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Roots & Wings @ Beverton Preschool -31 Beverton Drive, Donabate, Co. Dublin
Roots & Wings @ Beresford - 22 Beresford Road, Donabate, Co. Dublin
Roots & Wings @ Kindergarten - The Square, Ballalese West, Donabate, Co. Dublin
Roots & Wings on the Green – 39 Beresford Crescent, Donabate, Co. Dublin 


Roots and Wings
If I had two wishes, I know what they would be
I'd wish for Roots to cling to, and Wings to set me free;
 Roots of inner values, like rings within a tree;
and Wings of independence to seek my destiny.
 Roots to hold forever to keep me safe and strong,
To let me know you love me, when I've done something wrong;
 To show me by example, and helps me learn to choose,
To take those actions every day to win instead of lose.
 Just be there when I need you, to tell me it's all right,
To face my fear of falling when I test my wings in  flight;
 Don't make my life too easy, it's better if I try,
And fail and get back up myself, so I can learn to fly.
 If I had two wishes, and two were all I had,
And they could just be granted, by my Mom and Dad;
 I wouldn't ask for money or any store-bought things.
The greatest gifts I'd ask for are simply Roots and Wings.

By Denis Waitley












Introduction
Welcome to our Roots & Wings Family. Throughout this Parent Handbook, we refer to our services as “Roots & Wings”. We operate three early years education and care settings that fall under the business umbrella known as “Muintir Childcare ltd.”, a single owned enterprise run by owner Nickola Cullen.  Our three services are located in the suburban peninsula of Donabate. They are Roots & Wings @ Beverton, Roots & Wings @ Beresford and Roots & Wings @ Kindergarten. The following handbook discusses our policies and procedures that govern and guide the operations of our three services. Please note that some policies may not be applicable to you and your child e.g. Afterschool Policy, sleep policy  etc. 
We would like to take this opportunity to welcome you and your child to our setting.  Please read and then save this booklet as it may be useful to you as a reference throughout the year.
Roots & Wings @ Beverton,  was the first of our three services to open its doors in January 2002 . It is a multi award winning sessional service that has developed a high reputation for quality early years education and care within the Donabate Community. Roots & Wings @ Beresford is an extension of Roots & Wings @ Beverton. It is a purpose built full day-care service which opened in January 2017. It is following in the footsteps of Beverton and it too has become a multi award winning service. Roots & Wings @ Kindergarten is our newest service offering part time and sessional education and care to the Donabate community. Roots & Wings @ Kindergarten opened its doors in January 2021.
We are notified to the Health Board and our three services have been regularly inspected by Tusla, The Department of Education and Pobal.  We comply with the newest 2016 Childcare Regulations.  We are members of Early Childhood Ireland and are affiliated with their insurance scheme.
Our ethos is a simple one - to provide quality affordable childcare where the individuality and uniqueness of each child is respected.
Our aim is also a simple one – to provide a safe, fun, stimulating and welcoming environment where our professionalism goes hand in hand with our caring approach

Our Services ~ Statement of Purpose & Function
Our three settings offer a range of services. They adhere to all adult to child ratios as set out by preschool regulations. Where possible and to follow best practice, each service operates off a reduced ratio. All of our settings follow a play based and emergent interest curriculum and are guided by the needs, interests and the ages / stages of development of the children in the settings.
Roots & Wings @ Beverton Preschool
Beverton Preschool is a sessional early years’ service catering for children between 2.8 years and 5.6 years. We offer two ECCE sessions. We have the floor space to cater for 26 children at any one time.
Our opening hours are 9.00am - 3.30pm – 38 weeks of the year.
	Service
	Times
	Price

	ECCE Session (optional extras)
	9.00am - 12.00pm (Morning)
12.30pm – 3.30pm (Afternoon)
	€59 per month



Roots & Wings @ Beresford
Roots and Wings @ Beresford offers a range of full and part day-care services to children aged 2 years – 12 years.  It has the floor space and capacity to cater for 60 children at any one time
Our opening hours are 7.45 am to 6pm – 51 weeks of the year.
Services and Price List
	Service
	Times
	Price

	Full day care 
Caterpillar Room 2-3 years
	7.45 – 6pm
	€1000 per month

	Full day care
Butterfly Room 2 yrs 8mts - 6 years
	7.45 - 6pm
	€920 per month

	Part time day care
Butterfly Room 2 yrs 8mts - 6 years
	8.30am-1.30pm
(38 weeks)
	€403.38 per month

	Part time day care
Butterfly Room 2 yrs 8mts - 6 years
	8.30am-1.30pm
(51 weeks)
	€460 per month

	Breakfast Club & Afterschool
(38 weeks)
	7.45 – 9am
1.30-6pm
	€513 per month

	Afterschool only (38 weeks)
	1.30-6pm
	€380 per month

	Breakfast Club, Afterschool,
 Full-time during the holidays
(51 weeks)
	7.45 -9am
1.30-6pm
7.45-6pm
	€675.20 per month


NB: Prices are totals and we will take away the funding where applicable to each child.
Sibling Discount
· Full day care: 7.5% discount.
· Part time care: 5% discount.

Full fees will be charged when the first child leaves the service.

Roots & Wings @ Kindergarten
Kindergarten offers a range of services for children between 2.6 years - 12 years of age. It has the floor space and capacity to cater for 30 children at any one time.

Our opening hours are 8.30am* - 6pm: 38 weeks of the year.
*Premises are open from 8.30am for part time care. Breakfast club and School drop off operates from  Roots & Wings Beresford from 7.30am - 9am

Services and Price List
	Service
	Times
	Price

	Part time day care (38 weeks)
	8.30am-1.30pm
	€403.38 per month 

	Sessional (ECCE only)
	9.00-12.00pm
	€304 per month

	Breakfast Club (Facilitated in 
Beresford) & Afterschool 
(38 weeks)
	7.30 – 9am
2pm-6pm
	€513 per month

	Afterschool only (38 weeks)
	2pm-6pm
	€380 per month

	Breakfast Club (Facilitated in 
Beresford), Afterschool,
 Full-time during the holidays
(51 weeks)
	7.30 -9am
2pm-6pm
7.30-6pm
	€675.20 per month



NB: Prices are totals and we will take away the ECCE and or NCS funding where applicable to each child.


Sibling Discount
· Part time care:  5% discount.
· ECCE/Session Preschool: No discount available.

Full fees will be charged when the first child leaves the service.

Information
Information regarding the ethos, philosophy, staff, our policies and procedures and much more can be found in this handbook. It is a detailed and lengthy document that guides our practice in all three settings and is designed to dip in and out of. We acknowledge that this document is quite lengthy and suggest it be used as a point of reference for our families, regarding any information they may be seeking regarding our service.
We do however strongly recommend you familiarise yourself with the following policies in particular to start with:
· Our Administration Policy
· Code of Conduct for Parents
· Child Protection
If you have any questions, please do not hesitate to contact our team 
Our Team
We understand that our team of educators play an important part in supporting children’s learning within the context of our play-based programme. We provide resources which support children to form connections, to explore, create, construct and solve problems. We maintain a balance between experiences which are initiated by the children and those which are supported or facilitated by thoughtful and intentional teaching.

Across our settings, we operate with a team of highly trained and experienced staff members.  We are in a very enviable position of having a very highly qualified team that more than meets the Preschool Regulations. Our educators across both services hold the following qualifications:
-BA (Hons) in Leadership and Management of the Early Years Sector
- BA in Early Years Education and Care
-BA in Applied Early Childhood Studies 
-QQI level 6 in Early Years Care and Education 
-QQI Level 5 in Early Years Care and Education

-Various CPD courses and training to ensure regular upskilling and professional development is maintained. For example, Lámh, Irish Sign Language, Hanen Teacher Talk Training, Sensory Processing, Fundamental Movements, Mini Me Children’s Yoga, Training and education on the Quality Regulatory Framework governed by Tusla, LINC, First Aid Responder, Child Protection, The Penn University Literacy Programme  and much more.

Further information in relation to individual qualifications can be obtained on site of each service and on our websites.

