
Personnel Practice in Early Years Services — A Guide 

Revised Edition 

Mary Byrne 

 



Personnel Practice in Early Years Services — A. Guide 

Revised Edition 

Researched and written by Mary Byrne 

First Edition published 2002 

Revised Edition published 2005 

© 2005 Barnardos’ National Children's Resource Centre 

All rights reserved. No part of this publication may be reproduced in any form or by any means without the prior 

permission of the publisher. 

ISBN: | 898662 71 | 

Published by 

The National Children's Resource Centre 

Barnardos 

Christchurch Square 

Dublin 8 

Design & layout: Creative Inputs 

Acknowledgements 

Angela Canavan, Childcare Management Consultant 

Anne Conroy, National Manager, Barnardos’ NCRC 

Sheila Counihan, Assistant Director, Human Resources, Barnardos 

Geni D'Arcy, Industrial Relations/Human Resources Executive, IBEC 

Caroline Healy, Publishing Co-ordinator, Barnardos’ NCRC 

This publication does not purport to be a document giving legal advice as to the provisions of legislation and should not 

be used as a substitute for professional advice. 

Further information is available from organisations such as the Small Firms Association and IBEC. 

Whilst every care has been taken to ensure the accuracy of the publication no liability is accepted by the author and 

Barnardos for any errors. 

The policies and procedures included in this guide are samples only. Barnardos’ own policies and procedures are internal 

documents which guide the work of Barnardos staff. It is important that outside services develop their own policies and 

procedures which are appropriate to their particular service. 

 



  

  
FOREWORD 
  

INTRODUCTION 

How To Use This Guide 
  

SECTION | POLICIES, PROCEDURES & LEGISLATION 

Lt POLICIES & PROCEDURES 

Lt 

112 

13 

14 

Policies 

Procedures 

Putting Policies Together 

Project Management Process 

1.2 AREAS FOR THE DEVELOPMENT OF POLICIES & PROCEDURES 

hu 

1.2.2 

1.2.3 

1.2.4 

125 

1.2.6 

1.27 

1.2.8 

1.2.9 

1.2.10 

L204 

1242 

1.2.13 

Grievance 

Discipline 

Bullying/Harassment and Sexual Harassment 

Recruitment and Selection 

Probationary Period 

Sick Leave 

Other Personnel Areas 

Family Friendly Policies/ Work Life Balance Initiatives 

Health & Safety 

Child Protection 

Childcare 

Recording/Written Records 

Legislative Record Keeping & Forms 

1.3 EMPLOYMENT & RELATED LEGISLATION 

1.3.1 

1.3.2 

1.3.3 

134 

135 

1.3.6 

1.3.7 

1.3.8 

1.3.9 

1.3.10 

13.41 

1.3.12 

  

Adoptive Leave Act, 1995 and Adoptive Leave Act, 1995 

(Extension of Periods of Leave) Orders 2001 and 2004 

Carers Act, 2001 

Employment Equality Acts, 1998 and 2004 

Force Majeure Leave ~ Section 13 of the Parental Leave Act, 

1998 and Parental Leave (Notice of Force Majeure Leave) Regulations 

Juries Act, 1976 

Maternity Protection Acts 1994-2004 

Minimum Notice and Terms of Employment Acts, 1973-200! 

National Minimum Wage Act, 2000 

Organisation of Working Time Act, 1997 (Rest Periods) 

Organisation of Working Time Act, 1997 Section Ill — 

(Holidays/Annual Leave and Public Holidays) 

Organisation of Working Time Act, 1997 Organisation of Working 

Time (Records) (Prescribed Form and Exemption) Regulations, 2001 

Parental Leave Act, 1998 

12 

12 

12 

12 

14 

I5 

i5 

16 

16 

17 

{7 

17 

18 

19 

19 

20 

20 

21 

21 

22 

23 

23 

23 

24 

25 

25 

26 

26 

27 

27 

29 

30



1.3.13 Payment of Wages Act, 199! 30 

1.3.14 Protection of Employees (Fixed Term Work) Act, 2003 3] 

{1.3.15 Protection of Employees (Part-Time Work) Act, 200! 31 

1.3.16 Safety, Health & Welfare at Work Act, 1989 & Safety, Health 3} 

& Welfare at Work (General Application) Regulations, 1993 

1.3.17 Terms of Employment (Information) Acts, 1994-2001 32 

1.3.18 Unfair Dismissals Acts, 1977-2001 33 

1.3.19 Other Relevant Employment Legislation 33 

L4 FORTHCOMING LEGISLATION 33 

1.4.1 Adoptive Leave 33 

1.4.2 Parental Leave 34 

1.4.3 Health & Safety 34 

1.5 RELEVANT LEGISLATION RELATED TO THE CHILDCARE SECTOR 34 

CHECKLIST 36 
  

SECTION 2 RECRUITMENT & SELECTION PROCESS 37 

2.4 Preparing for the Recruitment & Selection Process 38 

2.2 job Description 38 

23 job/Person Specification 39 

24 Qualifications 40 

25 Advertising the Job 41 

2.6 Using a Structured Interview Process 43 

27 Processing Applications 43 

28 Planning the Interview Programme 43 

29 Planning the Interview Process 44 

2.40 The Interview 46 

241 References 47 

212 Safety/Garda Check 47 

2.13 Medical Checks 48 

2.14 Appointment ~ Contract of Employment 48 

2.15 Company Handbook 49 

2.16 — Induction 50 

247 Personnel Files 5| 

2.18 introducing DAISE 52 

CHECKLIST 53 
  

SECTION 3 MANAGEMENT & SUPERVISION 55 

3.1 THE ROLE OF THE MANAGER 55 

3.1.1 Setting Objectives 56 

3.1.2 Analysing the Situation 56 

3.1.3 Planning 56 

 



3.14 Organising 57 

3.1.5 Directing 57 

3.1.6 Motivating 57 

3.1.7 Controlling 57 

3.1.8 Developing 57 

3.1.9 | Management Skills 57 

3.2 LEADERSHIP 59 

3.2.1 The Autocrat 59 

3.2.2 The Laissez-faire Style 59 

3.2.3 The Democrat 60 

3.24 — Directing 60 

3.2.5 Coaching 60 

3.2.6 Supporting 60 

3.2.7 Delegating 60 

3.3 MOTIVATION 6! 

3.3.1 Differences in Motivation 6! 

34 TEAMS 62 

3.4.1 Team Roles 64 

3.4.2 Indicators of Successful Teamwork 64 

3.5 COMMUNICATION 64 

3.5.1 Process 64 

3.5.2 Relationship 65 

3.5.3 Environment 65 

3.5.4 — Emotion 65 

3.5.5 Body Language 65 

3.5.6 Interference 65 

3.5.7 Checking It Out 65 

3.5.8 Communication Systems 66 

3.6 SUPPORT & SUPERVISION 66 

3.6.1 Why is Supervision Important? 67 

3.6.2 The Role of the Manager 67 

3.63 Supervision Structures 67 

3.64 Manager and Staff Agree Broad Guidelines 67 

3.6.5 Supervision Policy 68 

3.6.6 Requirements of a Manager 68 

3.6.7 Performance Appraisal 69 

3.6.8 — Staff Training & Development 70 

3.7 DEALING WITH CONFLICT 72 

3.7.1 Negotiation 73 

3.7.2 Some Tips 73 

3.8 MOTIVATING YOURSELF 74 

CHECKLIST 75 

 



SECTION 4 FREQUENTLY ASKED QUESTIONS 

4] 

42 

Questions 

Answers 

77 

77 

80 
  

APPENDICES 

Al 

A2 

A3 

A4 

AS 

A6 

AZ 

A8 

AY 

Al0 

Al} 

Al2 

Al3 

Al4 

Resources and Sources of Useful information 

Sample Grievance Policy & Procedure 

Sample Discipline Policy & Procedure 

Sample Anti-Bullying/Harassment Policy & Procedure 

Sample Recruitment & Selection Policy & Procedures 

Sample Job Description 

Sample Person Specification 

Sample Application Form 

Sample Letter (Structured interview) 

Sample Interview Rating Form 

Sample Reference Check Questionnaire 

Sample Written Statement of Terms of Employment (Contract) 

Sample Appraisal Form — Employee 

Sample Appraisal Form — Employer 

82 

88 

90 

95 

98 

100 

102 

103 

106 

107 

108 

109 

113 

116 
  

 



  

  
For anyone managing a business in a modern environment where change is the norm, it can be a daunting 

task. There are many regulations to comply with, laws with which you must be familiar and practices and 

trends that you need to keep up to date with. For those operating in the childcare sector the responsibility 

is substantial. Working with your staff (and in co-operation with parents and guardians) you are charged with 

the care and development of our youngest citizens during their most vulnerable years. 

While there are many things that you as an owner or manager can do to control and influence the standard 

of services that you provide, childcare is by its nature labour intensive, and in your business you are highly 

dependent on the skills, integrity and professionalism of your staff. In achieving success for your business you 

will do so largely through your staff. On any one day you may be expected to be an expert on a range of 

diverse topics, it could be an accounting query, some personnel matters, occupational health and safety issues 

or even local authority regulations among other things. But it goes without saying that every day as manager 
in a small or medium sized business you will be tasked with dealing with staff in a professional, consistent and 
fair way. 

Personnel Practice in Early Years Services is an essential tool for anyone running a childcare facility. Focused 
particularly on the childcare sector it gives a useful summary of important pieces of Irish employment 
legislation all of which you will need to comply with. It goes further to outline where you need to have formal 

policies and gives you pro forma guidelines so that you can adapt the template to suit the circumstances of 

your own particular business. It will guide you from recruitment to selection and appointment of any new 

staff member including the often sensitive issues of security checks and medical assessments. importantly, the 

guide also gives you some direction about how to deal with difficulties if they arise, outlining good practice 

for the management of staff. 

Your staff are your biggest asset and the success of your business depends on them.While one business can 

differ from another and one childcare provider will have different structures and operations to another, there 

are certain basics that apply in all cases. This publication is a tool to help you in your management of staff. [t 

will be most useful if used as such, an item to consult each day as the need arises and to help you overview 

your current structures and arrangements identifying and filling any gaps that there may be. 

| would like to wish you luck in your challenges and to congratulate Barnardos on this useful publication which 

will help you on your way. 

Maria Cronin 

Director of European and Social Policy 

IBEC 

 



  
| warmly welcome this publication which is an invaluable tool for employers in the childcare sector Managing 

people in today’s organisations has become an extremely complex task that calls for high levels of skill and 

sophistication. Employees at every level have become much more discerning and job expectations have never 

been higher. It is understandable that in such an environment employers, particularly in the SME and 

voluntary sectors, have a real apprehension of labour law. 

This revised edition of the guide could not have come at a more opportune moment and it should occupy 

a prominent place on the bookshelves of those responsible for personnel practices in the childcare sector. 

The layout is excellent and enables the reader to understand the legal implications of every aspect of the 

employment relationship in a clear and logical way. | particularly like the sample policies and forms that are 

appended to the guide and the checklist at the end of each chapter will enable the reader to assess their 

knowledge of the law on an on-going basis. 

Perhaps the real strength of the guide is that it goes way beyond just listing the various pieces of labour 

legislation. It demonstrates how you can use the law in a proactive way to create a pasitive employment 

culture in the childcare sector Indeed its role in promoting leadership and people development should not 

be underestimated. 

Finally | congratulate Barnardos and the author for dealing with such sensitive issues as reference checks and 

safety/Garda checks in a very practical and professional way. | have no doubt that if you follow the 

recommendations in this guide you will create a work environment that will be to the benefit of staff, parents 

and, most importantly, the children in your care. 

Michael McDonnell 

Director 

Chartered Institute of Personnel Development in Ireland 

 



  

  
Hello again. | am delighted to have been asked by Barnardos to update Personnel Practice in Early Years 

Services. | hope that you will find this revised edition as useful a resource as the original guide. In updating this 

guide | have endeavoured to include some of the issues that have arisen either through the delivery of 

training and lecturing or consultancy to services in the childcare sector — thank you all, 

The policies and procedures included in this guide are samples only. Barnardos’ own policies and procedures 

are internal documents which guide the work of Barnardos staff. It is important that outside services develop 

their own policies and procedures which are appropriate to their particular service. 

The childcare sector continues to grow at all levels. Nationally, developments have seen the establishment of 

City and County Childcare Committees who provide a range of supports, information and publications for 

providers in their respective county areas. The Department of Justice, Equality & Law Reform (DJELR) has, 

through the Certifying Bodies Subgroup of the National Childcare Co-ordinating Committee (NCCC), 

developed a Model Framework which outlines the profiles and skills of all those working within the early 

childhood care and education sector (ECCE).The rationale in developing occupational profiles and core skills 

is linked to ensuring that quality in services can be assessed and evaluated, 

The Centre for Early Childhood Care and Education (CECDE) has been established by the Dublin Institute 

of Technology (DIT) and St Patrick's College, Drumcondra at the request of the Minister for Education & 
Science. The CECDE has a broad remit focusing on all aspects of ECCE for children from birth to six years 
of age. One of their key objectives is ‘the development of a National Framework for Quality which will 

involve devising quality standards for all settings in which children aged birth to six are present’ (Duignan & 

Waish, 2005). 

For childcare providers there are indications then that the developments in the early childhood care and 
education sector will continue. The Minister for Justice, Equality and Law Reform, Mr Michael McDowell, at 
the National University College of Ireland, Maynooth, on 4th March 2004, announced a further €32.8 million 
in grant assistance under the Equal Opportunities Childcare Programme 2000-2006 (EOCP). The Minister 

confirmed a commitment from the Government to a further increase in capital funds under the next phase 

of the EOCP which will officially start in 2007. Mr McDowell also indicated that Area Development 

Management (ADM) on behalf of the DJELR will continue to process applications for grants, for childcare 

providers, in the future (wwwiustice.ie). 

All of these developments will continue to add to the growing range of responsibilities impacting on 
employers within the ECCE sector So being an employer is not an easy task! Apart from managing and 

developing your service, you are responsible for the children in your care on a day-to-day basis, working with 

their parents, and last but not least your staff. 

Barnardos’ National Children’s Resource Centre supports employers in the childcare sector by providing 

information, training and publications which serve to enhance the quality of childcare in Ireland. A number of 
other National Voluntary Childcare Organisations such as IPPA and NCNA have publications which can assist 

you to continue to develop good practice within your service. Appendix | contains a suggested reference 

book list together with resources and sources of useful information. 

Employers must continue to be compliant with legislative requirements and should always work to ensure 

quality standards and best practice in all areas of childcare provision. They do need time and resources to 

 



implement, but this should not inhibit employers from striving towards achieving the highest quality childcare 

facility, Standards must also extend to the quality of staff employed and their working environments, facilitated 

and developed by you, their employer. 

There are a number of ways that employers can ensure best practice and quality standards within personnel, 

and this Guide should assist you in taking the first steps. Other means of ensuring quality might include 

benchmarking, quality marks, ISO 9000 and Excellence through People Awards. 

Managing staff, and the related employment legislation, is a complex area of work. Childcare services 

differ in terms of structure and delivery of services. However, the treatment of employees should not 

differ from service to service. Employees should be treated with respect, fairness, equality and concern 

for their well being. 

HOW TO USETHIS GUIDE 
  

The Guide takes you through 4 sections. The first 3 end with a checklist, so why not use them as a reference 

tool which you can photocopy and pin to your noticeboard. 

* Section | has been enhanced to include the development of policies and procedures in other areas 

relevant to a childcare service. Employment legislation has been updated where appropriate. The section 

on written records has also been developed and outlines the requirement to keep appropriate forms in 

compliance with employment legislation. 

° Section 2 takes you through the recruitment and selection process which has been updated in relation to 

qualifications, Garda clearance and induction. New sections include taking a structured interview approach 

to selection and the company handbook 

* Section 3 outlines structures that can be used to assist in the motivation, leadership, development, 

maintenance and retention of staff. 

* Section 4 poses a new range of related typical questions that are often asked. Don't worry, it’s not a test 

—we give you the answers. 

Most of the Appendices have been updated but are still only samples and should be used as a starting point 

for developing your own best practice personnel procedures. A list of sources of useful information, a 

bibliography and a suggested reading reference list are also provided in Appendix |. Updating and training 

yourself in all areas of legislation such as employment, health and safety and childcare is an essential requisite 

for employers, so make sure you keep yourself updated and abreast of changes or additions to these areas. 

This Guide is not a comprehensive document on all areas of personnel practice. It is more an information 

document to assist and guide in the broad range of issues pertaining to the employment and retention of 

staff. 

Note: The term manager as used throughout the booklet refers to anyone in a supervisory role. The term 

service is used rather than organisation. 

 



  

  
Staff are a key requisite for any employer in the delivery of their service. Perhaps even more so in the 

childcare sector where staff need to respond effectively to the needs of children and their parents. Lane 

(1999) suggests that “best practice” in this area would recommend that investment in good employment 

policies and procedures are necessary to ensure that: 

+ The most suitable staff are recruited and selected. 

* The foundations and systems are in place to facilitate staff to work effectively. 

With the current and continuing development of EU employment legislation employees will continue to have 

more entitlements. It is imperative therefore that employers keep themselves briefed and ensure they 

develop policies and procedures in line with these entitlements for their employees. 

Employers need to meet legislative requirements both in terms of the delivery of a quality childcare service 

and also in terms of employees’ entitlements. So not only should there be a concern for the children but also 

for the peopie working within the service. 

Concern for people suggests taking an ethical approach to their management. Smith (2003) suggests that 

‘good staff relations and an open and transparent management structure will improve the quality of the 

service offered to children and families and enhance job satisfaction for those employed in the facility’. 

Furthermore it is the responsibility of management to support staff by having: 

* Respect for other individuals ensuring no one is discriminated against on the basis of gender, marital status, 

family status, age, race, sexual orientation, religious belief, disability and membership of the traveller 

community. 

* Good employment practices such as a recruitment and selection policy, job descriptions, induction 

programmes, informing staff of their entitlements. 

* Ensuring that adequate materials and resources are available to staff, providing time and space to plan, 

review and evaluate curriculum/programmes for children. 

* Cultivating an atmosphere of trust and openness so that staff are enabled to speak and act in the best 

interest of children and their families. 

* Clearly written and communicated policies and procedures and providing training where appropriate. 

Source: Adapted from To Do or Not To Do ... Ethical Practice Guidelines (Smith, 2003) 

This type of approach is reflected in the information outlined in the various sections of this guide. 

While the focus of this guide is “personnel” it is worthwhile to mention that services should develop policies 

and procedures in other areas such as management and administration, childcare and health and safety. 

Suggestions for the development of policies and procedures in these other areas have been included. 

Adherence to all policies and procedures are integral to the work of all childcare employees and this should 

be reflected in their contracts of employment. There are a number of areas within which non-compliance of 

policies and procedures may result in disciplinary action being taken. So it is vital that services have written 

policies and procedures. 

Services should also consider attending training courses on policies and procedures, which are delivered by 

some of the National Voluntary Childcare Organisations and City and County Childcare Committees. ADM 

and a number of City and County Childcare Committees have produced guidelines on developing sample 

policies and procedures, all of which are available to childcare providers. 

/ Policies, Proc ures & Legislation 

 



The emphasis being placed on the importance of clear, written policy and procedure documents that are 

communicated to staff is essential. Services must ensure that staff"sign off” to say they have read, understood 

and are required to comply with the policy and procedure. Services should also ensure that, where necessary, 

staff receive appropriate training in relation to the policies and procedures. Without exception, all of the 

speakers at a Chartered Institute of Personnel & Development (CIPD) Conference in March 2005, covering 

a wide range of employment related topics highlighted the need for written policy documents that are clearly 

communicated and signed off by all employees. 

This section looks at: 

* Developing policies and procedures for your service 

* Areas for the development of policies and procedures 

* Keeping written records 

* Overview of relevant employment legisiation 

* Relevant related childcare legislation 

I. POLICIES & PROCEDURES 
  

L.A. Policies 

Policies are a course of action adopted or proposed by a service or individual on various issues. They help 

to ensure that a consistent approach in line with corporate values is adopted throughout the service. They 

provide frameworks within which consistent decisions are made. 

1.1.2 Procedures 
  

A procedure spells out precisely what action is to be taken in line with policy, and outlines the steps or the 

way of performing a task. A procedure can be seen as a series of actions conducted in a certain order or 

manner — the way of performing a task, steps to be taken and the manner in which they should be followed. 

Procedures can reduce the need for waiting for decisions, provide consistency and autonomy, and improve 

management control. 

1.1.3 Putting Policies Together 
  

The development of policies and input into the how, why and what should involve all the stakeholders. The 

stakeholders can include staff, parents, children who are using the service, management committees/board of 

directors and the health board’s pre-school inspection team. Services can also choose to consult with the 

National Voluntary Childcare Organisations, Trade Unions such as Irish Municipal, Public and Civil Trade Union 

(IMPACT), Services Industrial Professional Technical Union (SIPTU), Irish Business Confederation (IBEC) and 

Small Firms Association (SFA). The manager can lead this process or an external consultant can be used. 

Ensuring that policies are developed for all areas of work is important. The following areas are some 

suggestions: 

* Personnel 

* Childcare 

* Management and Administration 

 



  

* Health and Safety 

* Publicly funded labour market schemes ie. social economy, jobs initiative and community employment 

schemes if appropriate 

The policies and procedures should be written to suit the individual work place.They should be clearly written, 

well presented and easily understandable by all staff and parents, where relevant. Where staff have been 

involved in the development and construction of policies and procedures there is a sense of ownership and 

commitment to the documents. Don’t forget if your staff are members of a union to consult with them also. 

As an employer within the childcare sector you have a relationship with the children and parents of your 

service and also your staff. 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. 

In developing policies and procedures services should give consideration to: 

* Language ~ use simple words rather than “flowery” ones. 

* Training ~ there may be some policies and procedures that staff will require input from the service to 

ensure that the staff can fully comply with the policy, e.g. manual handling, child protection 

Give examples if appropriate to assist in staff's understanding. 

Not having policies and procedures can give rise to problems and sometimes mis-management. Having clear, 

coherent, well-communicated policies and procedures will assist in establishing the credibility of your service 

and ensuring your staff know: , 

* In relation to the service — what, why, where, how and when to do things. 

* In relation to employees —~ their legislative entitlements, their terms and conditions of employment and 

other entitlements within the service they are employed in. 

* Inrelation to parents — consider developing a parent's handbook and/or an information pack, which should 

include a condensed version of policies and procedures that are relevant to them. 

Maintenance of your policy and procedure manual also needs consideration of some of the following: 

* Who will be responsible for writing new or amending current policy documents if there are changes in 

legistation and best practice? 

* How will you ensure that the new/revised policy document gets the required input from the stakeholders? 

* How is the new policy circulated, communicated to staff, and “signed off” when it is agreed? 

* Who is responsible for updating the document on the computer and on the printed copy? 

The development of policies and procedures is a time-consuming project — but once completed will prove 

to be an invaluable tool to your service. 

 



1.1.4 Project Management Process 
  

The following project management process may assist you in the task of developing policies and procedures. 

Initiating 

Planning 

Executing 

Managing     

 



  Finalising 

  

Monitor & Review   
Source: Adapted from A Guide to Developing Policies & Procedures in a Childcare Setting (Byrne & ADM, 2003) 

  

|.2 AREAS FORTHE DEVELOPMENT OF POLICIES & PROCEDURES 
  

PERSONNEL 

The development of policies and procedures in relation to grievance, discipline and bullying/harassment and 

sexual harassment are extremely important for services. Other policies specified are included because they 

  

relate to best practice. 

1.2.1 Grievance 

A grievance procedure provides the employee with an opportunity to resolve a genuine grievance about any 

aspect of their employment. The procedure should be clear simple, fair and reasonable. An employee has a 

right to a hearing by their immediate supervisor or other management personnel if appropriate, and this 

should be conducted as speedily as possible. If an employee is unhappy with the outcome of the hearing then 

they should have the right to appeal to a more senior manager. 

  

An employee has a right to be accompanied by a colleague or appropriate representative at the hearing. 

 



In the event of a matter not being resolved at the internal stage then the matter should be referred through 

the usual industrial relations process. 

A grievance procedure must be included with the employee's contract of employment or in an accompanying 

company handbook (see Section 2).A Sample Grievance Procedure is outlined in Appendix 2. 

1.2.2 Discipline 
  

Breach of the service's policies and procedures, poor work performance, or breaking terms of a contract, or 

other issues, may lead — depending on the seriousness of the matter ~ to a disciplinary procedure being 

invoked. This could be an informal or formal warning, suspension from work without pay or transfer to other 

duties (see p.94, Guidance Notes for Childcare Providers). Continued breaches may lead — following continued 

warnings - to dismissal. Serious breaches may lead ~- following consideration by the service — to summary 

dismissal following investigation. 

At all stages of the disciplinary process a full investigation should be carried out. The employee should have 

an opportunity to put their case forward and a colleague or appropriate representative should accompany 

them. The employee should be allowed the right to appeal against any decision made against them. 

Warnings should: 

* Be given in writing 

* State the reason for the warning 

* State what the appropriate behaviour, procedure or performance required ts 

* State the duration of the warning 

* Confirm that the warning will be placed on the employee's personnel file 

Two copies should be given to the employee, one to keep themselves and one to sign and return for 

placement on their personnel file 

In some situations the employee may require additional training and/or support to achieve the acquired 

behaviour, procedure or performance. In these circumstances the situation should be monitored to ensure 

the employee is reaching the required standard. 

Should an employee be dismissed they may take the matter through the usual industrial relations process. 

A discipline procedure must be included with the employee's contract of employment or in an accompanying 

company handbook (see Section 2). A Sample Discipline Procedure together with some general 

information on the process is outlined in Appendix 3. 

1.2.3 Bullying/Harassment and Sexual Harassment 
  

Bullying or harassment can damage the health and well being of individuals and groups of staff. It can create 

an environment in the workplace which damages morale and hinders effective work performance. Such 

behaviour is not acceptable, and may be unlawful. 

 



  

Policies should: 

* Include a description of bullying/harassment and sexual harassment. 

* Include examples of bullying/harassment and sexual harassment. 

* Refer to the Employment Equality legislation and the nine points under which the employer is obliged to 

ensure there is no discrimination or harassment (see p 23). 

* Outline what to do if you are being bullied/harassed. 

* Outline complaints — informal and formal - procedure. 

* Include preventative measures. 

* State how to make a formal complaint in writing. 

* State how the disciplinary procedure may be used following investigations. 

As a result of the recommendations of the Task Force on the Prevention of Workplace Bullying, a Dignity in 

the Workplace Charter was published by the Dept. of Enterprise Trade and Employment. The Charter is 

available from the Bullying Response Unit in the Health and Safety Authority (see Sources of Useful Information 

in Appendix 1), 

A bullying/harassment and sexual harassment procedure must be included with the employee’s contract of 

employment or in an accompanying company handbook (see Section 2). A Sample Anti-bullying/Harassment 

Procedure is outlined in Appendix 4. 

1.2.4 Recruitment & Selection 

A policy in this area will ensure the adoption of equal opportunities practice in recruitment and selection 

  

and is simply good employment practice. Section 2 is devoted to aspects of recruitment and selection and 

should assist in the development of a policy in this area. 

