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Policies And Procedures

e Introduction ¢

This document has been developed by the Childcare Committees of North Tipperary,
Clare, Limerick City and Limerick County with the Pre-School Inspection and Information
Services of the Mid-Western Health Board. The County & City Childcare Committees
were established by the Dept. of Justice, Equality & Law Reform to assist in the co-
ordination of childcare, both nationally and locally, and to assist in the prioritisation of
funding. The Pre-School Inspection and Information Service was established in 1997 in
the context of Part VII of the Child Care Act 1991 and the Child Care (Pre-School) Services
Regulations 1996.The main duties for Health Boards relate to the inspection of services
in the health boards area and provision of information to established and potential child
care providers.

It is intended that the information contained in this pack will assist you to develop a set
of policies and procedures for your childcare service that will:

a) Reflect the quality of the service being offered;
b) Ensure that a quality service is being provided,;

c) Assist you to reflect, evaluate and amend practices where necessary to ensure the
welfare, health and safety of the children attending your service and the adults
who work in the service;

d) Assist with the training and orientation of students and new staff.

The following information is not exhaustive but is intended as a guideline only. It is not
our intention to prescribe a set of policies and procedures but to provide a tool that will
assist you in developing policies and procedures that are useful, applicable and adequately
reflect the ethos, principles and practices of your pre-school/out of school services.

There are a number of useful publications that will support you in developing your own
Policies and Procedures, references for some of these can be found at the back of this
pack.

What is a Policy?

“A policy is a collective agreed statement of beliefs. It exists to protect children, parents
and staff. It is a course of action recommended or adopted by a service.”

(Barnardos - Supporting Quality- second edition)

What is a Procedure?

“Procedures are the practices by which policies are implemented in the service - the way
of doing things. The procedure is underpinned by the policy.”

(Barnardos - Supporting Quality- second edition)
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Who is responsible for developing, implementing and reviewing Policies
and Procedures?

Policies and Procedures for your service need to be developed by the manager, in
consultation with the staff, parents and children.

Reviewing your Policies and Procedures

All policies and procedures are reviewed on a regular basis to ensure that they continue
to reflect current practice. It is important to assess whether each policy and procedure is
adequate to meet the needs of the service and enhance the quality of childcare provided.
Evaluating all policies may indicate the need for additional policies.

Record Keeping

It is essential that all files and information pertaining to the children and staff of the
service are stored in a secure manner and are not accessible to unauthorised persons.

Equal Opportunities

The aim in all services should be to eliminate direct and indirect discrimination in
employment practices and service provision.

Glossary of Terms:

“Pre-School Service” — means any pre-school, playgroup, day nursery, créche, day-care
or other similar service, which caters for pre-school children.

“Out of School Service”- refers to after school care, breakfast clubs, holiday services,
which cater for school age children when school is not available to them.

“Aims” — the aims are the broad general statement of what the service hopes to achieve.
The aims set the priorities.

“Objectives”- are the structured approach to realising the aims of the service.



Introduction

An intake/admissions policy can facilitate a positive introduction to the service for
children and their parents/guardians. It should enable parents/guardians to comfortably
ask questions and assure them that the service is suitable for their child’s needs. It also
gives the provider an opportunity to meet the child to support the settling in period.

Points to Consider:

Information for Parents

Itis recommended that the following information should be available for parents/guardians
in leaflet/booklet form:

1) Mission Statement

2) A clear statement of the aims of the service

3) Contact details of the service

4) Number and age range of children catered for

5) Information on policies specific to the service

0) An example of a typical session

7) List of staff, their qualifications and role within the setting

8) Opening hours, holidays, etc.
9) Fees and payment — what is and what is not included in the cost?

10) Notification to the Health Board and details of the last inspection available on
request

11) Membership of a National Voluntary Childcare Organisation (where applicable)

12) Visiting the service — Is there an open door policy?

Pre-Admission

Where a “waiting list” system is in operation it is recommended that a policy is developed.
It is essential that all staff and parents/guardians are aware of how the waiting list works
to avoid confusion, frustration and disappointment.

First Visit

Parents/guardians should be given an initial appointment so that the manager/supervisor
can give sufficient time to them. Parents/guardians should be encouraged to visit the
service and to discuss their expectations. This will give them the opportunity to discuss the
leaflet/booklet with the manager/supervisor, and to ask questions and become familiar
with the service, i.e. its physical layout, atmosphere, approach to childcare etc. This can
also be an opportunity for the child to become familiar with the service.



The following is a checklist to help you to prepare for the first visit
by a parent/guardian:

1) Has it been decided who will meet the parents/guardians?
2) How will parents/guardians be made to feel welcome?
3) Is the building/physical environment welcoming e.g. display of children’s work in

the hall, fresh flowers/plants and comfortable reception/waiting area?

