
 

Policies   &   Procedures   Index 

 
 

1.   Accident   and   Safety   Policy 3 

2.   Admissions   Policy 4 

3.   Allergies   &   Asthma   Policy   including   Nut   &   Food   Allergy 6 

4.   Animal-Pet   Policy 10 

5.   Anti-Bullying   Policy 11 

6.   Arrival   and   Departure   Policy 15 

7.   Behaviour   Management   Policy 16 

8.   Child   Protection   Policy 17 

9.   Children   with   Special   Needs 29 

10.   Cleaning   Policy 29 

11.   Clothing   Policy 30 

12.   Collection   Policy 31 

13.   Comments   and   Complaints   Policy 32 

14.   Community   Involvement   Policy 33 

15.   Confidentiality   Policy 34 

16.   Critical   Incident   Policy   and   Procedure 35 

17.   Curriculum   Policy 39 

18.   Equal   Opportunities   Policy 42 

19.   Equality   and   Diversity   Policy 43 

20.   Fire   Safety   Policy 47 

21.   Food   Handling   Policy 48 

22.   Healthy   Eating   Policy 51 

23.   Holidays   &   Staff   Leave   Policy 52 

24.   Hygiene   Policy 53 

25.   Immunisation   Policy 54 

26.   Induction   Policy   for   New   Employees 55 

27.   Interactions   Policy 58 



 

28.   Key-Worker   Policy 64 

29.   Multimedia   Policy 65 

30.   Medications   Policy 66 

31.   Missing   Child   Policy 71 

32.   Non-Payment   of   Fees   Policy 73 

33.   No   Smoking   Policy 74 

34.   Outdoor   Play   Policy 74 

35.   Outings   Policy 75 

36.   Parents   as   Partners   Policy 77 

37.   Parents   Committee   Policy 78 

38.   Play   Policy 79 

39.   Record   Keeping   Policy 81 

40.   Recruitment   Policy 83 

41.   Role   of   the   Committee   Policy 84 

42.   Role   of   Parent   Policy 85 

43.   Settling   In   Policy 85 

44.   Smarter   Travel   Policy 86 

45.   Social   Networking   &   Mobile   Phone   Policy 87 

46.   Staff   Levels   Policy 88 

47.   Students   Policy 88 

48.   Sun   Care   Policy 89 

49.   Team   Work   Policy 90 

50.   Toileting   Policy 91 

51.   Transitions   Policy 91 

52.   Volunteer   Recruitment   Policy 93 

53.   Waste   Management   Policy 94 

54.   Whistle   Blowing   Policy 95 

55.   Working   with   Own   Children/Relative   Policy 97 

 

 



 

1.   Accident   and   Safety   Policy 
 
It is the policy of Sharkey Hill Pre-School to promote the health, wellbeing and              
personal safety of all children and adults involved in our service, through developing             
and   regularly   reviewing   accident   prevention   procedures   and   fire   safety   procedures. 
 
Accident   Prevention 

● A   Safety   Statement   has   been   prepared   and   is   reviewed   on   a   regular   basis 
● All   new   staff   and   volunteers   must   be   familiar   with   the   Safety   Statement 
● There   are   at   least   two   adults   on   the   premises   at   all   times 
● Children   are   supervised   by   adults   at   all   times 
● Care   is   taken   to   ensure   that   no   child   can   leave   the   premises   undetected 
● When   the   main   entrance   is   locked,   the   lock   is   only   accessible   to   all   adults 
● Staff   must   know   which   children   are   present   at   any   one   time 
● Furniture and equipment are laid out to minimise safety risks and checked            

regularly   for   any   damage 
● Only   suitable   and   age   appropriate   objects   are   available   to   children. 

 
● Accident   Procedures 
● The First Aid Box is always fully equipped, easily identifiable and in a location              

which is known to all adults [see Child Care (Early Years Services) (No 2)              
Regulations   2016   Appendix   C   for   contents   of   First   Aid   Box] 

● At least one member of staff holds an up to date First Aid Certificate is on the                 
premises   at   all   times 

● Records   are   accessible   to   all   relevant   staff   in   case   of   an   emergency 
● Minor accidents will be treated in the childcare premises and parents/carers           

will   be   advised   of   the   injury   and   the   action   taken,   when   the   child   is   collected 
● All   accidents   even   minor   ones,   are   recorded   in   the   Accident   Book 
● The   service   has   all   doctor's   contact   numbers   displayed   in   the   kitchen   area. 
● In the case of serious accident the senior staff member will phone the doctor              

and   the   child’s   parent/carer 
● If the child has to go to hospital before the parent/carer arrives, an adult known               

to the child must accompany him/her to hospital and stay until the parent/carer             
arrives 

● The   child’s   record   card   must   be   brought   for   reference 
● All   accidents   will   be   reported   to   the   insurance   company. 
● The   Manager   is   alerted   and   informed   of   the   accident/   incident   i.e.   a   child   has 

bitten   another   child 
● If   necessary   treatment   will   be   assessed   and   administered   by   the   First   Aid 

Officer 
● If   necessary   the   Manager   will   telephone   the   local   doctor   on   call   or   an 

ambulance  
● The   Manager   will   provide   the   emergency   services   with   the   child’s   name, 

contact   numbers   and   any   known   allergies/   medical   record 
● The   Manager   will   contact   the   child’s   parents/   guardians  
● Remaining   staff   will   reassure   the   children   and   if   necessary   explain   the 

accident   to   other   parents  



 

● Staff   who   witnessed   the   accident   should   fill   in   the   accident   report   form. 
● If   the   accident   does   not   warrant   outside   intervention,   then   the   First   Aid   Officer 

will   treat   the   injury   and   she   and   the   person   who   witnessed   the   accident   will 
complete   an   accident   form.   This   will   be   read   and   signed   by   the   manager   and 
signed   by   the   child’s   parent/guardian.   The   accident   report   form   is   kept   in   the 
child’s   file   and   stored   until   the   child   is   21  

● The   incident   is   explained   to   parents   of   all   children   involved   and   the   incident 
report   form   is   signed   by   them   and   kept   in   the   child’s   file 

● If   necessary,   a   meeting   may   take   place   [if   the   incident   re-occurs   at   regular 
intervals] 

● Records   are   accessible   to   all   relevant   staff   in   case   of   an   emergency 
● Minor   accidents   will   be   treated   in   the   childcare   premises   and   parents/carers 

will   be   advised   of   the   injury   and   the   action   taken,   when   the   child   is   collected/ 
telephoned   in   advance 

● A   risk   assessment   will   take   following   the   accident   to   prevent   further   risks.  
 

 

2.   Admissions   Policy 
 
Sharkey Hill Community Pre-School operates a socially inclusive policy that reflects           
the fabric of all members of the community. We are committed to offering access to               
our services and our facilities, to all adults and children, inclusive of special needs,              
cultural, financial and religious background. All children are welcome regardless of           
race, religion, gender, ability or competence in spoken English. The service will            
operate an “open door” policy (a welcome at all times for all parents). This is               
especially   relevant   during   the   settling   –   in   period. 
 
 
Admission   Procedure 

1. The   group   leader   is   to   be   approached   to   see   if   a   space   is   available   for   the 
child.   Two   spaces   are   to   be   made   available   for   referrals   from   Health   Service 
Executive   in   the   Western   Area. 

2. Prior   to   starting,   a   completed   enrolment   form   as   well   as   completed   medical 
forms   must   be   lodged   with   the   group   leader 

               3.      The   maximum   number   of   children   that   can   be   catered   for   per   day   is   22.   The 
adult   ratio   is   1:11.   Children   with   special   needs   will   be   catered   for.   The 
premises   is   also   wheelchair   accessible. 

               4.      The   pre-school   caters   for   children   in   the   age   group   2   years   and   6   months   to 
5   years.  

               5.      Children   who   have   been   unwell   overnight,   or   taking   antibiotics   should   not 
attend   the   service. 

               6.      Parent’s   recommendations   and   complaints   are   welcome   at   the   end   of   a  
                              session.   Their   comments   and   complaints   will   be   discussed   at   the   next   staff 
                              meeting. 
 
 



 

Fees   and   Payment 
1. The   opening   and   closing   times   are   9.00am   to   12.00pm   for   the   pre-school 

for   38   weeks   of   the   year.  
  

                  2.      Structure   of   the   fee   system   was   developed   with   the   support   and   advice   of   the 
Mayo   County   Child   Care   Committee   and   the   Western   Health   Executive.   Rates 
are   as   follows: 

 
The   Pre-School 

 
Band   A/AJ Band   B Band   C 

Social   Welfare   payment 
&   Medical   Card 

Medical   Card   only    or    Social 
Welfare   payment   without 

Medical   card  

No   exemption 

€25   per   week €39.50   per   week €56.50 

€5   per   day €7.90   per   day €11.30 
 

 
Fees   can   be   paid   to   Sharkey   Hill   Playschool   E.O.C.P   account   -   account 
Details:   Sort   Code:   93-71-69   A/c   No.   11040-102.   Fees   in   cash   will   be 
accepted   by   the   leaders   of   the   service   when   a   child   is   not   on   the   ECCE 
scheme.   Fees   must   be   paid   regardless   of   a   child   being   absent.      However, 
when   the   service   is   closed   fees   do   not   have   to   be   paid.  
 
No   child   will   be   excluded   from   Pre-School   Service   due   to   financial 
circumstances.   The   above   fees   can   be   discussed   with   pre-school 
confidentially. 

 
 
                  3.      Parents   will   pay   for   the   cost   of   outings. 
 
                  4 .       Lunches   are   to   be   brought   to   school   each   day.   The   Playgroup   service   don’t 

allow   crisps,   gum,   fizzy   drinks   and   lollipops* 
*Note:   other   restrictions   may   apply   due   to   allergies   of   attending   children. 
Parents   will   be   notified   in   the   event   of   this   occurring. 

 
Once   children   are   enrolled   in   pre-school   we   ask   parents   to   adhere   to   the   number 
of   days   you   have   committed   to   sending   your   child.   If   for   some   reason   you   do   have 
to   change   the   number   of   days   your   child(ren)   attend      please   allow   at   least   four 
weeks   written   notice   to   be   given   to   the   pre-school   leader.    After   Easter   the 
pre-school   will   not   allow   reduction   of   days.    Full   fees   must   be   paid.   We   are   a 
community   run   service   and   rely   heavily   on   our   fees. 
 
If   your   child   has   not   attended   the   playschool   for   20   days   consecutively   without 
any   explanation,   we   reserve   the   right   to   offer   their   place   to   another   child,   after 
contacting   you   and   discussing   the   situation.      Grant   payments   cease   after   20   days 
of   absenteeism.  



 

3.   Allergies   &   Asthma   Policy   including   Nut   &   Food   Allergy 
 

 
Statement   of   Intent: 
This   policy   is   concerned   with   a   whole   pre-school   approach   to   the   health   care   and 
management   of   those   members   of   the   pre-school   community   suffering   from   specific 
allergies. 
 
Sharkey   Hill   Pre-School   are   aware   that   children   and   staff   who   attend   may   suffer   from 
food,   bee/   wasp   sting,   animal   or   nut   allergies   and   we   believe   that   all   allergies   should 
be   taken   seriously   and   dealt   with   in   a   professional   and   appropriate   way. 
 
Sharkey   Hill   Pre-School   position   is   not   to   guarantee   a   completely   allergen   free 
environment,   rather:   to   minimise   the   risk   of   exposure,   encourage   self-responsibility, 
and   plan   for   effective   response   to   possible   emergencies.  
 
Sharkey   Hill   Pre-School   is   committed   to   a   no   food   and   drink   sharing. 
 
The    Statutory   Framework    states   that   the   provider   must   obtain   information   about   any 
dietary   requirements/allergy.   As   such   parents   are   asked   to   provide   details   of   allergies 
in   the   child’s   Enrolment   Form,   which   is   submitted   before   starting   Pre-School. 
 
Aim: 
The   intent   of   this   policy   is   to   minimize   the   risk   of   any   child   suffering   allergy-induced 
anaphylaxis   whilst   at   pre-school.   An   allergic   reaction   to   nuts   is   the   most   common 
high   risk   allergy,   and   as   such   demands   more   rigorous   controls   throughout   the   policy. 
 
The   underlying   principles   of   this   policy   include: 
 
•   The   establishment   of   effective   risk   management   practices   to   minimise   the 
student,   staff,   parent   and   visitor   exposure   to   known   trigger   foods   and   insects. 
 
•   Staff   training   and   education   to   ensure   effective   emergency   response   to   any 
allergic   reaction   situation. 
 
This   policy   applies   to   all   members   of   the   pre-school   community: 
•   School   Staff 
•   Parents   /   Guardians 
•   Volunteers 
•   Supply   staff 
•   Students 
 
 
 
Definitions: 
Allergy   -    A   condition   in   which   the   body   has   an   exaggerated   response   to   a   substance 
(e.g.   food   and   drug)   also   known   as   hypersensitivity. 



 

Allergen   -    A   normally   harmless   substance   that   triggers   an   allergic   reaction   in   the 
immune   system   of   a   susceptible   person. 
Anaphylaxis   -    Anaphylaxis,   or   anaphylactic   shock,   is   a   sudden,   severe   and 
potentially   life-threatening   allergic   reaction   to   food,   stings,   bites,   or   medicines. 
Epipen   -    Brand   name   for   syringe   style   device   containing   the   drug 
Adrenalin,   which   is   ready   for   immediate   inter-muscular   administration. 
 
Minimized   Risk   Environment -   An   environment   where   risk   management   practices 
(e.g.   Risk   assessment   forms)   have   minimised   the   risk   of   (allergen)   exposure. 
 
Health   Care   Plan -   A   detailed   document   outlining   an   individual   student’s   condition 
treatment,   and   action   plan   for   location   of   Epipen. 
 
 
Procedures   and   Responsibilities   for   Allergy   Management 
 
General 
 
•   The   involvement   of   parents   and   staff   in   establishing   individual   Health   Care   Plans. 
•   The   establishment   and   maintenance   of   practices   for   effectively   communicating 
a   child’s   healthcare   plans   to   all   relevant   staff. 
•   Staff   training   in   anaphylaxis   management,   including   awareness   of   triggers   and 
first   aid   procedures   to   be   followed   in   the   event   of   an   emergency. 
•   Age   appropriate   education   of   the   children   with   severe   food   allergies. 
 
Medical   Information 
 

● The   school   will   seek   updated   information   via   medical   form   at   the 
commencement   of   each   calendar   year. 

● Furthermore,   any   change   in   a   child’s   medical   condition   during   the   year   must 
be   reported   to   the   school. 

● For   students   with   an   allergic   condition,   the   School   requires   parents   / 
guardians   to   provide   written   advice   from   a   doctor   (GP),   which   explains   the 
condition,   defines   the   allergy   triggers   and   any   required   medication. 

● The   Pre-School   Leader   will   ensure   that   a   Health   care   Plan   is   established   and 
updated   for   each   child   with   a   known   allergy. 

● Teachers   and   teacher   assistants   of   those   students   and   key   staff   are   required   to 
review   and   familiarise   themselves   with   the   medical   information 

● Action   Plans   with   a   recent   photograph   for   any   students   with   allergies   will   be 
posted   in   relevant   rooms   with   parental   permission. 

● Where   students   with   known   allergies   are   participating   in   school   excursions, 
the   risk   assessments   must   include   this   information. 

● The   wearing   of   a   medic-alert   bracelet   is   allowed   by   the   PreSchool. 
 
    Medical   Information   (EpiPens) 
 
Where   EpiPens   (Adrenalin)   are   required   in   the   Health   Care   Plan: 
 



 

•   Parents/   guardians   are   responsible   for   the   provision   and   timely   replacement 
of   the   EpiPens. 
 
•   The   EpiPens   are   located   securely   in   relevant   locations   approved   by   the 
Pre-School   Leader. 
 
Asthma 
Children will not be excluded from the setting if they have asthma. Children will be               
supervised while the patient is administering their inhalers. A care plan will be             
devised between the parent and the setting for the child. A medical request form will               
have   to   be   completed   on   enrolment. 
 
 
Parent's   role  
Parents   are   responsible   for   providing,   in   writing,   ongoing   accurate   and   current 
medical   information   to   the   school.  
 
Parents   to   send   a   letter   confirming   and   detailing   the   nature   of   the   allergy, 
including: 

● The   allergen   (the   substance   the   child   is   allergic   to) 
 

● The   nature   of   the   allergic   reaction   (from   rash,   breathing   problems   to 
anaphylactic 
shock) 

 
● What   to   do   in   case   of   allergic   reaction,   including   any   medication   to   be   used 

and   how   it   is   to   be   used. 
 

● Control   measures   –   such   as   how   the   child   can   be   prevented   from   getting   into 
contact 
with   the   allergen. 

 
● If   a   child   has   an   allergy   requiring   an   epipen,   or   the   risk   assessment   deems   it 

necessary,   a   “healthcare   plan”   must   be   completed   and   signed   by   the   parents. 
 

● It   is   the   responsibility   of   the   Parent   to   provide   the   Pre-School   with   up   to   date 
medication/   equipment   clearly   labelled   in   a   suitable   container. 

 
● In   the   case   of   life   saving   medication   like   Epi-pens   the   child   will   not   be   allowed 

to   attend   without   it. 
 

● Parents   are   also   required   to   provide   up   to   date   emergency   contact   information. 
 

● Snacks   and   lunches   brought   into   pre-school   are   provided   by   each   child‘s 
Parent.  

 
● It   is   their   responsibility   to   ensure   that   the   contents   are   safe   for   the   child   to 

consume. 



 

 
● Parents   should   liaise   with   Staff   about   appropriateness   of   snacks   and   any 

food-related   activities   (e.g.   cooking) 
 
 
Staff's   role 
Staff   are   responsible   for   familiarising   themselves   with   the   policy   and   to   adhere 
to   health   &   safety   regulations   regarding   food   and   drink. 
 

 
● If   a   child’s   Enrolment   Form   states   that   they   have   an   allergy   then   a   “healthcare 

plan”   is   needed.   It   must   be   in   place   before   the   child   starts   attending   sessions. 
A   risk   assessment   should   be   carried   and   any   actions   identified   to   be   put   in 
place.   The   Assessment   should   be   stored   with   the   child’s   healthcare   plan. 

 
● Upon   determining   that   a   child   attending   Pre-School   has   a   severe   allergy,   a 

team   meeting   will   be   set   up   as   soon   as   possible   where   all   Staff   concerned 
attend   to   update   knowledge   and   awareness   of   child’s   needs. 

 
● All   Staff   who   come   into   contact   with   the   child   will   be   made   aware   of   what 

treatment/medication   is   required      by   the   Pre-School   Leader   and   where   any 
medication   is   stored. 
 

● All   staff   are   to   promote   hand   washing   before   and   after   eating. 
 

● Snack   time   biscuits   and   snacks   are   monitored   by   Staff   and   are   peanut,   nut   free 
and   other   allergens   depending   on   the   children   attending.   All   staff   should   know 
the   procedures   at   snack   and   lunch   time   to   ensure   the   safety   of   children   with 
allergies. 

 
● However   Staff   cannot   guarantee   that   foods   will   not   contain   traces   of   nuts. 

 
● All   tables   are   cleaned   with   an   approved   solution. 

 
● Children   are   not   permitted   to   share   food. 

 
● As   part   of   the   Staff   training,   Epipen   administration,   use   and   storage   has   been 

discussed.  
 

● We   may   ask   the   Parent   for   a   list   of   food   products   and   food   derivatives   the   child 
must   not   come   into   contact   with. 

 
● Emergency   medication   should   be   easily   accessible,   especially   at   times   of 

high   risk. 
 

● Staff   should   liaise   with   Parents   about   snacks   and   any   food-related   activities. 
 
 



 

Actions 
In   the   event   of   a   child   suffering   an   allergic   reaction: 
 

● We   will   delegate   someone   to   contact   the   child’s   Parents. 
 

● If   a   child   becomes   distressed   or   symptoms   become   more   serious   telephone 
999/1 

 
● Keep   calm,   make   the   child   feel   comfortable   and   give   the   child   space. 

 
● If   medication   is   available   it   will   be   administered   as   per   training   and   in 

conjunction   with   the   “Medication   Policy”. 
 

● If   Parents   have   not   arrived   by   the   time   ambulance   arrives,   a   member   of   Staff 
will   accompany   the   child   to   hospital. 

 
Role   of   Other   Parents 

● Snacks   and   lunches   brought   to   the   Pre-School   by   other   Parents   should   be 
peanut   and   nut   free.  

● The   pre-school   will   ensure   that   parents   are   regularly   reminded   and   will 
monitor   the   contents   of   lunchboxes   and   snack. 

 
 
 

4.   Animal-Pet   Policy  
 

At Sharkey Hill Pre-School we encourage our children to learn about the natural             
world, and other living creatures as part of the High/Scope curriculum. From time to              
time   this   will   include   contact   with   animals   either   inside   or   outside   the   setting. 
 
Animals   in   and   outside   the   setting. 
We take into account the views of our parents and children when selecting animals or               
creatures   to   have   in   the   setting. 
Suitable housing is provided for our animals, and they are cleaned out regularly by              
an   adult. 
Our   animals   are   fed   and   watered   and   cleaned   on   a   regular   basis   by   the   caretaker. 
Our   animals   are   cared   for   when   the   setting   is   closed   by   Gill/Ann. 
Records   are   kept   of   their   general   care   and   treatment. 
The   children   are   taught   how   to   handle   the   animals   and   are   supervised   at   all   times. 
Children are encouraged to wash their hands thoroughly after having contact with the             
animals   or   creatures. 
Our staff wear disposable gloves at all times when cleaning out the animals and              



 

handling soiled bedding. Soiled bedding is disposed of in the compost bins in the              
garden. 
If and when our poultry lays eggs, the children are given the opportunity to collect the                
eggs   and   take   them   home. 
If a child brings a pet from home to visit the pre-school as a planned activity,                
parents/guardians of all children who will be in contact or in the same area as the pet                 
must be informed. Written permission must be obtained from parents/guardians to           
ensure that no child has an allergy. A full documented risk assessment needs to be               
completed prior to the visit and risks analysed before this type of activity is              
authorised,   ensuring   the   pet   has   had   all   relevant   vaccinations   and   is   child   friendly. 
Pets   will   not   be   allowed   near   food,   dishes,   worktops   or   food   preparation   areas.  
Senior Early Years Educator will ensure that there is an adequate number of adults to               
supervise the children, taking into account the age and stage of development of the              
children. 
If children are in contact with, or feeding animals, warn them not to place their faces                
against the animals or put their hands in their own mouths afterwards, and explain              
why. 
Ensure   all   footwear   is   free   from   animal   faeces. 
 

 

5.   Anti-Bullying   Policy 
 

Sharkey Hill Pre-School responds to the issue of bullying very seriously whether            
amongst children or adults, and has strict procedures that will be adhered to should              
there   be   any   evidence   within   the   pre-school. 

Bullying is about a pre-meditated act, which relies on a stage of cognitive             
development in order to think the process through, and occurs generally in            
children   5   years   and   over. 

This policy is designed to support the pre-school behaviour management          
policy,   equal   opportunities   and   anti   discrimination   policies. 

Bullying is not always easy to define, but according to Dan Olweus, an expert in the                
field   of   prevention   of   bullying,   he   says   it   should   include: 

● Physical   -   pushing,   kicking,   hitting,   pinching   and   other   forms   of   violence   or   threats. 
● Verbal   -   name   calling,   sarcasm,   spreading   rumours,   persistent   teasing 
● Emotional   -   excluding,   tormenting,   ridicule   or   humiliation 
● Racist   -   Racial   taunts,   graffiti   or   gestures 
● Social   -   unwanted   physical   contact   or   abusive   comments 



 

● Homophobic   -   any   hostile   or   offensive   action   against   lesbian,   gay   males   or   bisexuals 
or   those   perceived   to   be   these   above. 
 