1.2.5 Probationary Periods 
  

Services should consider developing a probation policy as part of their recruitment policy. All new employees 

should be subject to a probationary period of 6 months. An employee may also have their probationary 

period extended at the discretion of their line manager This usually happens when an employee has not quite 

achieved a satisfactory period of probation. Perhaps they have been on sick leave or they have to undertake 

further training. Where the probationary period is extended, it is recommended that it does not go beyond 

10 months. Probationary periods should also be inserted into contracts of employment. A dismissal under 

the Unfair Dismissals Acts, 1977-2001 cannot be taken by the employee if the period is less than a year 

except in cases of trade union activity or maternity, 

1.2.6 Sick Leave 

First, sick pay is not a statutory entitlement. Services that provide sick pay for their staff should develop a 
  

clear policy. t should state what the employees entitlement is and for what duration. It should state who is 

entitled to sick pay and when it becomes effective, for example after completion of the probationary period. 

The policy also needs to address the following points: 

* Who should the employee contact in the service and by what time? It is recommended that employees 

contact the service themselves, where possible, 

 



¢ After how many days’ illness should a medical certificate be submitted to the service? 

* Specify what information should be supplied on the medical certificate, which should be completed by a 

registered medical general practitioner 

» Name and address of the Doctor 

» Name and address of the employee 

e Date of examination by the Doctor 

» Date of issue of the medical certificate 

« Nature of illness 

° Probable duration of illness and expected date of return to work 

° Certificate should have original signature of the Doctor 

* Services may decide not to accept retrospective medical certificates. 

* Services may decide to reserve the right to refuse to accept medical certificates not in compliance with 

the requirements set out. 

* Services should engage the services of a local Doctor to act as their medical officer. 

* Services might refer employees to their Doctor and specify that they reserve the right to have an 

employee examined by their appointed Doctor to determine if they are medically fit for employment with 

the service. 

* Specify that persistent absenteeism will be dealt with through the disciplinary process. 

* Specify that all employees should be met by their manager on their return to work from sick leave, and a 

note of this meeting should be recorded. 

* Other areas that could be included are: 

« Returning to work before the expiry date of the medical certificate. 

2 Employees going from sick leave to annual leave. 

2 Employees falling sick while they are on annual leave. 

1.2.7 Other Personnel Areas 

The service might wish to consider the development of polices and procedures around the following 

suggested areas: 

  

Dress Code & Timekeeping Force Majeure jury Trade Union 

Appearance Leave Service Membership 

Travel Allowances | Expenses Equal Email & Staff Training & 

Opportunities Internet Use Development 

Staff Performance | Payment of Wages | Working Week Mobile Phones Career Breaks 

Appraisals Hours & Breaks 

 



  
1.2.8 Family Friendly Policies/Work Life Balance Initiatives 
  

Family friendly policies or work life balance initiatives are being advocated as good practice within the day- 

to-day working life of people. Examples of these initiatives include part-time work, flexible/personalised 

hours, job sharing, compressed working week and annual hours. As an employer, you can promote such 

initiatives so that they can be seen and used as examples of best practice. All of the social partners promote 

the initiation of family friendly initiatives (see Sources of Useful Information in Appendix 1). 

1.2.9 Health & Safety 
  

Employers have a number of legal responsibilities under the Safety, Health and Welfare at Work Act, 1989, 

The key responsibilities are: 

* Provision of general duties of the employer and the employee 

* Provision of a safety statement 

* Making arrangements for safety consultation 

* Accident reporting requirements 

(See also Section 1.4, Forthcoming Legislation) 

The Childcare (Pre-school Services) Regulations, 1996 also impact on childcare providers in relation to policy 

development in the health and safety area. The following list is not exhaustive but gives suggestions for policy 

and procedure development in this area: 

* Child protection (see below) 

* Safe working procedures for staff 

e Manual Handling 

* Safe internal and external environment for children 

* Appointing a GP to act on behalf of the service 

° ‘Taking of medication — in relation to children and staff 

¢ Administering of medication to children in the service 

¢ Personal hygiene 

* Spillages and hazards 

* Nappy changing 

* Toileting 

* First aid 

* Food hygiene, HACCP food handling 

¢ Menus and nutrition 

* Fire drills/fire safety 

* Premises indoors/outdoors 

* General hygiene 

* Exclusion of children and staff when sick 

* Outings 

* Furniture & fittings 

* Electricity & gas 

* Head lice 

e Use of vehicles 

* AIDS 

¢ Hepatitis 

* Violence at work 

 



1.2.10 | Child Protection 

The Department of Health guidelines Children First: National Guidelines for the Protection and Welfare of 

Children (1999) and Our Duty to Care: The Principles of Good Practice for the Protection of Children and Young 

People (2002) should refer in this area. The guidelines are to assist people in the identification of child abuse 

  

and the relevant reporting procedures. The guidelines should be developed into policies for individual 

services and services should link with relevant local health boards with regard to training in the area of child 

protection. 

Childcare providers should remember when developing policies that consideration is given to the 

procedures should a member of staff be subject to an allegation of abuse. The procedure to adopt in relation 

to an allegation of abuse against a member of staff should be separate to the procedure in relation to the 

mandatory reporting, and the principles of natural justice should apply to the employee. This is an area where 

appropriate advice should be sought if such circumstances arise. French (2003) outlines a comprehensive 

section on Child Protection, which considers the following areas: 

* Principles for best practice 

* Legal context 

* Co-operation with parents 

* Confidentiality 

¢ Follow up with health board 

* Interagency and interprofessional co-operation 

* Duty to care 

* Definitions of child abuse 

* Recognising child abuse 

* Response to a child disclosing child abuse 

* Response to suspicion of child abuse 

* Response to allegations 

* Standard reporting procedures 

* Working with families 

* Developing a child protection policy and procedure 

1241 Childcare 

The Childcare (Pre-school Services) Regulations, 1996 also impact on policy development in the childcare area. 

The following list, is not exhaustive, but gives suggestions for policy and procedure development in this area: 

* Admissions 

* Settling in the child/children 

* Collection of children 

* Staff ratios 

* Parental involvement (including communication systems) 

* Equal opportunity and anti bias approach 

* Child development 

* Childcare curriculum 

* Special needs 

* Observation and assessment 

* Equipment/toys 

 



  
* Complaints 

* Behaviour management 

* Sharing of information with staff, parents, other services/professionals 

1.2.12 | Recording/Written Records 
  

Services should be aware of the requirements of keeping records with regard to the Childcare (Pre-school 

Services) Regulations, 1996 and the Data Protection Acts, 1998-2003, so the focus in this section is in relation 

to what services must keep in relation to the personnel area. 

Employees’ files should be kept in locked filing cabinets and should be confidential. This practice should also 

apply to children's files. Best practice would advocate that staff have access to their own personnel files. 

Don't forget that information stored on computers and manual format in relation to staff is subject to the 

Data Protection (Amendment) Acts, 1998-2003. These Acts also highlight the seriousness of the retention of 

employment records. 

Services should follow the principles of the Freedom of Information Acts, 1997-2003. Although they 

currently only apply to statutory bodies, services that have been successful in securing grants through the 

DJELR under the EOCP may be required to submit their records to ADM if required to comply with the 

requirements of this Act (Byrne et al, 2003). 

Keeping simple and clear records is imperative with regard to any area of employment legislation — 

particularly grievance and discipline procedures. A good practice to get into is to write up notes of meetings, 

matters discussed, and support and supervision sessions (see Section 3). Date and sign the written record 

and give a copy to the employee. A copy should also be placed on the employee's personnel file or on their 

support and supervision file, as appropriate. 

Remember records should be factual and up to date, giving attention to what was done and said, and avoiding 

assumptions. 

1.2.13 Legislative Record Keeping & Forms 
  

The following is a list of records that must be kept as required under legislation. Services should also be aware 

that there are timeframes in relation to keeping records and substantial fines for non-compliance. 

Further information and some forms (marked below with *) may be downloaded from the Department of 

Enterprise Trade and Employment (see Sources of Useful Information in Appendix !). 

* Annual Leave ~ records retained for 3 years. Fine up to €1,900 per breach of the Act. 

* Maternity Leave — records retained minimum | year. Fine up to €1,269 for summary conviction. 

* Adoptive Leave ~ records retained minimum | year Fine up to €1,269 for summary conviction. 

* *Parental Leave — records retained for 8 years. Fine up to €1,904. 

* *Force Majeure Leave — records retained for 8 years. Fine up to €1,904. 

* #Carer’s Leave records retained for 8 years. Notices or copies of notices for 3 years. Fine up to €3,000. 

 



* *Form OWT| ~ this is a requirement if services do not have a clock in or swipe card system (see p.27) 

~ records retained for 3 years. Fine up to €1,900. 

® Sick Leave/Payment for Sick Leave records retained for 3 years. Fine up to €1,900, 

* Public Holidays records retained for 3 years. Fine up to €1,500 a further €500 for each day the employer 

remains in breach of the Act. 

* Minimum Wage, if applicable ~ records retained for 3 years. Fine up to €1,904. 

* Revenue Commissioners — payslips, P35, P60, etc. — records retained for 6 years. 

Some other legislation that employers may face fines on or further penalties include: 

* Terms of Employment (Information) Acts, 1994-2001 

* Protection of Employees (Fixed Term Work) Act, 2003 

* Payment of Wages Act, 199| 

° Safety Health & Welfare at Work Act, 1989 

* Employment Equality Act, 2004 

* Redundancy Payments Acts, 1967-2003 

* Unfair Dismissals Acts, 1977-200 | 

* Protection of Employment Act, 1977 

* Protection of Employees (Part-Time Work) Act, 2001 

* Minimum Notice & Terms of Employment Acts, 1973-2001 

This list is not exhaustive. 

It is worth noting that while certain legislation does not provide for the keeping of records, the Statute of 

Limitations, 1957-2001 permits employees to bring a case relating to contracts/pay issues up to six years after 

the cause of action occurred (IBEC, 2002 and Graphite HRM, 2001). 

1.3 EMPLOYMENT & RELATED LEGISLATION 
  

The following information is a broad, general outline only of some of the more regular legislation which 

applies to employees and of which employers should be aware. Detailed information on all legislation may 

be obtained by contacting the Department of Enterprise, Trade and Employment. 

The following legislative information is based on information booklets from the Department of Trade, 

Enterprise and Employment and information leaflets from the Irish Business Employers Confederation (IBEC). 

As the area of employment legislation continues to grow services must keep abreast of the changes and duly 

amend their policy and procedure documents. Services should also consider having access to professional 

support and advice in this complex area of employees’ entitlements where non-compliance can leave the 

employer facing potential costly action in the courts. 

 



  
1.3.1 Adoptive Leave Act, 1995 and Adoptive Leave Act, 1995 (Extension of Periods of 

Leave) Orders 2001 and 2004 
  

The Act applies to: adopting mothers under a contract of employment; all sole male adopters under a 

contract of employment; all adopting fathers under a contract of employment where the adopting mother 
has died before or during the period of adoptive leave or additional adoptive leave. 

The entitlements are 16 consecutive weeks beginning at the date of placement and additional adoptive 

unpaid leave of 8 weeks, 

Note: See Section 1.4, Forthcoming Legislation. 

[.3.2 Carers Act, 2001 

This Act allows employees to take time off to care for people deemed relevant by the Department of Social 
  

Community and Family Affairs. There is an allowance of a total of 65 weeks that may be taken. However any 
time taken after |3 weeks will not be allowed as reckonable service for annual leave entitlement. 

1.3.3 Employment Equality Acts, 1998 and 2004 

The Employment Equality Act, 2004 amends the Employment Equality Act, 1998 and the Equal Status Act, 2000. 

  

The recent amendments have a number of key changes: 

* Positive action permissible on all nine grounds (detailed below). 

* Over 65s are now protected. If you don't have a retirement age specified in your contract of employment 

or in your policies and procedures you may not be able to enforce retirement at 65. 

* Young persons under |8 but over the school-leaving age. 

* In making provision for employees with a disability, the employer previously had to make provision in 

relation to nominal cost. This has changed now to a disproportionate burden. 

* Discriminatory dismissal claims move from the Labour Court to the Equality Tribunal. 

* Sexual harassment is now clearly “sexual” in nature. 

* Same sex harassment is now covered. 

* Harassment is actionable when it is perpetrated by: 

* The employer 

* Another person employed by the same employer 

* Service users, parents/carers or anyone with whom you do business 

* Another person employed at the same place. An example of this might be if a service is based in a 

building that other people also work from and a staff member of another company allegedly harasses 

a member of your staff. If your employee reports the alleged harassment to you and you don’t do 

anything you could be sued if you haven't taken reasonable steps to prevent the harassment. 

What is also clear is that there is a requirement for employers to ensure appropriate training for everyone 

and having written policies and procedures is more important than ever — does that sound familiar? 

The Employment Equality Act, 2004 describes discrimination as the treatment of one person in a less 
favourable way than another person is, has been or would be treated. This can be either through direct or 

indirect discrimination. 

 



Equal opportunity is about making sure that the workplace is free from all forms of discrimination or 

harassment on the grounds of: 

* Gender 

* Marital status 

* Family status 

* Sexual orientation 

* Religious belief 

* Age 

« Disability 

* Race 

* Membership of the Traveller community 

Equal opportunities can be defined as the removal of barriers — obvious or hidden ~ which prevent 

individuals from using their skills and experience or from developing their potential. It also means the 

development in the workplace of a culture that values differences, respects all of its members and maintains 

a culture in which everyone is treated with dignity.A detailed summary of the Employment Equality Act, 2004 

is available from the Department of Justice, Equality and Law Reform (see Sources of Useful Information in 

Appendix 1). 

1.3.4 Force Majeure Leave — Section |3 of the Parental Leave Act, 1998 and Parental Leave 

(Notice of Force Majeure Leave) Regulations 
  

An employee is entitled to leave with pay for imperative (urgent) family reasons, owing to an injury or illness 

to one of the following persons: 

* Person to whom the employee is a parent or adoptive parent 

* Spouse of an employee or common law person 

* Person to whom the employee is loco parentis 

¢ Brother or sister 

* Parent or grandparent 

* Other where relevant 

The interpretation appears to be that in this situation the employee's presence is imperative. As soon as is 

reasonably practicable, notice of force majeure leave should be given to the employer. This notice should 

contain details of why the employee needed to take the force majeure leave. 

Employees will be entitled to up to 3 days paid force majeure leave in a {2-month period or up to 5 days 

in a 36-month period. An employee who takes part of a working day will be seen to have taken | day's 

entitlement. 

Note: There are various criteria regarding the administration of the request for force majeure leave, which 

must be followed. A sample of the form may be obtained from the Department of Enterprise, Trade and 

Employment. 

 



  
[.3.5 Juries Act, 1976 

Section 29 of this Act applies whereby employees are provided with paid leave during their period of 

  

absence from the work place to attend jury duty. There are some circumstances whereby an employer may 

be able to request that an employee is not released from work to undertake jury duty, 

1.3.6 Maternity Protection Acts, 1994-2004 

These are the main Acts in relation to legislative provisions on maternity leave. The following statutory 

  

regulations also apply: Maternity Protection (Time Off for Ante-Natal Classes) Regulations, 2004; Maternity 

Protection (Protection of Mothers who are Breastfeeding) Regulations, 2004, Maternity Protection 

(Postponement of Leave) Regulations, 2004, 

The statutory entitlement is 18 weeks, together with additional entitlement to a further 8 weeks unpaid leave. 

Recent amendments include: 

* Employees are now entitled to commence their maternity leave not later than 2 weeks before the 

expected date of confinement. 

* In the event of sickness of the employee (if this occurs during her last four weeks of maternity leave or if 

she is already on additional maternity leave) the employee may request to end her maternity leave and 

that her absence from work is sick leave. This would be treated in the exactly the same way as any 

employee's absence from work to due sick leave. The employee is not then entitled to revert back to take 

the untaken period of additional maternity leave. 

* {lf the child (whom the maternity leave has been taken for) is hospitalised the employee may request that 

her employer postpones her maternity/additional maternity leave and that she can return to work on an 

agreed date. The maternity leave may only be postponed where the employee has taken at least 14 weeks 

maternity leave, 4 of which are after the end of the week of confinement. The resumed maternity leave 

must be taken in one continuous block referred to as ‘resumed leave’ to commence not later than 7 days 

after the discharge of the child from hospital. The employee will be required to furnish appropriate 

evidence to her employer. 

* Pregnant employees are entitled to paid time off from work for the purpose of attending one set of ante 

natal classes (other than the last 3 classes in such a set) and that these classes may be attended during 

one or more pregnancies. 

* Aonce off entitlement to the expectant father to attend the last 2 ante natal classes, with pay, ina set of 

classes attended by the expectant mother 

* An increase in entitlements for fathers under the legislation. 

* A breastfeeding mother without loss of pay, is entitled to: 

* Breastfeeding breaks, where facilities for breastfeeding are provided in the workplace or 

* Reduction of working hours, 

The breastfeeding breaks apply to an employee up to 26 weeks after the date of confinement and who has 

informed the employer of their intention to avail of the breaks. The breaks may be taken as follows: 

* One break of 60 minutes 

* Two breaks of 30 minutes each 

* Three breaks of 20 minutes each 

* Any other duration of the time as agreed by the employee and her employer 

 



An employee who chooses a reduction of working hours, is entitled to identical periods, without loss of pay. 

Under this Act employees are required to give the employer at least four weeks written notice of their 

intention to take maternity leave together with confirmation from their GP or hospital. An employee must 

advise the employer of their return to work in writing four weeks before they are expected to return to work. 

1.3.7 Minimum Notice and Terms of Employment Acts, 1973-2001 

The Minimum Notice and Terms of Employment Act, 1973 covers employees who have 13 weeks or more 
  

service. There are certain categories that this Act does not apply to. 

An employee's notice depends on the length of their continuous service and outlines the required minimum 

notice for terminating their employment, and also the rights of the employees and employers regarding 

periods of notice. 

13 weeks-2 years 

2-5 years 

5-10 years 

10-15 years 

15 years and over 

  

  

Continuous service is usually calculated from the date of commencement of employment to date of 

termination. There are situations where continuity of service will/will not be broken. Length of service is 

calculated where an employee is expected to work 8 hours or more. 

An employer or employee may waive the right to notice and an employee may accept payment in lieu of 

notice. If an employee accepts payment in lieu of notice the date of termination will be the date on which 

the notice would have expired. This option should be cited in contracts of employment. 

If services indicate a specific notice period in their contract of employment, e.g. one month, this is acceptable. 

1.3.8 National Minimum Wage Act, 2000 

This Act provides a set minimum rate of pay for employees. From May |, 2005, the rate ts €7.65 per hour. 
  

The Act provides for three sub-minimum rates in the following circumstances: 

+ Under 18: €5.36 per hour 

* In the first year of employment since the age of 18 an employee is entitled to €6.12 per hour and if in 

the second year of employment since the date of first employment over the age of 18 an employee is 

entitled to €6.89 per hour. 

 



  

Trainee rate: an employee who is over 18 years and undergoing a course of structured training or directed 

study that is authorised or approved of by the employer: 

* First '/3 of training course €5.74 per hour (/5% of national minimum wage rate). 

* Second !/3 of training course €6.12 per hour (80% of national minimum wage rate). 

* Final '/3 of training course €6.89 per hour (90% of national minimum wage rate). 

In relation to the above further information on the types of course that qualify should be accessed under 

the National Minimum Wage (Prescribed Courses of Study or Training) Regulations, 2000. 

Employers are obliged to keep records for a three-year period to ensure that they are meeting the 

requirements of the Act. 

1.3.9 Organisation of Working Time Act, 1997 (Rest Periods) 

Employees are entitled to: 

  

* A break of 15 minutes for every 4!/2 hours worked 

or 

* A break of 30 minutes for every 6 hours worked 

Not both. 

Note: Employers should be aware if they have a part-time employee who is working elsewhere that their 

accumulative average weekly hours should not exceed 48 hours. Weekly working time can be averaged out 

over a 4,6 or up to 12 month reference period. The reference period for the childcare sector would normally 

be a 4 month period. Employers are prohibited from employing employees to work on any day or during 

any week where the employee has worked for another employer(s), where the aggregate of the periods 

worked exceeds that permitted by legislation. Both the employer and the employee may both be liable to 

prosecution if this legislation is breached. 

To ensure that both the employer and the employee are in compliance with the legal requirements, it is 

necessary for all employees to provide the service they are employed with details of any other 

employment(s) that they are engaged in. Employees who are self employed are excluded as are some other 

categories. 

Where employees may be working in two employments they are entitled to be paid under public holiday 

entitlement by both employers should they meet the criteria. 

1.3.10 Organisation of Working Time Act, 1997 Section Ill (Holidays/Annual Leave and Public 

Holidays) 

The statutory leave entitlement is 20 days since | April 1999. 

  

A new employee has no legal entitlement to annual leave until they have built up entitlement by having 

worked the necessary hours. However, an employer may grant annual leave to new employees if they so 

wish. The employer may chose only to grant the days to which an employee has built up entitlement. 

 



Alternatively, the employer may grant leave on the understanding that should the employee leave before they 

have worked up the entitlement then a deduction can be made from salary for the holidays taken though 

not worked up.This should be given in writing and is usually covered in a contract of employment (See Section 

2 and Appendix | 2). 

Some childcare services provide a greater annual leave entitlement than the statutory minimum, e.g. 23 or 

25 days annual leave. 

Statutory Calculation of Annual Leave Entitlements 

¢ Where staff are working more that 1,365 hours in a leave year they are entitled to 4 working weeks (i.e. 

20 days) annual leave. 

* Ifthe number of hours worked by an employee is less than |,365 hours annual leave must be calculated 

on a monthly basis as follows: 

Where staff work at least | 17 hours in a month they are entitled to 1/3 of a working week for that month. 

Where staff work less than | 17 hours they are entitled to 8% of the hours worked in the leave year, subject 

to a maximum of 20 days (4 working weeks) per annum. 

Note: Some employees will fall within each of the last 2 entitlements. Whichever calculation provides the 

employee with the greater entitlement should be applied (subject to the 4 working weeks maximum), 

Pro Rata Entitlement Some services use a straight pro rata entitlement to calculate part-time staff holiday 

entitlement. This can be calculated in the following way: 

An employee works 4 days a week. 

Full entitlement is 20 days. 

20+ 5x4 = 16 days. 

Public Holidays 

There are nine official holidays as follows: 

* | January 

* St Patrick's Day 

* Easter Monday 

* First Monday in May 

* First Monday in June 

* First Monday in August 

* Last Monday in October 

* Christmas Day 

* St Stephen's Day 

 



  
Note: Under the 1997 Act there is no longer an automatic provision to give the following Monday when the 
public holiday falls on a Sunday (New Year's Day, St Patrick's Day, Christmas Day, St Stephen's Day), It will be 

given at the discretion of the employer who may continue to give the Monday or one of the following. 

* A paid day off on the public holiday 

or 

* A paid day off within a month 

or 

* An extra day's annual leave 

or 

* An extra day's pay 

Under the 1997 legislation, the employee may request, not later than 21 days before the public holiday, 

confirmation of which option the employer will apply. If the employer fails to respond within 14 days of the 

public holiday, the employee will automatically be entitled to a paid day off on the public holiday. 

Payment for Public Holidays 

Employees who work or who are normally required to work on a public holiday will be entitled to a day's 

pay for the public holiday. 

Employees who are not normally required to work on a public holiday will be entitled to one fifth of the 

normal weekly rate of remuneration for the public holiday. 

If the employee ceases to be employed during the week ending on the day before a public holiday, having 
worked during the 4 weeks preceding that week, they will be entitled to receive pay for the public holiday. 

Absences from Work 

Annual Leave — absences from work may reduce the employee's entitlement to annual leave. Please refer to 

amount of hours worked in year for entitlement to annual leave. 

Public Holidays ~ there are situations when an employee may lose their entitlement to public holidays. 

Note: Employees on maternity, adoptive, or parental leave maintain their entitlement to public holidays for 

the duration of their absence. 

1.3.4] Organisation of Working Time Act, 1997 Organisation of Working Time (Records) 

(Prescribed Form and Exemption) Regulations, 2001 
  

These regulations imposed a duty on employers to keep records, which showed compliance with the 

provisions of the Act, and the above regulations stipulate the manner in which these records should be 

recorded. The Records to be retained are: 

* Details of the days and total hours worked in each week by each employee. 

* Annual leave and public holidays and the payment received in respect of that leave. 

* ‘Additional day's pay’ paid to employees in respect of public holiday entitlements. 

* A copy of any notice given to employees in relation to information about starting, finishing times and 

notice of additional working hours. 

 



* The name and address, PR.S.l. number and a brief statement of duties (this can be a reference to a job 

description) of each employee. 

* A copy of the statement of terms and conditions of employment given to each employee under the Terms 

of Employment Information Act, 1994 (ie. contract of employment). 

In the absence of “clocking in” facilities the employer must record the days and hours worked by each 

employee using a Form OWT 1. Employers may design their own form once it contains the same 

information as the OWT | Form. 

1.3.12 Parental Leave Act, 1998 
  

This Act entitles an employee who is the natural or adoptive parent of a child to take unpaid leave from their 

employment for a period of 14 working weeks to take care of their child. The employee must have one year’s 

continuous service with the employer from whom the leave is being taken. Where an employee has more 

than 3 months’ service but less than 12 and where the child is approaching the age threshold, the employee 

will be entitled to | week for every month of continuous service with the employer. Parental leave will end 

on the day on which the child reaches its fifth birthday. In the case of adopted leave where the child has 

reached three years of age but not eight years of age on or before the date of making of the adoption order, 

not later than the expiration of the period of two years beginning on that date. 

An employee may request to take parental leave in a number of ways: a continuous period of 14 weeks or, 

with the agreement of the employer, one or more days at a time or a combination of hours. An employee 

who is entitled to parental leave with regard to more than one child (except in the case of multiple births) 

will only be entitled to 14 weeks leave in a 12-month period, unless the employer agrees otherwise. 

in the case of multiple births the entitlement is 14 weeks per child. 

Part time employees may take parental leave, however, they must have | year's continuous service in order 

to qualify for leave. The leave is calculated based on the number of hours worked in the previous |4-week 

period, 

Annual leave entitlement is retained for employees on parental leave. 

There are various criteria regarding the administration of the request for parental leave, which must be 

followed. A sample of forms may be obtained from the Department of Enterprise, Trade and Employment. 

Note: See Section 1.4. Forthcoming Legislation. 

1.3.13. Payment of Wages Act, 1991 

A change in the method of payment of wages can only be made with the prior consent of the employee. 
  

An employer may not make a deduction from an employee unless the deduction is required or authorised 

(ie. tax/PRS! under statute or legislation) under the employee's contract or is made with the prior consent 

of the employee. This also applies to receipt of any payment from an employee. 

 



  

1.3.14 Protection of Employees (Fixed Term Work) Act, 2003 

This Act now precludes employers from issuing an employee a series of fixed term contracts unless there 
  

are objective grounds for justifying such a renewal. From july 2003 any employee who has completed or 

completes 3 years’ continuous employment with this employer may only have their contract renewed for a 

fixed term on one occasion and that period may be for no longer than | year 

However, these regulations will not apply where there are objective grounds for renewing the contract, 

Where a service is renewing the fixed term contract on objective grounds they must inform the employee 

in writing, as soon as is practicable of the objective condition determining the contract. This may be: 

* Arriving at a specific date 

* Completing a specific task 

+ The occurrence of a specific event 

The Act requires that where an employer proposes to renew the fixed term contract the employee shall be 

informed in writing, not later than the date of renewal, of the objective grounds justifying the renewal of the 

fixed term contract and the failure to offer a contract of indefinite duration. The reasons for this renewal is 

that it is based on considerations other than the status of the employee as a fixed term employee and the 

less favourable treatment is for the purpose of achieving a legitimate objective of the employer and therefore 

such treatment is necessary for that purpose. 