Beverton Preschool has been awarded the top grade in the National Síolta programme which acknowledges the service as having the highest standards of quality and care. Currently, Beverton is renewing this award and Roots & Wings Beresford is engaging in the programme to obtain this award. The Department of Education and Skills inspection awarded both services as having exemplary standards in all 4 areas inspected. Beverton and Roots & Wings @ Beresford has won multiple national awards from Early Childhood Ireland over the last few years for our Innovative Practice, Learning Stories and their Inspired Practice.

All members of our teams are continuously professionally developing in our training and qualifications which already exceeds the requirements for the ECCE scheme. 









Philosophy and Practice
Our Philosophy and Practice
Our Philosophy is seen as a living document, continually evolving in the light of new research, the ideas of new team members and input from children and their families.

Our View of Children
We believe that the way we think about children and childhood will in turn impact upon the relationships that are formed with the children in our care and the way we set about planning and implementing our pedagogical programme.

It is our belief that children have rights, and we aim to regard children as capable, competent and resourceful little people. We believe that childhood is a stage in its own right and not just a transition to the “next stage” (although of course it is that too).

Our Mission Statement
We strive to support each child’s holistic development and growth. We can do this by recognising children’s individual interests and skills, and nurture them through the techniques of listening, observing and scaffolding to best facilitate each child’s development. Through our open ended, play based, attentive approach to learning, we will help each child become happy, confident and curious little people. It is in the early years that children build the foundation for lifelong learning. We strive to create enjoyable, meaningful and memorable experiences that will stick with children and their families throughout their lives. 

“The best teachers are those who show us where to look but do not tell us what to see” ~Alexandra K. Trenfor







Our Goals and Values for every child
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In our reception at Beresford, you will see a tree that displays the words of many dispositions and attributes. They represent the qualities that we endeavour to help children acquire and develop through the experiences and nurturing provided in our three settings
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Learning Environment and Pedagogical Influences. 
Our learning environment encourages the development of children who can feel safe and nurtured, who can make choices, think independently, take challenges, explore ideas, ask questions, and be well cared for, within a social play-based context. While there is a general rhythm to the day, the team strives to be flexible and responsive to the children’s own rhythm and to their interests, ideas and contributions. The indoor and outdoor environment are seen as equally important and a seamless transition between the two is offered during the day. 
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Experiences tend to be child led and open ended – with children encouraged to use the equipment and activities such as art and craft materials, blocks and construction materials creatively, in their own way, with adults on hand to guide, support and facilitate. Early Years Practitioners and children work collaboratively together – co-constructing knowledge, meaning and understandings.
There are several pedagogical influences, supporting theories, approaches and ideas which underpin or weave throughout our programme of care which will be discussed in this handbook. 
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The approach to Play
We put play at the centre of the pedagogical approach and value it as a means for all aspects of development and learning. The team believes that children’s play is incorporated across all developmental domains and curriculum areas and ensures that play is central to the daily routine. The research is so clear about the benefits of play, that in Ireland, play has been established as central to the early childhood curriculum. Both Aistear, the national curriculum framework and Síolta, the national quality framework, emphasise the importance of play in the home and in early education settings.
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We believe in the statement that play provides the opportunity to experiment, explore, discover and to solve problems. As children play there are opportunities to talk, to listen and to explore language. There are also opportunities to relax, to have fun, to experience and to express joy.
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The Curriculum 
Evidence based practice has shaped the curriculum and pedagogical approach in our settings. Our team understands the importance of reflective and scientific investigation in relation to evolving the area of Early Years Education.
Knowledge is created not “transmitted” and that is why at Roots and Wings we do not just have “Teachers” but instead have adults that support a child to examine, question and expand their knowledge.

Curriculum approach
Aistear, the National Curriculum Framework provides educators with guidelines for planning and providing a curriculum that empowers children to grow as competent and confident learners. This is done through supporting a child’s sense of, Well-being, Communicating, Identity and Belonging and Exploring and Thinking. Aistear’s guidelines for good practice advocates the child learning holistically... physically, intellectually, linguistically and socially and emotionally on a higher spiritual level.

Síolta the National Quality Framework provides a quality charter that supports providers in defining, evaluating and improving their practice. Our services always strive to follow the best practices of Síolta.

The curriculum philosophy is implemented through an approach called an “Emergent interest and inquiry-based Curriculum”. This approach allows learning activities to arise out of each child’s interests, actions and everyday events happening all around us, in essence through their play.  It is understood that children are completely unique and individual with their own special personalities and abilities. The responsibilities and roles of key childcare educators is to meet the individual needs and rights of the young child through ensuring effective age and stage appropriate curriculum planning.

The framework for this style of curriculum planning is based on the understanding that children are actively motivated learners who review the world through their play (hence the expression, “children learn through play”). For young children everything in the world is curriculum and they themselves shape, invent and organise their own curriculum all the time. This entails the adults seeing the curriculum as what actually happens in an educational environment, not what is planned to happen. By broadening the perception of what has to be learnt to the world outside of traditional curricula, a more holistic approach with relationships and interactions at its core can be emphasised. The influence of a more social and interactive model of learning considers a child’s diversity and culture as well as a child’s unique learning style. 

Learning through Interactions. 
Our services follow Aistear’s guidelines and believe that effective curriculum implementation is achieved through a variety of adult strategies, close and supportive relationships in the setting and a range of experiences which are made available to each and every child. The team understands that respectful, empowering, rewarding and fun adult-child interactions are essential to a successful early childhood programme and the manner in which the adults interact with children plays a very important role in their learning and development. Aistear advocates a number of interaction strategies that will provide an environment where relationships are at the core of best practice, they are building relationships, facilitating, organising and directing. 

Planning, Evaluating and Documenting the Curriculum. 
Our services follow the principles of best practice as set down by Aistear and plan, evaluate and document the curriculum in order to support and enhance the learning outcomes for all children attending the service. Service practice is reviewed on an ongoing basis; curriculum philosophy is implemented through a “Play Based Emergent Curriculum” and this in itself ensures the team are constantly observing, planning and implementing those changes. The difference between assessment “for” learning and assessment “of” learning is understood by team members. Educators plan a broad sweeping curriculum, open to change and emerging interests at the beginning of each term.

Involving parents and families
The argument has long been won regarding the benefits of a partnership between an early years’ service and the child’s family. At Roots & Wings, the team respect, understand and value the contribution parents make towards their child’s learning and provide support, guidance and encouragement to parents as the child’s first and most influential educators. The team understands that parents can make a great contribution to the early years setting, so they are fully encouraged to spend time in the service and become involved in all aspects of daily life. The team knows that when a child’s parent(s) comes to visit a setting, this enhances a child's sense of identity and belonging, and they also feel a sense of pride.  Staff are skilful in working with parent’s and every effort is made to make them feel welcome and comfortable.
Communication
The building of a relationship between parents and staff is the foundation for the child’s positive experiences at Roots & Wings. We encourage you to talk openly with the team in order to establish a collaborative relationship. Continuity between home and the early years setting, is essential to providing a meaningful experience for your child. It is important that you tell us about any changes or special activities in the home. The more familiar we are with your family, the more understanding, supportive and helpful we can be.

Obviously, the best time to talk is either before or after childcare hours.  If you need to talk to us, please make an arrangement with Nickola or Leanne or your Child’s key person. We will plan an after-hours appointment where we will be happy to discuss any concerns or queries that you may have.  All personal information about children or their families is completely private and confidential.

Please inform staff of any changes (e.g., one parent must take a trip, illness in the family, moving [even a short distance], parents changing jobs, etc.) before or when they happen. Changes at home often lead to changes in behaviour at the service. We can care for and work better with your child if we are aware of the changes at home.

 It is of utmost importance that you notify Nickola or a team member of any changes in address, phone numbers at home and at work, caregivers or emergency phone numbers.  It is also very important to make staff aware and to update our Registration Forms of any new medical conditions or allergies that the child may develop.  
[bookmark: _heading=h.30j0zll]
[bookmark: _heading=h.yw9u7nloyhvm]General Information
We would like to bring to your attention the following to help make life easier for your child starting in our early years services.