All of the above forms of bullying cannot only be delivered on a personal, face to face                 
basis, but also by using existing and new technology, known as cyber bullying. We              
can sum up bullying as actions taken by one or more people with the deliberate               
intention   of   hurting   another   person   (in   any   of   the   above   ways).  

 

Aims   and   Objectives 

● Bullying is wrong and is damaging to individual people. Sharkey Hill Pre-School            
proactively implements policies and procedures to prevent this, by developing a           
pre-school   in   which bullying   is   regarded   as   unacceptable. 

● We aim to deliver a safe and secure environment where all children can play and               
learn   without   fear   or   anxiety. 

● This policy aims to produce a consistent response to any bullying incidents that may              
occur. 

● We aim to make all those connected with the pre-school aware of our opposition to               
bullying   and   staff   have   a   responsibility   to   eradicate   bullying   in   our   pre-school. 

● We do not tolerate any kind of bullying as stated above on any grounds whatsoever,               
and   support   all   parties   involved   to   gain   a   full   understanding   of   our   ethos. 
 
Rough   and   Tumble   Play 

Early childhood organisations have acknowledged and highlighted the need to          
recognise rough and tumble play as distinct from inappropriate or aggressive           
behaviour. Television or films, which include superheroes, often influence young          
children or weapon play and they will mimic this behaviour through their play. We              
endorse   the   following   strategies   to   manage   this   kind   of   play: 

● Recognise   that   this   is   pro-social   play   rather   than   aggressive 
● Set   boundaries   for   the   games   to   be   set   out   in 
● Use   planning   opportunities   to   discuss   the   concept   of   'good'   and   'bad'. 
● Support   the   play   to   find   alternative   solutions   to   weapon   play,   exploring   different 

scenarios. 
 
 
 
 
Hurtful   Behaviour 

Very   young   children   are   'egocentric'   which   means   that   they   put   their   own   feelings 
before   others,   and   even   the   most   considerate   child   will   have   the   occasional   outburst 
due   to   frustration,   anger   or   over   exuberance.   We   acknowledge   that   this   is   a 



 

developmental   area   that   needs   to   be   nurtured   and   supported   and   that   very   young 
children   do   not   intentionally   wish   to   cause   hurt.   If   hurtful   comments   are   made,   our 
strategies   are: 

● To   recognise   that   very   young   children   are   not   always   able   to   manage   their   own 
feelings   and   deliver   them   appropriately 

● Assist   in   this   management   to   support   their   biological   and   cognitive   development. 
● Offer   support   to   both   parties   and   to   discuss   the   issues   through   play,   story   times   and 

large   group   time   activities. 
 
 
The   Management   Committee 

● The   Management   Committee,   through   the   Staff   Liaison   Officer,   supports   the   manager 
in   all   elements   to   eliminate   bullying   from   the   pre-school.   The   policy   statement   is   very 
clear   that   they   do   not   allow   bullying   to   take   place   at   the   pre-school   and   that   any 
incidents   of   bullying that   do   occur   are   taken   very   seriously   and   dealt   with 
appropriately. 

● The   Management   Committee   monitors   the   incidents   of   bullying   that   occur   and 
reviews   the   effectiveness   of   the   policy   on   regular   basis.   The   manager   keeps   accurate 
records   of   all   incidents   of   bullying   and   reports   them   on   request   about   the 
effectiveness   of   the   pre-school   and   anti-bullying   strategies.   The   records   of   the 
behaviour   files   are   kept   in   the   nursery   office. 

● The   Management   Committee   responds   within   10   days   to   any   request   from   parents   or 
staff   relating   to   incidents   of   bullying.   In   most   cases   the   manager   is   notified   and   an 
investigation will   occur   and   is   reported   back   to   the   Committee.   The   exception   would 
be   if   the   allegation   was   against   the   manager   who   would   not   be   involved   in   the 
investigation. 
 
 
 
 
Anti   -   Bullying   Procedure 

The   role   of   the   Senior   Early   Years   Educator 

● It   is   the   responsibility   of   the   Senior   Educator   to   implement   the   pre-school   anti-bullying 
strategy   and   to   ensure   that   all   staff   (paid/unpaid)   is   aware   of   the   policy   and   know   how 
to   deal   with   incidents   of   bullying.   The   Senior   Educator   must   report   to   the   manager 
about   the   effectiveness   of   the   policy. 

● The   Senior   Educator,   through   staff   meetings   and   monitoring,   ensures   this   is   being 
implemented   on   a   regular   basis. 

● The   Senior   Educator   ensures   that   all   staff   is   in   receipt   of   sufficient   training   to   be 
equipped   to   deal   with   any   incidents   of   bullying. 

● The   Senior   Educator   sets   the   pre-school   climate   of   mutual   support   and   praise   for 



 

successes,   so   making   bullying   less   likely.   When   people   feel   they   are   important   and 
belong   to   a   friendly   and   welcoming   setting,   bullying   is   far   less   likely   to   occur. 
 
The   role   of   staff 

● Staff   in   the   pre-school   take   all   forms   of   bullying   seriously   and   intervene   to   prevent 
incidents   from   taking   place.   A   record   is   kept   of   all   incidents   of   bullying   that   happen   in 
the   pre-school   and   these   are   shared   with   the   manager. 

● If   staff   witnesses   an   act   of   bullying   they   do   all   they   can   to   support   the   person   or 
persons   who   are   being   bullied.   If   a   child   is   being   bullied   over   a   period   of   time,   then, 
after   consultation   with   the   Senior   Educator,   the   key   worker   informs   the   child's   parent. 

● We record all incidents of bullying that occur within the pre-school. If bullying is              
sustained, the pre-school will work with the parents and the child to improve the              
child’s   behaviour.  

● If practitioners become aware of any bullying taking place between members of a             
group, we deal with the situation immediately. This will involve supporting all parties             
to understand that this is not acceptable to be bullied, to be the recipient of bullying,                
and that the pre-school will deal with the situation very seriously. If the patterns of               
bullying are repeated and behaviour management has not been effective in this            
respect,   the   child's parents   should   be   asked   to   meet   with   the   manager. 
 
The   role   of   parents 

● Parents, who are concerned that their child might be being bullied, or who suspect              
that their child may be the perpetrator of bullying, should contact the Senior Educator              
immediately. 

● Parents have a responsibility to support the pre-school's anti bullying policy and            
actively   encourage   their   child   to   be   a   positive   member   of   the   pre-school. 

● Parents are expected to help develop their child's social skills at all times, in support               
of   the pre-school   ethos. 
 
Monitoring   and   Review 

● This policy is monitored regularly by the manager who reports to the Management             
Committee   about   the   effectiveness   of   the   policy   on   request. 

● The anti-bullying policy is the Management Committee’s responsibility and they          
review its effectiveness annually. This will be carried out by examining the            
pre-school's   records   and by discussions with the manager. The Management       
Committee   are   able   to   analyse information with regard to gender, age, ethnic       
background   of   all   children   involved   in   bullying   incidents. 

 
 
 
 
 
 



 

6.   Arrival   and   Departure   Policy  
 
Purpose: To ensure all children are accounted for on a daily basis. To establish the               
appropriate procedures, and to allow all legal and and regulatory requirements to be             
met   by   the   Centre. 
  
Policy: All children attending the Centre must be handed over from the            
Parent/Guardian to Caregivers on arrival and from Caregiver to Parent/Guardian on           
departure.   Parents   and   Carers   also   follow   procedures   that   ensure   children’s   safety.  
 
Procedure:  
a) Parents or guardians to complete and sign the attendance sheet on arrival and on               
departure.  
b) Caregivers greet children and parents on arrival and exchange information relating            
to   the   child’s   care   requirements.   This   information   can   be   verbal   or   written. 
c) Parents discuss their child's day and gain information from the Caregiver prior to              
departure. 
d) It is necessary to advise the Centre in advance if someone other than the parent is                 
collecting the child. This is done by completing the authorization page in the             
enrolment   form   and   advising   the   Centre   in   writing   or   by   telephone.  
e)    The   Centre   does   not   allow   the   collection   of   children   by   a   minor. 
f) In the event an authorized person arriving at the Centre to collect a child appears to                 
be affected by drugs or alcohol to such an extent they may be a danger to the child's                  
safety   the   Gardai   will   be   called. 
g) If an unauthorized person arrives to collect a child, staff will contact the child’s               
parent/guardian to confirm authority. Where the parent/ guardian withholds         
authorization,   the   child   will   remain   at   the   Centre   until   an   authorized   person   can   be  
contacted   to   collect   the   child. 
h) When staff are not familiar with an authorized person, proof of acceptable identity              
will   be   requested.  
i) Any unfamiliar person entering the Centre will be approached and questioned by             
staff   to   determine   their   needs. 
 
 
 

 
 
 
 
 

 
 
 
 
 



 

7.   Behaviour   Management   Policy 
 
The Pre-School Service believes that children should be encouraged to grow           
and develop to their full potential in a suitably planned environment. In this             
environment they will know what it expected of them, and where clear limits are              
set appropriate to their age and stage of development and any special needs             
they   may   have. 
 
Behaviour   Management 

1. The   acknowledgement   of   children’s   effort,   achievement   and feelings by  
sincere   encouragement   will   lead   to   growth,   self-esteem   and   self-   discipline 

2. Consistency   in   managing   behaviour   is   essential,   this   will   ensure   that   children 
have   security   of   knowing   what   to   expect and   build   up   good   patterns   of   self 
-discipline. 

3. Adults   will   provide   good   role   models   by   following   rules   and   showing   respect 
for   each   other   and   the   children. 

4. Rules   that   apply   to   the   children   and   adults   will   be   discussed and   agreed. 
These   rules   kept   to   a   minimum   will   be   made   known   to   staff,   parents   and 
children,   and   explained   to   all   newcomers. 

5. Good   observation   skills   are   the   key   for   children’s   behaviour   management. 
Observing 
 What   is   going   on? 
 What   is   the   behaviour   you   wish   to   change? 
 What   led   up   to   each   incidence   of   unwanted   behaviour? 
 What   did   the   child   do? 
 What   is   the   consequence? 

 
It is only by observation that it can be really seen what is going on in a group. This is                    
a skill, which can only be acquired through on going training, practice and             
discussion. 
 
Positive   Strategies   for   Behaviour   Management 
 

1. One   to   one   support   for   children   who   have   misbehaved   will   be   used   to   help   the 
child   to   see   what   went   wrong   and   offer   possible   solutions. 

2. Comfort   and   support   will   be   given   when   a   child   has   been   hurt   in   an   incident. 
3. Explanations   for   challenging   unwanted   behaviour   and   attitudes   will   be   made 

clear   immediately   to   the   child/children. 
4. It   will   always   be   made   clear   to   a   child   in   question   that   it   is   behaviour,   and   not 

the   child,   that   is   unacceptable. 
5. Adults   will   speak   clearly   and   quietly   to   children   when   dealing   with   these 

situations. 
6. Recurring   problems   will   be   dealt   with   in   an   inclusive   manner following 

observations   and   involving   the   child’s   parents   or   appropriate   adults 
7. The   opportunity   for   staff   to   engage   in   training   in   Child Development, 

Observation   and   Behaviour   Management   Skills   underpins   this   policy 
8. Books   and   activities   will   be   available   to   help   the   children   explore   and   name 



 

their   feelings,   and   where   appropriate   in   conjunction   with   an   adult. 
9. A   record   of   the   child’s   behaviour   will   be   kept,   containing 

● A   factual   description   of   the   child’s   behaviour/attitude,   without   comment 
or   interpretation 

● The   exact   words   spoken   by   the   child 
● Signature   of   the   recorder 

 
Practices   Prohibited  
Corporal   or   physical   punishment   –   Any   practices   that   are   disrespectful,   exploitive, 
intimidating,   emotionally   or   physically   harmful   or   neglectful.   The   use   of   bold   chairs   or 
time   outs   is   not   used   at   the   setting. 
 
 
 

8.   Child   Protection   Policy 
 
Sharkey Hill Pre-School is committed to safeguarding and promoting the welfare of            
children and young people and expects all staff and volunteers to share this             
commitment. We will work with children, parents and the community to ensure the             
safety of children and to give them the very best start in life. All children have the right                  
to be safeguarded from harm or exploitation whatever their: race, religion, first            
language or ethnicity; gender; age; health or disability; or political or immigration            
status. 
          The   key   commitments   of   our   policy   for   safeguarding   children: 

1. We are committed to building a ‘culture of safety’ in which children are             
protected   from   abuse   and   harm   in   all   areas   of   our   service   delivery.  

2. We are committed to responding promptly and appropriately to all incidents or            
concerns of abuse that may occur and to work with statutory agencies in             
accordance   with   the   Child   Care   Act 

3. We are committed to promoting awareness of child abuse issues through our            
induction training programme. We are also committed to empowering young          
children, through our curriculum, promoting their right to be strong, resilient           
and   listened   to. 

 
Aims 
Our   aims   are   to   carry   out   this   policy   by: 

· Promote   children’s   right   to   be   strong,   resilient   and   listened   to   by: 
· Create an environment in our setting that encourages children to develop a            

positive   self-image. 
· Encouraging   children   to   develop   a   sense   of   autonomy   and   independence. 
· Enable children to have the self-confidence and the vocabulary to resist           

inappropriate   approaches.  



 

· Help children to establish and sustain satisfying relationships within their          
families,   with   peers,   and   with   other   adults  

· Work with parents to build their understanding of and commitment to the            
principles   of   safeguarding   all   our   children. 

 
We are committed to building a ‘culture of safety’ in which children are protected from               
abuse   and   harm   in   all   areas   of   our   service   delivery.  
 
Staffing   and   Volunteering 

· The   designated   person   who   coordinates   child   protection   issues   is 
                                    Ann   Caine   –   Senior   Early   Years   Educator 

· Our   Committee   oversees   this   work. 
· We provide adequate and appropriate staffing resources to meet the needs of            

children. 
· Staff are not left alone with individual children or with small groups in a room               

with the door closed or for outdoor activities. Doors will always be left open              
between rooms during free play sessions. When children are divided into           
groups for certain activities there will always be two adults with each group.             
Where children are all together for snack time; storytime or playing outside            
there   will   be   at   least   two   adults   present   when   there   are   20   children.  

· Applicants for posts within our setting are clearly informed that the positions            
are   exempt   from   the   Rehabilitation   of   Offenders   Act   1974.  

· Candidates   are   informed   of   the   need   to   carry   out   Garda   Vetting.  
· Where applications are rejected because of information that has been          

disclosed, applicants have the right to know and to challenge incorrect           
information. 

· We abide by requirements in respect of references and Garda checks for staff             
and volunteers, to ensure that no disqualified person or unsuitable person           
works   at   our   setting   or   has   access   to   the   children.  

· Apart from their own parent’s only staff or other adults who have had Garda              
Vetting   and   Clearance   will   only   toilet   children.  

· Volunteers   do   not   work   unsupervised. 
· Anyone working directly with the children are expected to declare all           

convictions and/or cautions; as well as court orders which may disqualify them            
from   working   with   children   or   affect   their   suitability   to   do   so. 

· We abide by the Protection of Children Act requirements in respect of any             
person who is dismissed from our employment, or resigns in circumstances           
that would otherwise have led to dismissal for reasons of child protection            
concern. 

· We   have   procedures   for   recording   the   details   of   visitors   to   the   setting.  
· We take security steps to ensure that we have control over who comes into the               

setting so that no unauthorised person has unsupervised access to the           
children. 

 



 

We are committed to responding promptly and appropriately to all incidents or            
concerns of abuse that may occur and to work with statutory agencies in accordance              
with the procedures that are set down in ‘What to do if you are worried a child is                  
being   abused’   (Our   Duty   to   Care   2011). 
 
Responding   to   Suspicions   of   Abuse 

· We acknowledge that abuse of children can take different forms - physical,            
emotional,   and   sexual,   as   well   as   neglect. 

· When children are suffering from physical, sexual or emotional abuse, or may            
be experiencing neglect, this may be demonstrated through the things they           
say (direct or indirect disclosure) or through changes in their appearance, their            
behaviour,   or   their   play.  

· Where such evidence is apparent, the child’s key person makes a dated            
record of the details of the concern and discusses what to do with the              
Pre-school Leader who is acting as the ‘designated person’. The information           
is   stored   on   the   child’s   personal   file. 

· Staff take care not to influence the outcome either through the way they speak              
to   children   or   by   asking   questions   of   children.  

 
Disclosures 
Where   a   child   makes   a   disclosure   to   a   member   of   staff,   that   member   of   staff:  

· offers   reassurance   to   the   child 
· listens   to   the   child 
· gives   reassurance   that   she   or   he   will   take   action 

The   member   of   staff   does   not   question   the   child.  
 
Recording   Suspicions   of   Abuse   and   Disclosures 
Staff   make   a   record   of:  

· The   child’s   name 
· The   child’s   address 
· The   age   of   the   child 
· The   date   and   time   of   the   observation   or   the   disclosure 
· An   objective   record   of   the   observation   or   disclosure 
· The   exact   words   spoken   by   the   child   as   far   as   possible 
· The   name   of   the   person   to   whom   the   concern   was   reported,   with   date   and   time 
· The   names   of   any   other   person   present   at   the   time 
· Record   in   writing   all   concerns,   discussions   about   the   child,   decisions   made, 

and   the   reasons   for   those   decisions.  
 
These   records   are   signed   and   dated   and   kept   in   the   child’s   personal   file.  
 
 



 

Informing   Parents 
· Parents   are   normally   the   first   point   of   contact.  

In   general,   concerns   will   be   discussed   with   parents/carers   and   advise   them   of 
any   referrals   to   Children’s   Social   Care   unless   it   is   considered   that   to   do   so 
may   put   the   child   at   further   risk. 

 
 
The Pre-School Service undertakes to promote the general welfare, health and           
full development of children and protect them from harm of all kinds, in line with               
articles   19   and   34   of   the   United   Nations   Convention   of   the   Rights   of   the   child. 
 
The Pre-School Service has and will develop procedures to respond to           
accidents   and   complaints   to   alleged   or   suspected   incidents   of   abuse. 
 
The Pre-school has a commitment to the empowerment of all children to            
describe and express their feelings in an acceptable way. This will enable            
children to develop self-confidence and the skills/vocabulary to deal with          
inappropriate   approaches. 
 
Child   Protection   Issues 

1. The   Pre-School   Service   Leader   will   have   copies   of   Department   of   Health 
basic   child   abuse   guidelines   which   will   be   read   by   all   members   of   staff, 
volunteers   and   trainees 

2. Copies   of   the   Health   Service   Executive   are   available   to   all   from   their   local 
health   board 

3. The   Pre-School   Service   will   be   familiar   with   literature   from   other   child   care 
agencies   such   as   the   ISPCC 

4. A   name   and   phone   number   of   the   designated   officer   in   the   local   Health   Board, 
along   with   information   on   all   issues   is   to   be   made   available.   Together   with   the 
name   of   the   local   IPPA   advisor   to   ensure   that   no   member   has   to   tackle   the 
issue   of   child   abuse   alone 

5. Recruitment: 
Candidates   for   positions   within   the   Pre-School   Service   (whether   paid   or 
voluntary)   shall   be   interviewed   following   guidelines   in   the   IPPA’s   publication 
‘Play   Groups   in   the   Community’.   Candidates   will   be   asked   to   provide   two 
references,   both   of   which   will   be   checked,   in   person   and   in   confidence.   Garda 
clearance   is   recommended   for   all   positions 

                  6.      The   Pre-School   Service   Leader   will   see   opportunities   for   training   in   the   area 
of   Child   Protection   and   will   encourage   all   adults   involved   in   the   Pre-school 
Service   to   avail   of   such   training 

                  7.      The   Pre-School   Service   is   committed   to   having   the   recommended   ratio   of 
adults   to   children   at   all   times      in   order   to   maximise   the   positive   development 
of   children   and   to   comply   with   good   practice   in   the   prevention   of   abuse 
 

 
 
 
 



 

 
Procedure   for   Suspected   Abuse 

1. If an adult has any concerns about a child in the Pre-School being neglected              
or physically, emotionally or sexually abused, this will be immediately raised           
with   the   Pre-School   Service   Leader 

2. Following the raising of concerns, observations will be made and records will            
be   kept   on   the   individual   child 

3. The   confidential   records   will   include: 
a) Name,   address   and   age   of   child 
b) Time   and   date   of   observations 

               4.         Support   and   Advice   will   be   given   to   staff   members. 
               5.      If   necessary   the   Health   Service   Executive   in   the   Western   Area   will   be 
                              contacted   about   concerns. 
 

Code   of   Behaviour 

We in Sharkey Hill Pre-School believe that staff and volunteers should have a             
child-centred approach, and a clear understanding of what is acceptable with respect            
to their behaviour with children in order to protect them from harm and staff and               
volunteers   from   misinterpretations   of   their   actions. 

 

We   aim   to   do   this   by: 

● Valuing   and   respecting   all   children   as   individuals  

● Listening   to   children 

● Involving   children   in   decision   making   as   appropriate 

● Encouraging   children 

 

We   do   not: 

● Engage   in,   or   allow   inappropriate   touching   in   any   form 

● Verbally   abuse   or   physically   punish   any   child 

● Condone   bullying   or   abusive   behaviour   by   staff,   volunteers   or   other   children 

● Undertake   intimate   care   needs   without   consulting   and   agreeing   arrangements 
with   the   child   and   parents 

● Engage   in   practices   which   demean   children 

 

We   are   aware: 

● Of   developing   favouritism   or   becoming   overly   involved   with   any   one   child 



 

● That while physical contact is a valid way of comforting or reassuring a child, it               
should take place in response to the need of the child, and not the need of the                 
adult   in   an   open   environment. 

 

Reporting   Procedures 

If there is any concern about the welfare or safety of a child/young person who is                
involved in this organisation within their home or community context, the following            
procedure   will   be   followed. 

For concerns in relation to abuse of children/young people by people employed or             
volunteering with this organisation, the following procedure will also be followed in            
relation to the protection of the child. However, in addition, the 'allegations against             
staff and volunteers procedure' will also be followed in respect of the rights of the staff                
member   or   volunteer. 

 

The   Employee/Volunteer/Student   etc. 

(As   appropriate   to   the   organisation)                     -   will   inform   the   designated   liaison   person. 

  

 

 

   The   Designated   Liaison   Person 

(Ann   Caine)   (087   6710535)                                                            -   will   consider   and   record   the   concern 

  

                                                                                                                                                                     -   They   may   ring   the   duty   social   worker   for   informal  

                                                                                                                                                                              Advice,   i.e.   Discussing   their   concerns   without  

                                                                                                                                                                              identifying   the   child   or   family.      However,   after 

                                                                                                                                                                              discussion   with   the   duty   social   worker   and   when  

                                                                                                                                                                              advised   to   do   so: 

  

− they   will   make   a   formal   report   on   the   standard 

                                                                                                                                                                  reporting   form   and   forward   it   to   the- 

 

Social   Work   Department   of   the   HSE   –   West 



 

The   local   number   for   the   Duty   Social   Worker   is   (094)   9022333 

EMERGENCY   SITUATIONS   /OUTSIDE   OF   SOCIAL   WORK   DEPT.   HOURS 

Designated Liaison persons and staff should be made aware to contact An Garda             
Siochana   in   emergency   situations. 

The   local   number   for   the   Gardaí   is   (098)   25555 

 

REPORTING   PROCEDURE   –   Continued 

When a child protection report is being made to the HSE good practice would              
indicate that a family should be informed about the report UNLESS DOING SO             
MAY PUT THE CHILD AT FURTHER RISK. The designated liaison person           
should   seek   advice   from   the   social   work   department   in   relation   to   this. 

 

Where there is a voluntary management committee who employ or are responsible            
for an employee or volunteer, the chairperson of the committee may be informed that              
a report has been made to the HSE social work department. However, identifying             
information would not be passed to the chairperson or any member of the             
management   committee   in   line   with   the   confidentiality   statement. 