4) Is it easy to find the office e.g. notices/directions in different languages, in Braille
and with pictures?

5) Are there photographs of staff members with their names in the entrance area?
0) Is there a notice board displaying the care programme etc.?
7) Is there an activity area for new children on site visits; toys, books, drawing materials

in reception and managers office, item of interest?

8) Are parents/guardians facilitated to view all areas of the service where their child
will be cared for?

Admissions Form

(Sample forms are made available from some of the National Voluntary Childcare
Organisations and the Mid- Western Health Board)

This form should provide the service provider with information
regarding the children:

1) Child’s name, address(es) and date of birth;
2) Parents’, guardians’, names, address(es) and contact details;
3) Emergency contact details;

4) Child’s GP details;

S5) Immunisation and medical details;

0) Dietary information, allergies and special requirements;
7) Authorisation for the collection of the child;

8) General information - likes/dislikes, fears, interests, etc.

9) Signed permissions agreed i.e. emergency medical attention, outings, photographs
and videoing;

10) Date of first attendance and date of cessation.



Parent/Guardian Contract

The following is a list of some items that may be included in a contract/written

agreement:

1) Number of hours/days per week;

2) Cost per session per week and when payment is due;

3) Fee structure - is the price fixed or is it on a sliding scale, is it reviewed annually?

4) What is covered in the cost, e.g. meals, outings?

5) Additional costs associated with early arrivals/late collections, outings, and
events;

0) What is the situation regarding holiday pay or if the child is sick?

7) Notice required for non-attendance;

8) Agreement that parents will inform provider of illnesses, particularly infectious
illness;

9) Agreement of parents with all policies of the service;

10) What notice is required for cessation of service?

Settling-In

A settling-in period should be agreed and should be flexible to meet the individual needs
of each child’s circumstances. Parental/guardian involvement should be encouraged.

Relevant Legislation

Child Care Act, Part IIV 1991

Child Care (Pre-School Services) Regulations 1996 & Child Care (Pre-School
Services)(Amendment) Regulations, 1997

Freedom of Information Act, 1997
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Introduction

Behaviour Management must be positive and consistent and respect the child at all times.
It is essential that all staff, volunteer workers and students set a good example. Positive
re-enforcement, encouragement and choice must be used to support positive behaviour
and manage unacceptable behaviour.

Exhibitions of challenging behaviour are natural at certain ages and stages of development
and children need to be supported through the behaviour. Some of the reasons children
behave in a challenging manner could be as a result of a learned behaviour, boredom,
attention seeking, sickness or frustration.

Children benefit most where adults adopt a consistent and positive approach to the
management of their behaviour. By establishing clear boundaries, according to the child’s
level of understanding, children become aware of the service’s routines and procedures
and know what is expected of them.

When developing this policy it is important to involve parents/guardians, staff and if
possible children. This will assist in ensuring co-operation in developing and implementing
this policy.

The Positive Behaviour Management Policy should be displayed in a conspicuous area to
ensure that staff, students, volunteers and parents/guardians are aware of the policy and
understand it.

Points to Consider:

The following information may assist you when drafting your policy on Positive Behaviour
Management:

How do you encourage positive behaviour in your service?
* Are all children treated as individuals?
* Is there consistency, equality and fairness in all aspects of care in the service?

* Is the care programme age appropriate, interesting, stimulating and updated regularly
so as to prevent boredom and frustration?

* Is there encouragement and positive feedback to promote children’s self esteem?

* Do you always let the child know he/she is respected and cared for by you?

How do you anticipate inappropriate behaviour?
* Do staff anticipate the event and intervene early to diffuse the situation?

e Are alternative activities available?
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How do you manage inappropriate behaviour?

* Do you challenge the behaviour — not the child?

* Do you help the child to understand the effect of their behaviour on others?
* Do you acknowledge the child who has been hurt?

* Are there opportunities for staff to spend time on a one-to-one with the child to diffuse
the situation?

If a child consistently misbehaves, what do you do?

* Does the playgroup leader discuss the child’s behaviour with his/her parents/guardians
and agree a joint plan of action with the child?

* Is this action plan documented and reviewed?

Practices Prohibited:

(@) Physical punishment of any kind is prohibited under all circumstances e.g. slapping,
rough handling and physical restraint.

(b) Practices which humiliate or attack a child’s sense of self and make him/her
helpless are not allowed i.e. talking inappropriately at or about a child.

(c) Shouting adversely affects the child’s self esteem and is prohibited.

(d) A child should not be excluded or left unsupervised.

(e) Avoid discussing the child’s behaviour with staff or parents in front of them or
others.

A child must have confidence in the adults who are entrusted with his/her care.