· We actively promote children to arrive at the setting in simple practical clothing. Please do not send your child in wearing clothes that will inhibit them from taking part in all activities.  If your child comes home from the service dirty, this usually means that they have had an extremely productive and busy day!

· We ask that parents label all children’s belongings such as coats, school bags, lunch boxes, beakers etc either with the child’s name.

· School bags that have a zip and an easy open lunch box are a lot less frustrating for the young child starting playschool.

· Toys from home are not allowed in playschool as this causes upset amongst the children particularly when toys get broken or lost or go home in the wrong bag.

· Amber beads must be removed when your child attend’s Roots and Wings as identified from risk assessment and advice from the HSE, these pieces of jewellery are considered a choking hazard.

· We would ask that every child has a bag with a full change of clothes in case of accidents.

 “Play is the highest expression of human development in childhood, for it alone is the free expression of what is in a child's soul.” Friedrich Frobel















Our Policies and Procedures
Administration 
· Admissions
· Deposits
· Children with additional/specific care needs.						
· Payment Policy										
· Funded Programmes i.e., ECCE/NCS				
· Confidentially									
· Data Protection Policy
· GDPR Policy (Refer to separate document)				
· Internet, Photographic & Recording Devices	
· Arrivals and Collection Policy							
· Complaints Policy									
Health and Safety
· Health and Safety	(including use of Amber Teething Jewellery)	
· Illness and Exclusions Policy							
· Personal care and toileting						
· Toilet Training										
· Fire Safety										
· Administration of Medication							
· Safe Sleep Policy								
· Accidents and Incidents Policy							
· Infection Control Policy								
· Food and Drink
· Healthy Eating Policy									
· Risk Management 									
· Child Protection	
· Emergency Closure Policy
· Hot Weather Policy	
· Sun Safety								
Children, Education & Care
· Settling-in 										
· Transitions Policy									
· Key Person Policy									
· Curriculum											
· Interactions with Children								
· Observation and Documentation							
· Risky Play											
· Outings Policy										
· Energy Saving Policy									
· Outdoor Play Policy									
· Integration and Inclusion
· Inclusion Officer Policy								
· Multi-agency policy									
· Equal Opportunities									
· Individual Needs								
· Enabling Collaborative Behaviour Policy
· Afterschool Policy
· Birthday Policy					
Partnership with Parents/Guardians
· Partnership with Parents 							
· Staff/Parents Concerns Policy and Procedure			
· Code of Conduct for Parents	
Annual Review of Policies and Procedures				
Additional Policies: See Child Protection 
· Recruitment policy
· Code of conduct				
· Staff Code of Conduct							
· Missing Child Policy				
· Personal Care and Toileting Policy
Staff Related Policies – Staff Handbook (Available on request)
[bookmark: _Hlk111727561]Administration Policies
Admissions Policy

Statement of intent
It is our intention to make our services accessible to children and families from all sections of the local community.

Aim.
We aim to ensure that all sections of our community have access to our services through open, fair and clearly communicated procedures.

Method:
· Your child's name will be placed on a waiting list according to date of application- noting the chosen care requirements/service.
· Being on the waiting list, does not guarantee you a space.
· Allocations begin in the November/December of the year prior to starting i.e., November 2022 for September 2023.
· If you are not allocated a space, you will remain on the list for the following year. 
· Priority is given to children who currently attend the service and to siblings.
· Your child will be guaranteed continuation of their space until they go to National School based on the original booked care basis.
· Afterschool spaces are not considered a continuation of service and spaces will be allocated based on availability - a separate waiting list for School Aged Childcare options.
· We endeavour to cater for specific needs care or developmental needs once brought to our attention prior to enrolment.
· To ensure we deliver on our duty of care to all, we cap the number of children with additional needs and/or whom require level 7 AIM support in each class.
· A deposit is charged when your place is offered



Deposits:
Beverton 
· A booking deposit of €200 is charged and used to secure your child’s place and as payment for parent’s handbook and admin costs.
· Unless otherwise agreed, the deposit is deducted from monthly payments for optional extras, throughout the academic year between September and June. 
· One calendar months’ notice (payment) must be given when removing a child during the year. If a child leaves with no notice, the deposit will be held and used to offset any outstanding fees.

Roots & Wings - Beresford
· A certain number of places are reserved for full day care each year
· Deposit:
· Full time and Part time care - a non-refundable deposit of €200 (unless agreed otherwise) is charged when your place is offered. A place is only secure once the deposit has been paid. The deposit is held for the entirety of time that your child attends Roots & Wings. The deposit is fully refundable when a child is leaving the service e.g. natural transition to national school. If a child leaves the service in the middle of a term or contract, one calendar month’s written notice must be given. When a child leaves, the deposit will be deducted from the final month fee or refunded; this will be agreed between the service and family.  
· One calendar months’ notice (payment) must be given when removing a child during the year. If a child leaves with no notice, the deposit will be held and used to offset any outstanding fees.

Roots & Wings - Kindergarten
· Part Time Care:
· Deposit - a non-refundable deposit of €200 (unless agreed otherwise) is charged when your place is offered. A place is only secure once the deposit has been paid. The deposit is held for the entirety of time that your child attends Roots & Wings. The deposit is fully refundable when a child is leaving the service e.g. natural transition to national school. If a child leaves the service in the middle of a term or contract, one calendar month’s written notice must be given. When a child leaves, the deposit will be deducted from the final month fee or refunded; this will be agreed between the service and family.  

· ECCE: 
· A booking deposit of €200 is charged and used to secure your child’s place and as payment for parent’s handbook and admin costs.
· Unless otherwise agreed, the deposit is deducted from monthly payments for optional extras, throughout the academic year between September and June. 
· One calendar months’ notice (payment) must be given when removing a child during the year. If a child leaves with no notice, the deposit will be held and used to offset any outstanding fees.

[bookmark: _Hlk120097164]Admission of Children with Additional/Specific Needs:
· We endeavour to cater for the individual needs of each child once brought to our attention prior to enrolment.
· Having an awareness and understanding of each child’s specific learning/developmental needs aids us planning and recruitment of additional staff if required under the Access and Inclusion Model (AIM).
· Spaces are limited in line with adequate staffing/facilities to provide for needs.
· Where our highly qualified and experienced team have identified that a child requires additional support to independently engage within the ECCE programme, our team will liaise with parents and carry out a series of observations to determine the next steps.
· Where the identified need of the child exceeds the support available within a 1:11 ratio, and to enable the child’s participation in the learning environment, AIM may be recommended (eligibility for this support is in line with the ECCE programme).
· Where families choose not to engage with the AIM process and the child’s needs cannot be met within the mainstream preschool environment, the child’s place could be in jeopardy.
· If a situation were to occur whereby, despite reasonable efforts, we cannot cater for the complexity of a child’s additional care and/or educational needs, and this impacts the child’s integration and inclusion within the Early Education and Care environment – the service reserves the right to:
· Change the child’s care basis i.e., reduce service level
· Discuss alternative placement for the child i.e., specialised preschool
· Terminate / decline the child’s placement in the service
· The above situation may arise due to one or more of the following:
· Nature of the child’s needs
· Financial demands of providing additional supports
· Lack of specialised training
· Safety of the child is in doubt
· Safety of other children/staff/volunteers is jeopardised.