In   the   absence   of   the   designated   liaison   person   it   should   be   clear   within   the 
service   who   takes   responsibility   for   concerns   regarding   children. 

 

If there is a complaint alleging abuse of a child by any staff/volunteer etc. in the                
service,   the   reporting   procedure   to   the   social   work   dept.   of   the   HSE   will   be   followed. 

If there is an allegation of abuse of a child by an employee, the disciplinary procedure                
in   relation   to   the   worker   will   be   followed.  

 

 

THE   ROLE   OF   THE   DESIGNATED   LIAISON   PERSON 

− The   designated   liaison   person   should   have   completed   the   Keeping   Safe 
Training   as   a   minimum. 

− They   should   be   in   a   position   to   have   an   ongoing   role   with   the 
service/organisation 

− They   should   be   in   a   senior   position. 

− They   should   be   open   and   comfortable   with   the   topic   of   abuse. 

− They   should   be   available   and   committed   to   undergoing   further   training   in   the 



 

area   of   child   protection   and   positive   childcare   practices. 

− The   designated   liaison   person   may   link   informally   with   the   HSE   Duty   Social 
Worker   to   discuss   concerns   around   children   in   their   service. 

− Where   appropriate,   and   when   advised   by   the   HSE   –   West   Duty   Social   Worker, 
the   Designated   Liaison   Person   will   make   a   report   without   delay   on   a   Standard 
Reporting   Form   to   the   local   social   work   department.   (Standard   Reporting   form 
with   social   work   numbers   attached) 

− Designated   Liaison   Persons   acting   on   behalf   of   their   group   will   not   make 
anonymous   referrals   in   keeping   with   their   child   protection   policy   statement   and 
the   HSE   guidance   on   the   limits   of   confidentiality. 

− The   role   of   the   designated   liaison   person   should   be   written   into   a   job 
description   and/or   contract   of   employment. 

 

Appendix   to   Reporting   Procedure:- 

− Standard   Reporting   Form   (with   social   work   department   numbers) 

- The   Reporting   Procedure 

 

 

Guidelines   for   taking   and   using   Images   of   Children 

__________________________________________  

 

Adult who work with children have a Duty of Care to ensure that children are not                
exposed to harm, embarrassment or distress. It is also consistent good practice in             
terms of Child Protection to ensure measures are taken to safeguard children from             
misuse of images and that personal information such as identity and location are not              
made   publicly   available   without   their   knowledge   and   informed   consent.  

 

General   Practice   should   include:   -  

 

1. Recorded images should only be made, kept and used where there is a valid              
reason   associated   with   an   activity.  

 

2. Recording   of   images   should   be   supervised.  

 



 

3. Children/parents/carers   should   be   informed   in   advance   and   their   consent 
sought   and   recorded.  

 

4. Children/parents   should   be   informed   as   to   how   and   where   images   will   be 
used.  

 

5. All   children   should   be   appropriately   dressed.  

 

6. Images   should   be   stored   with   consent   attached.  

 

7. Policy should ensure that photographs taken are printed off within a specified            
short time frame when taken (e.g. within a month) after which the original is              
deleted   or   destroyed.  

 

Employees should be aware of the potential misuse of digital and mobile            
phone   technology   and   should   take   appropriate   steps   to   prevent   it   occurring. 

 

1. Only cameras supplied by the service be used and these must remain on the              
premises and safely stored. Designated Staff Only – until person in charge            
gets   them   printed   off.  

 

2. Staff of students are not permitted to use their own personal cameras or mobile              
phone   cameras   at   any   time.  

 

3. Parents may use camera or video recording at scheduled open days at the             
service,   e.g.      (Drama   shows   /   graduation   days).  

 

CCTV images and recordings of children in the service should only be accessible to              
the   following:- 

 

2. Authorised staff in the service who have a direct role in Child Care (i.e. not               
Caretaker,   Cleaning   or   Kitchen   Staff).  

 

3. Parents through remote viewing where this service is available but only in            
relation   to   rooms   or   areas   occupied   by   their   child.  



 

 

4. Authorised Officers for Part VII of the Child Care Act regarding Pre-School            
Inspection   Team).  

 

5. Authorised Officers carrying out a Child Protection Investigation (Gardaí,         
HSE   Social   Worker).  

 

6. Supervised access by a mechanic carrying out authorised repair on works           
to   CCTV   equipment.  

 

 

COMPLAINT   FORM   /   FOIRM   GEARÁIN 
 

Name/Ainm:  

 

Address:/Seoladh  

_____________________________________________________ 

 

Contact   Number/Uimhir   Gutháin:           Home/Baile  

 

                                          Work/Ionad   Oibre  

Complaint   Details/Sonraí   an   Ghearáin 

------------------------------------------------------------------------------------------------------- 

6. For   office   or   staff   only/Don   Oifig   nó   Fhoireann   amháin 
 

Form   received   by/Ainm   an   ghlacadóra  

Date/Dáta  

Action   taken   to   resolve   the   problem/Céimeanna   togtha   leis   an   fhadhb   a   réiteach 
 
(i)  

 
(ii)  



 

 
(iii)   
 
Result   of   action   taken/Toradh   na   céimeanna 

 
 

Signature/Sínithe Date/Dáta  
 
GUIDELINES   FOR   RESPONDING   TO   A   DISCLOSURE   BY   A      CHILD 
 
 
1. Stay   calm   and   listen-   give   the   child   time   to   say   what   she   or   he   wants   to   say 
2. Listen   carefully   and   attentively,   take   the   child   seriously 
3. Don’t   ask   leading   questions   or   make   suggestions 
4. Don’t stop the child recalling significant events, but don’t start to investigate or             

make   the   child   repeat   the   story   unnecessarily 
5. Don’t   express   opinions   about   the   child   or   members   of   his   or   her   family 
6. Reassure   the   child   but   don’t   promise   to   keep   it   a   secret 
7. Explain   that   you   will   need   to   discuss   this   with   someone   else 
8. Record the disclosure as carefully as possible, outline what the child said, in the              

language   the   child   used. 
 
 
 
DEFINITIONS   OF   ABUSE 
 

 

NEGLECT 
 

Where a child suffers significant harm or impairment of development by being            
deprived of food, clothing, warmth, hygiene, intellectual stimulation, supervision and          
safety,   attachment   and   affection   from   adults,   medical   care. 

-Usually   not   one   event 

-happens   over   a   period   of   time 

-results   in   the   child’s   development   being   severely   affected 

 

 

EMOTIONAL   ABUSE 
 



 

Occurs when a child’s need for affection, approval, consistency and security are not             
met.      Is   usually   found   in   the   relationship   between   the   care-giver   and   the   child. 

-would arise when abusive interactions between the child and care-giver become           
typical   of   the   relationship. 

 

 

PHYSICAL   ABUSE 

 

Physical abuse of a child is that which results in actual or potential physical harm               
from an interaction, or lack of interaction, which is reasonably within the control of a               
parent or person in a position of responsibility, power or trust. There may be single or                
repeated   incidents. 

 

SEXUAL   ABUSE 
 

When a child is used by another person for his or her sexual gratification or sexual                
arousal   or   for   that   of   others. 

 

-Children First National Guidance for the Protection and Welfare of Children           
(Definitions   page   8&9) 

 
REASONABLE   GROUNDS   FOR   REPORTING:- 
 
 
-   A   disclosure   from   a   child   in   relation   to   abuse   by   an   adult   or   child/adolescent  
 
-      An   account   by   a   person   who   witnessed   the   abuse   of   a   child 
 
- Evidence of an injury or behaviour which indicates abuse, and is unlikely to be              

caused   any   other   way 
 
- Evidence of Injury or behaviour which is consistent with abuse, but also where             

another or innocent explanation is given, however other factors and indicators are            
present   to   support   the   concern   of   abuse. 

 
- Consistent indication over a period of time, that a child is suffering from emotional or                

physical   neglect   or   lack   of   adequate   supervision. 
 
- A disclosure by an adult that they were abused as a child by someone who now has                  

contact   with   children 



 

9.   Children   with   Special   Needs 
 
Sharkey Hill Community Pre-School is committed to the integration of children           
with special needs and children from an ethnic minority. We believe that the             
development of young children with special needs and children from an ethnic            
minority is more likely to be enhanced through attending services for all            
children. Children with special needs and children from an ethnic minority are            
welcome. 
 

1 The   physical   environment   is   appropriate 
2 The   staff   child   ratio   is   adequate   to   meet   the   needs   of   the   child 
3 Staff   must   attend   specialised   training   for   special   needs 
4 Parents   must   complete   enrolment   forms   (see   policy   1).   They   must 

   complete   a   “Getting   to   Know   Your   Child   “   form (as   recommended   by 
The   Draft   Protocol   for   Inclusion,    compiled   by   The   Disability   Working 
Group   of   Mayo   County   Childcare   Committee  

5 Parents   working   in   consultation   with   The   Pre-school   Service   Leader 
   will   decide   on   a   3   or   4   way   meeting   and   the   benefits   of   this. 

6 A   copy   of   the   Protocol   will   be   given   to   the   parents.   If   the   parent   wishes 
   to   go   ahead,   The   Early   Years   Development   Worker   is   contacted   to 
   chair   the   meeting   and   if   the   child   is   already   working   with   a   support 
   agency   they   are   invited   along   as   well. 

7 At   this   meeting   the   child’s   needs   will   be   discussed   and   how   best   the 
   services   can   address   their   needs. 

8 A   review   date   will   be   organised   to   follow   progress.  
9 The   leaders   will   keep   themselves   informed   concerning   the   child’s 

   needs   and   how   to   deal   with   them   with   the   help   of   the   Early   Years 
   Services   and   other   interested   organisations. 

 
 

 

10.   Cleaning   Policy 
 
Sharkey Hill Community Pre-School is committed to a healthy environment and           
a   high   standard   of   personal   hygiene   for   adults   and   children. 
 

1. Mops used for general floor washing will be disinfected regularly using rubber            
gloves   and   left   to   dry.   Mop   heads   will   be   replaced   regularly. 
 

                  2.      All   toilets,   surrounding   walls   and   wash   hand   basins   will   be   cleaned   and 
disinfected   every   day. 
 

3. The Pre-School Service will have a daily and weekly routine in respect to              



 

floors, tables, playroom, and outdoor equipment, toys and frequently mouth          
objects.   Sand   will   be   regularly   cleaned   and   covered   when   not   in   use. 
 

               4.      Washing   will   be   done   thoroughly   in   hot   water   with   detergent,   using   rubber 
                              gloves 

 
               5.      Cups   will   be   covered   with   a   clean   cloth,   not   stacked   one   inside   the   other   and 

air-dried.   Damaged   cups   will   be   disposed   of 
 

               6.         All   cleaning   cloths   will   be   changed   each   day.   Different   cleaning   cloths   will   be 
 used   for   kitchen   and   bathroom. 

Yellow   cloth–   Food.  
Blue   cloth   –   General   cleaning 

 
               7.         All   leftover   food   will   be   properly   disposed   of 

 
               8.      Routine   cleaning   that   may   pose   a   safety   risk   to   children   will   not   take   place 

while   the   Pre-School   Service   is   in   session. 
 
 
 

11.   Clothing   Policy 
 

• At Sharkey Hill Pre-School your child will be painting, using glue, working with             
playdough,   outside   and   other   'messy'   stuff. 

 
• Please select clothing that is both comfortable and appropriate for these           

activities. 
 

• Remember, children learn through doing, so they will get dirty from time to             
time! 

 
• Please provide a spare change of clothes (including socks and underpants) in            

a   clean   plastic   bag   with   the   child's   name   on   it. 
 

• If your child goes home with clothes from the centre, they need to be returned               
as   they   will   belong   to   some   other   child. 

 
• If you continually keep clothes from the centre, we will have no option but to               

call   you   to   come   with   a   change   of   clothes   when   your   child   needs   them. 
 

• Please dress your child according to the weather, as we will be going outside              
each   day. 

 
• Each   child   must   have   a   pair   of   wellies,   coat   and   hat   for   outside   when   its   wet. 

 
• Donations   of   clothes   are   always   welcome. 



 

12.   Collection   Policy  
 

● Sharkey Hill Community Pre-School will only let children be collected by the            
named parties on the booking form. Ensure that parents complete Emergency           
Contact details on enrolment form or “Authorisation to Collect” form for any            
adult,   other   than   the   parent,   who   is   to   collect   their   child   from   pre-school.  

● Ensure that children are only collected by adults authorised by the parent to             
collect   their   child.  

● If parents are separated or divorced they are required to inform the Centre of              
any custody arrangements. Copies of any Court Orders must be provided to            
the   Centre   before   access   by   either   parent   is   to   be   restricted.  

● If staff are unfamiliar with the authorised adult collecting the child they can             
request   proof   of   identity   e.g.   driver’s   license,   Medical   card   etc.  

● If an unauthorised person attempts to collect a child, the Educator will keep the              
child with them until having made contact with the parent or other authorised             
responsible   adult.  

● If a parent rings during the day to inform that an unauthorised person is to               
collect their child, staff ensure that parent’s voice is recognised and/or that            
child’s   date   of   birth   is   requested   from   parent.  

● Ensure that children are only collected by a responsible adult who is at least              
18   years   of   age. 

 
 
Family   Access 
The   pre-school   will; 

● Ensure that parents are able to have access to their child at any time during               
the   day.  

● Ensure that parents can exchange information about the child with primary           
contact   staff   at   mutually   convenient   times   on   an   ongoing   basis.  

● Ensure that if parents are separated or divorced they are required to inform the              
Centre of any custody arrangements. Copies of any Court Orders must be            
provided   to   the   Centre   before   access   by   either   parent   is   to   be   restricted.  

● Any person who has been forbidden by court order from having contact with a              
child   attending   the   pre-school;  

● Must   not   be   given   any   information   concerning   that   child.  
● Must not be allowed to enter the premises of the pre-school while the             

child   is   attending   the   service.  
● Must   not   be   permitted   to   collect   the   child   from   the   pre-school. 

 



 

 
 

13.   Comments   and   Complaints   Policy 
 
The Playschool Service welcomes children’s and parents views in the          
development of these services. It is the policy of The Playschool Service to give              
careful attention and prompt and courteous response to any suggestions,          
comments or complaints thereby ensuring the development of a high quality           
Pre-School Service which meets the needs of the children and parents.           
Information   on   these   procedures   is   made   available   to   all   staff   and   parents. 
 
An early opportunity to highlight issues can prevent problems from arising, but should             
this   happen   the   following   procedure   will   be   followed: 
 
Comments   Procedure 

1. A   comment   can   be   made   verbally   or   in   writing   to   the   appropriate   Leader, 
Parent/Guardian   or   to   a   childcare   sub   -committee   member 
 

               2.         A   Comment/Suggestion   Box   is   also   available 
 

               3.         The   Leaders   will   make   a   note   of   the   Comment/Complaint   in   a   book,   along 
   with   taking   action 
 

               4.         The   Complaints   Procedure   will   be   availed   of   if   a   satisfactory   response   is   not 
   received   within   a   reasonable   time. 

 
Complaints   Procedure 
 

1. If you wish to make a complaint you should contact the Playschool/After            
School   service   leader   depending   on   which   is appropriate or a nominated    
childcare   sub-   committee member to discuss and hopefully resolve the       
matter 
 

               2.         If   you   feel   the   matter   is   unresolved   then   the   complaint   must   be   put   into 
writing   to   the   same   above   named   persons 
 

               3.         A   written   acknowledgement   of   the   complaint   will   be   sent   as   soon   as   possible 
 

               4.         If   the   complaint   is   related   to   the   behaviour   of   a   member   of   staff,   the   staff 
member   must   be   informed   that   a   formal complaint   has   been   lodged   and   give 
full   details.   This   will   be   kept   on   file. 
 

               5.         If   required,   a   request   may   be   made   in   writing   to   the   appropriate   Leaders   or 
nominated   committee   member   to have   the   complaint   heard   by   a   wider   group. 
This   group   would comprise   of   the   Leaders,   the   external   mediator   (i.e. 
   I.P.P.A.   Regional   Advisor,   local   health   board   personnel)   or,   in   the   case   of   the 



 

committee   managed   services,   two   members   of The.Management   Committee 
plus   external   mediator. 
 

               6.         Membership   of   this   panel   will   not   be   comprised   of   any   person   directly   involved 
in   the   complaint   or   related   to   the   complainant,   or   staff   member 
 

               7.         The   person   making   the   request   may   be   accompanied   by   another   person 
 

               8.         Following   the   request   the   complainant   must   be   facilitated   with   a   meeting 
within   one   month 
 

               9.         An   agreed   written   record   of   the   meeting   will   be   kept   by   the   external   mediator 
and   where   appropriate,   a   formal   letter   of   the   outcome   will   be   issued,   within   a 
reasonable   period   following   the   meeting 
 

      10.         The   person   being   accused   will   have   a   fair   chance   to   tell   their   side   of   what 
happened. 

 
 
 

14.   Community   Involvement   Policy 
 

The Parents and Communities of Sharkey Hill Community Centre represent a source            
of   support,   as   well   as   an   important   resource   for   the   Centre. 

 

We endorse meaningful partnerships between the Centre, Parents, Family Members          
and   their   Communities. 

 

We expect participation on the Management Committee to promote the social,           
emotional   and   educational   growth   of   the   children. 

 

Opportunities to work collaboratively with families & community to enrich the           
children’s   lives   and   their   learning,   and   give   support   to   each   child   &   family. 

 

In   support   of   our   Community   and   the   Environment   we:  

• Recognise that the centre is an integral part of the housing estates and wider              
community.  

• Share our interests, knowledge and experiences with both our local          



 

community   and   the   wider   Community.  

• Acknowledge that the diversity within our Centre is representative of the wider            
community.  

• Value the history and heritage of Sharkey Hill Pre-School & Child Care            
Centre.  

• Explore the community through excursions and community participation in our          
programmes.  

• Promote respect for the Environment through modelling and discussing with          
children   and   families   environmentally   friendly   practices.  

• We aim to have open and ongoing, two way, meaningful communication           
among   the   home,   setting   and   the   community. 

• We   will   play   an   integral   role   in   assisting   student   learning,   by   accepting 
students   on   placement. 

• Community   members   are   welcome   at   the   Centre. 

• Community members that are part of the Management Committee are active           
partners in the decisions and the adaptation of policies and procedures at the             
setting. 

• Community   resources   are   used   to   strengthen   the   learning   of   the   children. 

 
 

15.   Confidentiality   Policy 
  

It is the policy of Sharkey Hill to keep confidential any information regarding health              
and family circumstances of children, families and staff. Knowledge or observation of            
children’s development or behaviour will be treated in a strictly confidential manner            
except in terms of legal obligation i.e. Child Protection. The service keeps records in              
relation to all children attending in compliance with the Child Care Services            
Regulations   1996. 
 
Staff are made aware that it is not acceptable to discuss matters in relation to               
children/families or others involved in the service outside of the setting (except in             
cases of child protection). With regards to Child Protection issues          
observation/records may be made available to the HSE. In the event of a breach of               
confidentially it should be dealt with under the complaints procedure, or under terms             
of   employment   as   appropriate. 
 
For the implementation of the Community Childcare Subvention Scheme the Senior           
Early Years Educator, and Staff Liaison Person Rita Mc Nally are dealing with the              



 

declaration forms but all details on these forms is kept in confidence and no copies of                
anyone’s PPS is kept in the service. All forms are sent to the OMC in Hawkins St in                  
Dublin. 
 
Any anxieties/evidence relating to a child’s personal safety will be kept in a             
confidential file and will not be shared within the group except with the child’s key               
person   or   managers. 
 
Information given by parent/carers to the managers or key person will not be passed              
onto   other   adults   without   permission. 
 
Students on work experience or other recognised courses observing in Sharkey Hill            
will be advised of our confidentiality policy and required to sign a copy of statement               
and   respect   it. 
❖ Parent will have ready access to the files and records of their own children but               

will   not   have   access   to   information   about   any   other   child.  
❖ Issues to do with the employment of staff whether paid or unpaid, will remain              

confidential   to   the   people   directly   involved   with   making   personnel   decisions.  
❖ Staff will not discuss the individual children, other than for purposes of            

curriculum planning/group management, with people other than the        
parent/carers   of   the   child. 

 

 

   16.   Critical   Incident   Policy   and   Procedure 
 
Statement   of   Intent 
A   critical   incident   is   a   traumatic   incident   that   could   result   in   death,   or   near   death   of   a 
child,   or   staff   member.   At   Sharkey   Hill   Pre-school,   to   ensure   the   health,   safety   and 
welfare   of   the   children   in   our   care,   we   plan   for   all   eventualities.   The   critical   incident 
policy   and   procedure   is   in   place   to   ensure   that   we   operate   effectively   in   the   case   of   a 
critical   incident. 
 
These   include: 

● Adverse   weather   conditions   such   as   a   flood   or   snow. 
● Heating   system   failure 
● Burst   water   pipes 
● Fire,   bomb   threat,   explosion,   terrorist   attack 
● Burglary 
● Abduction   or   threatened   abduction   of   a   child 
● Death   of   a   member   of   staff   or   a   child 
● Assault   on   a   member   of   staff   or   a   child 
● Serious   accident   or   illness 
● Any   other   incident   that   may   affect   the   care   of   the   children   at   the   pre-school. 



 

 
We   will   make   every   effort   to   keep   the   pre-school   open,   but   in   exceptional 
circumstances,   we   may   need   to   close   at   short   notice.   We   will   contact   parents   via 
telephone/e-mail. 
 
In   the   event   of   an   emergency,   our   primary   concern   will   be   to   ensure   that   both   the 
children   and   the   staff   are   kept   safe.   If   it   is   necessary   to   evacuate   the   pre-school,   the 
following   steps   will   be   taken:- 
 

● If   appropriate   the   Supervisor   in   charge   will   contact   the   emergency   services. 
● All   children   will   be   escorted   from   the   building   and   taken   to   the   assembly   point 

in   the   car   park   next   to   the   building;   if   this   is   not   accessible   the   children   will   be 
brought   to   the   second   assembly   point   to   the   left   of   the   building   on   the 
Greenway. 

● No   attempts   will   be   made   to   collect   personal   belongings,   or   to   re-enter   the 
building   after   evacuation. 

● The   Supervisor   in   charge,   or   if   appropriate,   another   nominated   individual   will 
check   the   premises   providing   that   this   does   not   put   anyone   at   risk. 

● Before   leaving   the   building   the   Supervisor   in   charge   will   close   all   accessible 
windows   and   doors 

● The   register   will   be   taken   and   all   children   and   adults   will   be   accounted   for. 
● If   any   person   is   missing   from   the   register,   the   emergency   services   will   be 

informed   immediately. 
● The   Supervisor   or   nominated   person   will   contact   parents   to   collect   their 

children. 
● All   children   will   be   supervised   until   safely   collected.  
● If   the   registration   is   affected,   we   will   inform   Tusla   of   its   closure,   and   the   local 

Childcare   Committee   office   for   advice. 
 
Flood 
There   is   always   a   danger   of   flooding   from   adverse   weather   conditions,   which   we 
cannot   anticipate.   If   flooding   occurs   during   the   pre-school   day,   the   Supervisors   will 
make   a   decision   depending   on   the   severity   and   location   of   the   flooding,   and   it   may   be 
necessary   to   follow   the   evacuation   procedure. 
 
Snow 
If   heavy   snow   fall   is   threatened   during   pre-school   hours,   the   Supervisors   will   take   into 
account   the   safety   of   the   children,   their   parents   and   the   staff   when   deciding   whether 
or   not   to   close   the   pre-school.   Parents   will   be   contacted   for   collection   of   their   child. 
In   the   event   of   staff   shortages   due   to   snow,   if   we   are   unable   to   maintain   statutory   ratio 
requirements,   Tusla   will   be   informed   and   advice   sought.   If   the   safety,   health   or 
welfare   of   the   children   is   compromised,   the   Supervisors   will   take   the   decision   to 
close   the   pre-school. 
 
