Authority. How the Service development is to be managed will be determined largely by the Legal Structure. 

be 
‘o guide the planning and programme design phase and to work with the architects and the childcare specialists on the  