Notes:
· Acceptance of a space is for the offered space only i.e. Full Time/Part-time/Sessional. Please be aware that changing the service or level of care you require is not always an available option, as we allocate a set amount of spaces per option each year in line with staff ratio. 
· Acceptance of a space does not guarantee your child a space in our afterschool. Many factors need to be considered for this as there are implications regarding transport and selective spaces for each school.
· If this space is offered based on after-school, please be aware we can only offer and confirm after-school for that current year
· Spaces are offered to your child based on your expressed interest. If the care you require changes before a child if offered a place in our settings, you must communicate this to Roots & Wings so that we can update your details and preferences on our waiting lists














Payment Policy
Fees and Methods of Payment
· Fees are calculated monthly
· One calendar months’ notice (payment) must be given when removing a child during the school year.
· [bookmark: _Hlk120097150]During the enrolling process you will be provided with a SEPA Mandate which will allow us to process payment for your child’s fee.
· Your child’s fee will be communicated to you via email.
· Fees are payable monthly in advance on the first week of each month by way of direct debit. Please note that in the event any bounced payments, the payment will need to be rectified manually within 5 working days and a charge of €3.30 must be applied for any monies bounced. The child’s name must be referenced on the payment. See details below to arrange payment:
Bank of Ireland, Roots and Wings
IBAN: IE13BOFI90316224601855
BIC: BOFIIE2D

Fees at Beverton
All children attending Beverton receive ECCE funding for their place in the service. Our service offers optional extras (not included in the ECCE payment) to ensure our high standard of quality provision is maintained. Please see the separate policy, “ECCE Scheme” for further information. The weekly fee is multiplied by 38 weeks and divided by 10 months to give a monthly average. Bank Holidays must be paid for. 

Fees at Roots & Wings Beresford
For children attending the service all year round the weekly fee is multiplied by 52 weeks and divided by 12 months to give a monthly average. If your child is entitled to the free preschool year (ECCE), we calculate the total funding received for your child over the 38-week funding period and spread this over the 12-month period, therefore your fee will be steady each month.
For children who only attend the preschool services for 38 weeks a year, the weekly fee is multiplied by 38 weeks and divided by 10 months to give a monthly average.

Fees at Roots & Wings Kindergarten
Fees are calculated monthly. Children attend for 38 weeks of the year and therefore equal monthly fees are paid over the course of the academic year i.e., 10 months.
The number of places offered in each of our settings is limited by Tusla and the Child Care (Pre-school) Regulations (1996), and the staffing levels are fixed accordingly.
The costs which are involved in running the Preschool are not reduced by the occasional absence of a child – the building must be heated, the staff paid, and the equipment maintained in any event. The regulations are therefore framed so that fees are charged “per place” rather than per attendance

Early Childhood Care and Education Scheme (ECCE) Funding
· Our three services are signed up to the free ECCE scheme.
· With the introduction of the ECCE scheme by the OMCYA (Office of the Minister for Children and Youth Affairs) a sessional service must provide 15 hours Early Years’ Service in return for a capitation fee of €64.50. This is now the fee set for all services, no matter where they are located, what their overheads are and what their quality standards are. Although we warmly welcome this initiative the capitation shortfall simply does not allow us to sustain the high standards of quality and service that brought you to Roots & Wings. We do not want to compromise on our existing holistic approach to learning, that we have earned our reputation for over the last 20+ years. 
· All early year’s services are now obliged to offer an itemised list of optional extras that may be paid weekly or on a once off payment. All ECCE children are invited to avail of optional extra activities for a total sum of €15.50 per week which balances the fee to our original fee of €80 per week.
· All optional extras are already included in the non-ECCE rate of €80.
· We remind parents that these additional activities are optional and that appropriate programme-based activities will be provided to those children not partaking in our additional programme.
· Uptake of optional additional activities does not affect enrolment. 

We hope you see this as a worthwhile investment in ensuring that your child has the best possible experiences in our Early Years Services.

[bookmark: _Hlk120097125]National Childcare Scheme (NCS Funding)
· Note – NCS funding is available for hours spent in the service outside of the 3 hours of ECCE each day therefore cannot be applied for within a 3 hour ECCE only session.
· The NCS scheme is a financial support for families to access Early Education Services. The scheme is available for all children aged 24 weeks - 15 years.
· There are two types of subsidies, universal subsidy (not means tested) and income assessed subsidy (means tested).
See further information: https://www.ncs.gov.ie/en/ 
See information on how to apply: https://www.ncs.gov.ie/en/application-form-guide/
· It is the parents’ responsibility to apply/renew NCS funding on time for the funding to be deducted from fees. Failure to do this, will incur full payment of fee without subsidy.
· Parents must agree to only apply for subsidy for the expected hours of attendance as per the NCS guidelines.
· Parents will receive an NCS contract outlining details of the funded hours via email, and another will require signatures for service compliance. 
· If a child ‘under attends’ (i.e., does not attend for the claimed hours each week, for a period of 5 weeks), the service provider will contact the parents informing them of the pattern of underattendance in efforts to alert parents and avoid an impact on funding. Contact will be made on week 5 until week 8, at which point the service will need to report on the underattendance. 
· By week 8 of ‘underattendance’ – the service provider is required to report this underattendances to Pobal. We will then discuss the parents’ options with them to avoid further ‘underattendance’. (Options: Breaking the cycle of underattendance or reducing the number of funded hours (impacting the fee paid by the parent).
· Any changes to funding must be made in advance of the payment for the following month. Where this is not possible due to patterns of underattendance, this may result in a shortfall of funding which is payable by the parent.


Confidentiality policy

Statement of intent
It is our intention to respect the privacy of children and their parents and carers, while ensuring that they access the highest possible quality early years care and education.
Aim
We aim to ensure that all parents and carers can share their information in the confidence that it will only be used to enhance the welfare of their children.
Methods
To ensure that all those using – and working in – the Early years service can do so with confidence, we respect confidentiality in the following ways.
1. Parents have access to the files and records of their own children but do not have access to information about any other child.
2. Educators will not discuss personal information given by parents with other members of the team, except where it affects planning for the child's needs.
3. Staff induction includes an awareness of the importance of confidentiality in the role of the key person.  
4. Personal information is kept away and shared with as few people as possible and on a need to know basis.
5. Issues to do with the employment of staff, whether paid or unpaid, remain confidential to the people directly involved with making personal decisions.
6. Parent’s permission will be sought before photographs are taken of children, either as individuals or in groups.







Data protection policy
Statement of intent  
Our services are required by regulation to request and keep personal information regarding the children attending our settings. We are required to store information relating to name, age, special needs, family details including parents’ details and other family members, addresses (residential and email), telephone numbers, doctors etc. The personal data we collect is used to process your request for our services, to provide such services and to keep records of those who use our services as required in order for us to comply with the relevant parties and officials.

Aims/Objectives:
We aim to promote openness and co-operation among staff, parents, and children as a means towards providing the caring environment through which a child can develop and grow to full potential.

· To ensure the early years service complies with legislative requirements;
· To ensure that parents understand their right to see information held about their child, and to ensure that parents understand what information is kept and who may have access to it. 
· To clarify the types of records maintained and the procedures relating to making them available to the relevant bodies;
· To establish clear guidelines on making these records available to parents (and pupils over 18);
· To stipulate the length of time records and reports will be retained;

Method 
· Any personal information stored at our services is treated with the strictest confidence. 
· Staff have access to personal information such as contact details for emergencies.
·  Information about any child is only for the purpose of enhancing their learning and experiences in the Early Years Service.  
· In the case of a child attending another service or specialised setting to meet any additional needs, Staff will work under the guidance of the parents with any relevant stakeholders, such as staff from another service.
· Information will only be shared at the parents’ consent and will be for the purpose of furthering the child’s development and overall well-being.  
· Child observation records are used both for planning and developmental awareness.  These observations are shared with the parents within the child’s learning journal.  
· Permission must be sought from parents for photographs and video footage and the sharing of such.
· Child records are stored safely and securely in our building. Current records with contact information for the children are stored safely but are easily accessed by the staff in case of emergency.  Past students’ records are kept in storage safely and disposed of appropriately in order to protect each child and family’s information
· Ex-enrolled children’s records are kept in storage safely and disposed of appropriately to protect each child and families’ information
· As per the Early Years Regulations 2016 the service will retain records on
· The child’s name, date on which they began and ceased at the service, name and address of a parent or guardian of the child and a telephone number where that parent or guardian or a relative or friend of the child can be contacted during the hours of operation of the service, authorization for the collection of the child, details of any illness, disability, allergy or special need of the child, together with all the information relevant to the provision of special care or attention, the name and telephone number of the child’s registered medical practitioner, record of immunizations, if any, received by the child, written parental consent for appropriate medical treatment of the child in the event of an emergency
· The above records are retained for a period of 2 years from the date on which the child to whom it relates ceases to attend the service
· As per GDPR Laws 2018 and the Early Years Regulations 2016 the service will retain relevant children’s records. Please see separate GDPR policy.