Burst   Water   Pipes 
If   flooding   occurs   as   a   result   of   burst   pipes   during   pre-school   hours,   the   Supervisors 
will   make   a   decision   based   on   the   severity   and   location   of   the   flooding,   and   it   may   be 
necessary   to   follow   the   evacuation   procedures. 



 

 
Fire 
In   the   event   of   a   fire,   our   normal   fire   procedures   will   apply   and   the   building   will   be 
evacuated   as   above. 
 
Burglary 
All   doors   and   windows   are   closed   and   locked   before   the   premises   are   vacated. 
Alarm   systems   are   installed   and   are   in   operation   during   the   hours   that   the   pre-school 
is   closed.   The   Supervisor   checks   the   premises   as   they   arrive   in   the   morning.   Should 
they   discover   that   the   pre-school   has   been   broken   into,   they   will:- 
·   Dial   999/112   Gardaí   with   as   many   details   as   possible   –   i.e.   name   and   location, 
details   of   what   they   have   found,   and   emphasize   that   this   is   a   pre-school   and   children 
will   be   arriving   soon. 
-   Contact   Rita   Mc   Nally   who   is   in   charge   of   the   Community   centre. 
·   Contain   the   area   so   that   no-one   enters   until   the   Gardai   arrive.   If   all   areas   have   been 
affected,   the   Supervisors   will   follow   police   advice   and   may   then   follow   the 
emergency   closure   procedure. 
·   The   Supervisors   will   help   the   police   identify   items   missing,   area   of   entry   etc. 
·   The   Supervisors   will   be   available   to   speak   to   and   reassure   parents. 
·   The   Supervisors   will   assess   the   situation   following   a   theft   and   ensure   parents   are 
kept   up-to-date   with   developments   relating   to   the   operation   of   the   pre-school. 
 
Abduction   or   Threatened   Abduction   of   a   Child 
We   take   the   safety   and   welfare   of   the   children   in   our   care   extremely   seriously   and 
have   secure   safety   procedures   in   place   to   ensure   children   are   safe   whilst   within   our 
care.   This   includes   safety   from   abduction: 

● Staff   are   vigilant   at   all   times   and   report   any   persons   lingering   around   the 
property   to   the   Supervisors. 

● Children   will   only   be   released   into   the   care   of   a   designated   adult   –   see 
collection   of   children   policy. 

● Parents   are   requested   to   inform   the   pre-school   of   any   potential   custody   battles 
or   family   concerns   as   soon   as   they   arise   so   that   the   staff   are   able   to   support 
the   child/ren. 

● If   an   absent   parent   arrives   to   collect   their   child,   the   pre-school   will   not   restrict 
access   unless   a   court   order   is   in   place.   Parents   are   requested   to   issue   the 
pre-school   with   a   copy   of   these   documents   should   they   be   in   place.   We   will 
seek   legal   advice   with   regards   to   any   concerns   over   custody   and   relay   any 
information   back   to   all   parties   involved. 

 
If   a   member   of   staff   witnesses   an   actual   or   potential   abduction   from   pre-school,   the 
following   procedures   will   be   followed:- 

● The   Gardaí   must   be   called   immediately 
● The   Staff   member   will   notify   the   Supervisors   immediately 
● The   Parents   will   be   contacted 
● All   other   children   will   be   kept   safe   and   secure   and   calmed   down   where 

necessary 
● The   Guardaí   will   be   given   as   many   details   as   possible   including   details   of   the 

child,   description   of   the   abductor,   car   registration   number   if   used,   time   and 



 

direction   of   travel   if   seen,   and   any   family   situations   that   might   impact   on   this 
abduction. 

 
Bomb   Threat   /   Terror   Attack 
If   a   bomb   threat   is   received   at   pre-school,   the   person   taking   the   call   will   record   all   the 
details   given   over   the   phone   as   soon   as   possible   and   raise   the   alarm   as   soon   as   the 
telephone   call   is   terminated.   The   Supervisors   will   follow   the   fire   evacuation 
procedure   to   ensure   the   safety   of   all   on   the   premises,   and   will   provide   as   much 
details   to   the   emergency   services   as   available.   The   pre-school   will   move   to   the 
Junior   School   playground   as   soon   as   possible,   and   advice   would   then   be   sought 
from   the   police   as   to   further   steps   required. 
 
Pandemic   /   Epidemic 
In   the   event   of   a   pandemic/epidemic   situation   the   pre-school   will   take   advice   from 
Tusla   on   closing.   If   necessary,   parents   will   be   contacted   by   phone   /   email   and 
informed   of   any   closures. 
 
Death   or   serious   injury   of   a   member   of   staff   or   child 
In   this   incidence,   the   Supervisors   would   need   to   take   charge   of   the   situation.   Priority 
would   be   to   get   emergency   assistance   ringing   999/112   giving   full   details   of   the 
person,   location,   incident,   and   medical   situation. 

● A   parent   or   next   of   kin   should   be   contacted   immediately 
● The   local   Tusla   office   should   be   contacted   for   support   in   contacting   all   the 

necessary   agencies   that   need   to   be   informed   of   the   incident.   They   will   also 
provide   support   for   the   pre-school   itself. 

● Staff   team   must   be   updated   and   debriefed. 
● Children   must   be   managed   and   reassured. 
● Insurance   company   must   be   informed. 
● Management   must   agree   what   will   be   told   to   the   other   parents   to   ensure   they 

are   all   given   the   same   information. 
● With   legal   advice,   management   must   decide   what   will   be   said   to   media   if 

necessary   to   ensure   consistency. 
● A   factual   report   must   be   written,   using   clear,   specific   language   giving   the   facts 

about   what   happened. 
● There   must   be   a   review   of   the   procedures   in   the   pre-school,   to   see   if   lessons 

can   be   learned   from   the   incident,   and   an   assessment   made   on   the   ongoing 
risk   of   this   happening   again. 

● Consider   counselling   as   necessary,   contacting   insurance   company,   local 
doctor   who   may   be   able   to   provide   help   in   this   area 

 
Procedure   for   a   critical   incident   outside   of   setting 
In   the   sad   event   that   the   pre-school   is   notified   of   a   child’s   death   outside   of   the   setting, 
there   may   well   be   ongoing   actions   and   issues   that   need   to   be   addressed.   These   can 
include   distress   for   staff,   children,   and   parents,   as   well   as   Social   Care   and   Gardaí 
investigations,   and   possible   media   interest.   There   is   no   duty   for   us   to   ring   Tusla   or 
Social   care.   However,   if   we   felt   that   this   incident   was   a   safeguarding   children   issue, 
we   would   follow   the   normal   Child   Protection   Policy. 
 



 

Procedure   following   a   critical   incident   outside   of   setting 
Inform   Tusla   for   support 
Offer   counselling   for   staff   if   needed   or   requested 
If   a   statement   is   required   liaise   with   Tusla   for   advice   and   guidance.   Agree   what   is   to 
be   said   with   staff   so   consistency   is   upheld 
Contact   all   parents   to   ensure   that   they   hear   about   the   incident   directly   from   us,   so 
that   they   hear   the   correct   information.   Ask   Tusla   for   help   and   guidance. 
 
Other   Incidents 
All   incidents   will   be   managed   by   the   Supervisors,   and   all   staff   will   co-operate   with 
any   emergency   services   on   the   scene.   Any   other   incident   that   requires   evacuation 
will   follow   the   fire   procedures.   Other   incidents   will   be   dealt   with   on   an   individual 
basis   taking   into   account   the   effect   on   the   safety,   health   and   welfare   of   the   children 
and   staff   at   the   pre-school. 

 

17.   Curriculum   Policy 
 
The Pre-School Service is committed to developing a curriculum that creates a            
child centred, play based environment, which empowers children to actively          
pursue their own learning. This process will be facilitated by adults who will             
provide appropriate, timely, balanced intervention as well as support, continuity          
and   progression   to   encourage   positive   attitudes   toward   learning. 
 
Aim 
We set out to assist all children attending the pre-school to attain their maximum              
potential within their perceived capabilities. An individual record of each child's           
development is maintained, showing their abilities, progress and areas needing          
further staff assistance. We acknowledge that children learn in different ways and at             
different   rates   and   plan   for   this   accordingly. 
 
The staff are very aware of the importance of the positive play environment for the               
child, so they may develop good social skills and an appreciation of all aspects of               
this country's multi-cultural society. Planning of the learning experience by the staff is             
further designed to ensure, as far as practical, equality of opportunity between all             
children   and   celebrates   diversity. 
 
We promote the relevant frameworks and curriculum set by the Aistear, Siolta and             
High/scope to support and enhance children’s learning and development holistically          
through a play based curriculum. We view all aspects of learning and development             
equally important and ensure a flexible approach is maintained which responds           
quickly to children’s learning and developmental needs. We develop a tailor made            
curriculum according to individual needs, which is based on observation to inform            
planning and draws on children’s needs and interests. This is promoted through            
rounded approach delivered with a balance of adult led and child initiated            



 

opportunities   both   indoors   and   outdoors. 
 
We acknowledge parents as primary educators and encourage parental involvement          
as outlined in our parents as partners policy. We build home links though planning to               
enhance   and   extend   children’s   learning   internally   and   externally. 
 
Issues   in   the   Curriculum: 
 

1 The   Child 
2 The   Context 
3 The   Content 
4 The   Physical   Development 
5 Intellectual   Development 
6 Aesthetic   and   Creative   Development 

 
Reflection   Issues:    The   Pre-School   Service   Considers   for   The   Child: 
 

1. The   individuality   of   the   child 
2. The   need   to   encourage   independence,   self-discipline   and   concentration 

 
Reflection   Issues   the   Pre-School   Service   will   consider   for   the   Context: 
 

1.    A   safe,   secure,   comfortable   and   stimulating   environment 
 

                  2.         Facilities   that   are   suited   to   age,   needs   and   capabilities   of   the   child 
 

                  3.         Collaboration   of   appropriate   qualified   and   experienced   staff in   partnership 
   with   parents 
 

                  4.         The   need   for   a   balanced,   developmentally   appropriate   curriculum   to   take 
   account   of   the   holistic   development   of   the   child 
 

                  5.         The   need   for   a   process   of   observation   and   evaluation   to   assist   in   the 
   planning   of   the   curriculum. 

 
In considering all of the above it is important that The Pre-School Service will              
remember that there will be shape to the day. This “shape” will be flexible enough to                
allow children to seize opportunities for learning which are not always directed by             
adults. 
 
 
Physical   Development 
 

1. To cater for physical development the Pre-School Service will have a range of             
suitable   equipment,   small   and   large, indoor and outdoor, to allow the child       
to   develop   both   gross   and   fine   motor   skills,   physical   control,   mobility   and  
coordination 
 



 

               2.         To   facilitate   this   physical   environment,   access   to   supervised,   safe,   suitable 
open   spaces   where   children   can   climb,   run,   jump,   skip   etc…   is   essential, 
irrespective   of   the   weather. 
 

               3.         To   develop   fine   motor   skills,   the   child   will   have   access   to   a   range   of 
equipment,   i.e.   crayons,   scissors,   brushes,   construction   material,   pegs, 
boards   etc… 

 
Intellectual   Development 
 

1. To   develop   intellectually,   a   child   will   be   helped   to   learn   “ how”    to   learn  
 

                  2.      A   variety   of   safe,   well   maintained   equipment   will   enable   children   to   extend 
their   understanding   of   concepts,   while encouraging   problem   solving,   and 
improving   memory   and   concentration   skills. 
 

               3.      Children   will   be   helped   to   reflect   on   their   experiences   and   encouraged   to   learn 
from   them. 
 

               4.         Equipment   such   as   sand,   water,   bricks   etc…   develop   the   concepts   of   volume, 
weight,   quantity,   space,   size   etc…   while the   less   tangible   concepts   such   as 
time   will   be   conveyed   through   make   believe   play 
 

               5.         The   child’s   curiosity   will   be   enhanced   by   engaging   in   a   variety   of   natural   and 
other   materials   to   lead   them   to   an   appreciation   of   science,   technology   and 
maths. 

 
Aesthetic   and   Creative   Development 
 

1. The adult will be required to stimulate the imagination and encourage           
experimentation and appreciation of the world around us by using a wide            
range   of   materials   and   opportunities 

*allow   expression   through   music,   mime,   dance,         painting   etc… 
*development   of   vocabulary   through   expression   of   relevant   concept 
*develop   all   capacities   of   the   senses 
 

               2.         Allowing   a   child   the   opportunity   to   experiment   and   express   their   ideas   through 
a   variety   of   materials   allows   them   to   become   aware   of   the   world   around   them. 
This   awareness   is   reinforced   by   supportive   adults   who   provide   access   to   a 
range   of   media,   e.g.   paints,   dough,   clay,   crayons   etc… 
 

               3.         Items   and   activities   will   encourage   the   use   of   all   senses   and aid   in   self- 
expression   while   building   on   previous   experience 
 

               4.         A   variety   of   natural   materials   will   encourage   the   appreciation   of   texture,   form 
etc 
 

               5.         For   a   child,   the   process   is   more   important   than   the   end   product,   so   becoming 



 

involved   in   a   group   activity   may   give   children   freedom   to   express   themselves 
without   undue   pressure 

 
 
 

18.   Equal   Opportunities   Policy 
 
The equal opportunities policy of the Pre-School Service is to recognise and            
respect the rights of all adults and children associated with these services, to             
develop an effective programme of action to promote equal opportunities and           
eliminate discrimination on grounds of culture, race, gender, disability and          
social background in all of its procedures and practices. The Pre-School           
Service   will   comply   with   all   relevant   legislation,   including 
 

1 The   Employment   Equality   Act   1977 
2 The   Employment   Equality   Bill   1996 

 
This   policy   will   be   reviewed   regularly. 
 
Admissions 
 

1. The   Pre-School   Service   is   open   to   all   families   in   the   community. 
 
Families 
 

1. The Pre-School Service encourages all families to be involved in their           
childrens’   education 
 

2.         The   Pre-School   Service   values   all   parental   input   into   decision   making   for 
   these   services.   Parents   make   up   the   Child   Care   Committee,   which   is   a   sub 
      -committee   of   the   Management   Committee   who   manage   The   Community 
      Building. 
 

3.         It   is   recognised   that   children   are   loved   and   cared   for   in   many   different 
   settings.   Many   children   no   longer   come from   the   traditional   two-parent   home 
   and   this   is   respected   in   the   running   of   the   Pre-School   Service. 
 

4.         As   per   Policy   1   (Admissions   –   Fees   and   Payment), arrangements   can   be 
      made   by   contacting   The   Group Leader   if   families   are   not   able   to   meet   the 
      fees   or   have   multiple   children   attending. 

 
Meeting/Information 
 

1. All parents are encouraged to attend the AGM at the beginning of each school              
year. Any parent who wants to meet outside appointed meeting times could            
contact   the   Group   Leader   to   arrange   a   private   meeting. 



 

 
               2.         All   relevant   information   pertaining   to   the   pre-school   service   will   be   displayed 
                                 on   the   notice   board   and/or   pamphlets   will   be   given   at   collection   time. 
 
Curriculum 
 

1. Each   child’s   individuality   is   valued,   supported   and   respected   at   all   times 
 

               2.         The   Pre-School   Service   provides   a   wide   range   of   play   equipment   in   an 
environment   that   is   free   from   discrimination   and   prejudice. 
 

               3.         The   Playschool   encourages   children   to   respect   differences   and   appreciate 
   similarities   at   all   times   among   other   children 
 

               4.         A   variety   of   materials   are   available   in   the   Pre-School   Service   to   reflect 
                                 cultural,   gender   and   ability   differences   denoted   by   the   ever-changing   world. 

 
               5.         The   Child   Care   Pre   School   Services   Regulations   1996.   They   will   also   comply 

with   relevant   employment   legislation. 
 

               6.         The   senior   Early   Years   Educator   at   the   service   will   draw   up   the   policies   and 
procedures   for   the   Playgroup.  

 
 
 
 

19.   Equality   and   Diversity   Policy 

 
‘Diversity’    refers   to: 

● The   diverse   nature   of   Irish   society   for   example   in   terms   of   social   class, 
gender,   returned   Irish   emigrants,   family   status,   minority   groups   and   the 
majority   group. 

   ‘Equality’    refers   to: 
● The   importance   of   recognising   different   individual   needs   and   of 

ensuring   equity   in   terms   of   access,   participation   and   benefits   for   all 
children   and   their   families.   It   is   therefore   not   about   treating   people   the 
‘same’. 

 
Statement   of   intent 
At Sharkey Hill Pre-School we are committed to valuing diversity by providing            
equality   of   opportunity   and   anti-discriminatory   practice   for   all   children   and   families. 
 
Aim 



 

We   aim   to:  
● provide a secure environment in which all our children can flourish and in which              

all   contributions   are   valued; 
● include and value the contribution of all families to our understanding of equality             

and   diversity; 
● provide positive non-stereotyping information about gender roles, diverse ethnic         

and   cultural   groups   and   people   with   disabilities; 
● improve our knowledge and understanding of issues of anti-discriminatory         

practice,   promoting   equality   and   valuing   diversity;   and 
● make   inclusion   a   thread   that   runs   through   all   of   the   activities   of   the   Pre-School. 
 
The   legal   framework   for   this   policy   is: 
•   The   Irish   Constitution   (1937)   (Bunreacht   na   h’Eireann) 
•   The   UN   Convention   on   the   Rights   of   the   Child   (1989) 
•   UN   Declaration   on   the   Elimination   of   All   Forms   of   Racial   Discrimination   (1963) 
•   International   Convention   on   the   Elimination   of   All   Forms   of   Racial   Discrimination 
         (1965) 
•   Employment   Equality   Acts   1998   and   2004 
•   Equal   Status   Acts   2000   to   2004 
•   Disability   Act   2005 
•   National   Children’s   Strategy   2000   -2010 
•   Children   First   Guidelines   for   the   Protection   and   Welfare   of   children   (1999) 
•   Child   Care   Act   1991 
•   Children   Act   2001 
•   The   Official   Languages   Act   2003 
 
Methods 
Admissions 
Our   Pre-School   is   open   to   all   members   of   the   community.  
● We   advertise   our   service. 
● We reflect the diversity of members of our society in our publicity and promotional              

materials. 
● We provide information in clear, concise language, whether in spoken or written            

form. 
● We   provide   information   in   as   many   languages   as   possible,   where   necessary. 
● We   base   our   admissions   policy   on   a   fair   system. 



 

● We   ensure   that   all   parents   are   made   aware   of   our   equal   opportunities   policy. 
● We do not discriminate against a child or their family, or prevent entry to our               

Pre-School, on the basis of colour, ethnicity, religion or social background, such            
as   being   a   member   of   a   travelling   community   or   an   asylum   seeker. 

● We do not discriminate against a child with a disability or refuse a child entry to                
our   Pre-School   because   of   any   disability. 

● We develop an action plan to ensure that people with disabilities can participate             
successfully in the services offered by the pre-school and in the curriculum            
offered. 

● We take action against any discriminatory behaviour by staff or parents.           
Displaying of openly racist insignia, distribution of racist material, name calling, or            
threatening behaviour are unacceptable on or around the premises and will be            
dealt   with   in   the   strongest   manner. 

 
Employment 
● Posts   are   advertised   and   all   applicants   are   judged   against   explicit   and   fair   criteria.  
● Applicants   are   welcome   from   all   backgrounds   and   posts   are   open   to   all. 
● The applicant who best meets the criteria is offered the post, subject to references              

and checks by the Garda Vetting Unit. This ensures fairness in the selection             
process.  

● All job descriptions include a commitment to equality and diversity as part of their              
specifications. 

● We   monitor   our   application   process   to   ensure   that   it   is   fair   and   accessible. 
 
Training 
● We seek out training opportunities for staff and volunteers to enable them to             

develop anti-discriminatory and inclusive practices, which enable all children to          
flourish.  

● We   review   our   practices   to   ensure   that   we   are   fully   implementing   our   policy   for 
equality,   diversity   and   inclusion. 

 
Curriculum 
The High/scope curriculum offered in the pre-school encourages children to develop           
positive attitudes about themselves as well as to people who are different from             
themselves. It encourages children to empathise with others and to begin to develop             
the   skills   of   critical   thinking. 
We   do   this   by: 
● making   children   feel   valued   and   good   about   themselves; 
● ensuring   that   children   have   equality   of   access   to   learning; 



 

● recognising the different learning styles of girls and boys, making appropriate           
provision within the curriculum to ensure each child receives the widest possible            
opportunity   to   develop   their   skills   and   abilities; 

● positively reflecting the widest possible range of communities in the choice of            
resources; 

● avoiding stereotypes or derogatory images in the selection of books or other            
visual   materials; 

● celebrating   a   wide   range   of   festivals; 
● creating   an   environment   of   mutual   respect   and   tolerance; 
● helping children to understand that discriminatory behaviour and remarks are          

hurtful   and   unacceptable; 
● ensuring that the curriculum offered is inclusive of children with special           

educational   needs   and   children   with   disabilities;  
● ensuring that children learning English as an additional language have full           

access   to   the   curriculum   and   are   supported   in   their   learning;   and 
● ensuring that children speaking languages other than English are supported in           

the   maintenance   and   development   of   their   home   languages. 
 
 
Valuing   diversity   in   families 
● We   welcome   the   diversity   of   family   lifestyles   and   work   with   all   families. 
● We encourage children to contribute stories of their everyday life to the            

pre-school. 
● We encourage parents/carers to take part in the life of the pre-school and to              

contribute   fully. 
● For families who speak languages in addition to English, we will develop means             

to   ensure   their   full   inclusion. 
● We offer a flexible payment system for families of differing means and offer             

information   regarding   sources   of   financial   support. 
 
 
Food 
● We work in partnership with parents to ensure that the medical, cultural and             

dietary   needs   of   children   are   met. 
● We help children to learn about a range of food, and of cultural approaches to               

mealtimes   and   eating,   and   to   respect   the   differences   among   them. 
 
Meetings 



 

● Meetings are arranged to ensure that all families who wish to, may be involved in               
the   running   of   the   pre-school,   by   being   a   member   of   the   Parent’s   Committee. 

● Information about meetings is communicated in a variety of ways - written, verbal             
and in translation - to ensure that all parents have information about and access to               
the   meetings. 

 
Meeting   the   diverse   needs   of   children 
At   Sharkey   Hill   Pre-School   we   ensure   that 
● We meet the individual needs of all children. Practitioners deliver personalised           

learning   and   care   to   help   the   children   to   get   the   best   possible   start   in   life. 
● We   promote   positive   attitudes   to   diversity   and   differences   between   all   children. 
● In doing this we help them to learn to value different aspects of their own and                

other people’s lives. This includes making sure that all children and families feel             
included,   safe   and   valued   and   are   not   discriminated   against. 

● We identify and respond to early needs which could lead to the development of              
learning difficulties. Just as important is that appropriate challenges are planned           
for   gifted   and   talented   children. 

 
 

20.   Fire   Safety   Policy 
 
Fire   Safety   Procedure 
 
Fire   Officer   -   Ann   Caine 
Deputy   Fire   Officer   -   Gill   Gannon 
Sharkey Hill Pre-School aims to take all necessary steps to ensure the safety and              
well-being   of   all   children,   staff   and   others   on   the   premises   in   the   event   of   a   fire. 
 
We   aim   to   do   this   by   ensuring   that: 
 
All staff are made aware of the fire safety procedure and emergency evacuation             
procedure   to   be   followed   on   their   induction   training. 
 