Services that have positions that are subject to funding through organisations/agencies such as DJELR — 

ADM/ECOP and health boards may be in a position to renew fixed term contracts based on objective 

grounds justifying renewal. Services should seek professional advice in relation to this matter in the first 

instance. If an employer wishes to cover maternity leave or career breaks it is preferable to issue a specified 

purpose contract. 

1.3.15 Protection of Employees (Part-Time Work) Act, 2001 

This Act provides for the removal of discrimination against part-time workers. It aims to improve the quality 
  

of part-time work, to facilitate the development of part-time work on a voluntary basis, and to contribute 
to the flexible organisation of working time in a manner which takes into account the needs of employers 

and employees. 

1.3.16 Safety, Health & Welfare at Work Act, 1989 & Safety, Health & Welfare at Work 

(General Application) Regulations, 1993 
  

Under this Act there are statutory duties imposed on employers and employees. It should be noted that the 

Safety, Health & Welfare at Work Bill, 2004, which expands considerably on this Act, is likely to be enacted 

later this year (see Section 1.4, Forthcoming Legislation). Section 12(1) of the Act requires each and every 
employer to prepare a written safety statement. A safety statement is the employer's statement, in writing, 

as to how, by what resources and who is responsible to ensure the safety, health and welfare of its employees. 

it is based on the systematic identification of hazards that exist in the workplace and the assessment of the 

risks associated with them. It outlines the necessary practices and resources to meet the requirements of the 

statement and employees are required to co-operate fully with the statement. 

 



Under Part VI of the 1993 Safety, Health & Welfare at Work General Application Regulations employers are 

required to take appropriate steps to reduce the risks from manual handling where it cannot be avoided and 

to organise workstations/work situations in such a way to make handling as safe as possible by: 

* Assessing the health and safety conditions of the type of work involved and in particular examine the 

characteristics of the load. 

* Reducing the risk by taking appropriate measures by considering the characteristics of the load, the 

physical effort required, the work environment and the requirements of the activity. 

* Providing manual handling training to those employees involved in manual handling and, where possible, 

give precise information on the weight of each load and on its centre of gravity when the package Is 

eccentrically loaded. 

Services must ensure that staff receive manual handling training (see Section 2 - Contracts of Employment). 

Health & Safety Benefit 

A pregnant employee or an employee who has recently given birth or an employee who is breastfeeding 

may be eligible to apply for this benefit if they are exposed to risk to their health and safety as defined in the 

European Communities (Social Welfare) Regulations, 1994 (No. 312 of 1994). These Regulations specify the 

agents, processes and working conditions which may constitute a risk or employees who are required to 

perform night work and their doctor has certified that it is necessary for their health and safety that they 

don't perform such work and it is not technically or objectively feasible for the employer to remove the risk 

or adapt the working conditions/hours or move the employee to suitable alternative work. 

1.3.17. Terms of Employment (Information) Acts, 1994-2001 

The Acts apply to employees who have service of | month or more and employed: 
  

* Under a contract of service or apprenticeship. 

* Under a contract with an employment agency to work for a third party. 

* In services of the State, Garda Sfochdna, Defence or Civil Service. 

* In services of Local Authority, health board or VEC. 

The purpose of the Acts is to give the minimum information requirements that an employer must provide 

to an employee in a written statement. 

Contracts that are issued on or after 16 May 1994 must be given, not later than 2 months following the 

commencement date by the employer, in writing. The details that should be covered in a contract of 

employment are outlined in Section 2. 

lf an employee has been in employment prior to 16 May 1994 and requests a written statement of the 

terms/conditions of employment this must be provided within 2 months of the request. 

Some employers provide terms and conditions of employment and policies and procedures of the service 

in a company handbook. 

Any changes in the employee's terms/conditions should also be confirmed in writing. Obviously it is good 

practice to do this before the changes happen but it should happen not later than | month after the changes 

 



  

have been implemented. Records should be kept for the duration of the employee's employment and fora 

further | year after leaving. 

1.3.18 Unfair Dismissals Acts, |977-200] 
  

These Acts cover employees who have more than | year's continuous service and who are aged 16-66, The 
dismissal is deemed to be unfair until the employer proves otherwise. There are three forms of redress that 
the Unfair Dismissals Tribunal may apply to employees where dismissal is proven unfair. 

* Re-instatement in the job with no loss of pay. 

* Re-engagement in the employment on terms determined by the Tribunal. 

* Compensation (by the employer) of an amount of up to 2 years' remuneration. 

The Acts require that the employee must make a written claim within 6 months of the dismissal or in 
exceptional circumstances, 12 months. The Acts are relevant when dealing with contracts of employment, 
which are fixed term and specific purpose contracts. According to the Acts: 

* A probationary period cannot be extended beyond 12 months. 
* An employer must give written notice of any agreed or established dismissal procedure to every 

employee within 28 days of starting work. Any alteration of the procedure must also be notified in writing 

within a 28-day period. 

1.3.19 Other Relevant Employment Legislation 
  

This list is not exhaustive 

* Freedom of Information Act, 1997 

* industrial Relations Acts, 1990-200 | 

¢ Pensions Act, 1990 

* Protection of Employees (Employer's Insolvency) Acts, 1984-1991 

* Protection of Young Persons (Employment) Act, 1977 

* Redundancy Payments Acts, 1967-2003 

Note: Employment legislation is continually being revised and developed. European Union Directives on 
employment rights will continue to be issued — all of which, in time, the Irish Government must implement, 
usually by a specific date as outlined under the Directive. Detailed information on all aspects of employment 
legislation may be obtained from The Department of Enterprise, Trade and Employment Information Section 
(see Sources of Useful Information in Appendix 1). 

|.4 FORTHCOMING LEGISLATION 
  

1.4.1 Adoptive Leave 

The Adoptive Leave Bill, 2004 is in the final stages of the Dail and Seanad and is likely to be enacted later 

this year. It will include the following: 

  

* Entitlement to time off without loss of pay to attend pre-adoption classes or meetings which the 

employee is obliged to attend. 

* Termination of additional adoptive leave where the employee is ill, to transfer to sick leave. This would be 
treated in the exactly the same way as any employee's absence from work due to sick leave. 

 



* Allows for postponement of the adoptive leave or additional adoptive leave where the adopted child is 

hospitalised. The same principles apply as outlined under the same circumstances for maternity leave. 

1.4.2 Parental Leave 
  

The Parental Leave (Amendment) Bill 2004 and is likely to be enacted later this year The following changes 

are indicated: 

* The age of the child for which parental leave can be applied for will go from 5 years to 8 years. 

* in respect of a child within two years of an adoption order where the child was between the ages of 6 

and 8 years when that order was macle. 

* In the case of a child with a disability up to the age of 16 or when the child ceases to have that or any 

other disability, whichever comes first. 

* The 14 weeks may be taken in two blocks. 

1.4.3 Health & Safety 
  

The Safety, Health and Welfare at Work Bill, 2004 expands considerably on the 1989 Act which it is designed 

to replace. This new legislation should be in force later in 2005. 

Some of the important issues raised by the Bill include: 

* A competent person must be employed to manage safety in the workplace. 

* Hazards must be identified and risk assessments carried out which are thorough and reviewed on a 

regular basis. 

* ‘Training has to be relevant and understood and there is a duty on the employee not to misrepresent any 

training he/she has received. 

* Employers will have new rights to test employees for intoxication. 

* Employers must demonstrate that safety is managed appropriately, and that the company is in compliance 

with its legal safety obligations. 

Under the new Bill there will be new procedures for health and safety complaints, including references to 

the Rights Commissioners and Employment Appeals Tribunal. The penalties have been increased and the Bill 

is drafted in such a way as to make it easier to successfully prosecute directors and senior officers involved 

in health and safety management. 

1.5 RELEVANT LEGISLATION RELATED TO THE CHILDCARE SECTOR 

The following information is relevant to those who are childcare providers: 

* The Child Care Act, 199] 

* The Child Care (Pre-school Services) Regulations, 1996 

* The following Regulations are also relevant: 

* Articles 9,11,10.2, 31.1 

* The following Sections are also relevant: 

* Sections 49,51, 53, 58. 

* Insurance ~ Section 30 of the Child Care (Pre-school Services) Regulations 

  

° Areas covered include employer's liability, public liability, motor insurance, fire and theft 

 



* Protection for Persons Reporting Child Abuse Act, 1998 

* The Local Government (Planning & Development) Acts, 1963-1999 

* Building Control Act, [990 and the Building Regulations 1997 & 2000 

* The Safety, Health and Welfare at Work Act, 1989 and the General Applications Regulations, [993 

* The Fire Services Act, 198] 

* European Union Hygiene of Foodstuffs Regulations, 1998 & 2000 

* National Rules for Electrical Installations (ET 1020) (2nd Edition 1991); 1.2.813 Code of Practice for Gas 

Installations. 

Source: Supporting Quality: Guidelines for Best Practice in Early Childhood Services (French, 2003) and Minimum 

Quality Standards in A Nursery ~ Towards Quality Daycare (Byrne et al, 2003) 

See Sources of Useful Information in Appendix | for further information. 

2s & Legislation 

 



  
Do you remember the ethical approach to managing people? 

Are all the relevant stakeholders involved in developing policies and procedures and/or monitoring, 

evaluating and reviewing? 

Have your staff"signed off" on the policies to say that the have read and understand them! 

Have you organised training, e.g. manual handling, bullying/harassment and sexual harassment? 

Have you developed a child protection policy? 

Remember, there are two procedures that should be followed if an allegation is made against a staff 

member: 

a) Mandatory reporting — report the incident of alleged child abuse. 

b) If the allegation is made against an employee follow the appropriate procedure which should 

encompass the rules of natural justice and have due regard to employment legislation. 

Get Help! 

How are you going to keep updated with changes in employment legislation? 

Are you familiar with the relevant childcare legislation? 

If you have to deal with a grievance or discipline procedure don't forget, the rules of natural justice 

must be applied. 

Have you remembered to record things in writing, date them, give your employee a copy and keep 

a copy on file? 

Record Keeping — are you keeping records of 

* Annual leave, statutory sick pay, parental leave, force majeure leave, carer's leave, record keeping 

regulations — Form OWT, record of minimum wage, tax and PRS! returns? 

* Remember to check out the Department of Enterprise Trade & Employment website to 

download forms. 

Is your health & safety statement reviewed at least annually? 

* Have you done your risk assessment? 

* Have you a health and safety audit check list? 
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Perhaps the most important of all the personnel functions is the recruitment and selection of staff ~ without 

staff you cannot operate your service. if employees are seen as the most vital resource of a service, then 

securing that resource is a crucial step in contributing to the success of the service. 

McMahon (2002) notes that many of lIreland’s most reputable employers have found themselves in murky 

legal waters for the manner in which they handled their recruitment and selection activities. They include 

Ryanair, larnréd Eireann, Superquinn, the Revenue Commissioners, Trinity College and University College, 

Dublin ... and the Eastern and Southern Health Boards. 

Effective recruitment is the key to the successful functioning of any service. Finding the people with the 

necessary skills, expertise and qualifications to meet the service's aims and objectives is dependent on 

successful recruitment. It is the manager's responsibility to recruit and select the best candidate for the job 

Other key points regarding recruitment and selection within a childcare service are: 

* Recruitment and selection systems which are fair, consistent and valid 

* Acknowledging all applications, where possible, ensuring they are treated confidentially with access only to 

those who are involved in the recruitment process 

The Chartered Institute of Personnel & Development (CIPD) recognises that children and young people are 

a vulnerable section of the population and that employers need to exercise vigilance and rigour in their 

recruitment of staff’ The CIPD (1999) comment that ‘there is no substitute for comprehensive, consistent 

and rigorous recruitment and selection checks and procedures. Employers must tighten up their selection 

and recruitment procedures to ensure maximum care is taken when seeking staff to work with children’. 

The key message then for those with responsibility for recruiting people working with children is that 

consistency, rigour and thoroughness in applying the checks and procedures, each and every time, is 

paramount. Employers must not shirk their task of asking demanding, probing and difficult questions of 

applicants. Lack of time, resources or money must not tempt employers into circumventing best practice in 

recruitment and selection. 

This Section takes you through the following stages in the recruitment and selection process: 

* Preparing for the Recruitment and Selection Process 

* Job Description 

* Person Specification 

* Qualifications 

« Advertising the Job 

* Formalising the Interview Process 

* Processing Applications 

* Planning the Interview Programme 

* Planning the Interview Process 

« References 

* Medical/Garda Checks 

* Appointment ~ Contract of Employment 

* Introducing DAISE 

 



2. PREPARING FORTHE RECRUITMENT & SELECTION PROCESS 
  

Recruitment is the process of seeking applicants for a job vacancy. Selection is the process of choosing the 

successful applicant. Therefore the task for the employer is to recruit and select the best candidate for the 

position. Planning, care, time and attention are essential for all childcare services in their recruitment process. 

Before you start the process, take a sheet of paper and define your requirements. Answer the questions set 

out below and add any others you might fee! are appropriate. 

* Why are you taking on an employee? 

* What will the rate of pay for your staff be? Have you included employer's PRSI and other relevant costs? 

Will pay be subject to an incremental scale and/or any national wage agreements? Don't forget about the 

minimum wage. 

* What will the cost of the recruitment and selection process be? 

* What obligations must you meet as an employer? 

* What kind of an employer do you want to be? 

* How many staff does the service need? 

» Will the job be full time or part-time, permanent or fixed term (see Section 1.3.14). 

* Have you thought through what exactly the role will be of your new employee? 

* What skills and abilities will they need to perform their job effectively? 

* What are the terms and conditions of employment for the job? 

Considering this list of the key areas will be of assistance to you in compiling a job description and person 

specification. 

This might be a good time to take the step of developing a recruitment and selection policy. If you are 

embarking on this process don't forget to write your policy in compliance with equal opportunities 

guidelines. Why not use the Sample Recruitment & Selection Policy outlined in Appendix 5 as a starting point 

and develop, amend and adapt as appropriate to your service? 

2.2 JOB DESCRIPTION 
  

The job description outlines the basic details of the job. It usually includes the job title, reporting relationships, 

location, the main activities or tasks of the job and any other particular requirements.A job description should 

be a description of the job and just that, not the person you want to do it. 

The usual format of a job description is: 

* Name and address of employer 

* Job title 

* Location 

* Who s/he will be responsible for 

* Who s/he will be responsible to 

« Job purpose 

* Key activities or tasks 

 



Key terms and conditions for the job can be included either before the key activities or tasks or at the end. 

Areas that should be included so the candidate has as much information as possible are: 

* Hours and days of work 

* Salary range 

* Whether job is permanent/fixed term/full-time/part-time or publicly funded labour market scheme, eg. 

social economy, jobs initiative or community employment 

¢ Annual leave 

Some services provide this information on a separate sheet together with a short background history to the 

service. Having a well-defined job description, person specification and information note about your service 

means the more attractive you will appear as a good employer to your prospective candidates. It also gives 

the potential applicants specific information on the nature of the job and the role within the service. 

When an employee leaves the service, don't forget to revisit your job description for the position and do a 

re-assessment. Are the duties still relevant? Do you need to make any changes? If the post was full-time does 

it still require a full-time position? Could it be advertised as a job sharing position? Would one or two part- 

time positions be more appropriate? 

Appendix 6 contains a Sample Job Description. 

2.3 JOB/PERSON SPECIFICATION 
  

A job specification is a statement of the component tasks, duties, objectives, standards and environmental 

circumstances of the job. A person specification outlines the ideal kind of person required to perform the 

job effectively (McMahon, 2002). 

A person specification should be drawn up for each particular job description.A person specification specifies 

the range of requirements and abilities of the person required to undertake the job in question. It may be 

useful to begin by compiling a list of essential and desirable requirements, Decide what is essential and what 

is desirable for the job. For example, don’t state under qualifications that a B.A. in Early Childhood Care and 

Education is essential, when a FETAC Level 3 Childcare Certificate may be the essential qualification with a 

higher-level qualification as desirable. Make sure that whatever you put as an essential requirement is indeed 

such. Ensure that you don't set unjustifiably high standards as you may be asked to verify your decision. 

A person specification involves preparing a description of 

« Education 

* Training 

* Qualifications 

* Skills 

* Knowledge 

* Experience and competence/competencies 

* Personal qualities 

Appendix 7 contains a Sample Person Specification. 

 



24 QUALIFICATIONS 
  

Childcare qualifications will vary in each childcare service. The important thing to remember is that if you 

specify a certain level of qualification it must be justifiable. At present in Ireland there are no specific 

requirements under legislation for childcare training. 

Article 7 of the Child Care (Pre-school Services) Regulations, 1996 states that'A person carrying on a child care 

service shall ensure that a sufficient number of competent adults are supervising the pre-school children in the 

service at all times’. A competent adult is described in the explanatory guide accompanying the Regulations, as 

‘a person who has an appropriate qualification in child care and is a suitable person to care for children’. 

The Child Care (Pre-school Services) Regulations, 1996 are currently under review. While they have yet to 

be ratified there is a general view within the childcare sector that there will bea requirement for at least 

50% of staff working in services to have undertaken childcare training at a minimum of FETAC Level 2. 

This would be seen as a very positive step by those involved in childcare as most research in the area 

suggests that there are many benefits for the children where adults have appropriate training. The Centre for 

Social and Educational Research, DIT, (1998) cites that young children who are cared for by adults with 

specialised training do better on measures of social and cognitive development and that staff provided more 

sensitive and appropriate caregiving. 

Services should also be aware of the developments in relation to childcare qualifications. Quality Childcare and 

Lifelong Learning: Model Framework for Education, Training and Professional Development in the Early Childhood 

Care and Education Sector (2002) acknowledges the dynamic changes that are occurring in the field, which 

will in the future require flexibility, regular review, evaluation and revision of policy developments relating to 

qualifications. The work has led to the development of a model incorporating a set of core values, 

occupational profiles and standards in relation to training and qualifications. 

The National Qualifications Authority of ireland (NOQAI) was established in February 2001 in recognition that 

a new body was required to oversee the development of a national framework of qualifications within 

Ireland. One of the objectives is the establishment of an awards framework under which awards at ten levels 

will be accommodated ranging from awards gained in schools, the workplace, the community, training centres, 

colleges and universities, from a basic level to an advanced level of learning. 

Childcare training courses awarded by NCVA, City & Guilds, FAS, NNEB and others are now awarded 

through FETAC - the Further Education & Training Awards Council. The NQAI announced in January 2005 

the placement of existing and former awards in the National Framework of Qualifications. Under the new 

structure Childcare Certificates awarded at Level | are now Level 4, Level 2 are now Level 5 and Level 3 

are now Level 6, Other awarding bodies under the NQA\I are the SEC ~ State Examinations Commission 

(Department of Education & Science), HETAC — the Higher Education & Training Awards Council, DIT - 

Dublin Institute of Technology and the Universities. 

The diagram on the next page will give you a good overview of the new structure and awarding bodies. 

Further information is available from www.ngal, wwwéetacie, wwwihetacie or individual Institutes of 

Technology and Universities. 
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20 ADVERTISING THE JOB 

If you reached this point you should have your Job Description, Person Specification and perhaps an 

Information Note, if appropriate. So where do you go from here? You need to decide what are the most 

appropriate means of advertising your job. 

Of course you can always decide to use a recruitment agency, a childcare consultant or a personnel 

consultant to look after the advertising and shortlisting of candidates for you. But this will be an additional 

cost ~ do you have the resources to cover the cost? 

You can advertise internally within the service and externally. The objectives of advertising the position should 

be to attract attention, create interest and stimulate action by the potential candidate. 

Some suggestions for advertising include: 

* National newspapers 

* Local newspapers 
, 

* FAS 

* Local Social Welfare Offices 

* Post Office 

* job Centres 

 



* Community Centres 

« Local Area Partnerships 

* Childcare training colleges 

* Specialist journals 

* Internet 

* Your local City/County Childcare Committee websites 

* Other childcare websites 

The next step is to draft your advertisement for the position. State your requirements for the job as factually 

as possible. Create an interest but don't oversell the job. The following list is a recommendation of points for 

inclusion in your advertisement: 

* Employer's name 

* Brief description of the service 

* Job title of the position being advertised 

* Full-time/Part-time/Permanent/Fixed Term 

* Hours 

* Location of job 

* Outline of responsibilities and duties 

* Minimum experience, qualifications and any other details that you require 

* Personal qualities 

* Salary range 

* How applicants should apply 

* Closing date 

If you have an Equal Opportunities Policy, then you should state this on the advertisement. Under the 

Employment Equality Act, 2004 (see Section |) both the recruitment and selection process must not 

discriminate, either directly or indirectly, on the nine grounds listed, e.g. advertisements cannot define or 

describe a position on the basis of gender. 

An interesting point to note and consider in the recruitment area is highlighted in the National Childcare 

Strategy (1999): 

The Expert Working Group considers it desirable that children should have contact with both men and 

women in childcare services and that the child care sector should aim to achieve the following target: “Twenty 

percent of staff employed in childcare in collective services should be men’ (Target 29 of the European 

Comrmission’s Network on Childcare Action Programme. Quality Targets in Services for Young Children, 1996) 

Nine years later the childcare sector is still struggling to achieve this target.A possible area for positive action! 

Some services will use an application form, and their advertisement will request that potential candidates 

either phone or email for an application form and relevant information, which is then posted to the 

applicants. Other services will require potential candidates to submit a Curriculum Vitae (C.\V.) with a 

covering letter — this can be by post or email. In either situation the potential candidates should receive the 

relevant information in relation to the position they are applying for. 

 



  

By using an application form you are ensuring that all potential candidates are being considered on the same 

basis. It can be difficult to sift through a number of C.Vs to ascertain the information you require —in an 

application form it is all set out in the sarme manner Appendix 8 shows a Sample Application Form. 

2.6 USING A STRUCTURED INTERVIEW PROCESS 
  

Research would indicate that for the selection interview the approaches most widely used are the 

biographical, the behavioural and the situational.‘In an ideal world, interviewers should deploy a combination 

of all three’ (McMahon, 2002). 

Porteous & Hodgins (1995) note that the structured interview method is used in 55% of small organisations. 

Most childcare services would fall into this category of organisation. 

The process that is outlined in the following sections uses this type of combination approach in order to best 

help you to decide 'who is the best person for the job’. 

2.7 PROCESSING APPLICATIONS 
  

Using your person specification you should match your candidates against your essential and desirable 

criteria. Whichever method of application you choose to use, this is the process you should follow to shortlist 

your candidates for interview. A C.V. may mean you have to look more carefully to find the information to 

complete the exercise. There is often a big difference as to how C.Vs are laid out and the information that 

is given therein. An application form however, will assist you as all of the information will be set out in the 

same format. 

It is recommended that shortlisting of candidates be carried out by at least two people. in order to undertake 

this exercise those responsible should: 

a) Ensure that decisions taken are based upon the criteria agreed in drawing up the person specification 

and job description. 

b) Set aside time, without interruptions, to go through all of the applications. 

At this point you should have a list of candidates that you would like to interview and a list of candidates 

that may not have met all your criteria. 

2.8 PLANNING THE INTERVIEW PROGRAMME 
  

Now you are ready to set an interview date and to invite the shortlisted candidates to attend interview. It is 

always good practice to have more than one person conducting the interview. Most interview panels should 

have three people but not less than two, and where possible there should be a gender balance. Having agreed 

your interview panel, the date, place and timeframe for your interviews, you can start to invite your candidates, 

You can either phone or write to the candidates shortlisted for interview. If they are unfamiliar with the area, 

sending them a map with directions can be helpful. Phoning people is usually the best approach so that if you 

need to adjust times it can be done more easily, 

 



If you are phoning to agree interview times it would also be prudent to confirm this in writing with the 

shortlisted candidates. McMahon (2002) suggests that in corresponding with the shortlisted candidate an 

outline of the possible content of the interview should be given.A Sample Letter may be found at Appendix 9. 

There is a limit to how many interviews can be conducted in a day ~ the usual recommendation is six to 

eight depending on the type of position you may be interviewing for. 

At this point, services may decide to write to the candidates who were not shortlisted; other services may 

not complete this part of the process until the selection is completed. In either situation the candidate should 

be responded to in writing thanking them for their application and informing them that they have not been 

shortlisted for interview. Even those who are not selected for interview will appreciate a letter from you. It 

gives an impression to the candidate of the kind of employer you are or are aiming to be. 

Now you need to commence planning the interviewing process. 

29 PLANNING THE INTERVIEW) PROCESS 
  

Your interview panel should receive a copy of the application forms or C.Vis together with the job 

description, person specification and any other information the candidates received. 

It is important to draw up a list of questions that will be asked of each candidate. Remember to include 

situational and hypothetical questions. The interview panel should meet prior to the interview and agree who 

will ask what questions. The interview panel should appoint a chairperson who will introduce the candidate 

and outline the process of the interview and then close the interview and thank the candidate for attending, 

It is important for the interview panel to be aware that there should be no form of prejudiced judgements 

or behaviour and no racist or sexist remarks. 

Requesting candidates to make a presentation (related to the job advertised) or undertake some form of 

practical exercise to assess their suitability may also be of assistance. For example, if the childcare service Is 

keen to develop arts and crafts, each candidate could be asked to devise five things to do with scrap 

materials. The practical exercise or presentation should take place in conjunction with their interview (i.e.0n 

the same day). 

Other suggestions might include asking the candidates to spend some time in the childcare service to see 

how they interact with children. Or asking candidates to complete a written paper on "what would they do" 

in a number of hypothetical situations. If you decide to use an additional procedure to assist in your selection 

process make sure you build in the time and/or have additional person/s who can be available if required, 

e.g, to monitor the time for completing a written paper. This type of approach to the selection of your chosen 

candidate is part of what is known as the structured interview process and the letter referred to in Section 

2.8 that you send to your candidates should reflect this. 

Remember — whatever options you decide to use in your selection process do ensure that all candidates are 

required to do the same thing, e.g. written questionnaire, spend time in the service with children and 

interview. 

 



  
Best practice recommends consideration of the following points in the interview process: 

* A suitable venue should be organised which is free from interruptions and has a comfortable waiting area 

for candidates. A toilet should also be available. 

« [If the candidates are coming into a reception area make sure the receptionist is aware there are going to 

be interviews and that they have a list of candidates. 

* The furniture in the interview room should be arranged appropriately, and in a manner which reflects the 

style of the interview, i.e. formal/semi-formal. 

* Every effort should be made to represent both sexes on the interview panel. 

* The interview panel should formulate an interview strategy. 

* A fair approach would recommend a standard rating or points system to rate each candidate's 

qualifications, experience, personal attributes and performance during the interview. 

* Leave some time between each interview, say [0/15 minutes to allow you to write up your score sheet 

and agree comments. 

A score sheet can be drawn up using the person specification and the job description, where you outlined 

your requirements for the position under the headings of education, training, qualifications, skills, knowledge, 

experience and competence/competencies and personal qualities. If necessary, certain points can be 

weighted in favour of others, if using a weighting process this must be justifiable. A Sample Interview Rating 

Form may be found at Appendix 10. 