All parents should note that in the event of a child protection concern then information about children and their families may be shared with the relevant agencies without the consent of parents. 




Internet, Photographic & Recording Devices
Statement of Intent
We value the use of the internet, photographs and recording devices in enhancing and sharing the children’s learning and development during their time at Roots & Wings. Saying this, we also respect each family's wishes regarding these issues and also the hazards they may impose. 

Aim
To ensure the appropriate use of internet, photographic and recording devices in our settings to benefit, whilst protecting, the children in our care. 

Methods
· Internet:
· Only Management has access to the computer system in the services.  If a staff member is using the computer/internet this must be requested to management and inappropriate materials being viewed on the computer is strictly prohibited. 
· The internet can also be a very valuable tool for learning and researching information.  We strive to involve the children in every aspect of their learning. Therefore, they may occasionally have access to iPad etc. that are strictly supervised by staff, to support the development of their learning on topics etc. 
· Photographs and recording devices:
· All parents are requested to state whether they are giving to their permission for their child to be photographed/recorded in our settings for a variety of reasons given on their Record Card – recording and documenting the children’s learning 
· Photographs/recordings will only be taken on the Services Camera, not on any staff members personal phone or camera. 
· This will be monitored by management to ensure the wishes of all families are respected
· We have a strict policy that staff members do not carry their phones on them in the setting, for child protection. 
-We ask parents not to take any photographs/recordings of the children in any of our settings as not all families may be comfortable with this
-We understand that celebrations, such as graduations from the service, are very important to the children and their families. Management will discuss these celebrations with parents’ case by case and inform parents on appropriate action 
























Arrival and Collection Policy

Statement of Intent
To ensure the smooth operation of the early years services and operate care and education to reflect the best interests of the children.

Aim
· Roots & Wings aims to keep children safe and free from unnecessary upset and concerns.  
· This policy aims to highlight the importance of time keeping with regard to late arrival and collection.

To Achieve this
· Roots & Wings gives clear instructions on how to contact the service and their child’s class group.  Contact numbers are on the Parents Handbook, displayed on the website and Facebook page, the parent notice board and on every newsletter.
· The service expects parents to support the team and their child by keeping them informed if problems arise affecting the collection of their child.
· The team will give clear guidelines to parents of the finish times and update parents if times change for specific events.

What is expected from parents and carers
· Parents and carers are expected to be on time for arrival and collection of their child, with a particular emphasis on collection.
· We understand drop off times in the morning may clash with the Primary school start time and are respectful of this,  within reason. 
· The service understands that emergencies do happen, and this may make you late to collect your child. The service expects a telephone call explaining this and a reasonable solution made for your child to be collected.

Our service’s insurance stops when the session ends (for Beverton) and at 6pm sharp for Roots & Wings @ Beresford and Kindergarten. Therefore, the children are not insured to be on the premises after these times. late collections from Beverton and Kindergarten will impact on the rhythm of the day in our other services, as educators continue their day and cover shifts in our sister services.  Most importantly the late pick-up, with no warning to the child, can upset and distress the child and is not in their best interest.  

Health and Safety
Staff must always keep the front door locked in the setting to ensure the safety of all children.  
If a parent is late dropping their child, staff would appreciate that parents would say a quick goodbye at the door, as a member of staff has had to leave to group to answer the door.
As our settings are located in residential areas, we would urge parents to be careful when parking and driving near the buildings.  Please ensure you hold your child’s hand around cars near the settings.  If driving, be mindful of other parents and children arriving/leaving.  We believe it essential to supervise young children at all times and would recommend parents not to leave children alone in cars.   

If a child is not collected on time
After the third late incident, Roots & Wings will charge the parent €5 per 15 minutes after collection time. This is to help cover the cost of 2 members of staff staying behind to wait with the child, as per regulations.  
In the event of a child being left more than 15 minutes without a telephone call, the setting will try the child’s contact numbers as identified in the child record card. If no response and no contact after 30 minutes, Social Services and the Garda will be contacted. An incident report will be written.  

When someone new is collecting a child
Children can only be collected by an individual who has been given authorisation to collect a child. Children can only be collected by a responsible adult or a person that is over the age of 16.  Authorisation must be given by a parent. All families can nominate authorised collectors and this should be documented in a child’s records. If there are changes to those who are authorised to collect children, the service must be notified in writing or via email. 
We understand that there are times when families need to arrange alternative arrangements to collect children and this can sometimes happen at short notice. If this does happen, the service must be notified and a phone call will suffice. The parent must provide the service with the nominated person’s full name. The nominated person must show a photo ID upon arriving at the service. If the person does not have a photo ID, it can be agreed between the parent and the setting that a code word is used instead. The authorised collector must give the code word to the educator before a child can be allowed to leave with the new person.  
 
If a child is being collected by a person who does not collect on a routine basis e.g. grandparent, family friend etc. but they have been nominated as an authorised collector on the child’s record card, the child’s parent should still inform the service of this change in the usual routine, prior to that person arriving to collect a child. Even if the grandparent, family friend etc. has been to the setting before, we must be informed of the change to collection for that day. Educators may not always reccognise this nominated person and therefore will ask for the person to provide them with photo ID and may check these details against the child’s records on file or make a quick call to the parent to verify the identity. 

Concerns at Collection
In the event a parent arrives to collect their child in an unfit state and where there is concerns regarding the welfare and safety of a child at departure time due to for example illness, drug/alcohol usage, the Team Lead/most senior member of staff will assess the situation with regard to the following procedures being taken.
Staff members have no legal rights to withhold a child from their parent in these circumstances however the following protocol will be followed as closely as possible to ensure the safety and welfare of the child is maintained.
· Ensure the child is cared for by another team member to enable the Team Lead/Senior staff to discuss the situation in the absence of the child with the parent/guarding/authorized collector.
· Offer the person in question to contact a family member/friend/authorized collector to assist in the care and well-being of the child returning home from the service.
·  Offer to call a taxi service to assist in the commute home
If the person in question rejects the above suggestions and insists on collecting the child themselves, there is no legal recourse open to staff.
*If Educators feel that the child’s well-being, safety and welfare is in jeopardy due to the unfit state of a person, Educators have a duty of care as outlined in our policies to each child within our service and will follow the principles of best practice for the maintenance of protection and welfare of the child.
Department of Health and Children, (2002): ‘It is important to always put the child’s safety and well-being first, over and above any other considerations.’ It is, therefore, always the policy of the Centre that ‘the welfare of the child is the most important consideration’. For that reason, where there is a risk to the child, it is in the best interest of the child for staff to discuss their concerns with the duty social worker in their local HSE or, in case of emergency, to contact the Gardaí. (ECI, 2015)

Monitoring and reviewing this policy: The policy will be reviewed in response to changes in legislation and within the setting. The management and relevant stakeholders will review the policy annually and be responsible for making sure the policy is being carried out within the setting and liaising with other staff.
[bookmark: _heading=h.3znysh7]




















Complaints and Comments Policy

Statement of Intent 
We value input on our services from everyone involved to assist us in developing and enhancing our practice. We welcome children, families, and staff members’ views on the service. We understand that from time to time anyone involved in the setting will have a concern or feedback about the service and we are dedicated to giving careful attention and a courteous timely response to all suggestions, comments or complaints.

Aims 
To ensure that every person involved in the setting has their voice heard and responded to appropriately to better improve the services we provide.