Relevant Legislation
Child Care Act, Part VII 1991

Child Care (Pre School Services) Regulations, 1996 & Child Care (Pre School Services)
(Amendment) Regulations, 1997

Children First 1999
Our Duty to Care 2002



‘Children First’

‘Children First’ National Guidelines for the Protection and Welfare of Children were produced
by the Department of Health and Children 1999. Under ‘Children First’, organisations
providing services to children have an overall corporate duty and responsibility to
safeguard children by the following means:

(i) promoting the general welfare, health, development and safety of children;

(ii) adopting and consistently applying a safe and clearly defined method of recruiting
and selecting staff and volunteers;

(iii raising awareness within the organisation about potential risks to children’s safety
and welfare.

(‘Children First’ National Guidelines for the protection and Welfare of Children, pg 49)

The guidelines place an obligation on all organisations providing services to children to:

* Develop Child Protection and Welfare Policy and Procedures, including procedures
for reporting suspected/disclosed abuse;

* Promote safe practices in working with children.

‘Children First’ also places an obligation on personnel involved with children to report
child abuse if they have reasonable grounds to believe that a child is being abused or
discloses to them that they have been abused.

Information and Advice

The Information and Advice service of the Mid-Western Health Board is available to assist
organisations with this process by providing guidance in meeting responsibilities under
‘Children First’. The service also provides ‘Children First’ briefing, ‘Keeping Safe’ training
and consultation on policy development.

For further information on programmes taking place in your area, contact the ‘Children
First’- Information and Advice Officer in your local area who assisted in compiling this
information.

Relevant Legislation
Child Care Act, 1991
Protections for Persons reporting Child Abuse Act 1998

Child Care (Pre-School Services) Regulations 1996 and Childcare (Pre-School Services)
(Amendment) Regulations, 1997
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Introduction

The development of a Personnel/Human Resource Policy is essential to ensure the effective
management of your service, where both management and staff are aware of their rights
and responsibilities. The policy should ensure that equal opportunities apply to all.

Recruitment and Selection

Employers should ensure clarity regarding recruitment and selection, provide guidelines
and ensure a consistent and fair approach.

Points to Consider:

Application Procedure

. Have you developed a Job Description and Person Specification?

. How is information requested — by curriculum vitae and/or application form?
Interview Procedure

. Are short listings and interviews based upon agreed criteria of the Person
Specification and Job Description?

. Are interviews carried out by a minimum of two people and “score sheet” or other
assessment criteria agreed in advance?

. Are there both male and female interviewers on the panel?
. Are written references obtained from at least two referees?
. Are references and all information supplied verified for persons appointed? e.g.

work experience, courses completed (copies of award certificates may be retained
on file or displayed in the service)

Appointment Procedure
. Is there a probationary period?
. Does the successful candidate receive a written offer of employment?

It is recommended that Garda clearance be obtained where possible for all employees.

Contract of Employment

The contract of employment should include the General Terms and Conditions of
Employment. Written policies on the following should be made available to staff in a
handbook.

. Conditions of Work; i.e. payment of wages, dress code, time-keeping, working week,
lieu time, use of mobile phones, email, internet, smoking, trade union membership,
travel allowance and expenses.
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. Leave; i.e. annual leave, certified and uncertified sick leave, public holidays,
maternity and adoptive leave, parental leave, career breaks, compassionate leave,
force majeure leave, medical appointments.

. Staff Development; i.e. support and supervision, training, appraisals, study and
exam leave.

. Procedures; i.e. grievance, discipline, bullying, sexual harassment, employer and
employee notice, termination of employment, resignation, redundancy, retirement
and references.

. Other; i.e. personnel records, employer and public liability insurance.

Induction Training

Points to Consider:

. Is a general introduction to the service given?

. Is there an outline and explanation of the service’s policies and procedures given?
. Are staff supplied with a copy of the policies and procedures?

. Is there information available on good practice to staff?

. Is there an outline of the structure of the service, the role of the individual staff

member, the reporting procedure, etc?

. Do staff work in partnership with parents/guardians?

. Are there effective work practices with children?

. Is there an explanation of the record keeping procedure given?
. Is the service’s child protection policy explained?

. Are there details of the service’s code of ethics provided?

. How much supervision is a new member of staff given?