Here are some basic rules about setting up the room for interview: 

* Everything that encourages the applicant's concentration is GOOD 

« Everything that distracts the applicant is BAD 

Do a check of your room: 

* |s there a glare from the windows 

* Noise 

* Telephones 

* Room too hot/cold 

* Activity outside the window 

* Anything else in the room that may be distracting, e.g. pictures 

The seating arrangement is also important — it shows the applicant that: 

* You are approachable 

* You have time to listen to them 

* You are interested in what they have to tell you 

What the set-up of the room should not say is: 

* We are important 

* We like to assert our authority/power 

* We have better things to do with our time 

The use of desks is a matter of preference ~ some prefer to maintain the formality of a desk, others prefer 

to conduct interviews in a more informal and open way. If you are using a desk a round table is usually better. 

The chairs should all be the same, of equal height and placed evenly around the table, rather than two to 

one side and one directly opposite. 

 



2.10 THE INTERVIEW 
  

An interview can be seen as a conversation with a purpose. The interviewee should do most of the talking 

and the interview panel should do the listening. The interview panel should have the ability to establish 

rapport with the candidate, listen and ensure continuity during the interview. If the interview panel wish to 

make notes then it is courteous to inform the candidate, but don't forget the guidelines on recording 

mentioned earlierin Section |. 

Every effort should be made to ask questions of an open nature, so that the candidate can detail their 

knowledge and experience and is not confined to giving a ‘yes’ or‘no’ answer, e.g.Can you describe a situation 

when...?’ 

Armstrong (1999) suggests using the following ten useful questions as a framework for your interview 

questions: 

* What are the most important aspects of your present job? 

* What do you think have been your most notable achievements in your career to date? 

* What sort of problems have you recently successfully solved in your job? 

* What has been your experience offin...? 

* What do you know about...? 

* What is your approach to handling. ..? 

+ What particularly interests you in this job and why? 

* Now that you have had an opportunity to read the job description and heard about the job, would you 

tell me which aspects of your experience are most relevant? 

* Is there anything else about your career that hasn't come to light in the interview that you think ts 

relevant? 

« What have you learned from your present job? 

* The following types of questions should be avoided. You'd be surprised how often these questions are still 

asked at interviews: 

« Who is going to look after your children? 

® Are you planning to have any more children? 

» How do you think you might fit in being the only man? 

e You live 40 miles from the service — how will you get to work on time? 

At the end of each interview the individual candidate should be assessed against the criteria set out under 

your points/rating system. One scoring system sheet should be used for each candidate and the interview 

panel should sign off at the end of the sheet. 

At the end of the day when you have completed your interviews you should have a situation where you can 

compare your assessment of each candidate. You can then conclude, based on the assessmerit, which 

candidate merits the offer of the position. Remember if you have weighted any of the criteria be consistent 

it must apply to all of your interviewed candidates. 

In situations where interviewers cannot decide on their choice of candidate, second interviews may be 

convened at a later stage. If a suitable candidate cannot be identified, you may make the decision to re- 

advertise the post. 

 



It is important to ensure that written records of the interview assessments are kept for each candidate. For 

an unsuccessful candidate the record should be kept for at least one year after the interview. This is 

particularly important should a dispute arise over the selection of a candidate, or should a. candidate allege 

that an interview panel illegally discriminated against him or herA person has 6 months within which to bring 

such a claim under the Employment Equality Act, 2004. 

As mentioned in Section |, taking an ethical approach to management is important, so start here! Treat all 

your candidates with consideration and respect; let them know when they might expect to hear the outcome 

of the selection process. If you haven't responded to your candidates who were not shortlisted, write to 

thank them now. 

2.11 REFERENCES   

Good employment practices recommend the. importance of obtaining and checking references. Each 

candidate should be requested to supply with their initial application the names, addresses and contact 

numbers of at least two referees who are not family members. At least one of the referees should have direct 

knowledge of the candidate's ability and suitability to work with children. 

it is important to be conscientious in checking references. Reference checks must always be taken up to 

check the candidate’s employment history, qualifications and experience. Telephone references should be 

followed up by written references or vice versa. Employers should verify the applicant's identity, experience 

and qualifications claimed. Interestingly the CIPD states, ‘it has been shown that up to eight in ten applicants 

embellish information in some way about their qualifications and experience’. McMahon (2002) comments 

that University College Dublin, the South Eastern Health Board, Manchester United and Newcastle Football 

Clubs have all made senior appointments only to discover that the successful candidate had manipulated their 

“facts” to secure the job offer 

Services must ensure that they follow up on the reference with the named referee, remember there is no 

substitute for rigours and diligent reference checking. References are usually viewed as confidential and are 

therefore not generally accessible to candidates. However, some services may fall within the remit of the 

Freedom of Information Acts, 1997-2003 and are advised to check with their legal advisors regarding the 

implications in relation to this issue. 

Appendix |! outlines a Sample Reference Check Questionnaire. 

2.12 SAFETY/GARDA CHECK   

New procedures in relation to Garda checks were announced in 2004 by the Minister of State for Children 

at the Department of Justice, Equality and Law Reform, Brian Lenihan. At this time the actual process by 

which childcare services and other organisations involved with children can apply for Garda clearance has 

not been formalised. There is no doubt that the extension of the Garda clearance procedure for all those 

whose work involves children is to be recommended. It would appear that in practical terms the situation 

has not progressed any further since the original comments, in 1999 by the Minister for Justice Equality and 

Law Reform, who commented that the extension of the system should be operational in 2002. 

 



In light of the above situation childcare services should issue the candidates selected for interview as part of 

their recruitment a standard form requesting permission from the candidate to seek Garda clearance. This 

form can be held on file until such time as the new procedure is clarified for childcare services. 

The current procedure for Garda clearance can only be done with the written consent of the candidate. The 

employer is then authorised to check with the Gardaf whether or not the applicant has had any convictions 

recorded against them in relation to children (ie. which could render them a child protection risk and thus 

unsuitable to work with children). 

Therefore the need for services to include such a form as part of the recruitment process is appropriate as 

services will have completed the first part of the procedure to access Garda clearance. 

2.13 MEDICAL CHECKS 
  

it is important that the candidate is in good health as work with young children can be physically demanding. 

Additionally, childcare staff can be exposed to a range of childhood illnesses in the course of their work. 

Some services have appointed local GPs to act as company doctors to support and advise the service in 

relevant areas. In this situation, the successful candidates may be required to complete a medical examination 

with the service’s company doctor Other services may request the candidate to complete a medical 

questionnaire form, which is then forwarded directly to the company doctor: In either situation, the company 

doctor should be given a copy of the job description and person specification so that s/he is clear about the 

role the candidate is undertaking. !t would also be prudent for the service to ensure that the company doctor 

is well versed in the activities and information relevant to the service. However, under an equal opportunity 

policy neither a disability nor a history of poor health should bar an individual from being seriously considered 

for appointment to a post. 

2.14. APPOINTMENT —~ CONTRACT OF EMPLOYMENT 
  

Now that you have made the decision to employ the successful candidate, a written offer of employment 

should be sent to him/her. The letter usually contains the following: 

* job title 

* Date of commencement 

Salary of the prospective employee 

* Terms and conditions of employment 

* Relevant policy documents. 

lf the person accepts the offer, the contract of employment has legally come into being, ie. an offer of 

employment has been made and accepted. 

 



Services might also wish to consider inserting a clause in their contracts in terms of “Conflicts of Interest’ 

Issues that might give cause for concern are: 

* Parents requesting staff to babysit. Some services have requested staff not to babysit for parents of 

children who are attending the childcare service, as this may cause issues of conflict in terms of favouritism 

or if the service has to address any issues with the parents or staff. If you take this approach you should 

also reference this point in your parent’s handbook/information pack. 

* Staff who are double jobbing (working day time with the childcare service and in another job in the 

evening). There are issues in relation to the two jobs as defined under Section 33 of the Organisation of 

Working Time Act, 1997. This Act limits the maximum average working week to 48 hours. (see p.27 for 

further information) 

Appendix. [2 contains a Sample Contract. 

2.15 COMPANY HANDBOOK   

A company or staff handbook can be an excellent means of communication with the employee. It can be 

used as a source of reference giving the employee autonomy in checking out information regarding their 

entitlements and is also an aid to induction and training.A copy of the company handbook should be given 

to each employee with their contract of employment. Having a handbook can also reduce the large amount 

of information that otherwise may have to be included in a contract of employment. A company handbook 

that includes reference to policies and procedures is another support mechanism for employers in ensuring 

that the employee has received and understood the information. 

The following information should be included in the company handbook: 

* Policies and Procedures ~ usually those included in the personnel section but do include others from the 

other sections (childcare and health and safety) that you consider relevant. 

« Induction (see below) 

* Probation 

° Confidentiality 

* Bullying/Harassment and Sexual Harassment 

¢ Training & Development 

* Time Keeping 

* Absence from the work place 

* Health & Safety —- manual handling, child protection, first aid, safety statement 

* Hygiene 

* Personal messages/phone calls 

* Email and Internet Usage 

* Terms and Conditions of Employment 

2 Methods of payment and frequency 

2 Annual Leave — and other leave such as public holidays, maternity, adoptive, parental, force majeure, 

carers, and jury duty 

Q Sick Leave 

a Pension Scheme or PRSAs 

© Notice 

2 Support & Supervision and Performance Appraisals 

 



This list is not exhaustive and services should compile their company handbook to meet their particular 

requirements. 

2.16 INDUCTION 
  

This area is often overlooked but can provide a valuable resource to the new employee. The purpose of 

induction is to ensure that the employee is welcomed into the service, integrated into the staff team and is 

of benefit for both the employee and the employer It also ensures that new employees are given the basic 

information they need to settle into the job and commence work. According to Armstrong (1999) induction 

has four aims: 

* Smoothing the preliminary stages when everything is likely to be strange and unfamiliar to the new staff 

member 

* Establishing a favourable attitude to the service so that the staff member is more likely to stay. 

* Obtaining an effective output from the staff member within a reasonable timeframe. 

* Reducing the likelihood of the employee leaving quickly. 

Induction usually involves the new employee meeting other employees and hearing about all aspects of the 

service. It also involves taking time to read written information about the service and the new job. Induction 

courses should ideally take place as soon as possible after the new employee commences work. Some 

services organise group induction courses on a quarterly basis or over a number of weeks, For smaller 

services it may be carried out on an individual basis. 

Remember when designing your induction programme that all employees need to be able to work in a safe 

and healthy manner, people can only take in so much information at any given time, so don’t overload them! 

Usually the manager is responsible but many organisations are looking at engaging a number of people to 

participate in the delivery of the programme. Some organisations have appointed a mentor or buddy who 

supports the new employee throughout the induction. This could be another staff member who has been 

employed for some time and is familiar with all of the operational aspects of the service. 

In developing an induction programme, services should use the opportunity to include the use of such a 

programme for students and volunteers as well as the new employee. Some of the following suggestions 

might be included: 

* Orientation — (physical) describing where the facilities are, on a bus/train route, location of shops, banks, 

* Orientation ~ (organisational) showing how the employee fits into the team. 

* Information about the service such as mission statement, ethos, values. 

* Introductions to the children, parents, management committee and any other appropriate personnel. 

* Health and safety such as prevention of accidents, protective clothing, safety rules, nappy changing/toilet 

time, first aid, fire drills, health and safety statement, cleaning of spillages. 

* Child protection procedures - mandatory reporting, what to do, who to speak to if there are any causes 

for concern. 

* Childcare issues such as relationships with parents, childcare curriculurn, behaviour management, equal 

opportunities, outings, meal times. 

* Legislative requirements in relation to health and safety, childcare, employment entitlements. 

* Conditions of employment such as hours of work, breaks, sick pay, maternity leave, parental leave, payment 

of wages, appraisal system, medical insurance, personal retirement savings accounts, annual leave. 

 



* An issues arising frorn contract of employment - ideally the new employee should have their contract 

before they commence work so that any matters arising can be dealt with, 

* Policies & procedures that are essential in relation to personnel, childcare and health and safety. 

* Training ~ including manual handling, first aid, fire equipment, child protection and any other related area 

that requires training in order for the new employee to be able to carry out their job. 

Some of the programme might be developed around presentations with questions and answers or active 

learning tasks (give the new employee a questionnaire where completion involves them talking to people in 

the service). Other methods might include videos, e-learning and mentoring. 

As with all work activities it would be recommended that the induction programme be monitored and   
reviewed to ensure its effectiveness, Regular monitoring will also ensure that the programme is updated in 

relation to new developments in the service, legislation and best practice. 

2.17 PERSONNEL FILES 

Employers should have a personnel file for each employee. Legislation requires that certain records be kept 
  

as outlined in Section |. Services also need a record of the candidate's employment history during the period 

of the employment with the service. This is provided through information held on the employee's personnel 

file. Personnel files should contain the following: 

* Application form or CNV. 

* Letter of application 

* All letters regarding recruitment 

* Copy of the Job Description and Person Specification 

* Copy of advertisement for the job 

* Scoring/Rating interview assessment 

* Signed Contract of employment 

* References 

* Any letters changing terrns and conditions of employment 

* Absences 

* Accidents 

* Disciplinary/grievance procedures 

* Induction and other related training 

* Salary scale, point on the scale and incremental date, if applicable 

Services should seek the employee's permission to place the name and contact address/telephone number 

of his/her next of kin on the file in case of accident or emergency during work. 

It is the employer's responsibility to keep all employment-related records and personnel files securely and 

confidentially. The Data Protection Acts, 1998-2003 now apply to information stored in either a computerised 

or manual format. 

_ Recruitment & Selection Process 

 



2.18 Finally — Introducing DAISE 
Before you move to Section 3 I'd like to introduce DAISE — you'll note she spells her name with an ‘e’ not a 
  

'y. She's a very helpful friend and you'll find her useful in this minefield of information in assisting you to 

remember the process for recruitment and selection. 

raw up your job description and person specification 

dvertise the job, shortlist your candidates 

nterview, prepare for and interview your candidates 

elect your candidate, do those checks and procedures 

mploy and retain your chosen candidate/s 

  

© Mary Byrne 

 



  
Have you thought through the recruitment and selection process? 

Have you written up a recruitment and selection policy and procedure? 

Have you drawn up a job description and person specification? 

Have you decided where best to advertise your position? Remember, you can choose more than one 

way of advertising? 

Have you read the candidates’ application forms or C.V.s thoroughly? 

Have you matched them against your essential and desirable criteria on your person specification? 

Are you using a structured interview” approach? 

Have you convened your interview panel and given them a copy of the candidates’ applications, job 

description and person specification? 

Have you decided on the main questions you will ask and the order in which you will ask them? 

* Are most of your questions OPEN QUESTIONS, preferably beginning with one of the five ‘W’s' 

(Why, What, When, Where, Who) or How? 

* Does the waiting room look comfortable and relaxing? 

* Have you arranged the table and chairs in the room in such a way that it is relaxing and will put 

the candidates at ease? 

* Is the room free from distractions? 

* Have you made sure that you will not be interrupted during the interview? 

* Have you made sure you know how to pronounce the candidate's name or do they use a 

shortened version of their Christian name, e.g. Elizabeth — Liz? 

Have you compiled a rating/scoring system? 

Have you done those checks — reference, Garda and medical? 

Did you remember to use DAISE as a guide to assist you? 

Have you kept the application forms or CVs and score sheets of the other 

candidates you interviewed for at least | year? 

  

Have you put your successful candidate's information into a personnel file? 

Have you written to all the unsuccessful candidates and informed them of the outcome of the 

interview? 

 



 



  

  
This section outlines areas that should be given consideration when you have your staff employed. Good 

communication, motivation and support systems will go some way to enhancing your team and, possibly 

more importantly, retaining them. 

Recent research carried out in Dublin has raised some interesting points. Hodgins (2001) suggests that staff 

leave organisations because of. 

* Lack of career progression 

* The need to experience new skills 

« Amore balanced life 

* Values of the organisation 

* Greater earning power elsewhere 

if employers wish to retain employees they should ensure employees have well designed job roles and 

responsibilities, and provide employees with developmental opportunities and opportunities to be innovative 

and ‘think outside the box’, Successful organisations appear to be those which have developed a constructive 

ongoing relationship with their staff and have adopted approaches which enable them to develop the full 

potential of their entire workforce. 

Most people would probably agree that employees should have a say in what happens in the workplace. By 

offering appropriate channels, employees can contribute their experience and knowledge which enables 

better decisions to be made and ensures an improved quality of service. Using this type of approach gives 

employees confidence in their employer and the knowledge that their points of view and interests are valued. 

The topics highlighted in this section may provide a starting point in developing a structure to use and assist 

in the motivation, development, maintenance and retention of staff. The areas of role of the manager, 

leadership, motivation, teamwork and communication should be taken as a unit as one complements the 

other The other areas in relation to support and supervision, performance appraisals, staff training and 

development, dealing with conflict and motivating yourself are supportive of the overall management 

process. The areas covered are: 

* Role of the Manager 

* Leadership 

¢ Motivation 

« Teams 

* Communication 

* Staff Training & Development 

* Support & Supervision 

¢ Performance Appraisal 

* Dealing with Conflict 

* Motivating Yourself 

3. THE ROLE OF THE MANAGER   

A manager can be defined as a person who has the authority and accountability for directing and supervising 

the work of others. The National Children's Bureau (1994) suggests the aim of management in an early 

: (Neuere Oa 

 



childhood service is “to provide management which ensures that the nursery is operating smoothly, which is 

responsive to the needs of parents, children and staff members, and which is open to suggestions for 

development’. The overall duty of a manager can be stated as helping to achieve the short and long-term 

aims of a service by the most effective use of the resources at their disposal. 

The Management Skills training programme delivered by the Irish League of Credit Unions uses the following 

framework as the tasks carried out by a manager to achieve these aims. They can be looked at under the 

following headings: 

* Objectives 

* Analysing the situation 

* Planning 

* Organising 

* Directing 

* Motivating 

* Controlling 

* Developing 

These headings originate from early management theory by Henri Fayol in 1916 and have been enlarged 

and adapted by others. The main features of the tasks are: 

3.1.1 Setting Objectives 

The manager and staff must know where they are going. The manager should have a vision of the ultimate 

goals of the service. There should be a statement of the ethos and the broad aims being pursued. Every 

manager must be able to restate these objectives in terms of the work of their own area or their service. 

3.1.2 Analysing the Situation 
  

A manager should have a clear perspective of the situation in which they are working. A manager should be 

able to understand clearly the environment in which the service is being delivered, including: 

* Opportunities, problems and tasks 

* Strengths and weaknesses 

* Outside influences and threats 

* Key factors, needs and priorities 

* Policies and procedures of the service and the particular area in which it operates 

3.1.3 Planning 

A key part of the manager's role is to decide what should be done. Stages in the decision making include: 

* Getting facts and analysing them 

* Anticipating or forecasting future events 

* Problem solving and creative thinking 

* Assessing the options available 

« Evaluating costs and benefits 

* Deciding on a course of action 

* Establishing detailed targets 

 



  

3.1.4 Organising 
  

The next step is to arrange the means to carry out the plan. This may involve: 

* Deciding the who, where, when and how 

* Defining roles, responsibilities, authority and accountability 

* Resources 

* Setting up procedures 

* Organising the use of time appropriately 

3.1.5 Directing 
  

Making rt happen: 

* Communicating the plans 

* Giving instructions 

* Providing leadership and guidance 

3.1.6 Motivating 
  

Getting people engaged to carry out the plan efficiently: 

* Getting the commitment of all staff to do their best 

* Ensuring that there are good harmonious relationships between all the groups (individuals and management) 

* Encouraging, praising, cajoling, rewarding and reprimanding! 

3.1.7 Controlling 
  

Once on track the whole operation needs to be steered in the right direction ~ you don't usually meet a 

car going backwards on the wrong side of the road! So there is a need to: 

* Measure results and monitor progress 

* Compare results with targets 

+ Identify problems, conflicts and deviations 

* Respond to outside influences or changes 

* Take corrective action if necessary 

¢ Revise the plan 

3.1.8 Developing 
  

The manager should always look for ways to improve operations and get better results: 

* Improve performance 

* Develop staff 

* Improve the quality of the service 

* Improve the delivery of the service 

3.1.9 Management Skills 
  

There is no doubt that managing a childcare service is a challenge. There are responsibilities not just for your 

staff but for the children in your care and also their parents and, for some services, the broader community 

in which they operate their service. 

 



Just looking at the requirements in relation to the personnel area they encompass some of the following: 

* Recruitment and selection of staff. 

* Having some knowledge of the employment legislation and your employees’ entitlements. 

* Ensuring you keep appropriate forms and records. 

* Development of policies and procedures — related to personnel. 

* Ensuring that if you have to invoke a disciplinary procedure that you (a) follow your procedure and (b) 

do all the other related tasks such as documenting the meetings, writing to the employee, (c) managing 

the potential ‘fall out’ from other employees in the workplace. 

* Keeping abreast of the continuing changes in employment law. 

* Dealing with issues/differences of opinion between employees. 

* Communicating with your employees — either individually or at staff meetings, verbally, in writing, by phone. 

* Dealing with the “personal” issues that are on occasion brought into the workplace! 

You are all aware of the very broad range of tasks that you have responsibility for as managers, so it is 

important that you take on the tasks under the suggested framework outlined above. Remember the 

suggested project management process for the work involved in developing policies and procedures in 

Section 1? This is perhaps another way of managing the work. You could consider applying a similar framework 

for other tasks/projects that you have to undertake in the service. Try it — it might help! 

It is also really important for you as managers to have a sound working knowledge of the sector in which 

you are operating - childcare. You not only need to be aware of the general requirements in terms of 

childcare, health and safety, personnel and administration which could be at the micro level. At the macro 
level you should keep yourself informed as to what is happening nationally within the childcare sector. This 

informs your knowledge and practice and will also assist in the provision of quality within your service. In the 

introduction a number of these developments were highlighted so if your service is not a member of a 
National Voluntary Childcare Organisation — join up now. Do you know where your County/City Childcare 

Committee is located? Do you participate in any networks that are set up through the County/City Childcare 

Committees to facilitate all providers whether you are community based, private or childminders? It will also 

give you an opportunity to link with other providers and this is a great means of support in relation to the 

day-to-day work and looking at your plans/developments for the future within the sector. 

It is acknowledged that within the childcare sector there are different management requirements, Services 

may be managed by employers, contractors, committees, parents, or privately owned. However, French 

(2003) suggests that whatever structure is chosen for the operation of a childcare service, there should be 

a system of consultation with parents. 

French states that other points to consider are: 

* How the management structure operates should be open and clear to all — including parents 

* Management and senior staff should be responsive to the conditions of staff members and the needs of 
parents 

* Correct legal procedures should always be adhered to 

* The chain of command should always involve senior management taking ultimate responsibility in all areas 

of the service 

* Unless the service is directly parent-managed, an advisory group should exist on which parents are 

strongly represented 

 



* Discussion should take place with the whole group involved, about any major changes or initiatives 

* Management decisions should be taken after a process of consultation with the people effected by them 

‘The areas of the manager's role outlined above can form the basis for assessment and development for the 

individual manager and the service. It should also be noted that everyone has a different style of 

management. However, whatever the style, there is no substitute for clear communication, support and 

development of your staff. 

3.2 LEADERSHIP 
  

‘Leadership comes from the heart, management comes from a book’ (Miller, 2005). It might be seen that way 

in childcare! Research would suggest that you can become a manager but you are a born a leader. Others 

would argue that leadership is a quality, not necessarily something that can be learned, and others suggest a 
good leader has certain personality traits attributable to them being a good leader. There is no doubt that in 

childcare you take on both roles as a manager. The key question is when do you lead and when do you 

manage? Having talked about management this section on leadership may be of assistance in your role of 

manager or leader! 

The three main types of leadership styles are described as: 

3.2.| The Autocrat 

This approach to leadership generally results in passive resistance from team-members and requires 
  

continual pressure and direction from the leader in order to get things done. The autocratic leader dominates 

team-members, using unilateralism to achieve a singular objective. Generally, an authoritarian approach is not 

a good way to get the best performance from your team. 

However, there are some instances where an autocratic style of leadership may not be inappropriate. If you 

have a situation which may require urgent action then this type of leadership may be the most appropriate. 

Many people may be familiar with this leadership style and therefore have less trouble adopting that style. 

Some employees may also prefer an autocratic style. 

3.2.2 The Laissez-faire Style 

The laissez-faire leader exercises little control over the tearn, leaving them to sort out their roles and tackle 
  

their work, without participating in this process themselves. In general, this approach leaves the team 

floundering with little direction or motivation. 

There are situations where this approach can be very effective. This type of leadership is most effective and 

appropriate when you have are leading a team of highly motivated and skilled people, who you know have 

worked extremely well and cohesively together ~ in other words there are excellent work practices. If you 

can establish that your team is confident, capable and motivated, it is often best to step back and let them 

get on with the task, since interfering can generate resentment and detract from their effectiveness. By 
handing over ownership, it is a means of empowering your team to achieve their objectives. 

 



3.2.3 The Democrat 
  

The democratic leader makes decisions by consulting his team, whilst still maintaining control of the group. 

The democratic leader allows his team to decide how the task will be tackled and who will perform which 

task, This style of leadership fits well with the project management process outlined in Section I, 

A good democratic leader: 

+ Encourages participation and delegates wisely, but never loses sight of the fact that they are the person 

with the responsibility of the leadership. of the team. 

* Values group discussion and input from the team and can be seen as drawing from a pool of his team 

members’ strong points in order to obtain the best performance from his team. The democratic leader 

motivates their team by empowering them to direct themselves, and guides them with a loose reign. 

However the democrat leader can also be seen as being so unsure of themselves and their relationship with 

their subordinates that everything is a matter for group discussion and decision. Clearly, this type of "leader" 

is not really leading at ail. 

It might also be helpful to consider using different approaches of leading employees as you may have 

employees with different levels of ability, confidence and commitment. 

3.2.4 Directing 

This approach would be usually used with new employees who need to be directed. The need to be given 
  

clear instructions on how to carry out various tasks within the service. 

3.2.5 Coaching 

You might find that for whatever reason an employee lacks motivation or loses confidence and that they are 
  

finding the day to day tasks difficult. So you may have to direct them to some degree but ensure that you 

encourage them and give them that “round of applause” and acknowledge that they have done well. 

3.2.6 Supporting 
  

Most employees will arrive at this point in their job where they can carry out all of the functions required 

but they still may lack the confidence to actually take the initiative to make their own decisions or do 

something without confirming that it is alright. You might consider at this stage asking them for their opinions 

and ideas and if you do that be prepared to take on their views and even implement their ideas! 

3.2.7 Delegating 

At this point the employee is confident and secure in their knowledge, skills, competence and ability to do 
  

the job well. This employee could be delegated specific tasks or perhaps is ready for promotion to a more 

senior role within the service. This employee needs little “leading” at this point but remember to affirm that 

they are appreciated. 

 



  

Overall, whether you are managing or leading it is important to remember that each individual needs to think 

that they are working with the best people and they need to feel that they belong, are valued and proud to 

be part of a quality team within a quality service. 

if a manager can achieve getting employees to this ‘state of mind’ you will have a high level of team morale 

and people will work harder and achieve more. 

Source: Adapted from wwwsee.ed.ac.uk/~gerard/MENG/ME9 6/index.html 

3.3 MOTIVATION 
  

Having discussed management and leadership and identified if you can manage and lead in different ways it 

follows on that different things make people tick. People are motiviated by different things — for some it might 

be in relation to their personal life requirements, for others it may be that they want a part time job. So why 

do people work? Why do some people work harder than others? What demotivates people? If we knew the 

key to what exactly makes people tick, someone would be making a lot of money! 