Methods
Comments procedure
· All comments are welcome and can be shared with any member of the team
· If comments are from a staff member – please see management 
· A comment can be made verbally to team member. If you encounter an unsatisfactory result the comment should be made in writing to the owner/manager or to the nominated person in a committee managed group.
· Again, comments from staff may be made directly to the manager
· The owner/manager or nominated person will make a note of these in the Comments Book, along with any action taken
· The complaints procedure should be availed of if a satisfactory response is not received within a reasonable time
· We may ask the parents for feedback on the service/specific events throughout the years and would greatly appreciate your honest comments 


Complaints procedure 
· If you wish to make a complaint you should contact a member of management i.e. Nickola Cullen or Leanne Byrne, to discuss and, hopefully, resolve the matter.
· Should you still feel that the matter is unresolved then the complaint must be put in writing to a member of management.
· All complaints are investigated promptly, taken seriously and handled appropriately and sensitively.
· Complaints that warrant an informal resolution can be dealt with imminently. If a more formal process is required, we endeavor to have a solution within the timeframe of two weeks. Where further investigation is required the length of time for dealing with a complaint may be increased.
· A written acknowledgement of the complaint will be sent in 5 working days.
· Complaints will be dealt with in a sensitive manner, they will be handled in such a way that does not instill fear, favour or prejudice.
· If the complaint is related to the behavior of a member of staff, the staff member must be informed that a formal complaint has been made and be given the full details and the right to reply
· Parents/guardians/caregivers must be made aware that staff are informed of complaints made relating to their behavior so that the procedure can be implemented.
· If the parent is not satisfied with the outcome, he or she may make a written request to go to the third stage of the procedure, which involves an independent mediator or panel.
· The panel will include an external mediator e.g. a representative of the Fingal County Childcare Committee 
· This panel will not include any person directly involved in the complaint or related to the complainant or staff member
· The panel, having considered all the relevant material and talked with all those concerned, will reach a decision and if necessary, make recommendations.
· The complainant and other people involved will be informed of the outcome.
· Parents/guardians/caregivers may be invited for meeting(s), phone calls etc. depending on the situation to resolve the issue,
· After these procedures are followed and all parties are happy with the outcome the case will be deemed closed.
· In instances where the complaint involves the welfare of a child/children, the information should be made known to the relevant local Duty Social Worker in the Health Service Executive and in the case of a committee managed service, to the committee, through the chairperson
· Complaints will be closed hopefully with a resolution and point of going forward made both between the panel and the concerned party. Should the party be unhappy with the resolved issue an appeal is possible through writing and further meetings will be scheduled to come to a settlement using the policies as a point of reference.
· If the complaint involves a Child Protection issue, the procedure as outlined in the Child Protection Policy will be immediately implemented. In these situations, complaints may not be managed by the service. Instead they will be dealt with by An Garda Síochana or Túsla. See child protection handbook
· A complaint will be closed once an outcome is acquired. When this happens,
· The outcome of the complaint is recorded
· The document will outline any recommendations that have been made
· It will highlight any changes to practice and policy
· It will contain information about an appeals process.
· An accurate and detailed record of the complaint will be kept on file in a complaints folder as per GDPR laws (2 years -see GDPR policy). The people who have access to the file within the service are the management team i.e. Nickola Cullen (Owner) and Leanne Byrne (Manager)

This policy is communicated to all parents, guardians and school age children. It is provided to parents when a child first joins the service and it is accessible and available in the service. 

	Complaints Contact Person

	Nickola Cullen
	Leanne Byrne

	Owner
	Manager








Health and Safety Policies

Health and Safety Policy
Statement of Intent
We always endeavour to provide the children and staff with a safe environment which is consistently maintained and assessed.
Aim
It is our policy to ensure the safety, health and welfare of our children, staff, parents/guardians and other visitors at all times.
It is our policy to comply with all legislation in force in the area of health and safety.
Methods
· Our settings are registered with the Health Service Executive Preschool/ Early Years Officer.
· Dr.  Shannahan   is on call to Roots & Wings to offer advice and attend to any incident.
· There is a trained first aid person on the premises at all times.
· There is a fully equipped first aid box easily available at all times.
· OUr settings are covered by a special Insurance Scheme for all children and adults on the premises.
· Children are well supervised at all times.
· All child record cards are kept on the premises and are easily accessible at all times.
· All accidents or incidents are recorded in the relevant books. All accidents or incidents are reported to the parents.
· All serious accidents will be reported to our Insurance Company.
· Doctors and emergency numbers are displayed at all times.
· Any Medication, creams or ointments must be signed for by parents in the relevant book.    
· Anti-bacterial cleaner is used on all work surfaces.
· Toilets and hand basins are child sized.
· Fire Safety policy and fire drill evacuation procedures are in place at all times.
· Fire extinguishers, blankets and smoke alarms are placed through each premises.
· All hazardous substances will be safely stored
· Each service has appropriate accident prevention and emergency procedures in place, and we endeavour to follow and review these consistently.

Amber Beads
In Roots and Wings we have a NO Amber beads policy. We recognise and understand some parents may use the Amber teething jewellery at home, but these must be removed when your child attend’s Roots and Wings. 
Through risk assessment and advice from the HSE we consider these pieces of jewellery to be a choking hazard as the jewellery can get caught in bedding and equipment, or the bracelet could break. This could be a hazard for your child or another child.
In line with our health and safety policies and procedures, the best interest of the child is always at key.  


A comprehensive Health and Safety Statement is available onsite


Illness and Exclusions Policy
Statement of intent
At Roots & Wings we believe it is in the interest of the child who is ill and the welfare of other children and staff, that children who are unwell should not attend the early years’ service.  
Aims:
· To provide quality care and a safe environment for children to play and learn and for staff to perform their duties safely, therefore persons who display symptoms of a contagious illness will be excluded from the setting for the period outlined in the policy or until a doctor has certified the symptoms are not associated with infection and they are no longer a threat to the health of others in the service.
· Foster an awareness of common and important infectious diseases in settings including staff and pupils.
· Provide guidance in the prevention and management of infectious disease within the education system.
· Educate that good hygiene is the key to controlling the spread of infection

Method
If a child becomes ill while attending the service, our staff will immediately contact the child’s parents or “emergency contacts” and inform them of the situation. Parents must arrange for the child to be collected as soon as possible.

While waiting transportation home:
Children who are sick will be treated as follows whilst waiting for the parent to collect the child.

· Isolate the sick child from the other children in a way that is nurturing to the child and as much as space allows
· When needed, provide the child with somewhere to rest while they are waiting. 
· Take the child’s temperature when any of the following signs are present- nausea, vomiting, flushed cheeks, warm to the touch on the back of your hand, diarrhoea, excessive coughing or fatigue.
· In the case of a high temperature the child will be sponged down with tepid water.
· Staff members will wear disposable latex gloves when handling any body fluids or waste products. 
· Body fluids will be cleaned up using latex gloves, disposable paper towels, and soap and water, followed by a sanitizing solution.  Bleach solutions may also be used.  Paper towels and gloves will be discarded in the waste within two plastic bags (triple bagging will be used for blood, vomit or faecal material).
· Soiled clothing will be sealed in double or triple plastic bags and sent home. 
· Proper hand washing will be carried out.
· A cleaning programme is in place to ensure that a clean and hygienic environment is maintained to reduce the risk of illness and infection.
· Cleaning of the environments within the setting is documented and documentation is kept with cleaning records. 
· Each area of the service is cleaned daily. The entire service is deep cleaned once a week. Toilet areas are cleaned a minimum three times a day and more when required.
· Spillages and leeks are cleaned immediately throughout the day. 


Staff are not medically trained to diagnose if a child is unwell, while in the care of Roots & Wings they will refer to the exclusion periods outlined in this policy and follow the exclusion procedure in order to minimise the spread of infection.

Equally parents should follow the following procedures to prevent the spread of contagious illnesses to the other children and staff at the early years’ service. 
Parents must inform the service if they know or suspect that their child has been sick or has a contagious illness. Parents will be notified of any infections in return. 