Relevant Legislation

The Minimum Notice & Term of Employment Act, 1973 — 2001
Unfair Dismissals Act, 1977 — 1993

Term of Employment (Information) Act, 1994 & and 2001
Payment of Wages Act, 1991

The National Minimum Wage Act, 2000

Protection of Employees (part-time work) Act 2001
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Industrial Relations Act, 1946 and 1990

Organisation of Working Time Act, 1997

Redundancy Payments Acts, 1967 to 2001

Protection of Employment Act, 1977

European Communities (Protection of Employment) Regulations, 2000

European Communities (Safeguarding of Employees’ Rights on Transfer of Undertakings)
Regulations, 2000

Protection of Employees (Employers Insolvency) Acts, 1984 to 2001

Safety, Health and Welfare at Work Act, 1989

Safety, Health and Welfare at Work (General Application) Regulations, 1993
Workers Participation (State Enterprises) Act, 1977 to 2001 (may not apply)
Maternity Protection Act, 1994

Adoptive Leave Act, 1996

Parental Leave Act, 1998

Carer’s Leave Act, 2001

Employment Equality Act, 1977

Anti-discrimination (pay) Act, 1974

Workers Protection (regular Part-time Employment) Act, 1991

Equal Status Act 2000
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Introduction

Children should have access to outdoor play every day. Fresh air and exercise significantly
enhances the health and well being of a child. Outdoor play should allow for a variety of
activities, running, jumping, ride-on toys, climbing, crawling, balancing, slides, swings,
sand, water, role play, ball games, and gardening. In fact most of the activities that
children engage in indoors can also be catered for in a secure, appropriate, outdoor play
space. Timetabling can facilitate all age groups to use the outdoor play space throughout
the day or, if there is sufficient space, separate areas can be provided for different age
groups.

Currently, there are no requirements for the amount of outdoor space needed. For
guidance purposes there are recommendations from some of the National Voluntary
Childcare Organisations.

Points to Consider:

. Equipment should be appropriate for the ages and stages of development of the
children. There should be, where possible, hard and soft play surfaces, grass, all
weather surfaces and an area where children can grow plants and can study wildlife
in its natural habitat. Ideally there should be a shaded area for sunny days and if
possible a covered area that can be used on rainy days;

. When designing outdoor play areas, have you considered having: a quite area,
a pedalling/driving area, a climbing area, a construction area, a seating area, a
running area, sand, water play and a creative area? Special consideration should be
given to the location of equipment;

. Children must be supervised at all times;

. Access to play space must be secure. Check that gates, fences and sheds are
secure and prevent the children from leaving without adult supervision and prevent
unauthorised access;

. All areas of the outdoor play space should be thoroughly inspected each day prior to
the children’s outdoor playtime. Check for plastic bags, drink cans, needles, glass
and other sharp objects. Gloves and a suitable container for disposal of sharp
objects should be provided for the safety of staff;

. All equipment should be checked daily to ensure it is safe for use;

. Ponds, pits and other hazards must be securely fenced,;

. Special precautions should be taken in adverse weather conditions;

. Appropriate clothing and footwear should be worn. Avoid flapping coats, scarves and

belts. Parents should supply high factor sun protection cream in sunny weather;

. Climbing frames, swings, slides, etc. must be secured and placed on impact
absorption/soft-top surfaces. Swings should include restraints if used by small
children;

. If pets are allowed, parents/guardians must be informed and details of children’s

allergies, etc. obtained. Pets should be examined by a Vet regularly to ensure that
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they remain healthy and free from disease. Vaccinations and worming of all pets
should be carried out on a regular basis. Staff must be extra vigilant to ensure
children do not come to any harm when handling pets and that all pets are kept in

control;
. Check for animal litter and other health hazards. Ensure that the area is pest free;
. All plants, trees, etc. in the outdoor play area must be non-poisonous;
. Sand pits should only contain washed sand and should be securely covered when
not in use;
. Paddling pools should be drained after use and stored away so that they cannot

collect rainwater.

If using the local park for outdoor play; are these outings organised, adequately supervised
and insurance company informed?

Relevant Legislation

Child Care (Pre-School Services) Regulations 1996 and Childcare (Pre-School Services)
(Amendment) Regulations, 1997

Safety, Health and Welfare at Work Act 1989

UN Convention on the Rights of the Child 1989
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Introduction:

A close relationship between staff and parents/guardians and the involvement of parents/
guardians in the running of the service has long been recognised as one of the indicators of
a quality childcare service. The service provider should be clear on why parental/guardian
involvement is encouraged and should state this in their policy document.

Points to Consider:

Before putting a policy on parental/guardian involvement together, the following
should be considered:

There needs to be clarity on the role of parents/guardians within the service;

The service provider should be prepared to accept suggestions from parents/
guardians;

Resources, space and time need to be allocated to allow parents/guardians to get
involved,;

Service providers should have the skills to communicate with parents/guardians;

Service providers should recognise/acknowledge parents/guardians positive
influence on their child’s progress;

There is the potential for conflicting practices between home and the service;
Enhancement of parental and staff skills and knowledge;

Building support for staff and the service.

The service should create an environment to encourage parents/guardians to
become involved. This will be assisted by having good communication systems.