3.3.1 Differences in Motivation 
  

In the 1950s Hertzberg developed the "Motivation-Hygiene" theory. The positive motivators identified were 

achievement, recognition, the work itself, responsibility and advancement. Although being well paid is nice, 

being valued and trusted is probably a higher motivator for a lot of people. 

In a team there is likely to be some overlap and variation between what motivates individuals. Even if the 

team members were all doing the same job, there would be a variation because individual needs are different. 

A manager can influence the local environment and the way in which they interact with their team. The 

feedback a manager gives to the team about their work is fundamental to their motivation. The team need 

to know where they stand and how they are performing. Giving people recognition for their achievements 

is important. The best time to give feedback is usually when the event occurs. Feedback should be 

straightforward, honest and constructive (no waffle!). Blair (2000) suggests using this formula: 

* Highlight something good 

* Point out what needs improving, if it does 

+ Suggest how to improve or look at something from a different perspective 

So, the next time you see or hear about a member of your team doing something well, give therm that round 

of applause. 

Most people motivate themselves but can often be demotivated by the actions of others. Therefore, how 

people are managed and led does make a difference to their motivation. 

Another suggestion to ensure that your team don't get demoralised or demotivated when setting a task 

which may seem difficult for them to achieve, comprehend, or understand why it has to be done, is to define 

the tasks in a serious of steps or goals which are realistic. As either the individuals or the team performs the 

steps of the task they will feel that they have accomplished something and then taking the next step will 

 



appear clearer and more realistic. The ‘brick wall’ approach usually results in the task not being completed or 

done properly. 

  

|. The Brick Wall Approach 2. Broken Down Steps 

Source: Adapted from MENG Topics on Management Studies — Leadership (Masters Students): 

www.see.ed.ac.uk/~gerard/MENG/index.htm! 

This type of breakdown of task could be linked to the project management process in Section |. 

3.4 TEAMS 
  

Most employees would agree, | think, that teamwork is an essential ingredient in the successful running of 
any childcare service. In fact, teams in childcare can offer some of the best examples of teamwork. 

Teams or groups provide opportunities for people to combine their talents and to provide solutions to 
problems. Even when an individual can resolve a problem, there are benefits to a group making the decision, 
The motivational aspect of participation in the decision can make implementation easier A team may have 
the capacity to consider a range of factors, which the individual may not. 

Tuckman (1965, 1975) developed the following “life-cycle” of groups or teams. 

Forming 

The team gets to know one another and everyone is very polite and there is a degree of formality. A lot of 

discussion about “'safe” subjects such as their objectives, rules about who does what and when. The group at 
this time is usually guarded in their opinions and very reserved. People usually try to make an impression on 
other members of the group. However the group soon moves to the next stage, 

Storming 

This second stage sees the group addressing personal agendas and beginning to have a real feel about where 

they are going and what they are doing which is usually through stormy discussions and disagreements. 

 



  

Sometimes objectives and views set at Stage | are changed. All hell can break loose and péople may feel as 

if they are being lynched! At this stage it is important that any conflict is dealt with openly and there is good 

negotiation. If issues are buried they arise later and the team may not complete its cycle. 

Norming 

This stage establishes how the group/team will work together as they see the merit of such a game plan. 

Earlier rules negotiated may not meet all the requirements of the team and may need to be redefined. 

Norms will be set about how people treat one another, how to work, how hard people work. The most 

significant achievement at this time is that people start to listen to one another. Individuals start to feel secure 

within the team. If a new member joins the team at this point they will be expected to fall in with the 

established norms of the group. When they don't the group will revert back to the storming stage. If the 

team continues to develop, some of the norms will be questioned, as the strengthening team may not require 

all the rules/regulations. 

Performing 

This stage is only reached when the team has made its way through the three previous stages and enters 

this mature phase where the team works at its most productive and flexible. At this stage there is little 

dependence on rules/norms ~ they are only used on the occasion when something may be in dispute — 

which is usually openly discussed and quickly resolved. 

Adjourning 

Adjourning is the break-up of the team. This may be when a task is completed successfully, its purpose fulfilled; 

everyone can move on to new things, feeling good about what's been achieved, Or this stage can happen 

when an employee leaves a team that has worked for a long period together In fact if this happens it is often 

likely that the team may lose more than one member and this is where the description of “mourning” came 

from. Should this happen it is important that from an organisational perspective, services would have 

recognition of and sensitivity to employee's vulnerabilities. 

Adjourning is arguably more of an adjunct to the original four stage model rather than an extension ~ it views 

the group from a perspective beyond the purpose of the first four stages. The Adjourning phase is certainly 

very relevant to the people in the group and their well-being, but not to the main task of managing and 

developing a team, which is clearly central to the original four stages 

In general, this life cycle occurs in all groups/teams and usually follows the sequence outlined. The timing of 

moving from one stage to another is hard to predict as it depends on the members of the group, the urgency 

of the task (if they have been formed to take on a specific job), the amount of time they spend together, the 

amount of agreement/disagreement, size and the diversity of the individuals who are forming the tearn/group. 

FOE Sipcaititcn 

 



3.4.1 Team Roles 

Belbin (2005) defined the different types or roles played by team members as follows: 

  

* Co-ordinator (formerly called Chairman) — controls the way the team operates. 

* Shapers — specify the way teams should work. 

¢ Implementers (formerly called Company Workers) ~ turn proposals into practical work procedures. 

* Plants — produce strategies and ideas. 

* Resource Investigators — explore the availability of resources, ideas and developments outside the team. 

* Monitor Evaluators — analyse problerns and evaluate ideas. 

* Team Workers - support tearm members, improve team communication and keep everyone going! 

* Complete Finishers — maintain a sense of urgency in the team. 

* Specialist - has expert knowledge/skills in key areas and will solve many problems 

Source: www.belbin.com & http://adrianwalsh.com.au 

A group of people who work together can improve and develop their effectiveness through team building 

activities. Team building workshops can use a variety of approaches such as interactive training, role-play, group 

exercises, action learning, videos and outdoor development training, It is important to note that such workshops 

should be seen as relevant by the participants, reflect the service's objectives and fit in with work arrangements. 

3.4.2 Indicators of Successful Teamwork 
  

¢ Atmosphere 

* Discussion 

* Shared view of the task 

* Listening 

* Disagreement 

* Consensus 

* Feedback 

* Openness 

* Action 

* Leadership 

Source: Agents of Change (Maher & Hail, 1998) 

3.5. COMMUNICATION 

How you communicate with individuals or your team plays a key role in their response to your requests, 

actions, motivation and management. Communication is key to the successful delivery of all the management 

functions. 

35.1 Process 
  

Communicating is an ongoing process; it is a serious of messages you give either spoken or unspoken. The 

person communicating the message is usually referred to as the “sender” and the person receiving the 

message the “receiver’’, Once it is communicated, a message can't be undone. 

 



3.5.2 Relationship 

When you are communicating with an individual or group, think about how you want the relationship to be 
  

after the message is communicated. Care needs to be taken so that you don't unnecessarily damage the 

relationship. Think about how and what you are going to say beforehand. Try to ensure that you only convey 

the message and not anything else. If you don't do this, the receivers of the communication may pick up 

something other than the message you are trying to deliver 

3.5.3 Environment   

Choosing where you are going to communicate is also important. lf you need to speak to a member of staff 

about an issue, pick a place where there are no interruptions and you have time to communicate properly 

and clearly. 

3.5.4 Emotion 

Emotions often come between the person who is sending the message and the person who is receiving the 
  

message. Being in an emotional position is not the healthiest way to communicate a message to someone. 

Similarly, if you are conveying a message to an emotional person they may not hear or want to hear what 

you are saying. 

3.5.5 Body Language   
Your body language is also an important part of communicating. Remember, what you are saying should 

match your expressions, how you are standing, eye contact, etc. 

3.5.6 Interference   

Interference in communication is often referred to as noise. The noise can be physical noise and/or 

psychological noise. Psychological noise is usually where people's emotions get in the way. This can apply to 

the sender or the receiver of the message, It's important to check that your message gets through. 

3.5.7 Checking ft Out 

When you have communicated a message you should check that your message has been received and 

  

understood. If you have verbally given a message but your body language hasn't matched, people may be 

confused about what you were trying to communicate. The more confident and clear you are about the 

message you are delivering, the more your voice and body language will match, thereby reducing the 

possibility of being misheard or misunderstood. Therefore, the more you have thought about and prepared 

the delivery of your message the clearer it will come across to your audience — particularly if you are 

delivering a message of importance. 

 



The diagram below gives an example of communication. interference along any of these lines can distort the 

message that is being sent and received. 

  

Feedback 

—_—— — 
Sender of «=»  I!ransmission of Message qa» --«zReceriver of 

Communication Communication 

— Noise — 

Emotions/Body language 

Environment     

Figure No 2: Communication Process Model based on Weihrich & Koontz. Management ~ A Global Perspective 

(1993) 

3.5.8 Communication Systems   
Communication systems can be written or oral. Written communication systems might include: 

« Newsletters 

* Information Sheets 

* Notice Boards 

* Emails 

Oral communication systems can be: 

* Team meetings 

* Individual meetings 

* Open door policy 

Services should decide on which communication system or systems suits them best. 

3.6 SUPPORT & SUPERVISION   

Some services may not use a formal support and supervision structure — it really depends on the 

requirements, demands and needs of the service. However, there should be some system of support and 

supervision for employees on a regular basis. This might be through staff meetings. Employees should have 

an opportunity to actively contribute to staff meetings and be asked to submit items for the agenda. The 

minutes of the meeting should be recorded and circulated to all staff. Perhaps employees can be given the 

opportunity of chairing the meeting, taking the minutes, keeping a ‘‘time check’ on the agenda items 

discussed. These tasks could be taken on by different employees at each meeting. 

 



Employees should always be encouraged to seek support and check things out if they have any queries, 

particularly when working in the childcare sector So if you say you have an “open door" policy in relation to 

staff having access to the manager -- make sure it works! 

3.6.1 Why is Supervision Important? 
  

It is a role of the manager to create and maintain the right conditions for staff to carry out their work. 

Supervision is essential in this framework — it provides support, backup and assistance to staff, as well as 

challenge, when necessary. It also encourages staff to maintain an interest in their current and future work. 

Supervision is also important in the motivation of staff. Staff need to be involved in the reviewing and 

planning of their work and to be committed to goals. 

Support and supervision can be divided into the following headings: 

* Planning 

* Evaluation 

* Enabling 

* Supporting 

3.6.2 The Role of the Manager 

* Monitor evaluate and approve the employee's performance. 

  

* Feedback to employees. 

* Facilitate communication and mutual understanding. 

* Discuss difficulties and sources of conflict. 

* Help the employee manage the workload. 

+ Identify training needs. 

* Plan and set targets for the work. 

3.6.3 Supervision Structures 
  

* The purpose of supervision. 

* Supervision needs of each staff member 

+ Responsibility for supervision. 

* Relevant training for people in supervision role. 

* How supervision will be evaluated and the structures reviewed. 

3.6.4 Manager and Staff Agree Broad Guidelines 

Develop a contract ~ write up how you will conduct your meetings. Points to be considered are: 

* Confidentiality 

* Records 

  

* Duration of sessions 

* Frequency of sessions, e.g. weekly, monthly, fortnightly 

* Dealing with difficulties 

* Content 

* Evaluation 

_ EUnet tnitiats Saree) 

 



3.6.5 Supervision Policy   
Policies and procedures as outlined in Section | can play a vital role in ensuring clarification on issues and how 

things should be done. If things are not working it provides an opportunity to sit down and review and/or 

amend your policy and procedure, if required. Having a written policy on supervision will outline: 

* What supervision and its purpose are, 

* How supervision relates to the overall aim and values of the service. 

* Supervision structures in the service. 

* Agreed guidelines about confidentiality, records, frequency and duration of sessions. 

* The procedure in case of difficulties in the supervision relationship. 

* The rights and responsibilities of the supervisors and the supervisees. 

* The experience and training required of managers. 

3.6.6 Requirements of a Manager   
The following areas outline some of the competencies a manager should have: 

Knowledge 

* Vision and values of the service. 

* Knowledge of developments nationally in the sector. 

* Future direction and plan of the work. 

* Work plans and how they relate to individual workers. 

Skills 

* Communication 

* Listening 

« Observation 

* Analysing 

* Planning 

* Evaluation 

* Constructive feedback 

* Choosing a leadership style 

Personal Qualities 

* Openness 

* Level headedness 

* Objectivity 

* Non-judgemental 

* Assertiveness 

* Patience 

* Confidence 

You might think that this sounds familiar — that you read it before. Yes, some of the competencies highlighted 

are talked about in the role of the manager. Don't worry; there are few managers who start out with all of 

these skills and qualities. Management often entails just using your common sense! It's about stopping to ask 

yourself questions so that your common sense can assist with the answers. 

 



3.6.7 Performance Appraisal   

Many services do not use any kind of appraisal system. In setting up a support and supervision contract with 

employees it will assist or can be used to supplement the overall appraisal process. 

Appraisals can be carried out as: 

* Comprehensive reviews 

« Progress reviews 

* Continuous monitoring 

it is generally recognised that a formal comprehensive appraisal should be carried out annually. An appraisal 

should be an assessment by both the manager (appraiser) and the staff member (appraisee) of the work 

that has been done in the past year There is no hard and fast rule — if it suits the service better, appraisals 

can be carried out on a six monthly basis. 

Appraisals are different to support and supervision sessions in that an appraisal takes a longer-term view of 

the work. Some services carry out annual appraisals and use the work objectives agreed as an ongoing 

structure for support and supervision sessions. 

Areas to be looked at during the appraisal discussion might include: 

« What has worked well? 

* What hasn't worked well? 

* Are there any training needs emerging? 

+ If the staff member has had training has this impacted on their performance? 

* Have support and supervision sessions been adequate? 

* Are there any difficulties? (If you have good communication and support systems set up, any issues of 

conflict should have been addressed or at least been dealt with outside of this process). 

« Agree work objectives and work targets for the next year. 

* Opportunities to look at career plans. 

This is an ideal situation to look at the employee's job description to ensure it is still relevant and to see if it 

needs to be reviewed. Also to see if the employee has been doing the job they were employed to do! 

DO - acknowledge any particular piece of work that has gone well or a suggestion that has proved 

successfull 

DO ~ make sure you ask your employee if there is anything that you can do or change that would assist your 

employee in their work, and remember, LISTEN to what they have to say. 

An appraisal discussion is an opportunity for a manager and their staff member to have a structured meeting, 

without interruptions and with adequate time allowed to discuss their performance over an agreed period 

of time. !t is good practice to keep appraisals separate from issues on salary increases and terms and 

conditions of employment. If they do arise, ensure that they are addressed but in a different forum. 

 



Fowler (1991) suggests the following structure for the appraisal discussion to ensure all areas are covered 

and that it ends on a positive note: 

* A reminder of the purpose of the discussion. 

° A brief exchange between both parties highlighting the key points for discussion — setting the agenda. 

« Examination of the results of the aims and action agreed at the last appraisal. 

* Check each element against the job description ~ consider what has gone well, what hasn't gone well and 

why. 

* Discussion and agreement on the job performance aims and for the next period of time. Discussion on 

the appraisee's developmental objectives. 

* Agreement with both parties on what action needs to be taken — by whom, by when ~ to achieve the 

objectives agreed. 

* Any other business — matters not raised earlier can be raised now. 

* Check there is a mutual understanding of the points addressed and plans agreed. 

The discussion techniques used in the appraisal process are similar to those of selection interviewing. The 

appraiser needs to let the appraisee do most of the talking and the questions should be open-ended. 

McMahon (1999) suggests the following checklist may be used for follow up ideas as possible training or 

development. Not all the suggestions may be suitable so choose what's relevant to your service. 

  

Coaching Visit another service Counselling 
  

Set study tasks Health check Assign reading 
  

Regular interviews Educational assistance Revise job description. 
  

Attend course Amend job objectives Observe ‘model’ 

Enlarge job Working party Shrink responsibilities 
  

Task force Rotate jobs Project assignments 
  

Promote Review procedures Clarify career path 
  

Additional equipment Review structures More resources 
  

Shadowing Insist on taking annual leave Hormeworking 
  

Increase communication Give more support Career break 
  

Job sharing Working hours flexibly Secondment           

There are various styles of appraisal forms. Some organisations use the same form for both the appraiser 

and the appraisee to complete, others use separate forms. However, whichever style you adopt it is 

important that both parties are given time to prepare well in advance of the meeting. Your appraisal system 

should be evaluated periodically Using the sample form is a starting point but it should be amended and/or 

developed. McMahon (1999) notes that subsequent to introduction the system needs to be checked to 

ensure that it does “fit. Appendices 13 & 14 give an outline of items to consider in developing a form from 

an appraisee and appraiser perspective. 

3.6.8 Staff Training & Development 
  

The provision of opportunities for staff training and development should be high on the priority list. At this 

point you will know doubt realise just how important it is that staff receive adequate training, where required 

 



  

and that they are informed of policies and procedures. Services should ensure that staff (staff in this context 

include all those with management responsibility) are trained and that there are records kept of training 

undertaken for each employee — some of the following are essential: 

Policies and Procedures — in all areas ~ once again! 

Contracts of Employment 

Dealing with disciplinary procedures 

Understanding the implications of the equality legislation and its impact on the workplace in relation to 

bullying/harassment and sexual harassment 

Manual Handling 

First Aid 

Health & Safety Practices 

Fire Drills, Procedures and Evacuations 

French (2003) suggests that training in the childcare area may include such areas as: 

Making observations and assessments of children 

Planning 

Evaluation 

Conflict resolution 

Positively managing children's behaviour 

Working with families 

Record keeping 

Anti-bias approach 

Childcare curricula 

Child protection 

The identification of training and development needs may emerge from support and supervision sessions, 

from the appraisal process, or from team meetings. When training needs have been identified it doesn't 

always necessarily mean, “pack the person off to the next available training course’. Establish what type of 

training is required ~ is it relevant to the work, individual and the service? Depending on the training and 

development need/s they can be met using a range of activities such as: 

Seeing what others do (best practice) 

Adopting a role model (mentor) 

Involvement in other areas of work 

Involvement in the community 

Coaching others 

Training courses 

Provision of training: 

  

Facilitates continuous professional development 

Develops the competencies of staff and their performance 

Updates skills/learning 

Evaluates progress and assesses learning 

Helps staff gain a better understanding of their work



Within childcare services it is often not possible for all staff to attend training at the one time. So addressing 

staff's training needs and prioritising what or which training is needed most is an important role for the 

manager Management needs to plan for staff development and training in terms of staff time and cost 

(Clarke, 1995). Services therefore should give consideration to linking with other childcare providers locally 

to arrange joint training sessions. This may reduce the overall cost as it would be shared and give staff the 

opportunity to meet others working within this sector. 

3.7 DEALING WITH CONFLICT 
  

Dealing with or trying to resolve conflict is never an easy matter. However, if you adopt opportunities for 

communication using the communication process, consider how you might manage, lead and motivate your 

employees, and use the suggestions outlined under Section 3.6 Support and Supervision, team meetings or 

other forums you may go some way to dealing with issues as “molehills'' before they become “mountains”. 

Problems — or “challenges” as | like to see them — can be small or large. Each individual is different, each 

situation is different. Every situation merits its own solution and approach. Be flexible with regard to personal 

problems, When circumstances like these arise work with them, be adaptable, you can't change things. Focus 

on the problem. 

A problem which derives from a lack of interest or commitment most likely needs to be resolved by 

providing motivation. Can the person be given greater responsibility, is there opportunity for advancement, 

can the work be redesigned or made more challenging? From time to time check out the day-to-day 

procedures or systems in the service. Do any of them give rise to conflict or bad feeling? You might not realise 

that the team meeting at 3pm on a Friday is not the most conducive time for your team to be “high-energy” 

in terms of input and participation. 

Very often in dealing with challenges or ‘'grumblings” there might be a need for a meeting either with 

individuais or a number of people. So, whether you are taking on the role of manager listener, facilitator or 

mediator if you have to comment or give feedback to your employee/s consider: 

* Focusing on what you see — not what you believe. 

* Focusing on behaviour ~ not on personality. 

* Being neutral ~ don’t be judgemental. 

* Informing ~ rather than advising. 

* Being supportive — rather than threatening, 

* Keeping it simple — don't overdo it. 

* And finally, if you give it, be prepared — you have to be able to take it back. 

(Source: Gilligan - Appraisal Training, Barnardos) 

When an issue is a“molehill’” it's a small glitch for people to try to resolve, either to get over or to reach 

agreement on at the top, depending on the issue. When the. issue becomes a “mountain” it takes a lot of 

time, energy, motivation and commitment from all concerned to get over it or meet at the top. These are 

the situations which most often end up as major issues of conflict — which in turn end in unhappiness for 

all concerned. 

 



3.7.1 Negotiation   
Negotiation is a way of trying to resolve conflict. However it does not necessarily mean that one party must 

win and one must lose or that compromise is the only joint acceptable situation. A win-win solution is the 

optimurn solution. impossible? It doesn’t have to be. 

Maher & Hall (1998) based some of their “rules” for resolving conflicts of interests on the work of Fisher 

and Ury. They suggest that both sides must be willing and able to: 

Focus on the objective of what they are trying to achieve in relation to both the substantive and the 

relationship issue, not on the means or the positions or roles they play. 

Be creative and inventive and problem-solve together in order to find a solution which allows them both 

to achieve their preferred outcome. 

Be tough on the problem not on the people. 

There is no doubt that having to resolve issues of conflict is tough, but to sweep them under the carpet 

means your “molehill” becomes a “mountain”. The facts of a situation get clouded and other factors 

contribute to the initial issue, which may make that “mountain” erupt! 

3.7.2 Some Tips   
Try to encourage an open problem-solving culture in your team so that people can feel comfortable in 

saying there's a problem or that they have a problem or that someone else is causing a problem. This type 

of culture won't happen if there's a continuous blaming of someone else for all the problems. 

Agree standards of performance — individually and within the team — both in relation to behaviour and 

performance. 

Support and supervision shouid be regular in whatever format suits the needs of the service. 

Develop your communication skills, 

When dealing with conflict, consider all the options. 

Investigate and gather ail the information available. 

Who ‘owns’ the problem? This is usually the person who is causing the problem. In most situations it is 

better to let the two people who have the difference try to sort it out. 

What ts your role in dealing with the conflict? Do you need to be involved at all or do you need to act 

as a facilitator, mediator or arbitrator? 

Be tough on the problem, not on the person. 

Practise what you preach! 

 



Hf you have to deal with conflict the following process might be helpful: 

T hink through the issue 

  

    

rganise, plan the time and place to discuss 

177 ttend to what's being said to you 

7 pecific, only say what you need to say 

ry putting yourself in their place 

nd on a positive note 
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evisit, only if it's necessary 

© Mary Byrne 

3.8 MOTIVATING YOURSELF 
  

Well if you have managed to take on board and deliver on all of the areas outlined in Section 3 — you are a 

SUPER MANAGER/LEADER! Or is it more likely that you are overworked and about to collapse? 

So what can you do to motivate yourself and keep going? Here are a few suggestions that you might like to 

consider: 

* Have you thought about networking with other managers in childcare services? 

* Are you a member of any of the National Voluntary Childcare Organisations? 

« Have you thought about contacting your County/City Childcare Committee? 

* Do you have an external support and supervision process set up for yourself, if relevant? 

* Have you thought about self-assessment? 

* Are you a member of a professional organisation, e.g. what are your qualifications, is there a professional 

body? 

* Have you linked into your local health board inspection unit? 

* Have you thought about your own training and development needs? 

* Have you thought about time management? 

* Do you delegate work or responsibilities to others, if appropriate? 

* Have you tried taking a different “leadership” approach? 

* Have you tried to use the ‘project management process’ for a particular task? 

 



  

    
You are the manager or the owner of a service. Are you clear about the ethos, aims and objectives 

of the service? 

Have you conveyed the ethos, aims and objectives of the service to your employees? 

Have you introduced an induction programme for new employees? 

How wouid you describe your leadership style? 

Have you set up support & supervision sessions with your employees? 

* Staff meetings? 

« Do employees contribute to the agenda? 

+ Have you written up that contract? 

* Do you have a supervision policy? 

Have you introduced an appraisal system? 

Have you thought about training and development plans for your employees? 

* Policy & Procedure Training? 

* Updating childcare skills, changes in legislation? Can they be addressed through short training 

courses or workshops? 

* Can you use other training methods? 

How are you going to communicate with your employees? 

* Formal and informal structures, e.g. support and supervision, team meetings, open door policy, 

noticeboard, newsletter. 

* Have you checked your messages have been received and understood? 

Have you said ‘well done” to your employees recently? 

Dealing with conflict ~ don’t let that molehill become a mountain. 

* Remember the TOASTER process! 

  

How is your team working together? 

How will you keep yourself briefed on all of the aspects of managing a childcare service? 

* Time Management? 

* Project Management Process? 

Have you considered linking up with your local County/City Childcare Committee? 

Are you a member of one of the National Voluntary Childcare Organisations?



 



  

  
This section outlines some typical, regularly asked questions and their answers. Some have been changed to 

reflect the issues that have arisen with childcare services and also with regard to more recent legislation. Have 

a go and see how many you get right. It's not a test and the answers are on a separate sheet at the end of 

the section. Good luck! 

Q.1 An employee is entitled to the following adoptive leave? 

12 weeks [| 14 weeks [ | 16 weeks [| 18 weeks [J 

  

Q.2 ls an employer obliged under legislation to provide breastfeeding facilities for new mothers? 

True [J False [| 

  

Q3 If an employee has an accident at work should this be reported to the Health & Safety Authority? 

Yes [| No [ | 

  

Q.4 Employers are required by law to have a Bullying & Harassment Policy? 

Yes [| No [| 

  

Q.5 If an employer does not have a pension scheme are they required to provide any alternative to 

Yes [| No [| 

the employee? 

  

0.6 Can long term absences due to illness affect annual leave entitlement? 

Yes [ | No [| 

  

Q.7 is an employee entitled to carer's leave if they apply in writing to their employer stating their 

Yes [| No [] 

reasons? 

  

0.8 Is it a legal entitlement for empioyees to receive a minimum of 2 days compassionate leave? 

 



Q.9 Please tick the days you think are Public Holidays. 

| January 

Good Friday 

Easter Tuesday 

Last Monday in May 

First Monday in August 

Last Monday in October 

Christmas Day 

St Patrick's Day 

Easter Monday 

First Monday in May 

First Monday in June 

Last Monday in August 

Christmas Eve 

St Stephen's Day O
O
O
O
 

D
O
O
O
O
O
O
 

  

Q.10 How long is an employer required to keep information regarding employees in relation to payslips, 

P60s, P35s etc? 

| Year [| 3 Years [| 5 Years [| 6 Years [| 

  

Q.11 Are part time employees automatically entitled to payment for public holidays? 

Yes [| No [| 

  

Q.12 ls the employer required to give their employee a written statement of their terms/conditions? 

Yes [| No [| 

  

Q.13 ls an employer required to give any reimbursement to an employee who Is not normaily rostered 

True [| False [| 

to work on a day that is a Public Holiday? 

  

Q.14 is the employer required to take any action if an employee informs their employer they are being 

harassed by a person who is not employed by the employer but works in the same building? 