Daily   Risk   Assessment 
The following checks are recorded on a daily basis, all staff are responsible for              
carrying   out   and   recording   these   checks 
 
● Ensuring   that   all   fire   extinguishers   are   in   place 
● Ensuring   that   all   fire   exits   are   clear 
● Any hazardous substances are stored/disposed safely of in accordance with          

Sharkey   Hill   Health   and   Hygiene   Policy 
● Any   possible   fire   hazards   are   reported   to   the   Fire   Officer/Deputy   Fire   Officer 



 

● Fire   doors   are   in   working   order 
● Ensuring that the Fire Protocol is displayed in each of the rooms of the              

building 
 
 
In   the    EVENT   OF   A   FIRE:    The   following   evacuation   procedure   will   be   followed 
 
● All staff and children shall leave the building calmly by using the appropriate             

fire   exits 
● The children and any other person on the premises will be taken to the car               

park   situated   to   the   left   of   the   building 
● The   children   will   be   lined   up   in   a   straight   line 
● A   register   will   be   taken   of   all   children,   staff   and   visitors 
● A   head   count   will   be   taken 
● The   fire   drill   log   will   be   completed 
● The fire officer/deputy fire officer will be responsible for ensuring that all            

rooms   are   clear 
● The registers include all the emergency contact details for the children and            

staff   members 
● We will contact all parents/carers as soon as is reasonably possible of the             

incident   and   if   necessary   request   the   collection   of   their   child 
● If an individual discovers a fire, that person shall raise the alarm by pressing              

the nearest alarm point and the emergency evacuation procedure shall be           
followed.  

● The   fire   officer/deputy   fire   officer   shall   ring   999   and   ask   for   the   fire   service 
● All steps will be taken to reassure all children, staff and other persons present              

whilst the situation is being dealt with a safe distance away from the affected              
area 

 

      21.   Food   Handling   Policy 
 
Procedure 
 
We have a responsibility to maintain acceptable levels of hygiene and health and             
safety with respect to food. All employees and volunteers, who handle food, have a              
responsibility   to: 
 

● Maintain   a   high   standard   of   personal   hygiene; 
● Refrain from handling food when they or anyone at home are suffering from             

an infectious disease or have boils, ulcers, cuts or rashes, diarrhea, eye, ear             
or   throat   infection   or   any   untoward   discharge; 

● Adhere   to   the   Provision’s   Health   and   Safety   Policy; 
● Staff who prepare and handle food receive appropriate training to comply with            

food   safety   and   hygiene   regulations 
● Report shortcomings to the appropriate person, e.g. faulty or damaged          

storage,   preparation   and   service   equipment. 



 

 
Principles   of   Safely   Handling   Food 
 
All foods must be checked to ensure that they are of the quality, substance and               
temperature   required   and   that   they   are   within   their   use-by-dates; 
 
All foods must be stored under conditions that will prevent their deterioration.            
Instructions   on   the   label,   if   present,   should   be   followed. 
 
Keep   it   Clean   –   Keep   it   Cool   –   Keep   it   Covered 
 
Food and food only, must be stored in areas designated specifically for that purpose              
(refrigerators,   cupboards   etc.); 
 
Saucepan   handles   should   not   overhang   stove   or   worktop   edges; 
 
Any   food   or   liquid   spillage   must   be   cleaned   up   immediately; 
 
When   cooking   food,   recipes   or   packet   instructions   must   always   be   followed; 
 
Food   not   eaten   at   the   meal   for   which   it   was   prepared/issued   will   be   sent   home 
Signs   of   any   type   of   pest   infection   must   be   reported   immediately. 
 
 
Principles   of   Safely   Using   Equipment   in   Catering   Areas 
 
All electrical equipment must be switched off and the plug removed from the power              
source   when   it   is   being   cleaned   or   not   in   use; 
 
Refrigerators, freezers and other types of temperature control equipment must be           
routinely   checked   to   ensure   their   effectiveness; 
 
All   equipment   must   be   used   according   to   manufacturer’s   instructions; 
 
Doors   and   lids   of   equipment   in   use   should   fit   securely; 
 
Hob   burners,   grills,   ovens   etc.,   must   always   be   turned   off   when   not   in   use; 
 
All cooking equipment should be checked when in use to ensure that it is functioning               
correctly. Any slight electrical shocks received from the equipment must be reported            
immediately; 
 
All   equipment   and   working   surfaces   must   be   kept   in   a   clean   and   hygienic   condition; 
Cleaning   chemicals   should   be   used   at   the   prescribed   dilution   rate. 
 
 
Food   Handling   Procedures 
Personal   Hygiene 



 

 
1.            Wash   hands   thoroughly   and   use   a   clean   towel   or   disposable   towel 
 
2.            Tie   back   long   hair 
 
3.            Staff   with   viruses/infections   are   not   to   prepare   food 
 
4.            Food   handler   not   to   display   any   bad   habits   –   lick   finger   to   open   bag,   scratching 

etc. 
 
5.            Blue   plasters   must   be   used   on   any   open   wounds. 
 
6.            Hand   sanitiser   is   available   in   washrooms 

 
Kitchen   Set   Up 
 
1.            Cleaning   rota   followed 
 
2.            Ensure   floors,   walls,   ceilings   and   tables   are   cleaned   using   food   safe   materials 
 
3.            Ensure   floors   are   not   slippery   when   kitchen   is   in   use 
 
4.            Fridge   temperatures   should   not   reach   more   than    5    degrees   Celsius   and   should 
                     be   checked   and   recorded   daily 
 
5.            Store   cleaning   agents   in   a   locked   cupboard   or   out   of   a   child’s   reach 
 
6.            Kitchen   door   is   closed   when   childcare   session   is   on 
 
7.            Safe   storage   of   food   information   displayed   on   fridge   door  
 
Utensils 
 
1.            Ensure   cups,   plates   and   cutlery   are   clean 
2.            Replace   chipped,   chewed   cups 
 
 
Cleaning   Agents; 
Detergent   -   A   chemical   that   can   cut   through   grease   but   does   not   kill   bacteria 
Disinfectant   -   A   chemical   that   cannot   break   through   grease   but   can   kill   bacteria 
Sanitiser   -   A   chemical   that   can   cut   though   grease   and   kill   bacteria 
Sterilisation   -   Heat   treatment   to   a   temperature   above   100°C 
Blue   Cloth    -   General   Cleaning,    Yellow   Cloth    -   Food   Surfaces   and   equipment 
Current   Food   Safety   Certificate   held   by    Gill   Gannon ,   Early   Years   Educator. 

 
 
 



 

    22.   Healthy   Eating   Policy 
 
Sharkey   Hill   Preschool   believes   that   good   health   and   good   food   in   the   early   years 
helps   to   safeguard   children’s   well-being   throughout   their   lives.   It   is   important   that 
children   develop   healthy   eating   habits   from   a   young   age   for   both   the   pleasure   of 
having   a   wide   variety   in   their   diets   and   gaining   knowledge   about   nutrition.   Mealtimes 
are   treated   as   an   opportunity   for   social   interaction   as   well   as   laying   the   foundations 
about   making   healthy   choices 

This   policy   is   underpinned   by   the   Preschool   Regulations   2006/2016 

Procedure 

• Potable   drinking   water   will   be   available   at   all   times. 

• Fizzy   drinks   and   fruit   squash   will   not   be   provided.  

• Parents   will   be   advised   if   their   child   is   not   eating   well.  

• Parents   of   children   on   special   diets   will   be   asked   to   provide   as   much 
information   as   possible   about   suitable   foods.   In   some   cases,   parents   may   be 
asked   to   provide   food   themselves.  

                •             Carers   will   sit   with   the   children   when   they   eat   and   encourage   good   eating 

                                 habits. 

• Children   will   sit   when   eating   or   having   a   drink. 

• Withholding   food   will   not   be   used   as   a   form   of   punishment.  

• Parents   are   asked   not   to   send   sweets,   crisps   and   other   snack   foods   to   the 
pre-school.  

• Birthday   party   food   should   be   discussed   in   advance   with   the   staff.  

• All   food   in   the   pre-school   will   be   stored,   prepared   and   served   using   good   food 
safety   practices. 

• Staff   have   received   training   in   relation   to   healthy   eating   and   food   safety.  

• Children   will   be   encouraged   to   play   outside   every   day,   weather   permitting,   to 
ensure   they   receive   sunlight   which   helps   their   bodies   to   make   vitamin   D.  

• Staff   will   share   each   child’s   eating   for   the   day   with   the   child’s   family 

● Healthy   eating   suggestions   will   be   given   out   to   parent   to   support   them   to   give 
their   children   healthy   food   options. 



 

 

Allergies: 

● More   and   more   children   are   diagnosed   with   an   allergy,   some   common 
allergies   are: 

- Peanuts   and   tree   nuts 

- Sesame   and   other   seeds 

- Fish   and   shellfish  

- Dairy   products 

- Eggs 

- Soya 

- Wasp   or   bee   stings 

- Natural   latex   rubber 

- Penicillin   and   other   drugs 

• Care   needs   to   be   taken   to   prevent   accidental   consumption   of   foods   which   a 
child   may   be   allergic   to. 

• A   chart   will   be   kept   in   each   room   with   the   name   of   the   child   and   the   allergy 
type 

• For   severe   allergic   reactions,   children   may   use   an   injectable   adrenaline   aka 
Epi-pen/   Anapen/   Jext.   In   these   cases   staff   are   trained   on   their   use   and   what 
to   do   in   the   event   of   anaphylactic   shock.  

● Healthy   eating   suggestions   will   be   given   out   to   parent   to   support   them   to   give 
their   children   healthy   food   options 

 

23.   Holidays   &   Staff   Leave   Policy 
 

Staff   will   not   take   holidays   during   term   time,   wherever   practically   possible. 
 
Certain   holidays   are   fixed,   see   school   calendar.  
 
2   floating   days   are   available   in   case   of   emergency. 
 
Except in emergency situations doctor/dentist appointments must be made outside of           
working   hours. 
 
If an emergency appointment is needed within working hours, then notice should be             



 

given to the pre-school as soon as possible. The committee appreciates that for             
some hospital appointments this may not be possible. Proof of hospital appointment            
will   be   needed   if   appointment   is   during   work   time. 
 
 
 

24.   Hygiene   Policy 
 
The Pre-School Service is committed to the promotion of a healthy           
environment   and   a   high   standard   of   personal   hygiene   for   adults   and   children. 
The   Pre-School   Service   will   comply   with   all   relevant   legislation: 
The   Child   Care   (Pre-School   Service)   Regulations   1996 
 
Hygiene 
 

1. Staff of The Pre-School Service will always model and explain the reasons for             
hygiene   practice: 

 
 Washing   hands   after   using   toilet   facilities 
 Washing   hands   after   outdoor   play   or   play   with   pets 
 Washing hands before and after handling food (use disposal gloves          

when   preparing   food) 
 Staff will be made aware that their personal and professional hygiene           

practices   must   be   exemplary   in   setting   for   the   children 
 

                  2.         All   cuts   and   sores   must   be   covered   with   a   suitable   dressing. 
 

                  3.         If   a   child   is   on   prescribed   medication   the   following   procedures   will   be 
                                    followed 

 
a) If   possible,   the   child’s   parents   will   administer   medicine.   If   not, 

then medication must be clearly labelled with the child’s name, dosage           
and   any   instructions.  

 
                                                b)      Written   information   will   be   obtained   from   the   parent,   giving   clear 
                                                               instructions   about   the   dosage,   administration   of   the   medication   and 
                                                               permission   for   a   member   of   staff   to   follow   the   instructions. 

 
                                                c)      All   medications   will   be   kept   in   a   lockable   cupboard. 

 
                                                d)      A   medication   book   will   be   available   to   log   in:   name   of   child   receiving 
                                                               medication;   times   that   the   medication   should   be   administered;   together 
                                                               with   the   signature   of   the   person   and   a   witness   who   has   administered 
                                                               each   dose. 
 
                                       With   regard   to   administration   of   life   saving   medication   such   as 
                                       insulin/adrenalin   injections   or   the   use   of   nebulisers,   the   insurance   company 



 

                                       will   clarify   the   position. 
 

4.         All   first   aid   equipment   will   be   kept   clean,   replenished   and   replaced   as  
                  necessary.   Sterile   items   will   be   kept   sealed   in   their   packages   until   needed. 

 
 
 

Dealing   with   spills 
 

1. Good quality disposable gloves will be used when cleaning up spills of bodily             
fluids   (vomit,   blood,   urine   or   excrement) 

 
               2.         All   spills   of   body   fluids   or   excrement   will   be   wiped   with   disposable   paper 
                                 towels   and   hygienically   disposed   of   in   double   plastic   bags 

 
               3.         A   supply   of   clean   clothes   (provided   by   parents   at   the   start   of term)   will   be 
                                 available   for   when   accidents   occur. 

 
               4.         A   supply   of   polythene   bags   will   be   available   to   wrap   soiled   garments. 

 
               5.         The   area   of   such   accidents   will   be   treated   with   chlorine   or   iodine   bleach 
                                 solution,   diluted   accordingly   to   the   manufacturer’s   specifications   along   with   a 
                                 disposable   cloth.   
 
 

   25.   Immunisation   Policy  
We recognise, where possible, that children are vaccinated in accordance with their            
age. If children are not vaccinated, it is the responsibility of the parents to inform the                
childcare setting to ensure that children/staff/parents are not exposed to any           
unnecessary risks of any sort. The Senior Staff must be aware of any children who               
are   not   vaccinated   within   the   setting   in   accordance   with   their   age. 
Information regarding immunisations should be recorded on children’s registration         
documents   and   updated   as   and   when   necessary. 
 
Staff   vaccinations   policy 
It is the responsibility of all staff to ensure they keep up to date with their vaccinations                 
for: 
Tetanus  
Tuberculosis  
Rubella  
Hepatitis  
Polio 
If a member of staff is unsure as to whether they are up to date, then we recommend                  



 

that   they   visit   their   GP   or   practice   nurse   for   their   own   good   health. 
 
Emergency   information 
Emergency information should be kept for every child and should be updated every             
six months with regular reminders to parents in newsletters, at parents’ evenings and             
a   reminder   notice   on   the   Parent   Information   Board. 
 
 
 

26.   Induction   Policy   for   New   Employees 
 
New Members of staff will be introduced to all members of staff, committee members              
and welcomed to Sharkey Hill Pre-School. They will then be given a tour of the               
pre-school showing the location of the main equipment required to carry out their             
role. 
 
INDUCTION   PROCEDURE   FOR   NEW   EMPLOYEES 
An application form and references will have been completed during the           
employment procedure. The following documents will now need to be completed by            
or   collected   from   all   new   employees: 
A   P45 
Relevant   qualification   certificates   to   copy   and   certify. 
Personal   details 
Photographic   identification 
Confidentiality   form 
Staff   handbook   is   given   to   all   new   employees. 
 
Policies: 
Please read our policies and procedures as your practice within the setting will be              
based on these documents. Please take particular note of our equal opportunities            
and safeguarding children policies as well as our being healthy and staying safe             
policies. If you have any queries regarding the information found, please do not             
hesitate   to   talk   to   the   Senior   Early   Years   Educator   (Ann). 
 
Procedures: 
Certain procedures may need to be carried out by yourself during your employment             
with us. These will include the recording and care of accidents by children and              
staff/volunteers, medication administered to children while in your care and the           
effective deployment of our fire drill procedure. You shall be shown the location of              
the first aid kit and the accident book on your first day and will take part in at least                   
one   fire   drill   during   your   induction   period. 
 
Links   with   parents/carers: 
We encourage strong links with parents/carers within Sharkey Hill and effective           
communications are vital between staff and parents/carers. Parents/carers should         



 

play a key role in their child's development and life at the pre-school and be active                
members on our committee. They are asked and encouraged to be involved as,             
parent/carer   helpers   with   fundraising   and   attending   committee   meetings. 
 
 
EXPECTATIONS   OF   STAFF 
 
Punctuality: 
Consistent   arrival   times   and   dates   as   contracted. 
 
Dress   Code: 
Appropriate   clothing,   footwear   and   jewelry   must   be   worn. 
We   recommend   long   hair   is   also   tied   back   for   Health   and   Safety   reasons. 
 
Health   and   Safety 
Sharkey Hill operates a strict no-smoking policy. Alcohol is not permitted on the             
pre-school   premises. 
 
Parking 
Parking is available to the left and to the right hand side of the premises, please                
discuss   with   the   supervisor   about   appropriate   parking   spaces. 
 
Attendance   at   meeting 
Training courses are available throughout the year, you may be required to attend             
some, depending on responsibilities, requirements and funding. Staff meetings are          
held regularly, attendance is compulsory to keep you up to date with pre-school             
issues   and   to   discuss   any   issues   you   may   have. 
 
Level   of   Performance 
Every employee should maintain a high level of professionalism, treating every child            
and adult with respect and keeping all information gained confidential. Maintaining           
the safety and wellbeing of the children at all times, as well as creating a happy and                 
secure   environment   for   children. 
Please   refer   to   the   job   description   for   further   details   on   performance   required. 
 
 
PRESCHOOL   ROUTINE 
 
Hours   of   work: 
Sharkey Hill Pre-School is open 38 weeks of the school year, between the hours of               
9.00am to 12.00pm, Monday to Friday. Staff should be present at 8.45am to prepare              
for   the   day's   activities,   and   finish   work   at   12.45pm. 
 
Observing   and   record   keeping: 
A key person system is in place. You will, once settled and confident in your role, be                 
assigned a small group of children to observe and record their development, and             
also liaise with their parent’s/carer’s. The supervisor will discuss further details of            
key   person   system. 



 

 
Duties   of   specific   members   of   staff: 
Certain   members   of   staff   may   have   specific   roles   and   responsibilities. 
Your basic roles and responsibilities are highlighted in your job description. More            
specific or detailed roles will be identified or attributed to you by the Senior Early               
Years   Educator   e.g.   First   Aider,   Fire   Officer. 
 
 
QUALITY   ASSURANCE   PROCEDURE 
 
Probation   period: 
3   months 
 
Appraisals: 
First appraisal after a 3 month probationary period, then 1 every term, followed by              
regular reviews. The aim is to carry out and discuss your progress and progression              
while   in   our   employment   and   for   your   career. 
 
The   overall   aim   is   to   promote   a   positive   and   helpful   outcome. 
 
Training   and   Development 
This is ongoing and courses are available at regular intervals. If directly relevant to              
responsibilities and requirements, staff can attend courses on pre-school time if           
funding is available. Staff can access any course available for their own professional             
development   in   their   own   time. 
 
THE   NEW   EMPLOYEE 
Points   to   be   discussed   with   the   supervisor   to   aid   your   professional   development: 
 
Areas   of   strength   and   special   interests: 
What are your strengths and interests, do you have any special skills or knowledge              
you   can   contribute? 
 
Areas   of   development   and   training: 
What areas would you like to develop and train in? Career Plan, what do you hope                
to   achieve   during   your   employment   within   Sharkey   Hill? 
 
PLEASE   NOTE: 
As a new employee you will be unable to help children within the toilet area until you                 
have   completed   your   Child   Protection   Training. 
 
 
Record   of   Induction   Procedure 
NAME:   ...................... 
 
I hereby confirm that I have been given the aforementioned induction by the             
committee   and   staff   at   Sharkey   Hill   Pre-School. 
 



 

I have read and understood all the policies and procedures and understand that they              
must be adhered to at all times as well as the details highlighted in the staff induction                 
procedure. 
 
 
Signed:   .......................                           Date:.....................  
 
 

27.   Interactions   Policy 
 

 
The nature and extent of adult interactions with children are vital factors in             
supporting   and   extending   development. 
 
‘ Very young children are just formulating a sense of themselves and an            
understanding of what the rest of the world is all about. Their interactions with              
parents and caregivers significantly influence the lifelong conclusions children draw          
from their experiences. If parents’ and caregivers’ interactions are supportive, this           
shapes children’s perceptions of themselves as capable, trusted, and trustworthy          
human   beings.’   High/Scope 

 
Relationships between caregivers and children are crucial in quality childcare. It is            
through close relationships with caring adults (including caregivers) that children          
flourish,   discover   their   world   and   learn   who   they   are.  
 
Positive interactions between staff members are essential in creating an          
environment and atmosphere in which children feel emotionally safe, secure and           
happy. The way in which staff members interact with colleagues, children’s families            
and   others   will   be   observed   and   imitated   by   children. 

 
 

 
Definitions/Glossary 
Interactions in this policy refers to the everyday interactions between staff members            
and children; children and other children; staff members and children’s families; as            
well   as   interactions   with   all   others   who   visit   or   are   associated   with   the   service. 

 
 

Policy   Statement  
We   recognise   that: 
 

● Children   are   learning   whenever   they   are   interacting   –   with each other, with   
adults   and   with   objects   in   their   environment. 

 
● Adults are models for children’s behaviour. It is very important that adults are             



 

good participants, are flexible and curious and have a sense of adventure and             
a   love   of   learning.  

 
● It   is   important   that   children   see   adults   who   are   flexible,   who problem-solve 

rather   than   blame   and   who   are   cheerful   and   genuine. 
 

We will help children to develop communication skills for interacting positively and            
getting   on   well   with   each   other. 

 
We will give children tasks to encourage them to co-operate with adults and each              
other, encourage them to talk about what they are doing and thinking, to express              
different   points   of   view   and   to   reach   agreements   with   their   peers   through   discussion. 

 
We encourage effective interactions by really listening to children in order to            
understand   their   individual   needs,   perceptions   and   interests. 

 
Staff members  are expected to communicate effectively and to demonstrate respect           
and trust for all as they are acting as role models for children in developing effective,                
inclusive   relationships. 

 
Children are encouraged to feel safe in communicating their needs and wants, to             
develop relationships with staff and the other children, and to explore their            
environment 

 
Children are facilitated to know their feelings are accepted and that adults will listen              
and   help   them   work   towards   a   solution. 

 
All adult visitors to the service are expected to interact positively and respectfully             
with   the   children   and   adults   in   the   service .  

 
Staff will aim to ensure that no children, staff, parents/carers or visitors behave             
offensively   or   in   a   discriminatory   way   towards   anyone   else. 
  
 
Procedures   &   Practice 

 
Interactions   with   children 
Caregivers’ development of attachment relationships with infants in their care is           
especially   important   for   children’s   emotional   and   social   development. 

 
Staff members should engage infants in many one-to-one, face-to-face interactions,          
talk in a pleasant soothing voice and make frequent eye contact. They should listen              
and respond to sounds that infants make, imitate them and respect these sounds as              
their   communication. 

 
Children’s   feelings   about   separation   must   be   acknowledged. 

 
Interactions with children are most helpful when they are positive, playful,           



 

understanding and cued by the children, e.g. follow children’s cues about the content             
and   direction   of   play.  

 
Staff should strive to form positive, reciprocal relationships with children –           
relationships in which encouragement is the key. Cuddle, hold, play and talk with             
children   in   a   warm,   unhurried,   give-and-take   manner.  

 
 
 
In   daily   interactions,   staff   members   will:  

 
1. Interact   frequently   and   positively   with   children. 

 
2.         Be   available   and   responsive   to   children. 

 
3.         Speak   to   children   in   a   calm,   friendly,   positive,   respectful   manner. 

 
               4.         Treat   all   children,   regardless   of   race,   religion,   family   background,   culture,  
                                 gender   or   ability,   with   respect   and   consideration. 

 
               5.         Encourage   independence   in   children   as   they   are   ready. 

 
               6.         Allow   children   enough   time   to   do   things   for   themselves. 

 
               7.         Acknowledge   children’s   efforts,   achievements   and   feelings   by   sincere 
                                 encouragement   leading   to   growth   in   self-esteem   and   self-discipline.  

 
               8.         Keep   children   generally   comfortable,   relaxed,   happy   and   involved   in   play   and 
                                 other   activities. 

 
               9.         Recognise   and   encourage   pro-social   behaviours   among   children. 

 
         10.         Keep   expectations   for   children’s   social   behaviour   developmentally 
                                 appropriate   –   take   children’s   level   of   understanding   and   maturity   into  
                                 account. 
 
         11.         Encourage   children   to   verbalise   feelings   and   ideas. 

 
         12.         Encourage   language   development   by   listening   to   children   and   patiently 
                                 answering   their   many   ‘why’   questions. 