Care should also be taken to ensure parents/guardians feel welcome:

Welcome signs and clear signage to the office;

Posters and images displayed reflecting the diversity of society;
Photos and names of staff displayed;

Family notice board in a prominent position;

Two to three adult-sized chairs at reception;

Information displayed on health, diet and local women’s/men’s groups, telephone
help lines, local library services, courses, etc.
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The policy should clarify how parents/guardians can become involved with the
service:

. Consultation on proposals and decision-making through parent/guardian meetings
and by having a parent/guardian representative on the management committee;

. Activities that support the service, e.g. fund-raising, publicity, lobbying, contributing
to the newsletter;

. Induction and ongoing training when volunteering for parent rotas. It is not always
feasible that parents/guardians be involved in a service. The level of involvement
will depend on the service type and management structure;

. Social evenings with other families and staff at the service;
. Individual parent-staff meetings at suitable times to discuss the progress of the
child.

Relevant Legislation

United Nations Convention on the Rights of the Child in 1989.
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Introduction:

Even with the best care and supervision, children are active and energetic and as a
result are at a greater risk of falls, tumbles, knocks, bumps and grazes, as well as minor
disagreements, etc. Because of this it is important to have a policy and procedure in place
to deal with these.

What is an Accident?

An unexpected occurrance or event resulting in injury or harm.

What is an Incident?

An occurrance or event that interupts normal procedure.

Points to Consider:

. It is a requirement of the Pre-School Regulations 1996, that a record is kept of any
accident or injury involving a pre-school child attending the service. These records
are open to inspection by a parent or guardian whose child is named, the manager,
and the pre-school inspector. These records must be kept for a minimum of 21
years;

. Have you obtained written parental consent to seek medical assistance in the event
of an emergency for each child attending the services?

. Is there at least one staff member on duty at all times who is qualified to administer
first aid? This qualification should be current;

. Are all accidents/incidents relating to the children in the service recorded in
accident/incident books? The information recorded should give the name of the
child involved, date and time accident/incident occurred, details of what actually
happened, name of the person who witnessed it, what action was taken, when the
parents were notified and by whom;

. Is the accident/incident book regularly inspected by the staff member with
responsibility for Health & Safety to identify hazardous areas and take remedial
action?

. You may need more than one accident/incident book depending on the size of the
service;

. How do you inform the parent/guardian of any accident or incident in the service

that involved their child?

. Are all accidents/incidents reported to the manager of the service? Are all major
accidents/incidents reported to the Insurance company?

Bullying is also an incident, refer to Positive Behaviour Management Policy

Always err on the side of caution!
Relevant Legislation
Health, Safety & Welfare at Work Act 1989.

Child Care (Pre School Services) Regulations 1996 and Child Care (Pre School Services)
(Amendment) Regulations, 1997
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Introduction

It is important when developing policies and procedures that the different needs of school
age children are taken into account. The out of school environment should be organised
to create different play opportunities for children suitable for their age and stage of
development. Separate areas should be identified for eating, homework, quieter activities
and more active games/activities. Children should have access to supervised outdoor and
indoor play space of adequate size.

Children should be supervised by appropriately trained and experienced personnel.

The quality of the service is vital for children of all ages, regardless of the type of out of
school setting they attend.

Kids’ Clubs Network suggests that the aims of a service and a good indicator of quality
may include, “providing for the needs of children, including play, safety and security,
social, personal, nutritional, behavioural, recreational, leisure and educational.”

The service should provide a comfortable and relaxed environment for children of school
age that is aesthetically appealing and appropriately furnished with soft seating. Children
should enjoy and look forward to attending the service. It should be a place where they
can unwind after the school day or during school holidays and feel a sense of belonging.

Points to Consider:
Links with the School

Does the out of school service endeavour to develop positive links with the schools it
services in relation to the following?

e Holidays

* In-service days

* Early Closing

* Homework

e Ethos of the School
Collection Service
. Is there a policy in place relevant to the type of collection service in operation?
Recommended Ratios
. Have you considered the adult/child ratio for the service?
The following recommended ratios can be used as a guideline:
Children between the ages of 4 - 6 years (infant classes) 1 adult: 8 children
Children between the ages of 6 - 8 years (first and second classes) 1 adult: 10 children
Children between the ages of 8 - 12 years (third to sixth classes) 1 adult: 12 children
‘After School — The Way Forward’— NCNA
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Insurance

. Have you adequate insurance cover taking into account daily attendance, outings
and school collection?

Positive Behaviour Management

. Have you a positive behaviour management policy in place taking into account
the ages of the children attending the service? Please refer to Guidelines for
Developing a Positive Behaviour Management Policy.

Partnerships with Parents/Guardians

. Do you have a policy on parental/guardian involvement in the service? Please refer
to the Guidelines for Developing a Parental/Guardian Involvement Policy.

. Have you considered an agreement with the parents/guardians in relation to
clothing issues for the children attending the service?

Play
Children’s play is an important part of any out of school service.
. Do staff have an understanding of the benefits of play?

. Are daily sessions, activities and opportunities for play well planned, including
both free-flow spontaneous play, as well as more structured activities?