Yes C] No [| 

  

Q.15 Which of the following areas is an employer required to keep records on? 

a) Details of the days and total hours worked in each week by each employee 

b) Annual Leave, Public holidays and any payments made 

d) Notice given to employees in relation to information about starting, 

finishing times and notice of additional working hours 

e) Employee's, name and address, PR.S.l. number and a brief statement 

c) Any additional pay paid in respect of public holiday entitlements [] 

of their duties 

 



  
Q.16 ls an employer required to inform a fixed-term employee of permanent vacancies and training 

Yes [| No [| 

opportunities? 

  

Q.17 Can an employee remain in employment after the age of 65? 

Yes [| No [| 

  

Q.18 is paternity leave a legislative entitlement? 

Yes [| No [| 

  

Q.19 Can an expectant father, without loss of pay, attend any antenatal classes? 

Yes [| No | 

  

Q.20 is it a legal requirement that employees receive manual handling training? 

Yes [| No [| 

  

/ aeRO? Asked Questions 

 



ANSWERS 
  

A.l 16 consecutive weeks paid leave and 8 weeks unpaid leave as defined under the Adoptive Leave 

Act 1995 and the Adoptive Leave Act, 1995 (Extension of Periods of Leave) Orders 2001 & 2004. 
  

A.2 Yes, under the Maternity Protection (Protection of Mothers who are Breastfeeding) Regulations, 

2004. The legislation defines ‘an employee who is breastfeeding” as any employee within 6 months 

(26 weeks) of giving birth and has informed her employer accordingly. The employee is entitled to 

breastfeeding breaks or a reduction of working hours. The time given is | hour which may also be 

taken in half an hour breaks or 3 x 20 minute breaks whichever the employee chooses. However 

the employer is not obliged to provide breastfeeding facilities at more than nominal cost. 
  

A3 Yes, if an employee sustains an injury in the course of their employment which prevents them from 

performing their normal duties of work for more than three calendar days, not including the date 

of the accident (calendar days include Saturdays and Sundays). For example if an employee is injured 

on Wednesday and does not normally work on Saturdays, Sundays and public holidays and returns 

to work the following Monday, the accident is reportable. 
  

AA4 Yes, bullying and harassment is unlawful under the Safety, Health and Welfare at Work Act, 1989 and 

the Employment Equality Act, 2004. Under the Employment Equality Act, Section 32 defines the 

grounds under which claims of harassment can be taken and these grounds are sex, marital status, 

family status, sexual orientation, religion, disability, age, race, membership of the Traveller community. 
  

AS Yes, under the Pensions (Amendment) Act, 2002 the employer is required to offer Personal 

Retirement Savings Accounts (PRSA). If an employer is not operating a pension scheme or Is 

operating a pension scheme which limits eligibility for membership or imposes a waiting period for 

membership (which is greater than six months from the date of commencement of employment), 

the employer is then obliged to enter into a contractual agreement with one or more PRSA 

providers for the benefit of the excluded employees to enable those employees to participate ina 

PRSA. There are other requirements on the employer in relation to pension schemes with no 

provision for Additional Voluntary Contributions (AVCs) and with regard to deduction of monies 

from the employee in relation to a PRSA scheme and forward of payment to the PRSA provider 
  

A.6 Yes, a full time employee must work 1,365 hours to be entitled to the full 20 days statutory 

entitlement. So any employee who is absent from work due to illness should have their working 

hours calculated to ensure that they have worked the amount of hours required to satisfy the 

requirement. 
  

A7 No, under the Carer’s Act, 200! the employee must apply in the first instance to the Department 

of Social and Family Affairs who will assess their application on an individual basis. The Department 

of Social and Family Affairs will deem whether the employee's intention to take carer's leave is for 

the purpose of providing full time care and attention to a person (a relevant person) who is in need 

of such and must actually do so for the duration of the leave. 
  

A8 No, there is no legal entitlement to compassionate leave unless you are involved in one of the 

following industries: Brush and Broom, Construction, Electrical, Hairdressing. 
  

A? The Organisation of Working Time Act, 1997 provides for nine public holidays to which there is 

a statutory entitlement. They are | January, St Patrick's Day, Easter Monday, First Monday in May, First 

Monday in June, First Monday in August, Last Monday in October, Christmas Day, St Stephen's Day 
  

A.10 Employers are required to keep all relevant information with regard to the Revenue 

Commissioners for 6 years. 
  

All No, under the Organisation of Working Time Act, 1977 a part-time employee must have worked 

40 hours in the 5 weeks ending on the day before the public holiday to be paid. 
  

 



A.12 Yes, the Terms of Employment (Information) Acts, 1994 & 200! provide that an employer must 

provide his/her employee with a written statement of the particulars of the employee's terms of 

employment. It also provides that an employer must notify the employee of any changes in the 

particulars as given in the statement. In the case of employees who were in employment prior to 

or after 16 May 1994 the employer is obliged to give the written statement within 2 months of 

commencement of employment. For those employees who commenced employment before 16 

May 1994 the written statement must be provided by the employer within two months of being 

requested, 
  

A.13 Yes, under the Organisation of Working Time Act, 1977 where the public holiday falls on a day on 

which the employee does not normally work, the employee is entitled to one fifth of their normal 

weekly wage for the public holiday, 
  

A.14 Yes, under the Employment Equality Act, 2004 there is a requirement for the employer to address 

this issue as harassment is actionable under the Act when it is perpetrated by: the employer, another 

person employed by the same employer or another person employed at the same place. 
  

A.15 All of the areas, under the Organisation of Working Time Act, 1997 & Organsation of Working Time 

(Records) (Prescribed Form & Exemption Regulations) 2001 .In relation to (a) if there is no clock in 

or swipe card system the employer must ensure that the employee completes Form OWT, (b) 

systems of recording annual leave and payments for public holidays must be maintained by the 

employer With regard to (c) and (d) information placed on the employee file and a job description 

will cover this requirement. 
  

A.16 Yes, the Protection of Employees (Fixed Term Work) Act, 2003 provides that in order for a fixed- 

term employee to have the same opportunity as other employees to secure a permanent position, 

an employer shall inform him or her in relation to relevant vacancies which occur in the workplace. 

This information may be provided by means of a general announcement at a suitable place in the 

employee's place of employment. However, as regards access by a fixed term employee to 

appropriate training opportunities, the Act provides that such access to appropriate training shall be 

provided by an employer as far as is practicable. 
  

A.I7 Yes, the Employment Equality Act, 2004 now protects the over 65s. If an employer has not specified 

a retirement age in the contract of employment or it is not spelt out in the company handbook or 

policies then the employee would be in a position to continue to work until aged 70 if they so 

wished. The employer may also be open to be sued for Unfair Dismissals in relation to enforcing 

retirement at 65 if the retirement age is not spelt out. 
  

A.18 No, at present there is no legislative entitlement for fathers to take paternity leave. 
  

AL9 Yes, under the Maternity Protection (Amendment) Act, 2004 a father has a right, without loss of pay, 

to a once off entitlement for the purpose of attending the last 2 antenatal classes in a set of such 

classes attended by the expectant mother. (The Maternity Protection (Time Off for Ante-Natal 

Classes) Regulations, 2004 refers.) There is as yet no clarification as to what might constitute a “set 

of ante natal classes”. 
  

A.20 Yes, the Manual Handling Regulations in Part VI of the Safety, Health and Welfare at Work (General 

Application) Regulations, 1993 refer to manual handling as any activity that involves the lifting, putting 

down, pushing, pulling, carrying or moving of a load, where there is a risk, particularly of back injury. 

Regulation 27 Interpretation for Part VI states, ‘manual handling of loads means any transporting or 

supporting of a load by one or more employees, and includes lifting, putting down, pushing, pulling 

carrying or moving a load, which by reason of its characteristics or unfavourable ergonomic 

conditions, involves risk, particularly of back injury, to employees. So for childcare services where 

lifting of children is involved the requirement for staff to have manual handling training is imperative. 
  

_ Reena cuenta 

 



  
Building a range of informative publications and reference material is invaluable to you as a manager, your 
staff, your management committee and may also be of use to your parents. 

Some of the following publications may be available at no cost to you. You should also check out what 

publications your City/County Childcare Committee has available. Your local National Children’s Resource 

Centre or library might aiso be a good starting point. Of course, there is a wealth of information that you 

can access through the internet and some informative Irish childcare websites. 

Don't forget that you can access information on training from your City/County Childcare Committees and the 

National Voluntary Childcare Organisations so do make the effort — you might be surprised at the end result! 

The following list of resources has been compiled from a bibliography, references and a selection from the 

range of publications that | would usually bring with me when | undertake training for any of the National 

Voluntary Childcare Organisations. This list is just a small sample of the materials that are available and are 

listed under the headings childcare, personnel and health and safety. 

Personnel 
Armstrong, M, (1999) A Handbook of Human Resource Management Practice, London: Kogan Page 

Blair, G. (2001) Starting to Manage ~The Human Factor. See wwwsee.ed.ac.uk/~gerard/MENG/index html 

Blair G. (2001) Groups That Work. See. wawsee.ed.ac.uk/~gerard/MENG/indexhtm! 

Blair G. (2001) MENG Topics on Management Studies, See wwwsee.ed.ac.uk/gerard/MENG/index.htm!| 

Byrne, M. 2005) Personnel Practice in Early Years Services ~A Guide 2nd Edition. Dublin: Barnardos’ NCRC 

Chartered Institute of Personnel & Development. (1999): Information Note ~ Recruitment of Those Working with Young People. London: CIPD 

Clark, D, (2000) Big Dog's Leadership Page - Concept of Leadership. See www.nwiink.cor/~donclark 

Clarke, |. (1995) A Guide to Good Employment Practice in the Community and Voluntary Sector. Dublin: Combat Poverty Agency 

Clarke, |. (1997) Managing Better ~A Guide to Self Evaluation. Dublin: Combat Poverty Agency 

Clarke, |. (1997) Managing Better ~ Becoming A Limited Company. Dublin: Combat Poverty Agency 

  

Clarke, |. (1997) Managing Better ~ Staff Support & Supervision. Dublin: Combat Poverty Agency 

Clarke, |. (1997) Managing Better — Strategic Planning, Dublin: Combat Poverty Agency 

Clarke, |. (1997) Managing Better ~The Stoff Recruitment Process. Dublin: Combat Poverty Agency 

Dept of Enterprise, Trade and Employment, Various Employment Legislation Inforrnation. Dublin 

Fisher; R. & Ury, W. (1983) Getting to Yes. New Yorls Penguin Books, 

Fowler A. (1991) Conduct Appraisals. Personnel Management Plus, june Edition, London 

Graphite HRM, (2001) Employment Law Record Keeping & Penalties. See www.hrmastercom 

Guidelines for Ernployrnent Equality Practices in Enterprises, The Equality Authority, IBEC & ICTU 

Hodgins, |. (2001) The Psychology of Staff Retention, IPD News, 07: 01 Vol 1. No 4. July, Dublin: IRN Publishing 

Irish Business Employers Confederation (2001) information Guidelines for Members. Dublin: BEC 

irish Business Employers Confederation (2002) Personnel Record Keeping Requirements. Dublin: IBEC 

irish League of Credit Unions (1999) Management Skills Training Programme ~ Role of the Manager. Dublin: Irish League of Credit Unions 

irish League of Credit Unions (2004) Hurnan Resources Policy & Procedures - Guidelines for Affiliated Credit Unions, Dublin: Irish League of 
Credit Unions 

Lane, F. (1999) StajfingA Pre-school/Day Care Service -- Recruiting with Confidence. Dublin: Barnardos 

McMahon, G. (1999) Performance Appraisal Skills ~ Best Practice for Managers, Dublin: Oak Tree Press 

McMahon, G. (2002) Recruitment & Selection — How to Get it Right Dublin: Oak Tree Press 

Maher H. & Hall, P (1998) Agents of Change. Dublin: Oak Tree Press 

Miller A. (2005) Leadership & Management Developrnent Programrrie. UK: andrewsniller@rubus-consuttants.co.uk 

Porteous & Hodgins (1995) Selection Trends in Irish Organisations. Irish journal of Psychology 

Power, M. (997) Managing Better ~ Financial Management for Community & Voluntary Groups. Dublin: Combat Poverty Agency 

Weibrich, H. & Koontz, H. (1993) Management ~ A Global Perspective. New York: McGraw Hill 

www.belbin.cam 

www.adrianwalsh.comau 

Health & Safety 
  

Cade of Practice Detailing Procedures for Addressing Bullying in the Workplace, Department of Enterprise Trade and Employment, 2003 

Codes of Practice on Sexual Harassment and Harassment at Work, The Equality Authority 

Dignity in the Workplace — Codes of Practice on Workplace Bullying & Harassment, Health & Safety Authority (HSA) 

 



Fire Safety in Pre-schools, Department of Environment, 1999 

Food & Nutrition Guidelines fer Pre-school Services, Health Promotion Unit, 2004 

Guidelines an Preparing Your Safety Statement and Carrying Out Risk Assessments, Health & Safety Authority (HSA) 

Guidelines on the Prevention of Workplace Bullying, Health & Safety Authority (HSA), 

Healthy Eating for Children, Health Promotion Unit, 2004 

Childcare 
Barnardos (2002) Parents Under Pressure. Dublin: Barnardos’ NCRC 

Byrne, M.and ADM (2003) A Guide to Developing Policies & Procedures in a Childcare Setting, Dublin: ADM 

Byrne, M,, Canavan, A. and Egan Cowman, £. (2003) Minimum Quality Standards in a Nursery ~ Towards Quality Daycare. Dublin, NCNA 

Canavan, A. (2004) Paint, Sand and Computers - A Review of Barnardos’ Children and Technology Programme, Eastern Region.Coastal. 
Barnardos’ NCRC 

Canavan, A. and Gibbons, N. (1997) Establishing a Day Care Service: An Information Pack, Dublin: Barnardos 

Canavan, A. and Gibbons, N. (1998): Child Care Act (1991), Part (VII) Supervision of Child Care Services: A Training Manual, Dublin: Barnardos 

Centre for Social and Educational Research (CSER), (1 998) Identification of Training Needs of the Childcare Sector. Dublin: DIT 

Cleary, A. Nic Ghiolla Phadraig, M. and Quin, S. (2001) Understanding Children, Volume | — State, Education & Economy. Dublin: Oak Tree 
Press 

Cleary, A., Nic Ghiolla Phadraig, M. and Quin, S. (200 1} Understanding Children, Volume 2 ~ Changing Experiences and Family Forms. Dublin: 
Oak Tree Press 

Cowley, L. (1994) Young Children in Group Day Care, Guidelines for Good Practice (2nd Edition). London: National Children’s Bureau 

Dept. of Health (1991) Child Care Act, 1991, Dublin: Stationery Office 

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

Department of Health & Children, 1999 Children First - National Guidelines for the Protection and Welfare of Children. Dublin: Stationery 
Office 

Dept. of Health and Children (2002) Our Duty To Care ~The Principles of Good Practice for the Protection of Children and Young People. 
Dublin: Stationery Office 

Dept of justice, Equality and Law Reform (1999) National Childcare Strategy: Report of the Partnership 2000 Expert Working Group on 
Childcare, Dublin: Stationery Office 

Dept of justice, Equality and Law Reform (2002) Quality Childcare and Lifelong Learning: Model Framework for Education, Training and 

Professional Development in the Early Childhood Care and Education Sector: Dublin: Stationery Office 

Donnelly, P (2002) Someone To Talk To: A Handbook on Childhood Bereavement, Dublin, Barnardos’ NCRC 

Duignan, M. & Walsh, T. (2004) insights on Quality -A National Review of Policy, Practice and Research Relating to Quality in Early Childhood 

Care and Education in Ireland 1990-2004. Dublin: Centre for Early Childhood Development & Education (CECDE) 

European Commission Network on Childcare (1996) Quality Targets in Services for Young People. Brussels: European Commission Network on 
Childcare 

Fox, G. (2004) Our Children First.A Parent's Guide to the National Child Protection Guidelines. Dublin: Barnardos’ NCRC 

French, G. (2003) Supporting Quality: Guidelines for Best Practice in Early Childhood Services 2nd Edition. Dublin: Barnardos’ National Children’s 
Resource Centre 

Hayes Murray, P (2001) The Childminding Handbook. Dublin: Childminding Ireland 

Holt, S. and Pugh, E. (2004) Afterschaol+:A Practice Guide for Providers. Dublin: Barnardos’ NCRC 

IPPA (2002) Guidelines on Policies for Childcare Services. Dublin: IPPA 

IPPA (n.d) Handbook for Committees, Dublin: IPPA 

ISPCC (2002) A Young Person's Guide to the Internet. Dublin: SPCC 

ISPCC (2002) A Parent's Guide to Keeping Children Safe on the Internet. Dublin; IPSCC 

Kelly M. (2000) Good Practice Self Assessment Manual. Dublin. NCNA 

Kiernan, G., Schonfeld, H. and Walsh, (Eds) (2004) Making Connections ~A Review of Intemational Policies, Practices and Research Relating to 

Quality in Early Childhood Care and Education. Dublin: Centre for Early Childhood Development & Education (CECDE) 

Lagan Family Day Care Network (2002) Best Practice Guidelines for Childminders. Donegal: Lagan Family Day Care Network 

NCA (2002) We Like This Place ~ Guidelines for Best Practice in the Design of Childcare Facilities. Dublin: NCNA 

National Council for Curriculum Assessment (2004) Towards a Framework for Early Learning — A Consultative Document. Dublin. NCCA 

Pugh, E. (2000) After School - The Way Forward. Dublin: NCNA 

Ruane, M, (2002) Growing Together -A Resource Manual for Facilitators of Parenting Groups. Dublin: Barnardos! NCRC 

Smith, J. (2003) To Do or Not To Do ... Ethical Practice Guidelines. Dublin: National Children’s Nurseries Association 

The United Nations Convention on the Rights of the Child, 1992. 

Willoughby, W. (2004) Every Child Matters: Developing Anti-discriminatory Practice in Early Childhood Services. Dublin: Barnardos’ NCRC 

  

 



SOURCES OF USEFUL INFORMATION 
  

CHILDCARE AND 

RELATED 

ORGANISATIONS   

ADM Ltd 

Holbrook House 

Holles St 

Dublin 2 

Tel: 01 2400700 

Fax: O1 6610411 

E: enquiries@adm.jie 

www.adm.ie 

BARNARDOS’ NATIONAL 

CHILDREN'S RESOURCE 

CENTRES 

WWW.BARNARDOS.IE 
  

Athlone 

River Court 

Golden Island, Athlone 

Co. Westmeath 

Tel: 090 6479584 

Fax: 090 6479585 

E: ncre@athlone.barnardos.je 

Cork 

The Bowling Green, White St 

Cork 

Tel: 021 4310591 

Fax: 021 4310691 

E: nerc@cork.barnardos.ie 

Dublin 

Christchurch Square 

Dublin 8 

Tel: O1 4549699 

Fax: O1 4530300 

E: nerce@barnardosie 

Galway 

41-43 Prospect Hill 

Galway 

Tel: 091 565058 

Fax: 09 | 565060 

Limerick 

10 Sarsfield Street, Limerick 

Tel: 061 208680 

Fax: 06) 440214 

E: nerc@midwest.barnardos.ie 
  

Childminding Ireland 

Wicklow Enterprise Centre 

The Murrough 

Wicklow 

Tel: 0404 64007 

Fax: 0404 64008 

E: info@childminding.ie 

www.childminding.ie 
  

Children's Rights Alliance 

13 Harcourt Street 

Dublin 2 

Tel: 01 405 4823 

Fax: 01 405 4826 

E: info@cra.iolie 

www.childrensrights.ie 
  

COUNTY & CITY CHILDCARE 

COMMITTEES   

Carlow CCC 

16 Dublin Road 

Carlow 

Tel: 059 9140244 

Fax: 059 914065 | 

E: carlowccec@eircom.net 

www.carlowccc.com 

Cavan CCC 

Railway Station 

Belturbet 

Co, Cavan 

Tel: 049 9529882 

Fax: 049 952988) 

E: cavancec@oceanfree.net 

Www.cavancccie 

Clare CCC 

i Kilrush Road 

Ennis 

Co. Clare 

Tel: 065 6864862 

Fax: 065 6865515 

E: info@clarechildcare.ie 

www.clarechildcare.ie 

Cork City CCC 

29 Penrose Wharf 

Cork 

Tel: 021 4507942 

Fax: 021 4507914 

E: corkcitychildcare | @eircom.net 

www.corkcitychildcarete 

Cork County CCC 

Floor 2 

The Mill 

Castletownroche 

Co, Cork 

Tel: 022 26648 

Fax: 022 26649 

E: corkchildcare@eircom.net 

Dun Laogahire/Rathdown CCC 

5a Woodpark 

Sallynoggin 

Co. Dublin 

Tel: O1 2368030 

Fax: OF 2368012 

E dirccc | @eircomnet 

www.dircountychildcare ie 

Donegal CCC 

Main Street, Stranorlar 

Co. Donegal 

Tel: 074 9132416 

Fax: 074 9130314 

E: info@donegalchildcare.com 

www.donegalchildcare.com 

Dublin City CCC 

Block 4, Floor | 

Dublin City Council 

Civic Offices 

Woodquay 

Dublin 8 

Tel: 0] 2223073 

Fax: 01 2222162 

E: nuala.nicgiobuin@dublincityie 

www.dublincitychildcare.ie 

Fingal CCC 

Mainscourt 

23 Main Street 

Swords 

Co, Dublin 

Tel: 01 8905027 

Fax: 01 8904323 

E: info@fingalcountychildcare.le 

www fingalcountychildcare.ie 
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Galway CCC 

9B Liosban Retail Centre 

Tuam Road 

Galway 

Tel: 091 752039 

Fax: 091 735701 

E: mail@galwaychildcare.com 

www galwaychildcare.com 

Kerry CCC 

| Powers Court 

Boherbee 

Tralee 

Co, Kerry 

Tel: 066 7181582 

Fax: 066 7102945 

E: kccot@eircom.net 

www.kerrycountychildcareje 

Kildare CCC 

The Woods 

Clane 

Co. Kildare 

Tel: 045 861307 

Fax: 045 98241 | 

E: info@kildarechildcare.ie 

wwwkildarechildcare.ie 

Kilkenny CCC 

Rear Choill Mhuire 

Glendine Road 

Kilkenny 

Tel: 056 7752865 

Fax: 056 7786903 

E: kkcec@eircom.net 

Laois CCC 

6 Lismard Court 

Portlaoise 

Co. Laois 

Tel: 0502 61029 

Fax: 0502 81970 

E: laoischildcare@eircom.net 

www. lacischildcare.ie 

Leitrim CCC 

Laird House 

Church Street 

Drumshanbo 

Co. Leitrim 

Tel: 071 964 0870 

Fax: 071 964 0871 

E: leitrimcountychildcare@eircom.net 

Appendix | — Resourc 

Limerick City CCC 

City Hall 

Merchants Quay 

Limerick 

Tel: 06! 407427 

Fax: 061 312985 

E: childcare@limerickcity.ie 

wwwilimerickcitydb.ie/childcare 

Limerick County CCC 

32 Main Street 

Croom 

Co. Limerick 

Tel: 061 600918 

Fax: 061 600898 

E: clec@eircom.net 

www.clecie 

Longford CCC 

Unit 17 

Longford Shopping Centre 

Longford 

Tel: 043 42505 

Fax: 043 42504 

E: Iechildcare@eircom.net 

wwwiongfordchildcare. ie 

Louth CCC 

Unit 9 Ardee Business Park 

Hale Street 

Ardee 

Co. Louth 

Tel: 041 6859912 

Fax: 041 6859913 

E: info@louthchildcare.ie 

www.louthchildcare.ie 

Mayo CCC 

2nd Floor, Mill Lane 

Bridge Street 

Castlebar 

Co. Mayo 

Tel: 094 9034778 

Fax: 094 9034815 

E: jpower@mayococo.ie 

www.mayocdb.ie 

Meath CCC 

11 Watergate Street 

Navan 

Co. Meath 

Tel: 046 9073010 

Fax: 046 906722} 

E: meathchildcare@eircom.net 

wwwacommunity:meath.ie 

Monaghan CCC 

7 The Grange 

Plantation Walk 

Monaghan 

Tel: 047 72896 

Fax: 047 72881 

E: monaghanccc@eircom.net 

North Tipperary CCC 

North Tipperary County Council 

Civic Offices 

Limerick Road 

Nenagh 

Co. Tipperary 

Tel: 067 44886 

Fax: 067 31478 

E: chidcare@northtippcoco.ie 

www.northtipperarychildcare.ie 

Offaly CCC 

St Josephs Community Centre 

Kilcormac 

Birr 

Co. Offaly 

Tel: 0509 35878 

Fax: 0509 35879 

E: offalychildcare@eircom.net 

Roscommon CCC 

Antogher Road 

Roscommon 

Co. Roscommon 

Tel: 090 6628669 

Fax: 090 6630617 

E: roschildcare@eircom.net 

Sligo CCC 

50The Mall 

Sligo 

Tel: 071 9148860 

Fax: 071 9148849 

E: sccc@eircom.net 

www sligochildcare.ie 

South Dublin CCC 

Block D, Bawnogue Enterprise Centre 

Bawnogue 

Dublin 22 

Tel: O1 4570122 

Fax: 01 4570322 

E: southdublinchildcare@eircom.net 

www.southdublinchildeare.ie 

 



South Tipperary CCC 

| O'Connell Street 

Clonmel 

Co. Tipperary 

Tel: 052 82274 

Fax: 052 28776 

E: cecadministrator@eircom.net 

www.southtippccc.ie 

Waterford City CCC 

Unit 15, Tycor Business Centre 

Tycor 

Waterford 

Tel: O51 860444 

Fax: O51 860445 

E waterfordcitychildcarecom@eircomnet 

Waterford County CCC 

Youth Resource Centre 

Friary Street 

Dungarvan 

Co. Waterford 

Tel: 058 43601 

Fax: 058 43602 

E: waterfordcochildcare@eircorn.net 

www.waterfordcocaie 

Westmeath CCC 

6 St Johns Terrace 

Blackhall 

Mullingar 

Co. Westmeath 

Tel: 044 35454 

Fax: 044 47962 

E: westmeathcountychildcare@eircominet 

Wexford CCC 

1 | Weaver Street 

Enniscorthy 

Co. Wexford 

Tel: 054 37156 

Fax: 054 39540 

E: Lindacountychildcare@eircom.net 

www,wexfordchildcare.ie 

Wicklow CCC 

Kilmantin Hill 

Wicklow 

Tel: 0404 64455 

Fax: 0404 64444 

E: jeremywecc@eircom.net 
  

Forbairt Naionrai Teo 

7 Cearndég Mhuirfean 

Baile Atha Cliatha 2 

Tel: OF 6398442 

Fax: 01 6398401 

E: forbaritnaionrai@eircom.net 
  

High/Scope Ireland 

clo NIPPA 

6c Wildflower Way 

Apollo Road 

Belfast 

BT12 6TA 

Tel: 04890 662825 

Fax: 04890 381270 
  

Irish Society for the Prevention of 

Cruelty to Children (ISPCC) 

20 Molesworth Street 

Dublin 2 

Tel: Of 6794944 

Fax: 01 6791746 

E: ispec@ispcc.ie 

www.ispccie 
  

lrish Pre-school Playgroups 

Association (IPPA)} 

Unit 4 

Broomhill Business Complex 

Broomhill Road 

Tallaght 

Dublin 24 

Tel: O1 4630010 

Fax: 01 4630045 

E: info@ippaie 

wwwiippale 
  

National Children’s Nurseries 

Association (NCNA) 

12C Bluebell Business Park 

Old Naas Road 

Bluebell 

Dublin 12 

Tel: O1 4601138 

Fax. 0} 4601185 

E: info@ncna.net 

www.ncnanet 
  

EMPLOYER/EMPLOYEE 
INFORMATION/SUPPORT ° 
ORGANISATIONS 

Chartered Institute of Personnel 

Development 

7/8 Upper Mount Street 

Dublin 2 

Tel: 01 6766655 

Fax: O01 6767229 

E: info@cipdiie 

www.cipd.ie 

Employment Appeals Tribunal (EAT) 

65a Adelaide Road 

Dublin 2 

Tel: O1 6313347 - 6313009 - 6313013 

+ 6313193 - 6313006 - 6313014 

The Equality Authority 

2 Clonmel Street 

Dublin 2 

Tel: OF 4173386. Lo-call 1890 245545 

E: info@equalityie 

wwwequalitvie 

Equality Investigations 

3 Clonmel Street 

Dublin 2 

Tel: O1 4173300. Lo-calt 1890 344424, 

E: info@odeiie 

www,odei.ie 

FAS — Training & “ 

Employment Authority 

27/33 Upper Baggot Street 

Dublin 4 

Tel: 01 6070500 

www fas.ie 

Labour Court 

Tom johnson House 

Beggars Bush 

Dublin 4 

Tel: O1 6136666 Lo-call: 1890 220228 

Labour Relations Commission 

Tom Johnson House 

Beggars Bush 

Dublin 4 

Tel: Of 6136700 Lo-call 1890 220227 

 



  

Government Publications Sales Office 

Sun Alliance House, Molesworth Street 

Dublin 2 

Tel: O01 6793515 

(For copies of all legislative Acts 

including employment and Bills 

currently discussed by the Dail). 

irish Business and Employers 

Confederation, (IBEC) 

84/86 Lower Baggot Street 

Dublin 2 

Tel: 01 6051500 

wwwibecie 

Irish Congress of Trade Unions 

Head Office 

31/32 Parnell Square 

Dublin | 

Tel: 01 8897777 

& congress@ictuie 

wwwictu.ie 

Small Firms Association 

84 Lr Baggot St 

Dublin 2 

Tek OF 6051500 

Fax: O1 6612861 

E: info@sfa.ie 

www.sia.ie 
  

GOVERNMENT 

DEPARTMENTS 

AND STATE OFFICES   

Dept. of Enterprise, Trade 

and Employment 

Davitt House 

65a Adelaide Road 

Dublin 2 

Tel: Of 6312121 Lo-call 1890 220 222 

E: info@entemp.ie. www.entemp.ie 

Dept. of Health and Children 

Hawkins House 

Poolbeg St 

Dublin 2 

Tel: 01 6354000 

Fax: Of 6354001 

Lo-cail: 1890 20031! | 

Dept. of Justice, Equality and 

Law Reform 

Childcare Directorate 

Old Faculty Building 

Shelbourne Road 

Dublin 4 

Tel: O1 6028465 

Fax: 01 6028540 

E: childcare_mail@justice je 

www justice.je 

Dept. of Social, Community & 

Family Affairs 

Aras Mhic Ohiarmada 

Store Street 

Dublin | 

Tel: 01 8748444 

E: info@welfare.ie 

www.welfareje 

Health and Safety Authority 

10 Hogan Place 

Dublin 2 

Tel: Of 6147000 

Fax: 01 6147020 

E: info@hsa.ie 

www.hsa.ie 

Revenue Commissioners 

Employer's Information 

9115 Upper O'Connell Street 

Dublin | 

Tel: 01 8655000 

www. revenue.jie 
  

HEALTH SERVICE 
EXECUTIVE   

Health Service Executive, 

East Coast Area 

Health Service Executive, 

South Western Area 

Health Service Executive, 

Northern Area 

Health Service Executive, 

Midland Area 

Health Service Executive, 

Mid-Western Area 

Health Service Executive, 

North Eastern Area 

Health Service Executive, 

North Western Area 

Health Service Executive, 

South Eastern Area 

Health Service Executive, 

Western Area 

See local telephone directory for relevant 

numbers. 