 
         13.         Encourage   families   to   comment   on   children’s   reactions   to   discipline. 

 
         14.         Model   appropriate   behaviour   and   plan   activities   that   help   children   learn   about 
                                 right   and   wrong. 

 
         15.         Never   humiliate   or   segregate   children   or   withhold   food.  

 



 

         16.         Distract   children   from   unwanted   behaviour. 
 
         17.         When   behaviour   is   unacceptable   explain   why   simply   to   the   child/children. 

 
         18.         Encourage   children   to   play   together   and   to   share.   Allow   for   playing   alone 
                                 and   do   not   expect   the   child   to   share   favourite   items. 

 
         19.         Give   children   opportunities   to   develop   social   skills   such   as   cooperating, 
                                 helping   and   talking   to   solve   problems. 

 
         20.         Help   children   to   find   solutions   to   conflict. 

 
         21.         Give   positively   worded   directions   not   just   ‘No’   or   ‘Don’t’. 

 
         22.         Establish   a   psychologically   safe   environment,   where   children’s   initiatives   are 
                                 regarded   as   purposeful   rather   than   misbehaviour   or   a   nuisance   for   adults.  

 
         23.         Try   to   see   things   from   the   child’s   point   of   view   –   encourage   rather   than 
                                 interfere   with   children’s   efforts   and   communications.  

 
         24.         Take   cues   from   children   rather   than   impose   your   own   ideas, and   assume   a 
                                 problem-solving   approach   to   children’s   interpersonal   conflicts   rather   than 
                                 punish   children   or   solve   their   problems   for   them.   (High/Scope). 

 
         25.         Encourage   children   to   feel   safe   in   communicating   their   needs,   interests, 
                                 wants,   perceptions   and   ideas,   to   develop   relationships   with   staff   and   to 
                                 explore   their   environment. 

 
Note: Group size and ratios determine the amount of time and attention that each              
caregiver can devote to each child. Small groups create a sense of intimacy and              
safety. A rich dialogue between caregivers and children is possible in small groups             
because there are fewer people, less noise and less activity to interfere with a child’s               
ability to learn. Small groups and more staff enable caregivers to build strong             
relationships with each child and to adapt activities to meet the changing interests             
and   needs   of   the   group.  

 
Staff need to maintain an awareness of the verbal language they use and the body               
language   they   employ   in   their   communications. 

 
It is important to be active and responsive and take cues from each child to know                
when to expand on the child’s initiative, when to guide, when to teach and when to                
intervene.  

 
 
 
 
Staff   should: 

1. Allow   children   adequate   time   to   respond   to   questions   or   requests. 



 

 
               2.         Let   children   know   in   advance   when   the   daily   schedule   will   change   (See 
                                 Transitions   Policy). 

 
               3.         Allow   children   to   make   their   own   decisions. 

 
               4.         Allow   children   to   make   mistakes. 

 
               5.         Give   children   many   opportunities   to   solve   problems   without   pressure. 

 
               6.         Be   responsive   and   alert   to   signs   of   stress   in   each   child’s   behaviour   and 
                                 respond   with   appropriate   stress-reducing   activities   and   techniques.  

 
            7.         Continuously   facilitate   the   development   of   self-esteem   by   respecting   and 
                              accepting   children,   regardless   of   their   behaviour. 

 
         8.         Join   the   children   while   they   eat   and   ensure   that   mealtimes   are   occasions   for 
                           social   interaction   and   learning   about   texture,   taste   and   colour.  
 
 
Interactions   with   families 
The session/day should begin and end with warm interaction between children, their            
families   and   staff. 

 
Welcome and support new people of all ages into the service and in this way               
demonstrate   and   guide   children   in   accepting   and   making   new   children   feel   at   home. 

 
Staff members who show they respect and value the children’s families and others             
who visit the service , guide children in developing positive attitudes to the different             
backgrounds and abilities of others. In this way, we also show children that we              
expect   them   to   treat   others   with   respect   and   fairness. 

 
Staff members should ensure that parents/carers feel welcome and included,          
comfortable   and   confident   whenever   they   visit,   even   if   their   visit   is   unexpected.  

 
Value and take account of parents’ knowledge and views of their child’s            
development, interests and personality. Give parent’s enquiries careful consideration         
and   always   deal   with   them   as   efficiently   and   effectively   as   possible. 

 
Ensure that parents’/carers’ privacy is respected and confidentiality is maintained by           
providing   them   with   a   private   space   to   discuss   private   matters. 

 
 
   Involvement 
Interactions   with   colleagues 
Staff members who are sensitive, respectful, courteous and patient with each other            
will   create   an   atmosphere   that   is   relaxed   and   happy. 



 

 
All staff members are expected to use calm and friendly voices and to support one               
another   in   their   work. 

  
 

Note: Issues with communication or conflict can negatively affect the children directly            
or indirectly.  It is essential to build a strong team culture that is characterised by               
open,   supportive,   positive   communication. 

 
When reflecting on staff interactions in your service, you may wish to consider the              
following: 

● What   opportunities   are   available   for   staff   to   communicate   with   each   other? 
 

● What opportunities are available for staff to discuss and identify common           
goals? 

 
● What strategies or procedures are in place to support daily communication,           

information   sharing   and   task   allocation   between   staff? 
 

● Has the service developed procedures for managing staff conflict or grievance           
and   are   these   effective? 

 
● How are staff or students who are experiencing difficulties supported by           

service   management? 
 

● How do staff work together? For example, do staff meet regularly as a whole              
group   and/or   in   teams? 

 
● How are staff able and encouraged to share knowledge and skills with            

colleagues? 
 

● How do management acknowledge the efforts and achievements of other          
team   members? 

 
● How   do   staff   support   and   encourage   each   other   to   reflect   on and   improve 

their   relationships   with   children? 
 

● What opportunities are available for staff to socialise or communicate          
informally? 

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

 
A summary of this policy will be included in the parent handbook. This policy will               
also   be   included   in   staff   induction   and   annual   staff   training. 

 



 

A copy of all policies will be available during all hours of operation to staff members                
and   parents/carers   in   the   Policy   Folder   located   on   Parents   Information   stand 

 
Parents/Carers   may   receive   a   copy   of   the   policy   at   any   time   upon   request.  

 
Parents/Carers   and   staff   will   receive   written   notification   of   any   updates. 

 
 
 

28.   Key-Worker   Policy 
 
The Pre-School operates a keyworker system for all children regardless of how            
often they attend. Your child's keyworker will be identified to you and will take a               
special   interest   in   your   child's   development. 
 
Your child's key-worker will be allocated prior to the settling in phase. This person              
will be responsible for keeping a track of your child's development in their individual              
learning journey and producing their annual report. Your keyworker will provide           
support   and   advice   to   both   you   and   your   child. 
 
All of our staff work in close knit teams, they discuss each child and their               
development, this helps provide continuity of care. Keyworkers will be available to            
discuss any worries or particular concerns. Due to the varying patterns of work it will               
not always be possible to see your child’s keyworker every morning and every             
afternoon, therefore it is important that all the staff working in the room are able to                
discuss   your   child's   care   and   development. 
 
Informing us of events which are taking place in a child's life, such as the arrival of a                  
sibling   or   a   house   move   may   help   us   to   assist   you   in   preparing   your   child. 
 
Key-Worker   Policy 

● Each   child   will   have   a   key   worker   when   they   attend   the   Pre-School.   This   key 
worker   will   be   introduced   to   the   parent   at   the   earliest opportunity,   so   that   any 
issues,   concerns   or   other   information   can   be   discussed. 

 
● The   key   worker   responsible   for   the   child   has   a   folder   that   is   used   to record 

the   child's   learning   and   development   throughout   their   time   at   the   Pre-School. 
 

● This recording is done by observations of the child that are either planned or              
spontaneous. 

 



 

● The planning that is done by the members of staff is evaluated weekly, as is               
the observations of the children, this is then used to plan for the following              
weeks   activities.  

 
● Each child has an Individual Observation Record. This is used to record the             

child's development in each of the areas of learning and also to evaluate what              
areas   the   child   needs   developing   in. 

 
● The child’s key worker is responsible for changing the child’s clothes if the             

need arises, this allows continuity of care. If the key worker is not available a               
second   key   worker   is   allocated   to   the   child   and   they   will   take   over. 

 
● All   of   the   information   is   available   for   parents   to   access   at   any   time. The 

pre-school has an open door policy which enables the parent to speak to their              
child's   key   worker   at   any   time. 

 
Should the child's key worker be absent, a replacement worker, already familiar to             
the   children,   will   work   with   them. 
Parents should be assured that any matters discussed will remain confidential at all             
times,   as   is   our   policy. 

 

29.   Multimedia   Policy 
 
Policy   Statement 
The aim of this policy is to ensure that students will benefit from learning              
opportunities offered by the school's Internet resources in a safe and effective            
manner.      Internet   use   and   access   is   considered   a   school   resource   and   privilege. 
Any   sessions   will   be   supervised   by   an   Early   Years   Educator. 
 
We   believe   that   for   all   children   familiarity   with   computers   is   important   because: 
 

● The use of computers is widespread in the technological world we live in and              
it   is   going   to   continue   to   grow 

 
● Computers   are   an   important   medium   for   learning   at   all   educational   levels 

 
We ask parents/carers that if they do not wish their child to take part with any part of                  
computer   technology   they   should   inform   their   key   person 
 
Providing access to multimedia computers within the setting, all children will have            
the   opportunity   to: 



 

● become familiar with this technology; not just those fortunate enough to have            
it   available   at   home.  

 
We believe the use of computer technology, in whatever form, will help the             
development   of   the   following: 
 

● Thinking    skills   –   problem   solving   and   planning 
● Interactivity – children have to make decisions when using such technology           

but   can   also   work   at   their   own   pace. 
● Familiarity with everyday objects – names relating to computer technology          

i.e.   mouse,   monitor. 
● Social skills – experiences with computer technology can be shared as can a             

book   or   building   bricks 
● Numeracy and basic skills – developing familiarity with shapes, colours,          

numbers,   letters   etc 
● Having    FUN! 

 
 
 

   30.   Medications   Policy  
 
The purpose of this policy is to ensure that medications are administered safely and              
appropriately to children. To ensure that the appropriate procedure is followed by            
parents/carers and staff and there is thorough documentation of medication          
administered. A clear policy understood and accepted by staff and parents/carers           
provides a sound basis for ensuring that children with medical needs receive proper             
care   and   can   attend   the   service   regularly. 
 
Definitions/Glossary 
The term Health Care Professional can include the child’s general practitioner           
(GP); dentist; public health nurse (PHN) or an allied health professional such as a              
pharmacist.  

 
Policy   Statement 
All prescribed medications will be administered by authorised staff members only, as            
necessary, in a way that ensures the safety and well-being of children. All             
medication will be stored safely away from children’s reach and refrigerated if            
required. All medication administered, amounts, times given and by whom will be            
fully   and   accurately   recorded. 

 
In general, Sharkey Hill Pre-School tries to avoid administering medicines          
wherever possible and to encourage parents/carers to ensure medicines are          
administered   to   children   before   arrival   at   the   centre   and   after   they   have   left.  

 
In circumstances where this is not possible, for instance where it would be             
detrimental to a child’s health if the medicine were not administered during the time              
that the child was in the care of the service, then the written consent of the parent(s)                 



 

or   carer(s)   must   be   obtained   using   the   Administration   of   Medicine   Form  
 

In respect of those children who have long-term medical needs such as chronic             
conditions (e.g. asthma, epilepsy), written consent of the parent/carer must be           
renewed monthly.  A  Health Care Plan may be drawn up with the help of the relevant                
health care professional. Such a plan will include details of the medical condition,             
contact details including emergency contacts, medical needs, symptoms or         
conditions   under   which   the   medication   will   be   given   and   care   requirements.  

 
We will only accept medicines that have been prescribed by a doctor, dentist or              
nurse prescriber.  The service reserves the right to contact a healthcare           
professional if staff/carers are unsure about administering medication to a child,           
even   if   the   parent/carer   has   requested   the   medication   to   be   administered. 
 
Procedures   &   Practices 
 
The parent or carer must provide the following details on the child’s admission to the               
service   (see   Admissions   Policy): 

a) Details   of   any   medical   condition/s 
b) Emergency   contact   numbers 
c) GP   details   –   name,   address   and   phone   number 
d) Written details of any medication required (instructions on dosage/times and          

written   permission   for   staff   to   administer) 
e) Information   on   allergies   or   phobias 
f) Special   dietary   needs 

 
Should   medication   be   required: 

● Parents/carers must complete and sign a medication form each day that           
medication   is   approved. 

● Only staff members authorised by the Manager to do so, are to manage and              
administer   medication. 

● The manager/committee must ensure that such identified staff members         
receive appropriate training and they must not administer medicines until          
training   has   been   received.   A   record   of   the   training   should   be   made. 

● The   member   of   staff   administering   medicines   should   check   the: 
▪ Recipient’s   name 
▪ Prescribed   dose 
▪ Expiry   date 

● Written instructions provided by the prescriber on the label/container as          
dispensed   by   the   pharmacist 

● A second staff member must check the medication and dosage and sign if it is               
correct   prior   to   any   medication   being   administered   to   a   child. 

● Staff members should receive training about the purpose, expected response          
and possible side effects of medications they are expected to administer.           
They also need training on the proper use of equipment such as inhalers or              
nebulisers. 

● Staff   members   can   only   administer   medication   that   has   been   prescribed   for   a 
particular   child. 



 

● A health care professional such as a GP can write a standing order for a               
commonly used non-prescription medication (such as Calpol) that defines         
when the medication should be used for any child in the service. For example,              
‘With parent’s/carer’s consent, children who are older than four months of age            
may receive Calpol when their body temperature exceeds 101°F, according to           
the   dose   schedule   and   instructions   provided   by   the   manufacturer.’  

● No ‘as needed’ medications (such as Calpol) will be given or applied without             
the   daily   approval   of   the   child’s   parent/carer. 

● ‘As needed’ medications are accepted for use only when they are within their             
expiration period. These must be labelled with the child’s name and in their             
original   container. 

● Parents/carers should always be notified in every instance when medication          
is used. Telephone instructions from a healthcare professional are acceptable          
if the staff member fully documents them and if the parent/carer requests the             
health care professional’s instruction. Advance notification of the parent/carer         
(before medication is given) is ideal but may not be appropriate if a child              
needs medication urgently (such as to stop an allergic reaction) or when            
contacting   the   parent/carer   will   unreasonably   delay   appropriate   care. 

● Safeguards against liability for accepting telephone instructions for        
medication   administration   should   be   checked   with   a   solicitor.  

● Non-prescription medications should be given according to the        
manufacturers’ instructions unless a health care professional provides written         
instructions   otherwise. 

● A   child   under   16   must   never   be   given   aspirin   or   medicines   containing 
ibuprofen   unless   prescribed   by   a   doctor.   Medication   should   not   be 
added   to   the   child’s   bottle   or   food. 

 
If   there   is   any   doubt   about   any   of   the   procedures,   the member   of   staff   should   check 
with   parents/carers   or   a   health   professional   before   taking   further   action. 

 
● Staff involved must keep records each time they administer medication using           

the   Medical   Administration   Form.  
● Medication must be provided in its original labelled container as dispensed by            

a pharmacist including the prescriber’s instructions for administration and         
must   never   be   transferred   to   another   container. 

● Ointments for nappy rash are not applied unless for treatment purposes and            
where   a   health   care   professional   has   directed their use for the child on      
whom   they   are   being   used. 

● The   designated/authorised   staff   may,   in   exceptional   circumstances, 
administer   non-prescription   medicines   but   only with   written   parental/carer 
authorisation,   written   directions   from   a   health   care   professional   and   supply   of 
medication.  

● If a child is mistakenly given another child’s medication, a doctor must be             
called immediately and the advice given followed. Then the parents/carers of           
the child who mistakenly received the medication must be called. In this            
event, if the medication is no longer available for the child who should have              
received   it,   that   child’s   parents/carers   will   need   to   be   contacted   for   a 
replacement   supply.  



 

● All medications brought into a childcare setting should have childproof caps           
and   be   stored  

- In   an   orderly   manner  
- At   the   proper   temperature   (according   to   the   label)  
- Away   from   food,   and  
- Out   of   the   reach   of   children 

● Medications   requiring   refrigeration   should   be   clearly   marked and separated  
from food in an airtight container marked ‘Medications’. Access to the fridge            
should   be   restricted. 

 
Where consent has been obtained for the administration of medicines by staff            
then   the   following   will   apply: 

 
 Wherever possible the required dose of medication should be brought          

each day.Where this is not possible, medicines should be stored as           
follows: 
- Large   volumes   should   be   avoided. 
- In   accordance   with   product   instructions,   paying   particular   note   to 

temperature. 
- Container   should   be   clearly   labelled   with   recipient   name,   name   and 

dose   of   medicine   and   frequency   of   administration   as   dispensed   by   a 
pharmacist. 

- Where   a   recipient   needs   two   or   more   prescribed   medicines   each 
should   be   in   a   separate   container   and   clearly   labelled   as   above. 

- Medicines   should   never   be   transferred   from   their   original   container   as 
dispensed   by   a   pharmacist   which   includes   the   prescriber’s   instructions 
for   administration. 

- Medicines must be stored safely in a secure place, preferably locked           
and   not   accessible   to   unauthorised   persons. 

- Emergency medicines such as asthma inhalers and adrenaline pens         
should not be locked away. If medication that a recipient might need in             
an emergency must be locked away, all relevant staff should know           
where to access the key. Ann and Gill are trained to administer            
adrenaline   pens. 

- If medicines are kept in a fridge containing food then they should be in              
a clearly labelled airtight container. Access to a fridge containing          
medicines   should   be   restricted.  

- Parents/carers should collect medicines held at the end of each term           
and   are   responsible   for   disposal   of   date   expired   medicines. 

 
1. All relevant staff should be familiar with normal precautions for avoiding           

infection   and   follow   basic   hygiene   procedures.  
2. All relevant staff should know where to obtain first aid and how to summon the               

emergency   services. 
3. Where   a   child   is   taken   to   hospital   by   ambulance   they   should be 

accompanied   by   a   member   of   staff   who   should   remain   with   them   until   a 
parent/carer   arrives. 

4. Ann   Caine,    or   a   nominated   responsible   person,   as   appropriate,   will   be 



 

responsible   for   coordinating   and   sharing   any   information   on   a   child   having 
regard   to   any   statutory   limitations   in   relation   to   data   protection   and   rules   with 
regard   to   confidentiality   (see   Confidentiality   Policy). 

5. Where   a   child   refuses   to   take   prescribed   medication,   staff   should   not   force 
them   to   do   so   but   should   inform   the   parents/carers   as   a   matter   of   urgency.   If 
necessary   the   emergency   services   should   be   called.   Failure   to   provide 
medication,   at   the   prescribed   time   as   requested   by   a   healthcare   professional 
or   parent   should   be   noted   on   the Medication   Administration   Record   (Form   1) 
with   a   written   explanation   of   why   the   medication   was   not   given. 

6. Medication   must   not   be   used   beyond   the   date   of   expiration   on   the   container   or 
beyond   any   expiration   of   the   instructions   provided   by   the   health   care 
professional.   Instructions   which   state   that   the   medication   may   be   used 
whenever   needed   will   be   reviewed   by   the   health   care   professional   at   least 
annually. 

 
 
Outings   and   Medical   Assessment  
It is necessary to undertake an assessment of the risks to the health and              
safety of those taking part in any outing and also those who might be affected               
by the activity. It will be necessary therefore that, as part of the planning              
process for outings, the medical needs of children are taken into account.            
Specific measures may be necessary to support those who take medication           
and   to   ensure   sufficient   medical   supplies   are   available.  

 
All staff participating in the outing must be aware of the medical needs of the               
children and any agreed medical emergency procedures. A member of staff           
should be trained where necessary to administer medication and take the           
lead   in   the   event   of   a   medical   emergency. 

 
Sometimes additional safety measures may need to be taken for outings. It            
may be that an additional adult, a parent or another volunteer might be             
needed to accompany a particular child. Staff supervising excursions should          
always be aware of any medical needs and relevant emergency procedures.           
A copy of any health care plans should be taken on outings in the event of the                 
information   being   needed   in   an   emergency. 

 
If staff members are concerned about whether they can provide for a child’s             
safety, or the safety of other children on an outing, they should seek             
parents’/carers’   views   and   medical   advice   from   the   child’s   GP. 

 
Sporting   activities 
Most children with medical conditions will be able to participate in sport            
commensurate with their own abilities. Any restriction on a child’s ability to            
take part in sporting activities should be written into their individual           
development plan. Some may need precautionary measures prior to exercise          
and others may require immediate access to medication at the end of a sports              
session. Staff supervising sporting activities should be aware of medical          
conditions   and   emergency   procedures.  



 

 
Communication   Plan    [For   staff   &   families] 
All parents/carers are to be informed of the policy and procedures regarding            
the administration of medication on registration. Staff members will check with           
parents/carers that they have read and understood the policy and provide any            
assistance   needed. 
 
A summary of this policy will be included in the Parents’/Carers’ Handbook.            
This   policy   will   also   be   included   in   staff   induction   and   annual   staff   training. 
 
A copy of all policies will be available during all hours of operation to staff               
members and parents/carers policies folder located on the Parents         
Information Desk. Parents/Carers can receive a copy of the policy at any time             
upon   request.  

 
 
 

31.   Missing   Child   Policy 

Statement   of   intent   At   Sharkey   Hill   Pre-School: 

It   is   our   intention   to   maintain   children’s   safety   as   the   highest   priority   at   all   times   both 
on   &   off   the   premises.  

Aim: 

We   aim   to   ensure   that   every   attempt   is   made,   through   carrying   out   the   outings 
procedure   &   the   exit/entrance   procedure,   to   ensure   the   security   of   children   is 
maintained   at   all   times.   In   the   unlikely   event   of   a   child   going   missing,   our   missing 
child   procedure   is   followed. 

    Method: 

   If   a   child   goes   missing   from   the   setting  

● The   person   in   charge   will   carry   out   a   thorough   search   of   the   building   and 
outside   area.  

● The   register   is   checked   to   make   sure   no   other   child   has   also   gone   astray. 
● Doors   and   gates   are   checked   to   see   if   there   has   been   a   breach   of   security 

whereby   a   child   could   wander   out. 
● The   supervisor   talks   to   staff   to   establish   when   &   where   the   child   was   last   seen 

&   records   this.  
● If   the   child   is   not   found   the   parent   is   contacted   and   the   missing   child   is 

reported   to   the   Gardaí. 
● The   supervisor   contacts   the   manager   and   reports   the   incident.   If   a   child   goes 



 

missing   from   an   outing   where   parents   are   not   attending   and   responsible   for 
their   own   child,   the   setting   ensures   that   there   is   a   procedure   that   is   followed. 

● As   soon   as   it   is   noticed   that   a   child   is   missing,   staff   on   the   outing   ask   children 
to   stand   with   their   designated   person   and   carry   out   a   headcount   to   ensure   that 
no   other   child   has   gone   astray.   One   staff   searches   the   immediate   vicinity   but 
does   not   search   beyond   that.  

● The   supervisor/manager   is   informed,   if   she   is   not   on   the   outing,   and   makes 
her   way   to   the   venue   to   aid   the   search   and   be   the   point   of   contact   for   the 
Gardaí   as   well   as   support   staff. 

● The   Gardaí   are   contacted   and   the   child   reported   as   missing.  
● The   person   in   charge   of   the   Pre-school   contacts   the   child's   parent   who   makes 

their   way   to   the   Pre-school   or   outing   venue   as   agreed   with   the   person   in 
charge.  

● Staff   takes   the   remaining   children   back   to   the   Pre-school 
● In   an   indoor   venue,   the   staff   contact   the   venue's   security   who   will   handle   the 

search   and   contact   the   police   if   the   child   is   not   found. 
● The   person   in   charge   contacts   the   chairperson   of   the   management   committee 

who   comes   down   to   the   Pre-school   as   soon   as   possible.  