Procedure
Children who exhibit symptoms of mild illness, e.g. runny nose, slight rash, slight cough should be kept at home or sent to school according to the following criteria:
· Body temperature - A child should be fever free for 24 hours. 
· Rashes - Mild rashes which can be explained e.g. nappy rash, eczema, psoriasis, and are not accompanied by a fever or behaviour changes should not exclude a child. 
· Gastrointestinal symptoms - A child with diarrhoea (more stools than normal, watery, loose, unformed or green coloured, which are not related to medications, or food reactions) should be kept home from school.  A child who vomits should not come to school until there has been no vomiting for 48 hours, and the child has been able to hold down solid food and liquids normally. 
· Respiratory - A mild cold accompanied by clear nasal discharge should not exclude a child from school.  However, a child who is not eating and drinking normally, cannot participate in normal daily activities, has a thick yellow or green nasal discharge, an uncontrollable cough or a sore throat should be excluded.  Also, a child whose eyes are red, watery, or producing a yellow or greenish discharge should be kept at home until it is determined that the child is not suffering from an eye infection, particularly conjunctivitis which is extremely contagious. 
· General appearance and behaviour - A child who has a pale look or is acting unusually tired, has loss of appetite, or is irritable should be kept home from school. 
· If a parent knows or suspects their child is unwell or has a contagious illness they should consult the exclusion policy and seek their doctor’s advice.
· In the absence of a doctor’s note the Early Years Service manager will enforce the Exclusion Period outlined in the Exclusion Policy in order to minimise the spread of infections in the service.

Parents are requested not to bring in a child during the early days of an antibiotic treatment. It is at the Managers discretion to allow the child to return to the service after the initial days of absence. The manager may ask the child’s parents to take the child out of the setting if they deem that the child is not yet well enough to return.

We recognise that not all infections are contagious for example an ear infection may be caused by germs but are not passed from child to child so this is an infectious illness not a contagious illness. Children are resilient and may be affected by illness and infection differently and in most cases the child will recover quickly and be fit to partake in centre activities. However, if a child is unwell and needs ‘one to one’ attention parents are advised to keep the child at home. If parents are unsure whether a child should attend the Early Years’ Service, they should consult their doctor for advice.  
In the interest of Health, Safety and best practice, copies of this policy are made available through the following:
1. Parents are given a copy of this policy on registration
2. Staff are given a copy of this policy during induction
3. The policy is displayed on the Health and Safety notice board for easy reference. 
EXCLUSIONS
Disease/Illness	Minimal Exclusion Period from Early Years Service.

Covid-19: This is a new illness caused by a new coronavirus (SARA-CoV-2). The virus is transmitted through bodily fluids. Usually, it is spread through tiny droplets that are scattered when the infected person coughs, sneezes, talks or laughs. It can take up to 14 days for symptoms to appear. Some cases are asymptomatic, meaning there are no symptoms, but the individual is still infected with Covid-19.
Please see our Covid-19 Infection Control Policy and Support Plan for guidance and detailed exclusion procedure. This policy is available and has been shared with all parents, staff, and relevant stakeholders of the service. Some policies and procedures are currently amended while we work to operate in a safe capacity during this global pandemic. It is important that all stakeholders of our services read and observe the guidance and policies as outlined in our Covid - 19 Infection Policy and Support Plan. (March 2021)

Prescribed Antibiotics: As children are only prescribed antibiotics when ill, the service doctor advises that a child should receive the first three doses at home in order to minimise the risk of infection. Children on long-term prevention are not excluded provided there is no threat to the health of others in Crèche. 
Medicine form should be completed by Parent if medication is to be administered during crèche hours.  Please note: children who attend any of our service for ECCE hours only, will not be administered antibiotics by our team as the child is only in attendance for three hours. Any prescribed short term medications must be administered by parents or caregivers outside of the session hours. 

Temperature: If sent home ill with a temperature a child must be off and fever free for 24 hours 

Vomiting and/or Diarrhoea: A parent is contacted if their child suffers from vomiting/diarrhoea three times in children under two and two times in children over 2. This is judged on a case by case basis depending the severity of the case to safeguard all staff and families in the services.
In order to prevent the spread of infection a child must be off for 48 hours after symptoms stop or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the Crèche.  

Colds :In most cases the child will be fit to partake in centre activities. However, if a child is unwell and needs ‘one to one’ attention parents are advised to keep the child at home

Flu:  until the child is recovered and no longer needs ‘one to one’ attention

Bacterial / Viral Conjunctivitis: Only a doctor can diagnose bacterial or viral conjunctivitis, so parents are asked to seek professional medical advice. A doctor note stating diagnosis and recommended exclusion must be furnished to the crèche staff before a child is readmitted. However, eyes should be clear before a child returns to creche and/or on prescribed antibiotics for 48 hours.

Bacterial and Viral, Fungal Infections: Only a doctor can diagnose a fungal, bacterial or viral infection. A note from the doctor describing the condition and when it is okay for the child to return must be furnished before a child is readmitted

Chickenpox: Child should be excluded until all spots have dried and at least 7 days from appearance of rash or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Cryptosporidiosis: Exclude for 48 hours clear of symptoms

Diphtheria: Exclusion is essential. Doctor clearance must be provided before a child returns.

E.coli 0157 VTEC: VTEC cases must all be excluded until they have achieved microbiological clearance.

Gastroenteritis, food poisoning, salmonellosis:48 hours after first normal stool or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Headlice: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is no exclusion
In cases where there are live headlice and eggs a child must be collected, brought home and treated. A child can return after treatment, but the treatment must be repeated after 10 days of initial action or by product guidelines. All eggs must be removed from the hair shaft. 

Hand foot and mouth: 7 days after spots appear. Children may also present with temp etc. prior to spots.

Hepatitis A: 7 days after onset of Jaundice or 7 days after symptoms on set if no Jaundice
Impetigo: Until the skin is healed or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Infective hepatitis: 7 days from onset of jaundice or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Measles: 7 days from appearance of the rash or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Meningococcal infection: Until recovered from the illness or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Meningitis Viral: None

Molluscum Contagiosum: None, A self-limiting condition.

Mumps:7 days from onset of illness and when all swelling has subsided or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Mouth ulcers/ Cold sores: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is seldom need for exclusion

MRSA: None

Pertussis (Whooping cough): 21 days from the onset of paroxysmal cough or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Pediculosis (lice): In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is seldom need for exclusion

Planter warts: No exclusion provided appropriate treatment has been given and warts are covered

Poliomyelitis: Until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Rubella (German measles): 4 -7days from appearance of the rash or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Ringworm of scalp: Until cured or a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Ringworm of body: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is seldom need for exclusion

Red Eye/Conjunctivitis: In order to prevent the spread of infection it is important the child receive appropriate treatment and will be excluded until eyes are fully clear and/or treatment with prescribed anti-biotic for 48 hours. Doctors note may be requested.

Respiratory Symptoms: In the event that children appear to have breathing difficulties parents will be contacted and requested to seek professional medical advice.

Scabies: Child can return after first treatment

Scarlet fever, tonsillitis and streptococcal: 3 days after appropriate medical treatment has been given or until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Scabies: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is no need for exclusion

Slapped face Syndrome: A note from the doctor describing the condition and when it is okay for the child to return must be furnished to the centre staff before a child is readmitted

Shingles: Exclude only if rash is weeping and cannot be covered.

Tuberculosis: Until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Typhoid fever: Must be excluded until a note from a doctor is provided stating the child is free from infection and no threat to the health of others in the crèche.  

Shigella (dysentery): Excluded until 48 hours clear from symptoms.

Skin Rash: Staff are not medically qualified to diagnose unexplained rashes that appear suddenly, therefore all skin rashes which occur suddenly will be treated as suspicious. Therefore parents will be contacted and requested to seek professional medical advice. 

Thrush: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is no need for exclusion

Worms in stools: In order to prevent the spread of infection it is important the child receive appropriate treatment. However, once treated there is no exclusion

Warts and Verrucae: None

This policy is available and communicated to all parents, staff and relative stakeholders of the service.






Personal Care Policy
Nappy Changing and Toileting Policy
(Guidelines and Procedures)

Statement of Intent:
We are committed to ensuring that all staff understand the responsibilities involved when assisting children with personal care. We will work towards reducing the risk of infection to children and staff members from nappy changing and personal care activities. Staff who are responsible for the intimate care of children will undertake their duties in a professional manner always. 
During nappy changing no child should be attended to in a way that causes distress or pain. The child’s welfare and dignity are of paramount importance. Every child’s right to privacy will be respected.