. Do the activities take into account the age range and abilities of all children?
Homework
. Is there an agreed homework policy taking into account that homework is only one

aspect of the overall activities?

It is essential that the child’s right to his/her privacy and space is respected at all times.

Relevant Legislation

The Equal Status Act 2000

The Employment Equality Act, 1998

UN Convention on the Rights of the Child 1989
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Introduction

Anti-Bias - is an active approach to challenging prejudice, stereotyping and bias. It
actively intervenes, to challenge and counter the personal and institutional behaviours
that keep oppression alive (Eist, 2001).

Bias - is any attitude, belief or feeling that results in and helps to justify unfair treatment
of an individual because of his/her identity (Eist, 2001).

Discrimination — is action or non-action based on bias.

The anti-bias approach covers more than cultural diversity by including gender, differences
in abilities, class and language. It is based on children’s developmental tasks as they
construct identities and attitudes. Teaching about diversity is integrated within everyday
activities and children from all backgrounds can come to value and celebrate comparisons
between their own lives and those of children from other cultures and backgrounds.

An anti-bias policy can:
. Promote equality of access, participation and outcome for all;

. Address racism and discrimination at organisation/management level and
individual level;

. Look at development of identity and attitudes in young children;

. Ensure that minority and majority groups are involved equally;

. Provide guidelines on how to create an anti-bias environment;

. Encourage the development of a caring and definite understanding of diversity.

Policy Statements

A policy statement provides a public statement of commitment and a framework for
development of practice. The policies should be drawn up in collaboration with staff and
parents/guardians. The approach requires a willingness and commitment on the part of
the management and staff to adopt their approach and incorporate diversity into every
aspect of the curriculum and by doing so provide a truly inclusive setting. Adopting an
anti-bias approach requires that stereotyped notions or behaviours are continuously
challenged.
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Points to Consider:

Developing an anti-bias/ anti-discrimination policy

. Develop a plan to challenge negative attitudes and behaviours that have been
learned;
. Develop a plan to support positive attitudes and behaviours towards those that are

different within the service;

. Set up a means to review, examine and assess the plans that have been put in
place;
. Develop policies that address areas of employment, involvement of volunteers,

admissions, curriculum etc.;

. Draw up a programme for implementing policy including timescale and
responsibilities;

. Assess the need for staff training in the area;

. Ensure an appropriate procedure is in place for addressing any discrimination
found;

. Arrange regular meetings of management, staff and families to review, address and

consider policies;

. Try to be as comprehensive as possible in including relevant information on
personal and family names, ethnicity, home language and important requirements
for children on the initial registration forms;

. Ensure that new parents understand the policies that are in place.

Each high quality service should ensure that

. All children are respected and valued equally in the group;

. All children’s positive identities are fostered,;

. All families are respected and valued;

. All children are assisted to learn about difference and learn to interact with others
comfortably;

. All children’s home languages and traditions are acknowledged and respected,;

. All children’s abilities are positively affirmed,;

. Children see (through the anti-bias approach) that acting in a bias way towards

others is unfair and hurtful;

. Ongoing communication with families is encouraged and valued;
. Materials are available to depict a variety of backgrounds or cultures;
. Non-stereotypic intercultural materials and posters are on display in the early years

setting and those which are stereotypical are removed.
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. All staff are aware of the short and long-term effects of discrimination on children,;
. Children are empowered to resist discrimination;
. Anti-bias activities are planned and carried out.

(Eist, 2001)

Relevant Legislation

The Equal Status Act 2000

The Employment Equality Act 1998

The U.N. Convention on the Rights of the Child 1989
The Refugee Act 1996



Introduction

Cleaning is of paramount importance in preventing the spread of infection in childcare
services. It is required that each service has documented a cleaning schedule to maintain
high standards of cleanliness throughout.

Points to Consider:

. Is there a complete list of all fixtures, fittings and equipment requiring regular
cleaning?

. Are suitable disinfectants, detergents and equipment available for cleaning in the
service?

. Are specific instructions provided for staff on the use of cleaning agents and

equipment/for use of chemicals?

. Is the frequency of cleaning for the different areas specified?

. Are check sheets available for recording when the cleaning is done?

. Has a “Clean as you go” policy been adopted in the service?

. Is there a written policy concerning the cleaning up of vomit and faeces?

. All toilet areas must be cleaned using a bleach disinfectant and disposable cloths.

Cleaning should be with a solution of 1000ppm chlorine;

Points to consider in the prevention of droplet infection by staff

. Always cover nose and mouth when sneezing/coughing;
. Dispose of used tissues in covered bins;
. If infectious, keep away from food preparation.

Points to consider in the prevention of infection by Faecal/Oral route by staff
. Wash hands after using the toilet.
. Always use hot water, anti-bacterial soap and paper towels.