The   investigation  

● Staff   stays   calm   &   do   not   let   the   other   children   become   anxious   or   worried. 
● The   manager/committee   chairperson   carries   out   a   full   investigation   taking 

written   statements   from   all   the   staff   present   at   the   time,   or   who   were   on   the 
outing. 

● The   key   person/   staff   writes   an   incident   report   detailing:   -   the   date   and   time   of 
the   report;   -   what   staff/   children   were   in   the   group/outing;   -   when   the   child   was 
last   seen   in   the   group/outing;   -   what   has   taken   place   in   the   group/outing   since 
then;   and   -   the   time   it   is   estimated   that   the   child   went   missing. 

● A   conclusion   is   drawn   as   to   how   the   breach   of   security   happened. 
● If   the   incident   warrants   a   Garda   investigation   all   staff   co-operate   fully.   In   this 

case,   the   Gardaí   will   handle   all   aspects   of   the   investigation,   including 
interviewing   staff.   Children’s   Social   Care   may   be   involved   if   it   seems   likely 
that   there   is   a   child   protection   issue   to   address.  

● The   incident   is   reported   and   is   recorded   in   the   incident   book;   the   local 
authority   health   and   safety   officer   may   want   to   investigate   and   will   decide   if 
there   is   a   case   for   prosecution.  

● TUSLA   is   informed.  
● The   Insurance   provider   is   informed.   Managing   people  
● Part   of   managing   the   incident   is   to   try   and   keep   everyone   as   calm   as   possible.  
● Staff   will   feel   worried   about   the   child,   especially   the   key   person   or   designated 

carer   responsible   for   the   safety   of   that   child   for   the   outing.   They   may   blame 
themselves   &   their   feelings   of   anxiety   &   distress   will   rise   as   the   length   of   time 



 

the   child   is   missing   increases. 
● Staff   may   be   the   understandable   target   of   parental   anger   and   they   may   be 

afraid.   The   supervisor   needs   to   ensure   that   staff   under   investigation   are   not 
only   treated   fairly   but   receive   support   while   feeling   vulnerable. 

● The   parents   will   feel   angry   &   fraught.   They   may   want   to   blame   staff   &   may 
single   out   one   staff   member   over   others.   When   dealing   with   a   distraught 
parent,   there   should   always   be   2   staff   members.   Aggression   or   threats   against 
staff   are   not   tolerated   &   the   police   should   be   called.  

● The   other   children   may   too   be   worried.   The   remaining   staff   caring   for   them 
need   to   be   focused   on   their   needs   &   must   not   discuss   the   incident   in   front   of 
them.   They   should   answer   children’s   questions   honestly   but   also   reassure 
them.   •   In   accordance   with   the   severity   of   the   outcome,   staff   may   need 
counselling   &   support.  

● Staff   must   not   discuss   any   missing   child   incident   with   the   press   without   taking 
advice. 

 

32.   Non-Payment   of   Fees   Policy 
 
 
It is the role of the Voluntary Management Committee/ Directors to ensure the             
financial sustainability of the service. If a parent does not pay all their fees for the                
service provided the Voluntary Management will discuss the matter and take a            
democratic   vote   as   to   :  
 
 
Procedure   for   Dealing   with   Non   Payments:  
 

a) Establish a fee payment plan for the parent if it is the case that they are                
struggling   with   their   finances  

 
b)      If   it   is   not   established   or   no   clarity   is   reached   as   to   why   the   parent   is   not 

                                 paying   their   fees   review   the   expenditure   of   the   service   and   establish   if   the 
                                 service   can   afford   to   still   offer   the   place   to   the   child   (   If   it   is   the   case   that   the 
service   can   then   the   committee   should   take   the   view   that   will   still   offer   a 
                                 service   to   that   child)  
 
               c)         If   the   service   reviews   their   expenditure   and   establish   that   they   cannot 
                                 continue   to   offer   the   service   without   payment   then   the   committee   may   take 
                                 the   view   that   the   parent   must   pay   (This   may   be   implementing   A   at   this   stage) 
                                 or   they   will   be   left   with   no   choice   but   to   ask   the   parent   and   child   to   leave   the 
                                 service.  

 
(Before any child is ever asked to leave the service the Voluntary Management will              
endeavour to establish if there are other options open to them in relation to receiving               



 

payment from other agencies) The Voluntary Management will record all efforts           
made. 

 
 

33.   No   Smoking   Policy 
 

• Sharkey   Hill   operates   a   very   strict   NO   SMOKING   policy. 
 

• No   smoking   is   allowed   by   staff,   parents   or   visitors   in   the   grounds   at   any   time. 
 

• If   you   do   smoke   outside   the   premises,   please   remember   not   to   throw   used 
cigarettes   on   the   ground. 

 
Please   note:    By   law,   staff   are   only   entitled   to   a   break   after   4   and   a   half   hours 
work. 

 

 

34.   Outdoor   Play   Policy 
 

In accordance with the HSE Pre-School Regulations 2006 we provide opportunities           
on a daily basis for outdoor play. We promote outdoor play and fresh air for the                
health and well being of our children at Sharkey Hill Pre-School. Sharkey Hill             
Pre-School emphasises outdoor play, ensuring that the children are actively involved           
in physical activities, this benefits the children to become healthier, happier and            
more physically competent when playing outdoors. Outdoor play considers the          
provision of opportunities for children to connect to different skills, ideas, knowledge            
and   materials   which   promotes   social   learning,   creativity   and   problem   solving   skills. 
 
 
Our   overall   aim   for   outdoor   play   is; 
 

• to ensure that the children are offered a wide range of activities while in the               
outdoor   area. 

• We endeavor to providing movement as it a child’s most natural form of             
expression   and   should   be   an   essential   part   of   their   everyday   experience. 

• We ensure we provide a carefully planned environment , providing          
opportunities for 'risky freedom', this helps all children to find out about            
themselves   and   their   capabilities. 

• It also helps develop self confidence, independence and lays the foundations           
for   a   healthier   lifestyle. 

• The opportunity to play outside,throughout the year, in all different kinds of            
weather   is   as   important   as   playing   inside. 

 



 

Through   play   outdoors   children   can: 
• Explore,   develop   and   represent   learning   experiences   that   help   them   make 

sense   of   the   world 
• Practice   and   build   up   ideas,   concepts   and   skills 
• Learn   how   to   control   impulses   and   understand   the   need   for   rules 
• Be   alone,   be   with   others   or   co-operate   as   they   share   their   feelings   and 

emotions 
• Take   risks   and   make   mistakes 
• Think   creatively   and   imaginatively 
• Communicate   with   others   as   they   investigate   or   solve   problems 
• Express   fears   or   anxious   experiences   in   controlled   and   safe   situations 

 
When   outdoors   we   will: 

• Ensure   staff/child   ratio   is   correct 
• Ensure   all   gates   are   closed 
• Ensure   toys   and   equipment   is   clean   and   dry 
• Check   yard   and   play   area   for   rubbish   or   dangerous   objects 
• Check   all   outdoor   toys   are   safe   to   use 
• Observe,   supervise   and   interact   with   children   while   playing 

 
When   returning   inside: 

• Store   toys   away 
• Ensure   the   shed   is   locked   and   keys   put   in   the   office 
• Line   up   children   and   do   a   roll   call 
• Wash   all   hands,children   and   staff 

 
During Summer/warm weather parents must provide suncream, as well as sun hat            
and   suitable   clothing. 
 
In   Wintertime/cold   weather   hats   and   coats   must   be   worn,   as   well   as   wellies.  

 
 

35.   Outings   Policy 
 

The   pre-school   is   committed   to   planning   and   undertaking   the   appropriate   and 
well-supervised   outings.   Outings   provide   an   opportunity   for   children   and 
adults   to   share   in   active   learning   experiences   which   can   then   be   used   to 
enhance   many   areas   of   the   curriculum   of   the   Pre-School   Service. 

 
Outing   Policy 
Outings   can   be   an   opportunity   to   extend   the   curriculum   and   be   responsive   to 
children’s   interests. 

● Written   information   about   proposed   outings   (or   visitors)   to   the   play   group   will 
be   given   to   parents. 

● Parents   are   encouraged   to   actively   take   part   in   the   planning,   preparation   and 
participation   of   the   outings. 

● Signed   permission   forms   will   be   obtained   from   each   parent   for   each   outing. 



 

● The   First   Aid   Box   will   be   taken   on   all   outings   and   staff   are   all   trained   in   First 
Aid.  

● The   Roll   Book   will   be   taken   on   all   outings   and   roll   call   will   take   place   prior   to 
outing,   during   outing,   leaving   facility   and   on   return   to   the   setting.  

● Outings   are   covered   in   the   Insurance   Policy. 
● Outings   will   have   1   adult   for   every   2   children   at   a   minimum   as   stated   in   our 

Insurance   Policy. 
● The   Pre-School   Service   Leader   is   not   part   of   this   ratio.   Insurance   coverage 

will   be   checked   for   each   outing. 
● Children   with   special   needs   will   be   taken   on   outings   whenever   possible   with 

a   one   to   one   parent   supervision. 
 
To   build   on   learning   experience   of   outings,   children   and   adults   will   be   given   an 
opportunity   to   discuss   these   experiences   and   to   explore   and   investigate   other 
aspects   of   the   curriculum   in   relation   to   the   outing   events.   

  
Proper   control   must   be   exercised   appropriate   to   the   environment,   nature   of   visit   and 
children   involved. 
 

● Pre-School   Leader   to   ensure   that   a   risk   assessment   has   been   completed   prior 
to   the   outing. 

● All   parents/carers   to   be   given   a   consent   form   for   each   outing.   Children   will   not 
be   allowed   on   the   outing   if   a   consent   form   has   not   been   completed   and 
returned   to   Pre   School. 

● Parents   to   be   made   aware   that   there   will   be   no   Pre   School   at   Sharkey   Hill 
pre-school   on   days   where   an   outing   is   planned. 

● pre-school   leader   to   ensure   that   adult/child   ratio   is   maintained   at   1:2   at   all 
times.   Parents   asked   to   accompany   children   if   at   all   possible. 

● Play   leader   to   ensure   registration   information   including   parent   contact   and 
emergency   contacts   are   taken. 

● pre-school   leader   to   ensure   that   pre   school   mobile   is   charged,   has   credit   and 
is   taken   on   the   outing. 

● For   outings   outside   the   pre-school   we   take   a   photo   of   each   child   that   morning 
which   clearly   displays   the   child’s   clothing,   hairstyle   and   up   to   date   facial 
features. 

 
In   the   event   of   a   child   going   missing   while   on   an   outing,   the   following   procedure   will 
be   followed: 

● Designated   person   assigns   an   appropriate   number   of   adults   to   supervise   the 
children   and   to   keep   the   atmosphere   calm   and   normal   for   the   children.  

● A   small   number   of   adults   will   be   immediately   sent   out   in   each   direction   to 
begin   the   search. 

● Designated   person   will   inform   the   staff   of   the   vicinity   (if   the   event   occurs   in   a 
vicinity).  

● At   the   very   least   this   would   mean   securing   all   exits   as   quickly   as   possible, 
searching   from   the   outside   in,   and   calling   the   Gardaí.  

● The   designated   person   will   inform   the   child’s   parents   and   Tusla   as   soon   as 
she   is   free   to   do   so.  



 

● Record   the   incident. 
● Review   systems   and   procedures   after   the   event,   looking   at   Risk   Assessments 

and   training 
● In   the   aftermath   of   the   incident   only   the   manager   will   talk   to   media 
● The   manager   will   arrange   counselling   for   children,   parents   and   staff   members 

if   required. 

In   other   critical   circumstances,   please   refer   to   Critical   Incident   Policy. 
 
 
 

36.   Parents   as   Partners   Policy 
 

It is the policy of Sharkey Hill Pre-School service to promote active participation of              
parents in the planning and development of the service, valuing parents as the first              
educators of their children. We encourage a close working relationship between           
staff and parents. We strive to create an environment that encourages parents to be              
actively involved. We recognise that it is in the best interest of the child that parents                
and our childcare service team work together in partnership to support children in             
early   years   and   education. 

 

To   promote   parental   involvement   we: 

● Invite parents to discuss their children’s needs, care, progress, interests,          
achievements and difficulties, both informally on a daily basis and formally at            
arranged   meetings. 

● Provide parents with a handbook giving details of the service before the child             
starts   at   the   pre-school. 

● Encourage parents to be involved in decisions about policies and procedures           
operated by the service, and any other aspects of the service that affects their              
child. 

● Welcome   parents   to   visit   the   service   at   any   time. 
● Encourage   parents   to   work   as   volunteers   in   the   service. 
● Ensure that staff members are available to discuss any query a parent may             

have   regarding   their   child   or   the   service. 
● Give opportunities to contribute their own skills, knowledge and interests to           

the   activities   of   the   service. 
● Contribute in other ways to the successful development of the service, e.g.            

become   a   member   of   the   parents   committee   or   other   sub   committees. 
● Provide the office at the Centre so that parents can discuss matters            

confidentially. 
● Will   make   all   families   welcome   and   feel   a   sense   of   belonging. 



 

● Images, books, signs and posters will be used to reflect the diversity of             
children   and   families. 

 
 
 

37.   Parents   Committee   Policy 
Our parents, grandparents and extended family play an integral role in making            
Sharkey Hill Pre-School the loving, safe learning environment that it is. The parents             
committee help to support and develop new ideas with staff and we encourage our              
parents   and   other   family   members   to   be   part   of   our   pre-school. 

 

To   support   staff: 

● By sharing their expertise (cooking, telling the children stories about different           
cultures   &   languages,   talking   about   their   jobs,   bringing   in   their   pets) 

● Help   out   during   planned   outings   e.g.   school   tour,   St.   Patrick’s   Day   Parade 
● Fundraise   for   the   Playschool 

 

To   develop   new   ideas: 

● Help   review   existing   policies 
● Make   sure   the   existing   policies   are   relevant   to   our   setting 
● To   discuss   new   policies   that   we   may   need   to   introduce 
● To discuss new ideas that other parents may have suggested e.g. visiting a pet              

farm. 

 

Meetings are organised at the convenience of the parents on the committee, and take              
place   monthly   or   whenever   necessary,   if   further   planning   is   needed. 

 
 
 
 
 
 
 
 

 
 
 
 



 

   38.   Play   Policy 
 
Definition 
 
Play is the natural way in which children learn. It is the process through which               
children explore, investigate, recreate and come to understand their world. Play is an             
activity in which everything that a child knows and can do is practised or used to                
make sense of what is new. Play cannot be directed by adults. An adult can support,                
enhance or extend play, but the moment they interfere or direct its progress it ceases               
to   be   play. 
 
A   Rationale   to   Play 
 
Play is a vital component of children’s lives, without which their potential for healthy              
mental and physical development is undermined. It provides the mechanism for           
children to gain mastery over their world and is an important medium through which              
skills are developed and practised. Play is essential for physical, emotional and            
spiritual growth, intellectual and educational development and the acquisition of          
social   and   behavioural   skills. 
 
Principles   of   Play 
 

▪ Play   is   an   intrinsic   part   of   children’s   learning   and   development 
▪ Play   has   many   possible   but   no   prescriptive   outcomes 
▪ Play challenges children and offers them the chance to learn in breadth and             

depth 
▪ Play draws on what children already know and can do and enables them to              

master   what   is   new 
▪ Play   enables   children   to   apply   existing   knowledge   and   to   practise   their   skills 
▪ Play offers children opportunities to explore feelings and relationships, ideas          

and   materials,   connections   and   consequences 
▪ Play empowers children to make choices, to solve problems and to be            

independent   in   their   learning 
▪ Play encourages children to struggle, to take risks and to become resilient as             

learners 
▪ Play   can   be   supported   and   extended   but   not   interfered   with   by   adults 
▪ Play presents no barriers to children because of their culture, language,           

abilities   and   gender 
 
Planning   and   Equipping   the   Setting   for   Play 
The pre-school will follow the High Scope philosophy, underpinned by The National            
Curriculum   Framework,   Aistear.  
The   room   layout   will   encourage   children   to   be   active   learners. 
They   should   have   as   much   control   over   their   environment   as   possible. 
The   setting   will   enable   this   to   happen   by:- 
 



 

▪ The   space   is   inviting   to   children 
▪ The space is divided into self-defined interest areas to encourage distinctive           

types   of   play 
▪ The space incorporates places for group activities, eating, napping and storing           

children’s   belongings 
▪ Interest areas are arranged to promote visibility and easy movement between           

areas 
▪ Interest areas are flexible and accommodate practical considerations and         

children’s   changing   interests 
▪ Materials   are   plentiful   and   support   a   wide   range   of   play   experiences 
▪ Open-ended   materials   are   provided   for   the   widest   opportunities   for   play 
▪ Materials   reflect   children’s   family   lives. 
▪ The   storage   of   materials   promotes   the   find-use-return   cycle 
▪ Regular/   daily   risk   assessments  
▪ Any   broken   or   dangerous   materials   or   toys   will   be   discarded   and   replaced. 
▪ The provider must ensure that so far as is reasonable the facilities, equipment             

and   access   to   the   premises   are   suitable   for   children   with   disabilities. 
▪ Premises   must   be   clean,   well   lit   and   adequately   ventilated. 
▪ Adequate   space   to   give   scope   for   free   movement   and   well   spaced   activities. 
▪ Adequate storage space, confidential records must be kept in a locked           

cupboard. 
▪ Provision   for   children   to   relax   and   play   quietly. 

 
 
 
How   we   plan   to   support   the   children’s   developmental   needs 
 

▪ Children imitate activities that grow from personal interests and intentions. All           
areas of the child’s development will be observed, recorded and assessed in            
line   with   Aistear   and   High   Scope   philosophy. 

▪ These observations will be discussed with all team members to enable           
informed   decisions   regarding   long   and   short   term   planning 

▪ We will use open-ended questions to support and extend children’s          
knowledge 

▪ Adults   will   support   and   extend   their   play   in   all   areas 
▪ Taking responsibility for extending the children’s play in the area that they are             

working   in 
▪ Planning is led by the child’s interests and all children are included catering             

for   all   Additional   needs. 
▪ Planning should be kept flexible and adaptable to follow children’s interests           

and   needs. 
▪ Planning for small group activities by reviewing their observations of the           

children 
▪ Preparing   for   small   groups   before   the   children   arrive 
▪ Supporting each child’s ideas and use of materials during small group activity.            

Using   these   ideas   to   further   support   the   child   in   their   future   play. 
▪ Parents are encouraged to observe their child’s development in the Pre           

School   through   our   Learning   Story   Books. 



 

 
Adults 

▪ Training opportunities will be made available for staff to extend and develop            
their   expert   understanding   of   play   in   children’s   learning 

▪ Will maintain the child’s records on a regular basis and plan their next steps.              
(see   Key   Worker   Policy) 

▪ Staff will review small groups and the session’s progress at the end of each              
session   verbally   and   make   changes   to   weekly   plans   as   necessary 

▪ Staff will join together for term plans, which will feed into the weekly plans for               
the   setting 

▪ Staff will continually evaluate and review their planning to make sure it meets             
the   needs   of   all   the   children,   both   individually   and   as   a   group 

 
▪ Staff will regularly share in discussions about the child. The Key worker will             

invite parents in to share in their child’s progress at least once a term, and               
contribute   to   their   child’s   unique   story   document. 

▪ The Manager and Deputy will overview the next steps for all the Pre school              
children   targeting   certain   areas   or   groups   for   development   if   necessary. 

 
 

39.   Record   Keeping   Policy 
 
Records as required by the Child Care (Pre-School Services) (No 2) Regulations            
2006 will be maintained and made available to parents and any relevant persons, to              
ensure   the   health,   safety   and   development   of   all   children   attending   the   service. 
 
Procedures 
All records in line with the Child Care (Pre-School Services) (No 2) Regulations 2006              
are   kept   up   to   date   and   accurate   at   all   times. 
 
All   confidential   records   are   stored   securely   when   not   in   use. 
 
Parent, carers or guardians will be asked to co-sign the medical administration form             
and   accident   report   form,   when   necessary. 

 
All   records   written   are   impartial   and   factual. 

 
Records in relation to Child Protection concerns are stored in a separate locked filing              
cabinet and are shared only on a need-to-know basis in line with our Confidentiality              
Policy. 
  
Children's   records   will   be   stored   on   the   premises   for   21   years. 
 

COMMENTS 
 



 

Statement 
The Staff of Sharkey Hill Pre-School will work in partnership with parents by seeking              
parent’s views and encouraging parents to participate in any decision-making and           
development   of   the   service. 
 
It is policy of this service to take seriously and give careful attention and a prompt and                 
courteous response to any suggestions or comments to ensure the development of a             
high quality pre-school service, which meets the needs of children and parents. All             
comments   and   suggestions   will   be   dealt   with   fairly   and   confidentially. 
 
An opportunity to highlight issues can prevent problems arising and if this should             
happen   the   following   procedure   should   be   followed: 
 
 
Comments   Procedure 
1. A comment can be made verbally or in writing to the senior practitioner or to the                

committee   chairperson   (name   available   on   notice   board) 
2. The chairperson will make note of these in the Comments Book along with any              

action   taken. 
3. The complaints procedure should be availed of if a satisfactory response is not             

received   within   a   reasonable   time. 
 
Data   Protection   Statement 

There is information collected at Sharkey Hill Community Centre in manual and in             
electronic format. The information will be processed in accordance with the Data            
Protection   Act,   1988   and   the   Data   Protection   (Amendment)   Act,   2003.  

The purpose of holding this information is for administration and to facilitate the             
Centre   in   meeting   the   needs   of   everyone   that   uses   the   building. 

Disclosure of any of this information to statutory bodies such as Pobal, HSE, Western              
Care or its agencies will take place only in accordance with legislation or regulatory              
requirements. Explicit consent will be sought from Parents/Guardians or students          
aged 18 or over if the school wishes to disclose this information to a third party for                 
any   other   reason.  

Parents/Guardians of students and students aged 18 or over have a right to access              
the   personal   data   held   on   them   by   the   Centre   and   to   correct   it   if   necessary. 

I   consent   to   the   use   of   the   information   supplied   as   described.  

 

Signed   Parent/Guardian: _________________________ 

Signed   Student: _________________________ 

 

 



 

40.   Recruitment   Policy 
 
The Sharkey Hill Pre-School Service is committed to ensuring that the           
principles and practices of equal opportunity in terms of gender, disability and            
ethnic origin shall apply to all conditions of service of our employees including             
recruitment, selection, promotion, career development, pensions, training and        
special   leave   entitlement. 
 
We   will   comply   with   all   legislation   in   the   area   including: 
 
The   Employment   Equality   Act   1977 
The   Employment   Equality   Bill   1996 
The   Terms   of   Employment   (Information)   Act   1994 
The   Holiday   (Employees)   Act   1994 
The   Workers   Protection   Act   1991 
The   Payment   of   Wages   Act   1991 
The   Protection   of   Young   Persons   Act   1977 
The   Minimum   Notice   and   Terms   of   Employment   Act1973/91 
The   Maternity   Protection   of   Employment   Act   1981 
The   Unfair   Dismissals   Act   1977/93 
The   Health   and   Safety   at   Work   Act   1989 
The   Redundancy   Payment   Act   1967/1991 
The   Protection   of   Employees   (Employers   Insolvency)   Acts   1984/1991 
 
Recruitment 

1. Position will be advertised externally to ensure recruitment from the widest           
possible   field,   and   in   accordance   with   the   Equal   Opportunities   Legislation 

 
               2.         Selection   for   employment   WILL   be   on   the   basis   of   suitability   for   the   advertised 
                                 job,   in   line   the   current   Equal   Opportunity   Legislation.  