_ Appendix | — Resources and Sources of UR a Information _ 

OTHER ORGANISATIONS   

Bullying Response Unit 

Health and Safety Authority 

10 Hogan Place 

Dublin 2 

Tel: 01 6147000 

Fax 01 6147020 

www. hsaie 

European Commission 

18 Dawson Street 

Dublin 2 

Tel: O01 634111) 

www, eulrelandje 

The National Framework Committee 

on Family Friendly Policies 

clo The Equality Authority 

Clonmel Street 

Dublin 2 

Tel: O01 4173386 

www familyfriendiyie/guidelines 

National Irish Safety Organisation 

10 Hogan Place 

Dublin 2 

Tel: 01 6620399 

Pavee Point 

46 North Great Charles Street 

Dublin | 

Tel: O| 8780255 

Fax: O01 8742626 

Refugee Trust 

Capel Chambers 

199 Capel Street 

Dublin | 

Tel: 01 872237! 
  

 



  
Policy Purpose 
It is the policy of Sleepy Hollow Day Care Centre to ensure that employees with a grievance relating to their 

employment can use a procedure which can help to resolve grievances as quickly as possible. 

General Information 
* tis preferable that all grievances be put in writing. Alternatively, ifan employee makes a complaint verbally 

it will be recorded in writing by the person to whom the employee has made the grievance and a written 

copy should then be given to the employee. This will allow the employee to make any changes, if they so 

wish, to the written document. 

* Ifthe timeframes specified cannot be adhered to, the timeframes may be extended by mutual agreement. 

* The manager to whom the grievance has been reported may need to investigate matters arising from the 

grievance — this may require the manager to interview other people in relation to the matter as well as 

the employee who has made the grievance. 

* Some circumstances may warrant just an informal discussion in order to resolve the situation and 

employees are encouraged to discuss the situation with their manager in the first instance. Then, if the 

employee is still unhappy then can proceed to Stage |. 

* Depending on the organisational structure some stages may not apply to employees: 

© |fa manager has a grievance they would go directly to the management committee/proprietor 

© If an employee feels they cannot discuss the matter with their manager or that they may consider they 

are part of the problem. In these circumstances the employee should move to the next level of 

management. 

  

Procedure   

Stage | 

* Employee is encouraged to approach their immediate manager when grievance first arises. 

* Employee has the option to have a colleague/representative present. 

* The problem is discussed and outcome decided upon. 

* Meeting should be recorded and signed ~ by both parties, with copies issued to those in attendance. 

  

Stage 2 

* Should employee be dissatisfied with previous outcome or feel they cannot approach their manager they 

can approach their manager's senior. 

* This may be done verbally or in written form. 

* Again the employee is given the option to have a representative present. 

* A discussion will be heid and a response given within five working days. 

* The meeting should be recorded and signed by both parties, with copies issued to those in attendance. 

  

Stage 3 
  

* If the response is not adequate in resolving the issue, the employee may appeal to the management 

committee/proprietor as appropriate. 

* Again, a representative may be present. 

* A meeting will be arranged to discuss the matter where possible within five working days. The 

management committee/proprietor should respond, in writing as soon as possible after the meeting. 

* The meeting should be recorded, and copies issued to all those in attendance. 

 



  

Stage 4 

In the event of a matter not being resolved internally, the matter may be referred through normal industrial 
relations procedures. The procedures referred to include reference to a Rights Commissioner, Labour 
Relations Commission, Labour Court, Employment Appeals Tribunal or Equality Officer as appropriate. 

  

During the period in which the grievance procedure is being followed no form of industrial action such as 
go-slow, walk-out, no strike, lock-out or other form of action will take place until all avenues as outlined have 
been followed. In the event of any issues arising which may not be immediately processed in accordance with 
the above grievance procedure then it is expected that normal working (even if under protest) would 
continue until a settlement is reached. 

Guidance Notes for Childcare Services 
Due regard should be given to the differing management structures within the childcare sector The sample 
policy refers to the “manager/proprietor/management committee” and services should amend the sample 

document to ensure that it fits with their service. 

  

Where childcare services have a manager with a small number of employees who report directly to them 
perhaps consideration should be given to the introduction of a “third party” (an outside agency or consultant 
with expertise in the area) so that there is a fair and transparent procedure available to the employee to 
take a grievance procedure. This would technically mean that there would be only 3 steps in such a grievance 
procedure: 

1, Discuss with the manager 

2. Discuss with the appointed “third party” 

3, Normal industrial relations procedures 
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Policy Purpose 
  

The disciplinary policy and procedure of Sleepy Hollow Day Care Centre is designed to help and encourage 

all employees to achieve and maintain high standards of conduct, job performance and capability, The 

disciplinary procedure aims to help employees whose performance or conduct falls below the Centre's 

requirements to achieve the necessary improvement. 

Formal procedures are vital to ensure consistent and fair disciplinary action at all times. in order to achieve 

consistency and fair treatment, this procedure applies to all employees from the first day of their ernployment 

with Sleepy Hollow Day Care Centre. 

Information Relating to the Disciplinary Procedure 
  

The disciplinary procedure may be invoked if Sleepy Hollow Day Care Centre receives complaints about an 

employee's conduct, time keeping, attendance or job performance to name but a few issues. 

Sleepy Hollow Day Care Centre will: 
  

* Where possible, ensure that the employee will receive a summary of the main areas of complaint before 

a meeting unless the matter is considered so urgent that to give a written note before the meeting would 

not be reasonable. If such a situation arises the employee will be informed at the beginning of the meeting 

of the nature of the complaint. 

+ Ensure that the manager acts consistently, objectively and reasonably when dealing with any disciplinary 

issues. 

* Where necessary, require that the manager or other appropriate personnel carry out an investigation into 

the alleged offence/s. 

* The procedure may be instituted at any stage for more serious offences so that it would not in all 

circumstances be necessary to go through three stages of a procedure before leading to a final warning 

or dismissal. The level of warning issued to the employee will depend on the information obtained through 

the investigation and the subsequent disciplinary hearing. 

* Where possible, adjourn the disciplinary meeting to decide on what course of action might be taken. The 

employee and their representative will be asked then to rejoin the meeting and be informed of the 

decision. However, there may be circumstances (with regard to misconduct or gross misconduct) when 

the meeting may be ended and the employee and their representative should be asked to attend on 

another day and time to be informed of the decision. 

« In the case of alleged serious or gross misconduct, suspend an employee on full pay, whilst an investigation 

takes place. The employee will be given every opportunity to make representations on their behalf and 

to hear what charges are being made against them. This will happen before any decision regarding 

disciplinary action is made. Employees dismissed on the grounds of gross misconduct will not be entitled 

to any notice period payment. 

* Ensure that employees have a right to appeal at any stage of the disciplinary procedures. If an employee 

wishes to appeal the disciplinary sanction then they should submit their appeal, in writing, within seven 

working days of being informed of the proposed action to be taken against them. The disciplinary letter 

should inform the employee of whom to direct the appeal request. Once the relevant person receives 

the appeal letter from the employee they should meet the parties concerned within seven working days 

to consider all the relevant evidence and give their decision within five working days after the meeting to 

 



  

consider the appeal. Employees also have recourse to the normal industrial relations procedures such as 

Labour Court, Employment Appeals Tribunal if necessary, 

Ensure that the employee is made aware of the principles of natural justice: 

° The empioyee will have the right to know the case against him/her 

= The employee has the right to reply and state their case 

e The employee will have the right to due consideration 

* The employee has the right to representation 

« The employee has the right to appeal 

Disciplinary Procedure 
  

All of these stages form part of the disciplinary process. 

INFORMAL STAGE 
  

At this early stage, the main aim of the procedure is to help the employee achieve the required standard of 

performance or behaviour. The manager may decide to initiate this procedure depending on the nature of 

the matter 

The manager will: 

Informally meet with the employee to discuss with them the unacceptable behaviour or weak area of their 

performance. 

Agree on improvement measures and the timeframe for these improvements. 

Offer to support and coach the employee in improving their performance. 

Decide on a date to review the progress, 

Inform the employee in a clear manner of the next step in the procedure if agreed standards of 

improvement are not achieved. 

Maintain a record of the meetings held. 

FORMAL PROCESS 
  

The disciplinary procedure may be initiated for a number of reasons. Examples of misconduct and gross 

misconduct are outlined at the end of this section. 

Stage | — Verbal Warning 
  

The verbal warning should be given by the employee's immediate manager. The manager will: 

Inform the employee what the issue/matter is 

2. Inform the employee what action or improvement is required from the employee 

3, 

4. Inform the employee what will happen if there is no improvement made by the employee 

Set a date for review meeting 

The employee will be given the opportunity to state their case. 

The meeting will be adjourned to decide what course of action will be taken. Then the employee and their 

representative will be asked to rejoin the meeting and they will be informed of the decision 

Rercie Ne ta Dicer pollo) Pl eereeciis 

 



The verbal warning will be issued in writing, in duplicate, a copy of which will be given to the employee to 

sign, and it should be returned to the manager This signed copy will be placed on the employee's personnel 

file for a period of 6 months. The warning will be issued in the presence of another supervisor/ manager and 

the employee's representative. 

All warnings issued must include the appeals process. 

Stage 2 — Written Warning 
  

if the required improvement does not take place a written warning should be given by the employee's 

immediate manager. The warning should: 

|. State what the issue/matter is 

2. State what action or improvement is required from the employee 

3. Set a date for review meeting 

4. State what will happen if there is no improvement made by the employee 

The employee will be given the opportunity to state their case. 

The meeting will be adjourned to decide what course of action will be taken.Then the employee and their 

representative will be asked to rejoin the meeting and they will be informed of the decision (see information 

relating to the disciplinary procedure re adjournment of meetings on p.90). 

The warning will be issued. in writing, in duplicate, a copy of which the employee should sign and return to 

the manager This signed copy will be placed on the employee's personnel file for a period of 12 months. The 

warning will be issued in the presence of another supervisor/manager and the employee's representative. 

All warnings issued must include the appeals process. 

Stage 3 — Final Written Warning 

if the required improvement does not take place, a written warning should be given by the employee's senior 
  

manager. The warning should: 

|. State what the issue/matter is 

2. State what action or improvement is required from the employee 

3, Seta date for review meeting 

4, State what will happen if there is no improvernent made by the employee 

The employee will be given the opportunity to state their case. 

The meeting will be adjourned to decide what course of action will be taken. Then the employee and their 

representative will be asked to rejoin the meeting and they will be informed of the decision (see information 

relating to the disciplinary procedure in relation to the adjournment of meetings on p.90). 

The warning will be issued in writing, in duplicate, a copy of which the employee should sign and return to 

the manager This signed copy will be placed on the employee's personnel file for a period of 12 months. The 

warning will be issued in the presence of another supervisor/manager and the employee's representative. 
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All warnings issued must include the appeals process. 

Stage 4 — Dismissal   
If there have been further breaches of discipline after the third stage or if an incident is that serious that the 

matter cannot be dealt with at Stages 2 or 3, then the employer may decide to dismiss the employee. The 

process for dismissal is: 

|. An appropriate investigation and consideration by the management committee/proprietor of the matter. 

2. Meeting with the management committee/proprietor and the manager who is dismissing the employee, 

the employee and their representative, 

3, Outline the Centre's position to the employee. 

4. Consideration by the management committee/proprietor of the employees and their representative's 

position, 

The dismissal will be issued in writing and will include the appeals process. 

Misconduct & Gross Misconduct   

The following are examples of misconduct and gross misconduct — this list is not exhaustive. 

Misconduct 

* Abusive or insulting behaviour and/or language to fellow workers, children or parents 

+ The taking of or being under the influence of alcohol or unprescribed drugs during working hours. 

* Failure to comply with written instructions 

* Failure to maintain the required dress standard and appearance 

¢ Unacceptable performance 

* Persistent failure to reach job requirements 

* Persistent and unacceptable leveis of absence 

* Failure to follow absence reporting procedures 

* Giving false evidence of incapacity for work 

¢ Time-keeping ~ being persistently late 

* Leaving the Centre early 

* Breach of policies and procedures 

* Undertaking work in conflict with the Centre 

* Horseplay (joking, clowning, rowdiness or fun that could lead to a possible mishap or accident) 

Gross. Misconduct 

¢ Allegation of abuse against a child 

* Breach of confidentiality 

* Leaving the Centre without permission 

* Submitting or entering of false information or misleading information 

* Refusal to obey a reasonable instruction from someone authorised to issue such instructions 

* Stealing from the Centre or fellow employees 

* Bullying/harassment 

* Sexual harassment 

* Serious or persistent acts of sexual, racial, religious or disability discrimination



* Continued failure to observe the dignity of others 

* Physical and verbal assault 

* False declaration of information at the time of initial employment, which would have affected the decision 

to offer employment 

* Continued failure to attend a disciplinary hearing 

* Non compliance with health and safety procedures 

* Neglect of safety standards 

* Repeated breach of policies and procedures 

Guidance Notes for Childcare Services 
  

Due regard should be given to the differing management structures within the childcare sector The sample 

policy refers to the “manager/proprietor/management committee” and services should amend the sample 

document to ensure that it frts with their service. 

Where childcare services have a manager with a small number of employees who report directly to them 

perhaps consideration should be given to the introduction of a “third party” (an outside agency or consultant 

with expertise in the area). Services that have a management committee should either have a staffing 

committee or appoint personnel to facilitate the disciplinary process in the first instance. 

Services should ensure that the procedures are conducted with regard to the authority of managers in 

relation to disciplinary matters ~ such as are they entitled to issue verbal warnings, warnings, suspensions, 

dismissals. The structure should be clearly outlined for those involved in the management of services. 

As this is such a complex area, services should consider getting professional support and advice. 

Other Areas 

* Services should ensure that sanctions are appropriate to the charge. 

* The policy and procedures and any standards and rules should be clearly understood by the employee. 

* In the case of gross misconduct it is usual that the employee would be suspended on full pay pending the 

investigation and hearing. Suspensions without pay are usually seen as a possible outcome after the 

disciplinary hearing (as a punishment). Services who wish to use the latter type of suspension should (a) 

include it as part of their policy and procedure and (b) use tt appropriately. 

* At the disciplinary interview make sure: 

¢ That the employee knows the details of the allegation. 

2 That the employee has the opportunity to put forward their side of the matter. 

s That the disciplinary action is appropriate to the circumstances. 

* The written warning should accurately record the warning given at the interview. Do not write the 

warning before the investigation and hearing have taken place. 

* If appropriate, the warning should state clearly that dismissal might result from a failure to comply. 

* At all stages of the procedure, the principles of natural justice must apply. 

* At all stages of the procedure, the right to appeal should be confirmed as part of the warning or dismissal 

letter 

It is unfair to keep details of warnings on the employee's file after the warning period has elapsed. 

 



  
Policy Purpose 

Sleepy Hollow Day Care Centre recognises the right of everyone to be treated with dignity and respect at 

  

work. This includes the right not to be bullied, harassed or sexually harassed. Bullying and sexual 

harassment are unlawful under the Safety, Health & Welfare at Work Act, 1989 and the Employment 

Equality Act, 2004 and will not be accepted or tolerated in any form. Sexual harassment is dealt with 

under a separate policy, 

This policy covers the behaviour of everyone involved in any way with the Centre, including full time, part- 

time and casual staff, management committee members, contractors, the parents of the children using the 

Centre and any other person whom the employee might reasonably come in contact with during the 

course of their employment. The policy applies in the Centre, and at work related events such as social 

occasions, training, meetings and conferences. 

Bullying and harassment can create an environment in the workplace which damages morale and hinders 
effective work performance. The purpose of the policy is to clarify to all employees they have the right to 

work in an environment free from incidents of bullying/harassment. 

Definitions of Bullying/Harassment 
  

Bullying has a variety of definitions but is usually defined as persistent inappropriate behaviour, direct or 

indirect, verbal, physical, psychological or otherwise. 

Workplace bullying is a form of harassment; it is unwelcome and unwanted and can result in the person 

being subjected to the behaviour feeling upset, threatened, humiliated or vulnerable. It can be conducted 

by one or more people against another or others at the place of work or in the course of their work, An 

isolated incident of the behaviour described may be considered to be an affront to dignity at work but as 

a once off incident is not considered bullying. 

The following are examples of bullying/harassment — the list is not exhaustive: 

* Verbal abuse, insults and name calling 

* Shouting and aggressive behaviour 

* Persistent unjustified criticism 

* Sneering or public humiliation 

* Derogatory or offensive nicknames 

* Slandering a fellow employee by the manipulation of a person's reputation by gossip, rumour and 

ridicule 

* Social exclusion, isolation or non co-operation at work 

* Unfair delegation of duties 

* Setting meaningless tasks 

* Taking credit for someone else’s work 

* Excessive supervision and over checking of an employee's work 

* Offensive gestures 

* Displaying flags/emblems, graffiti or other material which might state/imply prejudicial attitudes which are 

offensive to fellow employees 

* Horseplay 

 



* Unwanted physical contact 

* Assault 

An individual can also be harassed on the grounds of race, gender, age, religious belief, marital status, sexual 

orientation, family status, disability or membership of the Traveller community. 

The following behaviours do not constitute bullying/harassment: 

* Constructive and fair criticism of an employee's conduct or work performance. Poor work performance 

will be dealt with through fair and transparent procedures. 

* Legitimate responses by management that arise due to pressurised situations that require immediate 

action or which might arise from staff shortages and the consequent increased workload. 

Breach of the Sleepy Hollow Day Care Centre policy on bullying/harassment may result in invoking the 

disciplinary procedure and applying sanctions from a verbal warning up to and including dismissal for 

serious offences of bullying/harassment. 

Anti-Bullying/Harassment Procedure 

Sleepy Hollow Day Care Centre has an informal and formal complaints procedure to deal with the issue 
  

of bullying/harassment at work. 

INFORMAL PROCEDURE 

It may be helpful for all concerned to use this procedure, as people may not be aware that they have in 
  

fact “over stepped the mark” by their unwanted behaviour or harassment of an individual or group of 

people. However, it is also recognised that it may not always be practical to use this procedure and the 

formal procedure may be taken up immediately. 

lf an employee feels they are subject to bullying behaviour or harassment they should make it clear to the 

person responsible to stop the behaviour as it is unwanted. The employee should keep a record of such a 

request and the response they received from the person they asked to stop the behaviour lf the 

employee feels that the person is continuing with the unwanted behaviour or harassment or where a 

more serious incident has arisen they should use the formal procedure. Or if the matter remains 

unresolved the employee will be encouraged to use the formal procedure. 

FORMAL PROCEDURE 

The employee should contact their manager as soon as possible. If this is inappropriate then the employee 
  

should contact another manager or the nominated persons of the management committee/proprietor The 

employee will be required to put their allegations in writing at this stage. 

As the principles of natural justice will apply, the alleged harasser will be made aware of the nature of the 

allegation, their right to representation, the right to hear the case against them and the right to reply. 

Every effort will be made to respect and maintain the confidentiality of all parties. However, the 

investigation of the allegation may involve interviewing other employees or other parties ~ in this situation 

the importance of confidentially will be stressed to those interviewed. Any statements taken from those 

interviewed will be circulated to the employee making the complaint and the alleged harasser: The views of 

the employee and the alleged harasser will be sought before the conclusion of the investigation. 

 



  

PROCESS 
* Sleepy Hollow Day Care Centre will appoint an appropriate person/committee to undertake the 
  

investigation. 

* An investigation into the complaint will be undertaken and will include separate interviews with the 
complainant and the alleged harasser and anyone else identified as a witness to the behaviour 

* All parties will be given the opportunity to state their case and are entitled to be represented at the 
interview in accordance with the principles of natural justice. 

* The investigating person/committee will report their findings to the management committee/proprietor. 

On the basis of the report, if it is found that the complaint has been upheld the matter will then be a 
disciplinary matter. 

* The complainant and the alleged harasser will be informed in writing of the outcome of the investigation. 

Process Post Investigation 

The disciplinary action should be taken in line with Sleepy Hollow Day Care Centre's discipline policy and 
procedure, 

Regular checks should be made by the person/committee investigating the complaint to ensure that the 
bullying/harassment has stopped and that there is no victimisation, Retaliation or victimisation of any kind 
against an employee for complaining or taking part in an investigation concerning bullying/harassment is a 
serious disciplinary offence. 

If it is found that a complaint was brought maliciously, it will be treated as misconduct under the Centre's 
disciplinary procedure. 

Guidance Notes for Childcare Services 
Due regard should be given to the differing management structures within the childcare sector The sample 

  

policy refers to the “manager/proprietor/management committee” and services should amend the sample 
document to ensure that it fits with their service. 

Where childcare services have a manager with a small number of employees who report directly to them 
perhaps consideration should be given to the introduction of a “third party” (an outside agency or 
consultant with expertise in the area). Services that have a management committee should either have a 
staffing committee or appoint personnel to facilitate the disciplinary process in the fist instance. 

Other Areas 

* The impact of bullying/harassment is by its nature stressful and the process of an investigation and a 
possible disciplinary procedure may leave either party feeling resentful, bitter or insecure. Counselling 
can provide support to deal with the issues raised and can potentially assist with re-integration into the 
work force. Although there is of course a cost involved, services should consider this option ~ in terms 
of their duty to care to employees under the Safety, Health & Welfare at Work Act, 1989. 

* Services should develop a policy for sexual harassment you can use the same format as this policy and 
procedure. 
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Policy Purpose 

The purpose of this policy is to ensure clarity about recruitment and selection in Sleepy Hollow Day Care 
  

Centre and to provide guidelines for the persons responsible for recruitment and selection and to ensure 

a consistent and fair approach. 

The Centre is committed to ensuring that its recruitment and selection policy and procedures comply 

with the Employment. Equality Act, 2004. 

Procedure for Recrurtment & Selection 

* The Management Committee, having undertaken a job analysis, will appoint a Sub-committee to be 
  

responsible for the purposes of recruitment and selection of staff. 

° The Management Committee will endeavour to ensure that each position where practicable right 

be advertised with regard to our family friendly/work life balance policies and thereby determine 

whether a post might be part-time, job shared, term time or other such infiative. 

° The Management Committee require the Sub-committee to complete a recruitment and selection 

checklist. 

* The Sub-committee will compile: 

2 A person specification for the position to be filled describing the experience, skills, and other 

attributes required to carry out the job. 

A job description for the position to be filled outlining the duties, tasks and responsibilities for the 

job. 

* Advertisements will be placed for the position. Where possible, recruitment of staff will be made from 

the widest possible field. Therefore positions will be advertised internally and externally, including local 

and national newspapers. Internal recruitment will only apply when the pool of candidates is sufficient 

for fair selection. 

* Applications from present staff will be treated on an equal basis with external applications. 

* Applicants will be forwarded an application form, Garda clearance request form, job description, person 

specification and information note (an information note contains a broad overview of Sleepy Hollow 

Day Care Centre and its relationship with the community). 

* The Sub-committee may convene an appropriately qualified team to review the applications and 

shortlist suitable candidates for interview, 

* Interviews will always be carried out by more than one person. The interview panel will, where possible, 

be comprised of different genders. 

* The appointed interviewers will be trained in interview techniques and fully versed on the relevant 

legislation. At least one member of the interview panel should have previous interviewing skills and 

experience. Sleepy Hollow Day Care Centre will “buy in" this experience if it is not available on the 

Sub-committee or Management Committee. 

 



  

Members of the interview panel will receive copies of the shortlisted candidates’ applications forms 

together with a job description, person specification and information note. 

Members of the interview panel will meet prior to the interviews and compile a range of questions 

which should relate to the requirements of the job and the format of the interview. 