. Do not handle or prepare food if suffering from vomiting/diarrhoea.

Points to consider in the prevention of infection by direct contact by staff
. Avoid touching face, mouth or nose.

. Cover cuts and sores with waterproof dressings or wear gloves.



Infectious Disease

Young children are particularly vulnerable to contracting and spreading infectious
diseases due to their immature immune systems, poor personal hygiene habits and close
contact with their peers. Infectious diseases that are common among young children
include gastric enteritis, hepatitis, head lice, impetigo, scabies, measles, mumps, chicken
pox, scarlet fever and meningitis. More information on infectious diseases can be sourced
from the public health department of your local Health Board

Gastroenteritis

The following is an explanation and example of gastric enteritis. The principles of prevention
of infection as detailed below may be useful in developing a policy and procedures on
prevention of spread of disease.

Gastric flu is recognised as an increasing problem. Outbreaks of gastroenteritis have
occurred in many different countries and are not confined to hotels. Control of infection
has proven difficult and it may continue for many weeks in a Childcare Service.

Particular attention should be taken in the cleaning of children’s equipment. Uncontrolled
vomiting and diarrhoea is more likely in young children and the play area and toys may
be heavily contaminated. All the areas and contents should be cleaned with disinfectant
daily. Toys should be capable of withstanding disinfection.

Points to Consider in Relation to Outbreaks of Gastroenteritis

. Are parents advised that any child who complains of feeling sick or has an upset
stomach should not be allowed into the premises?

. If children are unwell while in the premises are they taken out as a matter of
urgency so they are not a source of infection?

. If a child vomits or has diarrhoea, this area should remain closed until it has been
thoroughly cleaned and aired.

. If children in a childcare service are affected, consideration should be given to
closing the service for at least 72 hours after any affected child has recovered.

. Are parents advised that the reason for closure is to reduce contact between
children?
. A separate cleaning programme is required for the premises not included in the

HACCP cleaning programme in the interests of preventing spread of infection.

For further information contact the Environmental Health Officer in your local area who
assisted in compiling this information.

Relevant Legislation:

Infectious Diseases Regulations 1981
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Introduction

A childcare service that provides food is also a food business. It is imperative, therefore,
that each business can stand over the quality and safety of the product which is under
their control.

Until recently food law consisted mainly of the Food Hygiene regulations 1950-89 as
amended. These Regulations dealt primarily with the structure of the premises, with
the cleanliness of the equipment and premises and staff responsibilities. These are still
enforced.

However, the European Community decided to standardise the law in relation to food
throughout the single market. The European Communities (Hygiene of Foodstuffs)
Regulations 2000 and the European Communities (Official Control of Foodstuffs)
Regulations 1998 include three major changes in the food industry:

(1) The introduction of guidelines for each sector as agreed with industry;

(2) The requirement to have all staff who are working with food trained in food
hygiene matters;

(3) The obligation on every food business to introduce a Food Safety System by which
you can show that your food while under your control was produced safely.

Childcare Services cater for young children and are therefore considered ‘high risk’ in
terms of food safety.

Childcare Services have been implicated in outbreaks of E.coli 0157:H7 and SRSVs
(i.e.Winter vomiting bug).

Points to Consider:

* Have plans/layout and equipment for the premises been approved by the
Environmental Health Service?

* Is the Food Safety Policy displayed?

* Who has the responsibility for ensuring the implementation of the Food Safety Policy?
* Are staff trained for their particular food duties?

* Have the Critical Control Points (CCP’s) been identified?

* Are all food suppliers registered with the appropriate authority i.e. Health Board,
Dept of Agriculture?

* Is there a documented cleaning programme for food areas?
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* What temperature monitoring is carried out?

* Are probe thermometers and food grade antibacterial swabs available for temperature
checks?

* What pest control measures are in place?

* Is the water supply potable i.e. safe? Is the premises on a public or private supply?
Are monitoring results available?

* Is ventilation adequate?

* Are staff medically fit to work? What protective clothing should they wear? What
jewellery are they wearing? Is it suitable?

¢ When should staff wash their hands?
e Is there evidence of staff smoking?

* Does the first aid kit contain blue plasters?

For further information contact the Environmental Health Officer in your local area who
assisted in compiling this information.

Relevant Legislation:

Food Safety Authority of Ireland Act 1998

EC (Hygiene of Foodstuffs) Regulations 2002

EC (Official Control Of Foodstuffs) Regulations 1998

Food Hygiene Regulations 1950-1989

EC (Quality of Water Intended for Human Consumption) Regulations 1998
Infections Disease Regulations 1981

Child Care Act 1991

Child Care (Pre-School Services) Regulations 1996, & Child Care (Pre School
Services)(Amendment) regulations, 1997.



Introduction

A written confidentiality policy will ensure that all staff, students and volunteers are made
aware the policy.