 
               3.         An   independent   external   interview   panel,   consisting   of   not   less   than   three 
                                 people   will   select   from   the   short-listed   candidates 

 
               4.         The   selection   will   be   made   on   the   basis   of: 

a) Understanding   The   Value   of   Play 
b) Having sufficient standard of health to cope with the demands of The            

Playgroup   Service   work 
c) Training/Qualification 
d) Experience 
e) Ability to work with children, parents and other adults, including          

members   of   other   professional   bodies 
f) Suitable   reference 
g) Vetting/   Garda   Clearance 

 
               5.         A   position   can   be   offered   on   a   temporary   basis   subject   to   review   after   a   three 

months   and   if   after   three   months   the   child   care   committee   may   make   a 



 

recommendation   to   the   Management   committee   to   offer   a   contract   of 
employment   to   the   individual   subject   to   a   probationary   period  

 
 
Reviewed:      5/6/2014 
 
 
 

41.   Role   of   the   Committee   Policy 
 

The Sharkey Hill Pre-School works in co-operation with staff, parents and statutory            
and   voluntary   organisations,   to   provide   a   quality   childcare   service. 
 

● The Management Committee of The Community Building employs the staff. A           
subcommittee on childcare made up of representatives of parents, manages          
the service on a day to day basis, in conjunction with the staff of Sharkey Hill                
Community   Pre-School. 

 
● The subcommittee meet on a monthly basis to discuss the development of the             

service   and   deal   with   any   matters   concerning   the   Pre-School. 
 

● The   agenda   will   include   fundraising   and   development   of   the   service. 
 

● The Management Committee acts as a watchdog for the subcommittee on           
child care. They are responsible for staff appointments, advertisements,         
interviews,   drawing   up   contracts   of   employment   and   hold   the   bank   account. 

 
● The Management Committee will ensure that these services are compliant          

with The Child Care Act 1991 and The Child Care Pre-School Services            
Regulations 1996. They will also comply with relevant employment         
legislation. 

 
● The subcommittee on childcare will have input in the drawing up of the             

Policies   and   Procedures   for   the   Pre-School. 
 
 
 

 

 
 



 

42.   Role   of   Parent   Policy 
 
The parent has an integral role in the successful operation of the Pre-School             
Service 
 

1. The sub childcare committee is responsible for managing these services. This           
committee   is   made   up   of   parents   of   children   attending. 

 
2. Parents   are   welcome   in   the   Pre-School   Service. 

 
3. Parental involvement in organising equipment or in assisting staff in taking on            

short   trips   is   desired. 
 

4. Parents on rare occasions may be asked to help out on a rota basis if a                
member of staff is unavoidably absent on a short term basis and no suitable              
substitute   is   available. 

 
5. Parents can also help by supporting a healthy eating programme by including            

healthy food in the child’s lunch box by excluding fizzy drinks, sweets and             
crisps. 

 

 
 

   43.   Settling   In   Policy 
 
Children develop in individual ways and at varying rates and that is why at Sharkey               
Hill   Pre-School   we   offer   a   settling   in   procedure   that   is   flexible   to   meet   those   needs. 

 
Friendships and relationships are an important part of children’s development. At           
Sharkey Hill Pre-School every interaction is based on caring professional          
relationships and respectful acknowledgement of the feelings of children and their           
families. 
 
We are aware that many factors will influence children’s and families sociability. They             
may   feel   tired,   stressed,   or   trying   to   communicate   in   more   than   one   language. 
 
Children need to feel safe, stimulated and happy to develop and grow socially,             
emotionally and physically. They need to feel secure and comfortable with the            
practitioners at Sharkey Hill Pre-School. We also want parents to have confidence in             
both their children’s well-being and their role as active partners within the            
Pre-School. Children feel a sense of belonging in the setting when their parents are              
also   involved   in   it. 
 
 



 

Aim 
 
We aim to make Sharkey Hill Pre-School a warm welcoming environment where            
children settle quickly and easily because consideration has been given to the            
individual   needs   and   circumstances   of   children   and   their   families. 
 
Methods 
 
Before a child starts to attend the Pre-School, we use a variety of ways to provide the                 
child’s parents/carers with information. These include written information (including         
our prospectus and policies), an invitation to visit the Pre-School for a tour of the               
premises   and   to   attend   part   or   whole   of   a   session   with   their   child. 
 
 
Parents are requested to write down information on the enrolment form regarding            
their child’s needs and special instruction to comfort the child should they become             
distressed. When a child starts to attend, we work with the child’s parents/carers to              
decide   on   the   best   way   to   help   the   child   to   settle   into   the   Pre-School. 
 
Your child is allocated a Key Worker before your child begins Sharkey Hill             
Pre-School. A Key Worker has special responsibilities for working with a small            
number of children, giving them the reassurance to feel safe and cared for and              
building relationships with their parents. A Key Worker helps the child to become             
familiar with the setting and to feel confident and safe within it. See Key Worker               
Policy   for   more   information. 
 
A second Key Worker may be provided for children so that when the main Key               
Worker   is   unavailable   there   is   a   familiar   and   trusted   person   who   knows   the   child   well. 
Introductory visits can be arranged with the family to enable the child to become more               
familiar with the setting and practitioners while having the support of their parent             
/carer   who   stays   with   them. 
 
Within the first few weeks of starting, we discuss the Early Years Curriculum and              
explain   our   record   keeping   system. 
 
 

 

44.   Smarter   Travel   Policy 
● At Sharkey Hill Pre-School we will increase the numbers of children walking            

to   the   setting.  
 

● At   present,   a   quarter   of   our   children   walk   to   school   daily. 
 

● We   will   encourage   car-pooling   among   our   parents. 
 



 

● We will promote events with any festivals/national weeks that actively          
encourage   Smarter   Travel   e.g.   Bike   Week. 

 
● We   will   share   and   promote   the   use   of   balance   bikes. 

 
● We will encourage other users of the Community Centre to walk/cycle/car           

pool. 
 

● We will forward on any ideas that the users of the Centre may have about               
Smarter   Travel. 

 
● We   will   educate   the   children   at   our   setting   on   the   health   benefits   of   exercise. 

 
 
 
 

45.   Social   Networking   &   Mobile   Phone   Policy 
 
At Sharkey Hill Pre-School we believe our staff should be completely attentive during             
their hours of working, to ensure all children in the setting receive good quality care               
and education. This is why mobile phones are not to be used during working hours.               
We also feel that restrictions need to be in place on staff when they access social                
networking sites. The setting has a high reputation to upkeep and comments made             
on sites such as ‘Facebook’ could have a negative impact on how parents using the               
nursery   view   the   staff. 
 

● Mobile   phones   are   to   be   turned   on   silent   during   your   working   hours.  
● Mobile phones must not be used unless on a designated break and then this              

must   be   away   from   the   children.  
● Mobile phones should be stored safely in staff handbags at all times during the              

hours   of   your   working   day   or   not   brought   into   the   setting   at   all.  
● Staff must not post anything onto social networking sites such as ‘Facebook’            

that   could   be   construed   to   have   any   impact   on   the   settings   reputation.  
● Staff must not post anything onto social networking sites that would offend any             

other   member   of   staff   or   parent   using   the   setting. 
● If staff choose to allow parents to view their page on social networking sites              

then   this   relationship   must   remain   professional   at   all   time.  
● If any of the above points are found to be happening then the member of staff                

involved   will   face   disciplinary   action,   which   could   result   in   dismissal. 

 
 



 

46.   Staff   Levels   Policy 
 

 
● Our   service   operates   within   the   Pre-School   regulations. 

 
● All staff are qualified in childcare and attend ongoing courses, such as First             

Aid,   Child   Protection   etc. 
 

● The staff here are carefully selected, and are all qualified and are extremely             
focused   to   provide   a   loving,   warm   and   friendly   environment   for   your   child. 

 
● The C.E. or T.U.S staff are not counted as part of the staff levels for adult/child                

ratios,   and   they   work   as   room   assistants   in   the   setting. 
 

● These   staff   will   not   be   left   alone   with   the   children   in   the   setting   at   any   time. 
 
 
 
 
 

47.   Students   Policy 
 
Sharkey Hill Pre-School is committed to sharing best practice with those wishing to             
pursue a career in childcare. Therefore, students will be welcome to join our staff and               
gain work experience within our setting. We welcome the chance to encourage            
training. We accept student placements and recognise this as an opportunity to            
examine and revise our own practice. We will only have one student in each room at                
a time as we feel this benefits the student and reduces unnecessary pressure on staff               
members. We do, however, accept small groups or occasional placements when           
research   or   studies   are   being   carried   out   that   will   be   of   benefit   to   childcare.  
Students are expected to be associated with a recognised child related course, or on              
occasions, pupils from local secondary schools on work experience. Placements will           
be offered after discussions with the appropriate tutors, and close links have been             
established   with   the   college   or   school.  
 
Students will attend a pre-visit to the pre-school for an interview, followed by their              
student induction and setting tour. At this time students will have the opportunity to              
read and discuss relevant health and safety policies, receive a copy of the Student              
Handbook which includes their hours, dress code, pre-school telephone number and           
important policies and procedures such as confidentiality, Health and Safety, Manual           
handling   and   what   to   do   in   a   fire   drill. 
 

● Students will be supervised at all times by a member of staff assigned to them               



 

and   will   not   be   left   alone   with   the   children. 
 

● We   require   students   to   keep   to   our   confidentiality   policy 
 

● It is expected that during the student’s placement, their tutor will visit the             
pre-school or have verbal communication with the student co-ordinator to          
receive feedback about the student’s progression from the manager and the           
student’s   mentor 

 

● Students will be offered support and guidance throughout their placement and           
offered constructive honest feedback in respect of their performance. Staff will           
respect   individual   students’   needs   and   abilities   and   will   aid   their   development 

 

● An accurate evaluation of ability and performance for both students and           
training providers will be provided and the nursery will support students who            
are   experiencing   difficulties   with   action   plans   if   needed 

 

● To maintain parent partnerships, parents will be informed of when students are            
present in the pre-school by way of the parent notice board. Wherever            
possible   this   will   be   accompanied   by   a   recent   photograph   of   the   student. 

 
All students on placement must adhere to the same codes of conduct as permanent              
staff and this also applies to time-keeping and dress codes. Confidentiality must be             
upheld at all times. Students are attached to a senior member of staff, who supervises               
their work and will explain the safety and fire requirements. All students are             
encouraged to contribute fully to the pre-school routine and to spend some time in              
each   area.   Students   must   not   be   left   alone   with   children.   . 
See    Protection   of   Young   Persons   (Employment)   Act   (1996) 

 

48.   Sun   Care   Policy  
 
The Pre-School is committed to ensuring that all children are fully protected from the              
dangers of too much sun. Severe sunburn in childhood can lead to the development              
of   malignant   melanoma   (the   most   dangerous   type   of   skin   cancer)   in   later   life. 
 
The   following   guidelines   are   for   the   prevention   and   care   of   children   in   the   sun: 
 

● Children   must   have   a   clearly   named   sun   hat 
● Children must have their own sun block cream named and dated with written,             

consent   for   staff   to   apply  



 

● Children   need   lightweight   cotton   clothing   suitable   for   the   sun 
● Children   will   wear   a   sun   hat   when   outside   on   sunny   days 
● Children will have sun cream applied before going outside and at frequent            

intervals   during   the   day 
● Children   are   offered   cooled   water   more   frequently   throughout   the   day. 

 
Shelter will be provided in the outdoor area and children will be encouraged to spend               
time   in   this   area. 
 
If the outdoor shelter is not judged sufficient for the heat of the day, then the children                 
will   be   brought   indoors. 
 
Asian   and   black   skin   colouring 
Carers of children with this type of skin should be aware that these skin types can be                 
very tolerant to sunshine. However it is important to remember that burning can still              
occur   if   living   in   Ireland. 
 
 
 

49.   Team   Work   Policy 

 
● Children need to be raised in a supportive atmosphere as this encourages            

them   to   grow   into   good   young   people. 
 

● By working together as a team, we can help create the best environment for              
the   child. 

 
● We need to make sure all the children’s needs are met, as they cannot fend or                

provide   for   themselves,   and   that   they   are   sufficiently   protected. 
 

● These children will rely on you for help and support and as a member of the                
setting they will look up to you, you are collectively responsible for that child’s              
welfare. 

 
● Teamwork is the ultimate tool that will help children grow into strong,            

independent friendly people so that when they mix in society, they will work             
well   and   socialise   with   others. 

 
● Giving them these skills young, will give them more of a chance of succeeding              

in   life   with   what   they   want   to   do. 
 

● If children see family and other adults co-operating and working together, they            



 

will   mirror   this   behaviour. 
 

● Children will learn to communicate, if they see the adults respecting each            
other. Children imitate what they see adults do, so good role modelling is of              
the   utmost   importance. 

 
 
 

50.   Toileting   Policy 
 

It is the policy of Sharkey Hill Pre-School to promote a high standard of care at all                 
times   when   toileting   children. 
 
 
Procedure 
 
● Staff will emphasise the importance of good toileting practices to the child –             

hand   washing   etc. 
● Anti-bacterial soap is provided, disposable paper hand towels are available in           

all   toilets. 
● A cleaning schedule is displayed to ensure that children’s toilets are           

maintained   at   all   times. 
● Staff   treat   toileting   accidents   sensitively. 
● Praise   and   recognition   are   used   when   child   is   toilet   training. 
● Toilet training is only started when we feel the child is both emotionally and              

physically   ready. 
● Child   sized   toilets   are   provided. 
● Every child is different, therefore we tailor make a training routine to suit you              

and   your   child. 
● If   potties   are   being   used,   they   are   disinfected   after   each   use. 
● The   child's   privacy   is   always   respected. 
 
 

51.   Transitions   Policy 
 
At Sharkey Hill Pre-School we organise transitions around the needs of the            
individual child. We understand that we have a statutory duty to ensure continuity for              
children during periods of transition. We believe that smooth transitions support the            
personal, social and emotional development, learning and future success of every           
child. 
 
We recognise that periods of transition include major changes such as first entry to              
our setting and the move to a new setting or into school. We also know that children                 



 

need support to change key person and also with day to day transitions such as               
being welcomed into our setting each morning, and helped to share their experiences             
with   parents   when   it   is   time   to   go   home. 
 
We want children to feel safe, stimulated and happy in the setting and to feel secure                
and comfortable with staff. We also want parents to have confidence in both their              
children's   well-being   and   their   role   as   active   partners   in   the   pre-school. 
 
Ann Caine is responsible for ensuring the Transition Policy becomes effective           
practice. 

● We   allocate   a   key   person   before   the   child   starts. 
● The   key   person   is   responsible   for   settling   the   child   into   our   setting. 
● All   staff   offers   unconditional   regard   for   the   child   and   are   non-judgemental. 

 
 
Transition   from   home   into   Sharkey   Hill 
We value the parent as the first educator of their child-centre. We invite parents to               
supply photographs of their child and family to display in the setting. These help the               
child   to   keep   home   in   mind   and   show   families   that   we   value   them   in   our   pre-school. 
Parents   are   welcome   to   come   and   visit   our   setting   at   any   time. 
 

• We   have   a   clear   welcome   procedure. 
• We allocate a key person to each child before she/he starts to attend: the key               

person welcomes and looks after the child at the child's first sessions and             
during   the   settling   in   process. 

• If the child displays a stronger attachment to another member of staff then we              
will   transfer   him/her   to   a   new   key   person. 

● We create an environment in our setting that reflects the needs and interests of              
the   child. 

 
We use the notice board to display information about what happens at the setting,              
and we use photographs of children at play to effectively engage with parents, both              
on displays and in the Learning Story Books. Learning Stories show parents what             
happens in the setting. They are easily available for children and parents to look              
through or borrow, and displayed prominently near the main door. We use            
observations   to   plan   for   each   child's   learning   and   development. 
 
Key workers also takes responsibility for telling the parent or carer about events in              
the day that have been important to the child, which is an additional and highly               
valuable   way   of   communicating   information   with   parents. 
 
We encourage children who have previously attended Sharkey Hill Pre-School to           
visit and tell the children about National School. We feel this benefits both sets of               
children in a positive manner giving the smaller children time to adjust and think              
about   the   transition   to   big   school. 
 
All children are given a portfolio at the end of the year containing their observations               
and   a   synopsis   of   the   child's   development   by   the   key   worker. 



 

 
We welcome children who have identified additional needs as they enter our setting.             
We collect information at point of entry about any other professionals who are             
involved   with   the   child   and   family. 
 
We seek parental permission to work with these other agencies before entry, to             
ensure the setting is ready to meet the child's physical, emotional, social and learning              
needs. 
 
We aim to maintain good relationships, built on professional respect, with all local             
feeder schools in the Westport area. We encourage parents to share the child             
observations   with   the   local   school   upon   entry. 
 
We organise an enrolment evening for parents, and have an open morning for both              
parents and children to attend. This helps parents to understand how young children             
learn and develop, which helps parents to enhance learning opportunities at home.            
Parents may stay with their child for as long is necessary, until the child has settled at                 
pre-school. 
 
We are happy for children to bring a favourite toy or comfort item from home to make                 
the   transition   easier. 
 

 
 

52.   Volunteer   Recruitment   Policy 
  
The manager/ committee is committed to ensuring that the recruitment of parents and             
other volunteers is open and transparent and at all times, gives precedence to the              
safety   and   welfare   of   the   children   attending   the   service.  
 
Procedures  
 
Role   Description  
A detailed description of the role of the volunteer is prepared in advance. This              
includes:  

● Overall   role   of   the   volunteer.  
● Location   of   the   position.  
● Who   the   volunteer   will   report   to.  
● Key   area   of   work.  
● Duties   and   responsibilities. 

 
 
Application   Form 
 
Each   volunteer   is   required   to   complete   an   application   form.  
This   form   includes:  



 

● Name,   Address   and   telephone   number   of   applicant.  
● Previous   experience.  
● Reason   for   volunteering.  
● Name,   address   and   telephone   number   of   two   referees.  
● Interview/Informal chat. Each volunteer will have an interview or informal chat           

with representatives of the staff and management as part of the recruitment            
process. 

● Declaration/Garda Clearance. Where possible, Garda Clearance is sought for         
all volunteers. If Garda Clearance is not possible, the volunteer is required to             
sign a declaration stating that he/she does not have a record of crime/s, which              
could   be   deemed   to   pose   a   risk   to   children.  

 
Induction  
 
An   induction   period   is   provided   for   all   new   volunteers.  
Volunteers   are   provided   with:  

● Information   about   the   role   of   the   childcare   service  
● Further   information   on   the   volunteer’s   role  
●    Information   on   the   role   of   other   volunteers   and   employees  
● Details   of   codes   of   behaviour  
● Full   details   of   the   Policies   and   Procedures  

 
Volunteers are obliged to familiarise themselves with the Policies and Procedures of            
the   service   and   to   sign   up   to   the   codes   of   behavior   as   set   out   by   the   service. 
 
 
 
 

53.   Waste   Management   Policy 

  
The Sharkey Hill Pre-School monitors closely the management of waste and           
disposes of it in accordance with local authority requirements. At present, Westport            
Town Council outdoor staff remove the disposable waste weekly. Staff are made            
aware of the need to minimise energy waste and we use appropriate measures to              
save energy, such as energy saving lighting etc. The pre-school/after-school recycles           
paper waste, plastics, cardboard and packaging and ensures that where possible           
other   sources   of   waste   are   recycled   to   reduce   the   effect   on   the   environment. 
 
This policy is reviewed annually and is carefully considered in the best interests of              
the   children,   setting   and   the   environment. 
 
 



 

54.   Whistle   Blowing   Policy 
 
Why   Have   a   Confidential   Reporting   Procedure? 
Sharkey Hill expects employees who have serious concerns about any aspect of            
their work to come forward and voice their concerns internally, within the organisation             
rather   than   overlooking   the   problem   or   “blowing   the   whistle”.  
 
What   concerns   are   covered? 
The procedure is intended to supplement, rather than replace, the existing           
Complaints, Disciplinary and Grievance Procedures and should not be used          
inappropriately. Concerns or allegations which fall within the scope of specific           
procedures,   e.g.   Child   Protection,   will   normally   be   referred   under   its   own   procedures.  
 
This Policy is intended to cover serious concerns that fall outside the scope of other               
procedures   and   many   relate   to   something   which: 

a) Is   against   Financial   Regulations   and   policies 
b) Falls   below   established   standards   of   practice 
c) Amounts   to   improper   conduct,   including   something   that   is   believed   to   be: 

● Against   the   law 
● A   Health   &   Safety   risk 
● Damaging   to   the   environment 
● A   misuse   of   money 
● Corruption   or   unethical   conduct 
● Abuse   of   clients   or   service   users 

 
Who   can   an   employee   raise   a   concern   with? 
The employee should firstly raise their concerns with their Senior Early Years            
Educator. However, if they don’t feel able to do this then they should approach the               
Development   Worker   (Rita   McNally)   or   a   Committee   Member. 
 
How   does   an   employee   raise   a   concern? 
The concern can be shared verbally or put in writing but the employee needs to make                
sure the person they are talking to is aware they are following the Whistle Blowing               
Procedures. 
 
How   will   the   concern   be   dealt   with? 
The person who receives the initial concern (part of the management team) will make              
initial enquiries to determine whether the concern raised needs further investigation.           
Such initial enquiries should be dealt with promptly, thoroughly, impartially, and           
confidentially,   in   accordance   with   the   Procedures. 
 
The management team will acknowledge the concern in writing, within 10 days, and             
give an indication of how the concern will/or has been dealt with. If it hasn't been                
dealt with, then an indication of how long the procedure will take needs to be               
included. 
  
Initial   Enquiries 



 

As part of the initial enquiries the member of the management team may meet with               
the employee to gather further information or clarify certain details. Employees are            
expected to co-operate fully with the investigation, and disclose all relevant           
information. The member of the management team will record, in written format, all             
meeting. 
 
If other employees are able/willing to substantiate the concern they should also meet             
with the member of the management team dealing with the concern. If the             
management team believe other employees are aware, but don't feel able to come             
forward, then the management team should approach them and try to persuade them             
to   share   their   concerns. 
 
Possible   outcome   of   initial   enquiries 
Depending on the nature of the concern, and the evidence found, possible outcomes             
include: 

● Unable to investigate due to anonymous report and not enough information to            
proceed 

● If the concern was shared but was inaccurate no further investigation would be             
carried   out 

● Where there is believed to be grounds for concern then further investigation            
will   be   carried   out 

 
Further   investigations 
Depending on the nature of the concern e.g. suspected fraud, theft, serious            
malpractice   etc.,   the   management   team   may   investigate   further.  
Care   needs   to   be   taken   when   carrying   out   the   investigation   to: 

● Protect   the   employee(s)   concerned 
● Avoid   alerting   anyone   about   whom   a   concern   has   been   raised 
● Avoid   alerting   other   employees   who   may   then   warn   the   subject   of   the   concern 
● Record the information as the record may be used in a formal hearing, if it is a                 

serious   complaint  
● Keep   all   records   secure   and   confidential 

 
Untrue   allegations 
If an employee raises a concern in good faith, but it is subsequently confirmed by the                
investigation to be untrue, no action will be taken against the employee. However, if              
the allegation is found to have been frivolously, maliciously or for personal gain,             
disciplinary   action   may   be   taken   against   the   employee. 
 
Sharkey Hill also wishes to encourage employees to feel confident in raising serious             
concerns   and   to   question   and   act   upon   concerns   and   practice. 
 

 
 

 

 



 

55.   Working   with   Own   Children/Relative   Policy 
 
We believe our staff should remain neutral and treat all children with the same              
concern. This is why we feel it is inappropriate for staff to care for their own children                 
whilst   working   in   the   setting. 
 

● Key workers will not be allocated their own children. This will encourage the             
child   to   build   relationships   with   other   children   and   adults   in   the   setting. 

● If group trips occur, the staff member will be assigned a group that does not               
contain   their   own   child   or   close   relation.  

● Staff caring for another staff member’s child will treat them as they would any              
other parent/child. No special treatment will be offered to any child or parent             
who   has   connections   with   the   nursery 