All candidates will be asked the same core questions. Interview notes may be taken and a score 

(evaluation) sheet will be kept for each candidate. 

Garda clearance, medical checks and references will be taken up for the agreed candidate. 
° Garda clearance request form will be filed until such time as the process for clearance is confirmed 

by the Department of Justice, Equality and Law Reform. 

° The agreed candidate will be asked to undertake a medical examination at the expense of Sleepy 

Hollow Day Care Centre. 

° Phone references will be taken up by a member of the interview panel and should be followed up 

with a written request for a reference from the referees. 

Once the medical and reference checks have been completed and are satisfactory, the selected 

candidate will be offered the position and a contract of employment will be issued. 

The Sub-committee will write to all the unsuccessful interviewed candidates and the other applicants to 

thank them for applying and to inform them that their application was not successful on this occasion. 

All new employees will be required to participate in an induction programme which will commence 

within the first month of their appointment. 

The Sub-committee will keep on file for twelve months from the date of appointment of the successful 

candidate all correspondence in relation to the particular vacancy advertised. The file should contain the 

following: Candidates’ Applications, Person Specification, Job Description, Job Advertisement, Record of 

Candidates' Assessment, and Correspondence with Candidates. 

Any candidate who feels that they have been discriminated against has a right of complaint, which can 

be made in writing to the Management Committee of Sleepy Hollow Day Care Centre, 

fie eae C Selection Poli 1 e frei _ 

 



  
Position: Assistant Manager 

Location: Sleepy Hollow Childcare Centre 

Main Road, Sleepy Hollow 

Responsible for: 15 staff (on a day-to-day basis) 

Responsible to: Manager 

Job Purpose 

Assisting the manager in the day-to-day operations and management and the provision of a quality service 

to children and parents. 

Duties will include: 

General 

To assist in the procurement, delivery and maintenance of equipment and ancillaries for the Centre. 

To assist in preparing menus for the children and ensure that staff are kept up to date on best practice 

in food hygiene and food handling. 

To assist. the manager in the overall responsibility for the care and supervision of the children attending 

the Centre. 

To assist in identifying the individual needs of children and develop programmes in response. 

To liaise with parents who are the prime carers of the children to keep them informed of the child’s 

progress and well-being and help implement a communication system which is to the satisfaction of 

parents, staff and children. 

To assist and maintain, as requested, adequate records and statistics on children and those using the 

Centre. 

To be available, as required, to facilitate working in individual group rooms or in the large group area. 

Staff Management 

To assist with staff management including recruitment of staff, staff induction and orientation, staff 

training and development. 

To assist in the preparation and updating of staff rotas, 

To assist in ensuring that quality standards are maintained in relation to the professionalism of staff. 

This relates to the manner in which staff relate to one another, to parents and to the children, 

Together with monitoring staff performance, attendance, punctuality and keeping accurate records of same. 

To provide appropriate support and supervision to all staff in the Centre. 

To work as part of a team and to liaise with other staff members in service delivery. 

To report all areas of concern to the manager. 

Policy Development 

Knowledge of the health and safety requirements as applicable to the Centre and as stipulated in the 

Safety, Health and Welfare at Work Act 1989, and to assist in developing and reviewing health and 

safety statements for all aspects of the Centre. 

To ensure the services in the childcare Centre adhere to the Child Care (Pre-School Services) 

Regulations 1996, the Child Care Act 1991, and all other relevant legislation and Regulations. 

To be vigilant for signs of NAJ. (sexual abuse, neglect, physical abuse and social, emotional and 

development delay) and ensuring that the Centre complies with the Department of Health & Children 

Guidelines — Children First & Our Duty to Care. 

 



* To co-operate with the Sleepy Hollow health board personnel such as the Pre-school inspector in 

  
ongoing inspections or visits to the Centre, 

| * To work with external local groups, agencies or other professionals regarding the welfare of the 

children, e.g. speech therapists. 

Other Related Duties 

* To report to, and liaise with the manager, the CEO, his authorised deputy and advisory board. 
| * To attend regular meetings and prepare reports as required. 

* To manage, support and supervise childcare students on placement through the year. This will include 

induction, monitoring students’ performance, feedback to students and the college and completing 

reports as appropriate. 

* To manage fire safety procedures in the Centre as laid down by the Fire Safety Act, 1997 and the Child 
Care (Pre-school Services) Regulations, 1996. This will include organising regular fire drills, staff training, 

keeping and maintaining accurate records and discharging appropriate notices within the Centre, as 
required, 

* To audit the administration of medicine procedure on a weekly basis in accordance with medical policy 
and procedures of the Centre. 

* To audit accident books on a regular basis to ensure that all accidents/incidents are recorded accurately 
and the information is passed on to the parent/guardian and appropriate action(s) taken. 

The work of the Centre is, by its nature, flexible and likely to change. Therefore, this job description will be 
reviewed regularly and may be amended in line with the needs/demands of the work. 

| Source: JD/Assistant Manager for training purposes. Adapted and used with the kind permission of Susan Mitchell, NCNA/UCD 

Diploma in Nursery Management, 2002. 

 



The following is a person specification based on the job analysis for the position of Assistant Manager at 

Appendix 6. 

POSITION: Assistant Manager 

     

NNEB or equivalent 

Diploma in Nursery Management (UCD) 

  

  

Some training in after school care 

A working knowledge and understanding of childcare 

practice and policy, ie. Child Care (Pre-School Services) 

Act 1996, Children First Guidelines 

NI
N 

  

  

  

Experience of working with young children in a variety 

of settings 
  

At least 3 years working in a childcare setting in a leadership 

role, i.e. at least supervisor of room 
  

Some experience in a management role or deputising post 
  

Some experience in recruiting and being part of the 

induction process with new staff/stucents 

QI
N 

  

Experience of working with and relating to parents of children 
  

Experience of reviewing and evaluating the effectiveness 

of prograrnmes 

NI
N 

  

Experience of working with outside agencies, i.e. health 

boards, NCNA, local schools, etc. 

Excellent communication and interpersonal skills 

  

  

  

Ability to plan and organise 
  

IT skills 
  

Full driving licence 
  

Ability to identify and solve problems efficiently & effectively 
  

Ability to motivate, manage & support staff 
  

Ability to make decisions 

Ability to keep records 

Good-humoured, flexible, selfmotivated, calm under 

pressure, ability to work with others co-operatively. Positive 

sense of self and capacity to identify own weaknesses 

SI
NI
SE
 

IN
IN
GS
N 

  

  

N 

    An interest in further learning and training   vY   
  

Source: PS/Assistant Manager for training purposes. Adapted and used with the kind permission of Susan Mitchell, NCNA/UCD 

Diptoma in Nursery Management, 2002. 

  

 



  
  

Position applied for: 

  
Surname: First Name 

  
Address: Telephone (home): 

Telephone (work): 

Telephone (mobile):     
  

    

Secondary Education 

  

Dates Name of School Give details of examinations 
er College taken and results 

  

From To 

  

      
  

Third Level Education 

  
Name of college/university or 

other institution 
(indicate part-time/fulltime/ 

From To correspondance or other) 

Dates Give details of examinations 

taken and results 
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Training 

  

Give details of any specialised training received and/or courses attended 

      

Interests 

  

Please outline your interests/hobbies 

      

References 

  

Please give the names, addresses and phone numbers of two persons who are in a position to comment 
on your professional/work ability. (References will not be taken up without clarification/confirmation with 
you in the first instance.) 

Name: Name: 
  

  

Address: Address: 
  

  

  

  

Telephone No: Telephone No: 
  

  

Position: Position: 
  

        

| confirm the information given on this application form is correct. 

Signature of 

  

applicant: Date: 

   



  

  

SLEEPY HOLLOW DAY CARE CENTRE 

MAIN ROAD 

SLEEPY HOLLOW 

Ms Anne Wallace 

160 Broadway Avenue 

Tarrytown 

29 March 2005 

RE: Assistant Manager 

Dear Anne 

Thank you for your recent application for the above position. 

We would like you to attend for interview on Tuesday 12 April at the above Centre. 

The interview is designed to explore your strengths and experiences in key areas relevant to Assistant 

Manager level responsibilities. You could be asked to discuss your experience within areas such as your work 

managing and supervising staff, liaising with parents, and the requirements of the Childcare (Pre-school 

Services) Regulations, 1996. You may also be asked to discuss issues such as: 

* Child protection procedures 

* The value of team work in childcare 

« Ensuring the delivery of a quality service 

You should also consider how this position fits within the overall structure of the day care service. This 

outline is not exhaustive but rather gives an overview of the content of the interview. 

Please find enclosed an Information Note, Job Description and the Person Specification for your information. 

Please confirm your attendance at interview before Monday || April. 

Yours sincerely 

Mary Byrne 

On behalf of the Staff Management Committee 

Encls 

 



  
POSITION: Assistant Manager 

Name of candidate: Date:   

  

Names of persons on interview panel: 

  

   

1. Childcare qualifications I 2 3 4 5 
    2. Working knowledge and understanding of the Child | 2 3 4 5 

Care (Pre-school Services) Regulations, 1996 
  

3. Understanding of other relevant legislation such as 2 3 4 5 
health & safety ~ food hygiene and handling, safe 
work practice 
  

4. Management and staff supervision experience | 2 3 4 5 
  

5. Ability to have an innovative approach to problem I 2 3 4 5 
solving on matters arising in relation to staff issues 
  

ar
y 6. Working with and relating to parents of children | 2 3 4 

attending the service 
  

7, Identification of children’s needs and development | 2 3 4 5 
of age appropriate programmes 
  

8. Capacity to deliver a quality childcare service and 2 3 4 5 
the broader issues in relation to quality 

  

  

9. Ability to recognise children’s and parents’ cultural | 2 3 4 5 
and ethnic identity 
  

10, Ability and confidence to make appropriate decisions i 2 3 4 5 
with regard to this position 
  

Lt. Appreciation of the complexity of the work I 2 3 4 5 
    12. * Assessment of Presentation or Interaction with | 2 3 4 5 

Children and Staff in Pre-School Room 
  

TOTAL           
  

* This element of the selection process may be weighted and it may be decided that candidates must score at 
least 3 or over.A list of criteria by which the assessment or interaction is marked should be used and included 
with this score sheet, with an overall mark transferable to the score sheet. 

Comments 

  
  

  

  

Signed and dated by interview panel: 
  

  

  

  

 



  
Use the following questions as a basis for designing your own reference check form. Ensure questions relate 

to the post that the person is applying for, e.g. some of the questions would need to be changed or omitted 

if this was for an administration position. 

Position:   

Referee name:   

Organisation/company/address:   

Phone no:   

Applicant's name:   

SAMPLE QUESTIONS TO ASK: 

* What position did the applicant hold? * Was s/he able to keep up with the pace of the 

* Length of service? setting they worked in? 

* Reason for leaving? * Was s/he able to work under pressure? 

» Was s/he efficient at their job? * Do you think the candidate is suitable to work 

an ; with children in a pre-school setting? 

« Was there a need for disciplinary action at 
any time? * Would the candidate have the skills to manage 

a child displaying disruptive behaviour? 
* How did s/he get on with other members of ; 

the team? * |s the candidate able to respond to children in 

; ; a way that takes account of the child's 

* How did s/he work with parents? developmental stage? 

* How did s/he manage their staff tear? 

* Would s/he have the ability to take direction in 

relation to the work if, required? 

* Would you re-employ? (If not why not?) 

* Please comment on: 

° Time Keeping 

* What was his/her attitude to the organisation? e Attendance Record 

* Any strengths/weaknesses? ® Sick Leave Record 
» Personality 

How would you rate their performance! 

Excellent [| Very good [| Good [| Average [| Poor [| 

Any other comments you would like to make?   

  

  

  Phone reference check completed by: 

Position: Date: 
  

  

 



  
Date 
  

Name and Address of Employee Name & Address of Employer 

  

  

  

  

  Dear 
  

The Board of Directors of Sleepy Hollow Day Care Centre has pleasure in offering you the position of 
Assistant Manager with our Day Care Centre and would like to extend to you a warm welcome as a 
member of staff’ The main terms and conditions of your employment with Sleepy Hollow Day Care Centre 
are as set out below. 

|. Date of Commencement 

Your ernployment will commence on » 90000000, 

(lf this a fixed term contract to cover maternity leave, sick leave or career breaks then you shouid state the reason for the 
contract offer — check Section 1.3.14. You might also include reference to the Unfair Dismissals Act, 1977-2001 here if 
appropriate. E.g."The Unfair Dismissals Act, 1977-2001 does not apply to such a termination as this is a fixed term contract 
for the purpose of maternity leave cover for ..cccccceeccccs ‘) 

2. Job Title & Reporting Structure 

Your job title will be that of Assistant Manager Your normal duties and responsibilities are as set out in the job description, 
of which you already have a copy. You should be prepared to undertake other duties that may be assigned to you from 
time to time. You will report directly to the Manager. 

3. Probationary Period 

Your position is full time subject to a probationary period of 6 months. The probationary period may be extended at the 
discretion of the Centre, but will not exceed 10 months, 

During this time your performance will be monitored, you will be met on a regular basis and you will be advised of 
progress being made. 

4. Place of Work 

Your employment will be carried out at Sleepy Hollow Day Care Centre, Main Road, Sleepy Hollow, Co Dublin. 
(If the service is operating from more than one location and you require the employee to work at both or any location 
then you need to state this here and where the other locations are.) 

5. Payment Details 

Your salary for this position is € per annum/week* payable monthly/fornightly/weekly*, payable xxxxxx in 
arrears, subject to the usual statutory deductions, and will be paid by cheque/credit transfer®. 
* delete as applicable 

(If there is an incremental scale for the position then this should be included here together with the point on the scale 
that the employee is commencing on. You should also indicate when the salary will be reviewed. You might also want to 
indicate whether or not the pay is subject to any agreed increases under the Social Partnership Agreements. You should 
also indicate here if the position is being funded either through FAS, EOCP grants, health board or other 
agency/organisation. You should state the duration of the funding, Some funding may for example be given for a 3 year 
period but is subject to evaluation of the work on a annual basis before the next year's funding can be drawn down — 
reference to this should also be included.) 

oCoueroraacie 

 



‘ 

Pension 

You will receive details of the Centre's pension scheme and/or the PRSA scheme.on commencement of your employment 

with the Centre. 

Hours of Work 

Your normal working week is 35 hours a week. However, you may be required te work overtime from time to time to 

meet the needs of the position. Time in lieu ray be taken in relation to any overtime. This must be documented on the 

appropriate form and signed off by the Manager 

included in your working hours is a one hour (unpaid) lunch break and a 15 minute tea/coffee break (paid) each morning. 

The Centre reserves the right to alter working hours, but any such change will be effected in consultation with you. 

(Services that use a rota system should indicate this at this point and also whether overtime is paid or time in lieu. Lunch 

breaks and tea/coffee breaks must also be indicated and whether they are paid or unpaid.) 

Annual Leave & Public Holidays 

The Centre's annual leave year runs from January to December each year Your entitlement is 20 days per annum. 

However. a number of these holidays must be taken during the Christmas period when the Centre will be closed. 

Therefore you will be required to keep a number of days each year for this purpose. The Board of Directors will notify 

staff each year of the required number of days. All annual leave must be taken within the year covering such leave and 

may not be carried over unless authorised in advance by the Manager and must be taken within 3 months of carrying 

over into the next leave year 

You are entitled to leave for statutory public holidays as set out in the Organisation of Working Time Act, 1997. 

When a termination of this contract occurs and the paid holidays already taken exceed the paid holiday entitlement on 

the date of termination, the Centre will deduct the excess holiday pay from termination pay. 

(Some services will operate a leave year from April to March each year. Services that close for specific periods of time 

during the year should also indicate that at this point.) 

Sick Leave/Absence from Work 

In the event of absence from work because of illness, injury or other incapacity you must notify the Manager by 8.30 am. 

on the first day of absence. You are required to contact the Manager directly if possible. Absences due to illness exceeding 

three consecutive days must be covered by a registered GP's certificate. The Centre reserves the right to have an 

employee examined by a doctor nominated by the Centre. 

(Services who do not have a sick pay scheme should indicate that at this point. Services may state the number of days 

absence that they require the employee to produce a medical certificate, so for example you could state 2 days. See 

Section 1.2.6 Sick Leave.) 

Paid Leave 

The Centre will ensure that you will receive your statutory entitlements as set out in the relevant Acts, subject to you 

meeting any eligible criteria, in relation to the following: Adoptive Leave, Carers Leave, Force Majeure Leave, Jury Duty 

Leave, Maternity Leave and Parental Leave. 

Dress Code 

You are expected to present yourself for work in suitable dress and appearance in a manner appropriate to work ina 

childcare Centre. This will be discussed with you. 

(Services that provide uniforms should state that at this point. The employer usually carries the cost of provision of 

uniforms.) 

Expense Claims 

You will be reimbursed for any out-of-pocket expenses authorised by the Centre, incurred in carrying out your duties. Claims 

should be submitted to the Manager on a monthly basis supported by receipts or other evidence of such expenditure. 

(This point may not be relevant to all childcare services.) 

Termination of Contract 

The employment contract may be terminated during the probationary period or extended period by one week's notice, 

given in writing by the Centre. Thereafter you will be entitled to receive notice of termination of four weeks. If you wish 

to resign your position you will be obliged to give four weeks notice in writing to the Centre. 

(Due to the nature of the work, childcare services in general usually specify notice periods. For services that do. not wish 

to specify notice periods outside of the probationary period you could use the following ‘This contract of employment 

 



20. 

21. 

22. 

23. 

24. 

  

may be terminated by either party giving this notice in writing to the other subject to the minimum provisions as outlined 
in the Minimum Notice and Terms of Employment Act, !973-2001’) 

Retirement 

You will be required to retire from the Centre at age 65 years. 

Termination of Employment Without Notice 

The Centre shail have the right to terminate your employment without notice if you are negligent or incompetent in the 
performance of your duties or carry out any act of misconduct, which is prejudicial to the interests of the Centre. 

(if you choose to leave this point in remember that you will have to have followed your disciplinary procedure and be at 
the final stage ~ dismissal — before this is applicable.) 

Payment in Lieu of Notice 

The Centre reserves the right to provide payment in lieu of notice. 

Grievance Procedure 

if you have any grievance relating to your employment it will be processed in accordance with the grievance procedure 
set out in the attached policy and procedure. You are required to familiarise yourself with these procedures and they will 
be discussed with you when you commence employment, 

Discipline Procedure 

The policy and procedure for dealing with disciplinary matters are set out in the attached policy and procedure. You are 
required to familiarise yourself with these procedures and they will be discussed with you when you commence employment. 

Anti-bullying/Harassment & Sexual Harassment 

The Centre is committed to the principle that all employees have the right to work in an environment free from incidents 
of bullying/harassmnent and sexual harassment. The policy and procedure for dealing with these issues, should they arise, is 
set out in the attached policy and procedure. You are required to familiarise yourself with these procedures and they will 
be discussed with you when you commence employment. 

Health & Safety at Work 

The Centre will take all reasonably practicable steps to ensure the health, safety and welfare of employees at work. You must 
familiarise yourself with the Centre's health & safety policy, its safety statement, fire drills and fire rules, nappy changing and 
toileting procedures. It is your legal obligation to take care of your own health and safety and that of your colleagues. 

Lay-off/Short Time 

The Centre reserves the right to lay you off from work or reduce your working hours, where, through circumstances 
beyond its control, it is unable to maintain you in employment or in full time employment. You will receive as much notice 
as is reasonably possible prior to such lay-off or short time. You will not be paid during the lay off period. You will be paid 
for hours actually worked during periods of short time. 

(This point is optional but may be relevant to some services.) 

Confidentiality 

Your work may involve the handling of confidential information and material in relation to the children and families 
attending the service. You should not disclose or permit to be disclosed any information which concerns any child/children 
and/or their families to any other person or agency/organisation unless you are required to do so in the context of child 
protection procedures or as required under legislation. 

(Services should have a written policy and procedure in relation to confidentiality.) 

Equal Opportunities 

The Centre is an equal opportunities employer No employee shall be discriminated against on the grounds of gender, 
marital status, family status, sexual orientation, religion, age, disability, race or membership of the Traveller community. 

Computer Access 

The use of the Centre’s computer system and Internet Access is subject to the rules set out in the Centre's email/internet 
policy. 

(Services may decide that this is not relevant to all employees — however where there is access to computers it may be 
prudent for all services to insert this point.)



25. Conflict of Interest 

During your employment you will be required not to directly or indirectly engage in any activity which might be in conflict 

with the business or activities of the Centre. 

(Again, services. can decide whether this point is relevant for them or not. Services that have concerns about employees 

babysitting for parents of children attending the service might choose to use this point. See Section 2.14.) 

26. Training 

You will be required to undertake training from time to time as determined by the Centre. Such training may include 

manual handling, first aid, and child protection. 

(Services may wish to include at this point some reference as to whether or not they will support or part-support 

employees to undertake training in relation to their development in the childcare area. Or services may wish to indicate 

that they will close for a number of days in the year so that employees can participate in training.) 

27. Policies & Procedures 

Due to the nature of the work the Centre has a range of policy and procedure documents which you will be required to 

comply with. Your introduction to a number of these documents will commence during the Induction Period. 

(This point is optional but inclusion is recommended ~ see Sections Ht & $1.2) 

28. Special Conditions 

Services may wish to include this point if there is something specific about the position that they wish to highlight. For 

example, if the post is funded (see Point 5 of the contract) then you may wish to reiterate the point here or if it is a fixed 

term contract for a career break. 

29. Employment Guidelines with Contract 

This contract should be read in conjunction with the attached Grievance, Discipline and Anti-bullying/Harassment & Sexual 

Harassment Policies and Procedures (as set out in the attached appendices) as they form part of your terms and 

conditions of employment. 

The Centre reserves the right to vary or change all terms and conditions of employment, following consultation and prior notice. 

This contract of employment is in duplicate. | should be pleased if you would kindly confirm acceptance of our offer by signing 

both copies of this document and returning one to the Manager * at your earliest convenience. 

Signed: Date: 

Chairperson —~ on behalf of Board of Directors 
  

  

| confirm that | have read, accept, agree and understand the terms and conditions of employment as set out herein and in 

relation to the attached procedures in Appendices |, 2, & 3 as part of my employment with Sleepy Hollow Day Care Centre 

Signed: Date: 

Name of Employee 
  

  

# insert the appropriate person to whom the contract should be retumed. 

Notes for Childcare Services 

Due regard should be given to the differing management structures within the childcare sector The sarnple contract refers to 

the “Board of Directors” and services should amend the sample contract to ensure that it fits with their service. 

Services that have developed a company handbook will most likely have a much shorter contract of employment, as a lot of 

the information will be contained in the handbook. It would be important to reference the handbook in the contract and to 

include it in the section in relation to where the employee signs off in the same way that the policy and procedures are done 

in the above sample. 

Not all of the points may be relevant but if you do not have a company handbook you should endeavour to include any points 

that you feel are relevant to the operation of your childcare service. 

Services should also be aware of the legislation regarding fixed term contracts. The fact that services are dependent on funding 

from other sources may or may not be a justifiable “objective ground’ on which to issue continued fixed term contracts. Services 

in this situation should seek professional advice (see Section /.3.! 4). 

 



  
Appraisal Period: 
  

  

Name of Appraisee: 

Name of Appraiser: 
  

  

General Review: 

(a) What do you like most about your job? 

  

  

(b) What do you like least about your job? 

  

    (c) What do you see as your strengths in your work? 

  

  

(d) What do you see as your weakness? 

  

  

(e) How do you see your role in the service? 

Review of the Past Year: 

(a) What were your main achievements? 

  

  

(6) What goals did you not achieve? 

  

  

(c) What were the main helps and hindrances? 

  

  

(d) How did the key skills needed for your job develop during the period? 

  

  

 



6. Working Relationships and Teamwork 

(a) What do you think are your strengths and weaknesses as a tearm member/leader? 

  

  

(b) What kind of working relationships have you with others in the service? 

  

  

(c) Are there any changes you want to make in this area? 

  

  

7. Skills and Training 

(a) Consider which of the following skills are relevant to the your job and how you would rate your 

level of skiil? 

Indicate relevance by vw 

Rating: Excellent (ex), Very Good (vg), Good (g), Satisfactory (s), Poor (p) 

  

The Service's Mission Statement, Policies & Procedures 

Ethos, Aims and Objectives 
  

Planning & Evaluation of Work Health & Safety 
  

Financial Management Administration 
  

Word Processing Office Skills 
  

Developmental Needs of Children Managing Children 
  

Children's Daily Routines Observations and Assessment of Children 
  

Curriculum Planning Liaison with Parents/Carers 
  

Writing Up Children's Records Liaison with Staff 
  

Meeting Objectives of the Work Participation in the Service Generally               
  

(b) What other skills and abilities do you feel you have that could be better utilised and developed in 

your work? 

  

  

(c) What are your priority training needs over the next year? 

  

    

 



La
 

8. Does your job description describe your current job? 

  

  

9. If not, what changes are required? 

  

  

10. What are your goals in work over the next year? 

  

  

  

| 11. What are your long-term career plans and how can the service help you move in this direction? 

  

  

Signed: Date: 
  

  

(Source: Clarke, | Managing Better ~ Staff Support and Supervision and French, G Supporting Quality: Guidelines for Best Practice in Early 

Childhood Services) 

Appendix 13 — Sar Bee Ae co c a ro _ 

 



  
Appraisal Period:   

Name of Appraisee:   

Name of Appraiser:   

General Review:   

(a) What do you see as the employee's strengths in his/her work? 

  

  

(b) What do you see as his/her weaknesses? 

  

  

(c) How do you see the employee's role in the service! 

  

Review of the Past Year: 

(a) What were the employee's main achievements? 

  

(b) What goals did s/he not achieve? 

  

  

(c) What were the main helps and hindrances? 

  

  

(d) How did the employee's key skills needed for the job develop during the period? 

  

  

  

 



  

6. Working Relationships and Teamwork 

(a) What do you see as the employee's strengths and weaknesses as a team member/teader? 

  

  

(b) What kind of working relationships has s/he with others in the service? 

  

  

(c) Are you aware of any changes which s/he needs to make in this area? 

  

  

7. Skills and Training 

(a) Consider which of the following skills are relevant to the employee's job and how you would rate 
his/her level of skill? 

Indicate relevance by Y 

Rating: Excellent (ex), Very Good (vg), Good (g), Satisfactory (s), Poor (p) 

  

The Service's Mission Statement, Policies & Procedures 
Ethos, Aims and Objectives 
  

Planning & Evaluation of Work Health & Safety 
  

Financial Management Administration 

Word Processing Office Skills 
  

  

Developmental Needs of Children Managing Children 
  

Children's Daily Routines Observations and Assessment of Children 
  

Curriculum Planning Liaison with Parents/Carers 
  

Writing Up Children's Records Liaison with Staff 
  

Meeting Objectives of the Work Participation in the Service Generally                 

(b) What other skills and abilities do you think s/he has that could be better utilised and developed in 
the work? 

  

  

(c) What training needs have you identified? 

  

  

 



8. Does the employee's job description describe his/her current job? 

if not, what changes are required? 

  

  

  

  

9, What will be the priority areas over the next year! 

  

  

  

  

Date: 

  

  Signed: 

] Managing Better -- Staff Support and Supervision and French, G Supporting Quality: Guidelines for Best Practice in Early 
(Source: Clarke, 

Childhood Services) 
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