It is important that staff, students and volunteers are aware that they should not discuss
details of any child or family within or outside the service.(Confidential Information should
only be shared with the staff members who need the information to effectively perform
their job.) All staff should be made aware that this policy continues to apply after the staff
member, student or volunteer leaves the service.

Points to Consider:

Sharing and passing on information is worthwhile when other people need to take action
to benefit the child. When passing on information, consider the information required, how
it is passed, and why others need to know.

* Are records easily accessible to agreed staff?
* Are records stored securely?

* Is every effort made to maintain confidentiality when informing parents/guardians
and the general public about outbreaks of disease/infestations in the service? Is the
information disclosed without identifying the affected child/children?

* Do staff have a right to examine their own files and to have any incorrect details
changed? Employee’s personal details should not be discussed without consent.

* How will confidentiality be maintained if investigating complaints against staff?

* What procedures are in place to deal with breaches in confidentiality? The manager
should be consulted regarding all issues that arise.

* Are you aware of the Freedom of Information Act 1999 and that it may apply to your
service?

Relevant Legislation:

Data Protection Act 2003

Freedom of Information Act 1997
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* Contacts *

County/City Childcare Committees

North Tipperary County Childcare
Committee

North Tipperary County Council
Friar Court

Nenagh

Co. Tipperary

Tel: 067 44888

Limerick City Childcare Committee
C/o Limerick City Development Board
The Granary

Michael Street

Limerick

Tel: 061 407546

Clare County Childcare Committee
1 Kilrush Road

Ennis

Co. Clare

Tel: 065 6864862

County Limerick Childcare Committee
32 Main Street

Croom

Co. Limerick

Tel: 061 600918

Pre-School Inspection and Information Services

North Tipperary Pre-School Inspection
& Information Services

Mid-Western Health Board, Annbrook
Limerick Road

Nenagh

Co. Tipperary

Tel: 067 38308

Limerick Pre-School Inspection
& Information Services
Mid-Western Health Board

87 O’Connell Street

Limerick

Tel: 061 483591

Clare Pre-School Inspection &
Information Services
Mid-Western Health Board
River House, Gort Road
Ennis

Co. Clare

Tel: 065 6863902

Fax: 065 6863983
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* Contacts *

‘Children First’ Information and Advice Officers

Information & Advice Officer Information & Advice Officer Information & Advice Officer
Mid-Western Health Board Mid-Western Health Board M.W.H.B.

River House, 87 O’Connell Street, Child Care Manager’s Dept.,
Gort Road, Limerick Annbrook,
Ennis, (061) 483520 Limerick Road,
Co Clare. Nenagh,
(065) 6863919 Co Tipperary.
(067) 38314

Social Work Department in the Mid-Western Health Board Area

Limerick West Limerick East Clare

Southill, Kilmallock, Roxtown, Cappamore, River House,
Newcastle West, Moyross, Ballynanty, Gort Road, Ennis,
Tel (061) 483711 Tel (061) 483790 Tel (065) 6863907
Time 2-5pm Time 3-5pm Time 10-12pm
Monday — Friday Monday — Friday Monday- Friday
Tipperary

Nenagh — Annbrook, Limerick Road Thurles — St. Mary’s Health Centre
Tel (067) 41934 Tel (0504) 23211

Time 10-12pm Time 9.30-1pm

Monday, Wednesday, Friday Monday — Friday

Borrisoleigh — The Old Convent, Pallas St Roscrea- Upper Limerick St.,
Tel (0504) 51811 Tel (0505) 24202

Time 9.30 — Spm Time 2 — S5pm

Monday — Friday Monday — Friday
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* Contacts *

Environmental Health Officers

CLARE

Sandfield Centre,
Sandfield, Ennis.
Tel:065 6868000 ¢ Fax:065 6868001

Health Centre Kilrush,
Tel:065 9051508 ¢ Fax:065 9051608

Health Centre Shannon
Tel:061 362491 ¢ Fax:061 362899

TIPPERARY NORTH

General Hospital Nenagh,
Tel:067 42320 » Fax: 067 44423

Health Centre Thurles
Tel: 0504 23211 » Fax:0504 24638

Health Centre Roscrea

Tel: 0505 21498 ¢ Fax:0505 21459

LIMERICK

Ashbourne Business Park,
Dock Road, Limerick.
Tel:061 461502  Fax:061 461503

Health Centre Kilmallock
Tel:063 98192 ¢ Fax:063 98360

Health Centre Newcastle West
Tel:069 62155 » Fax:06962980

LIMERICK EAST

Roxtown Terrace Health Centre,
Old Clare Street, Limerick.
Tel:061 417622 * Fax:061 419063

Health Centre Cappamore, Co. Limerick

Tel:061 381371 ¢ Fax:061 381550