Aim:
The purpose of these procedures is to set out guidelines that safeguard children and staff by providing a consistent approach. Staff providing Personal Care must be aware of the need to adhere to good Child Protection practice to minimise potential risks for both children and staff. Roots and Wings is committed to ensuring the protection of all children and the promotion of their health, safety and well-being at all times. We endeavour to support children in developing the self-help skills required for personal care

The aims of the policy and procedures are:
· To safeguard the dignity, rights and well-being of children.
· To ensure that children are treated consistently when they experience personal care.
· To provide guidance and reassurance to staff.
· To reassure parents that staff are knowledgeable about intimate care.
· To reduce the risk of infection to all children and staff
· To safeguard staff by providing consistency in the way personal care is approached.

Method:
· Wherever possible, children’s personal care should be attended to by their key person.
· Staff will follow the guidelines and procedures for nappy changing and toileting as listed below.
· It is important there is consistency in practice and communication between staff regarding nappy changing and toileting practices
· Children must be changed in the designated changing area; however, children’s wishes must be respected.
· Nappies are checked every three hours as per requirements and changed as necessary. Changes should occur in a timely manner.
· Children are always approached gently and with consideration, and always from in front, when they are being taken for a nappy change.
· Allow children to care for themselves as far as possible and encourage them to carry out aspects of intimate care to promote independence.
· Staff to use the opportunities during intimate personal care to communicate with children and teach them about the value of their own bodies, to develop their personal safety skills and to enhance their self-esteem.
· Staff must respect the wishes of children, about dignity, privacy, choice and safety and show awareness of and be responsive to the child’s reactions, their verbal and non-verbal communication and signifiers.
· Children who are toilet trained or training are prompted by asking or reminding them about using the toilet to help avoid ‘accidents’.
· Children are allowed to take their time during toileting.
· Staff members are always positive about toilet training so that encouragement is communicated in their language and behaviour.
· Parents and the child are reassured that, if an accident occurs, it is not a problem and children will not be made to feel that it is an issue
· Soiled garments must be securely wrapped in a plastic bag and tied to prevent risk of the spread of infection.
· Wherever possible, ensure lower regions are covered before removing garments from upper body.
· When assisting with nappy changes staff will wear disposable aprons and disposable gloves. When assisting with toileting, staff will wear protective gloves. Both items will be disposed of after use and new gloves and aprons will be used when helping each child.
· When in the outdoor environment and children are in need of using toilet facilities, a staff member/key person will let the child use the toilet within a downstairs classroom and will wait by the door until the child has returned from the bathroom to ensure the safety and welfare of the child is being met whilst ensuring the child’s independence is being fostered.

Infection Control and Safety requirements during Nappy Changing and Toileting
(See Nappy Changing and Toileting Policy)
· All changing mats provided are waterproof with an easily cleanable cover and are in good state of repair with no breaks or tears and are checked regularly.
· Changing mats and units are cleaned after each nappy change.
· Staff wash their hands before and after nappy changing or toileting support.
· Childrens hands are washed and dried after nappy changing or toileting.

Guidelines and Procedures for Toileting 
All Settings
· To create an awareness and understanding of good hygiene practice, staff members do a project with the children about the importance of self-care for example: flushing the toilet, washing hands etc.
· Always inspect the toilet area (including toilet seats) before they are used by the children and during the day to make sure they are visibly clean.
· If needed, help children use the toilet and wash their hands afterwards.
· Wash your hands after helping the children use the toilet.
· A regular towel can be used for drying hands after art activities but children ill use paper towels after using the bathroom or before eating.
· Anti-bacterial soap and disposable paper towels are used for washing and drying hands
· A cleaning schedule is in place to ensure that children's toilets are kept in a clean and hygienic condition always
· The staff should treat accidents sensitively
· Praise and recognition is used when children are being toilet-trained to encourage self-esteem and a sense of achievement
· Potties are disinfected after each use.
· If required, another staff member is always available to help.
· The child's privacy is always respected
· Staff will work with parents whilst toilet training.


Guidelines and Procedures for Nappy Changing

Roots & Wings @ Beresford.
Roots & Wings @ Kindergarten (children with additional needs only)

Guidelines and Procedures for Nappy Changing
· All children have individual compartments where nappies and other personal equipment are stored. Ensure you have all equipment needed (including cleaning wipes, any required lotion or cream, a clean nappy) within easy reach of the change mat; that your hands are clean, and you can reach the nappy bin before you start.
· Disposable gloves are provided and worn during nappy changing, however this does not negate the need for hand washing
· Let the child know that you are going to change their nappy. Always approach them from in front and pick them up or lead them to the change table gently.
· Place/assist the child onto the change table. Never move away from the child while they are on the change table even for an instant. Always keep one hand on them to prevent them rolling or climbing off the change table
· . If required another staff member is always available to help.
· To ensure that nappy changing time is a pleasant experience for the child, staff members use this opportunity to interact with the child and provide one to one attention 
· Remove the nappy and dispose of it by placing it directly in the appropriate bin 
· Keep everything that could be a safety hazard out of the child’s reach.
· Any non-disposable nappies should be double bagged and placed directly into plastic bags to give to parents. Solid faecal matter may be disposed of into the toilet. Never rinse or wash non-disposable nappies because the risk of splashing may cause germs to spread.
· Remove any clothes with urine or faeces on them.
· Clean the child with the appropriate wipes – always ensure that girls are cleaned from front to back to prevent infection of the urethra.
· Check for, and plan to record, any skin problems the child may have. 
· Apply cream/lotion, if required, with clean cotton wool or a clean tissue. Ensure creams and lotions are not shared between children. 
· Put on the new/clean nappy.
· Dress the child.
· Take the child away from the change table and wash their hands or allow them to wash their own hands and dry them using a paper towel.
· Take the child back to the play area.
· Clean the change mat with detergent and warm water and dry it after each use. If soiled, clean then disinfect using a chlorine-based disinfectant (according to manufacturer’s instructions), rinse and dry after use. 
· Always wash hands after every nappy change using warm water and liquid soap. Wearing gloves is not a substitute for washing hands.
· Dry hands with a disposable paper towel.
Ensure the door to the changing area is closed as you leave

Please note that by accepting a place at Beverton Preschool Roots & Wings Butterfly Room or Roots & Wings Kindergarten, is acceptance of our policy that children must be toilet trained to attend the service. 
Please see below, “Toilet Training Policy”.

Guidance for toileting and nappy changing on outings
All Settings
· Advance consideration must be given to arrangements for offsite activities and treks.
· Every child’s right to privacy must be respected and children should be changed only in an appropriate place where their privacy and dignity can be maintained.  
· This area should be clean, warm and safe. 
· Appropriate facilities must be available – such as a changing mat, child’s toilet seat or potty.
· Parents are asked to provide all necessary consumables which could include: baby wipes and plastic bags for soiled clothing. 
· Changes of clothing must also be made available by parents.

Beverton Preschool, Roots and Wings Kindergarten and Roots & Wings Butterfly Room
**Toilet Training Policy**
It is our policy that all children must be fully toilet trained before joining Beverton Preschool,  Roots & Wings Kindergarten and Roots & Wings Butterfly Room, however we accept and understand that accidents happen. You will appreciate that in order for us to change a child, one team member must leave the floor and this can leave an inadequate ratio for the remaining children, our priority is to comfort the child and although we clean the child down with wet wipes and change their clothes, if a child is badly soiled we may need to call the parent to come and assist in cleaning up the child. If a child has daily accidents we will ask you to withdraw the child from preschool while toilet training.  We would ask that every child has a bag with a full change of clothes in case of accidents.

In the case of a child with additional needs or other special circumstances previously discussed with a team member, there may be an exception made and supports put in place regarding toileting.

Acceptance of a place at Beverton Preschool, Roots and Wings Kindergarten or Roots & Wings Butterfly Room implies acceptance of these Regulations as varied from time to time by the management.

Parents who fail to comply with these regulations, or any reasonable instruction given to them may be asked to withdraw their child from the service, and no further place will be allocated to them.


Fire Safety Policy

Statement of Intent
Our services strive to have a safe environment for children, staff and families using our service, We will ensure that our staff have relevant training in fire safety training and that all children are educated appropriately on the dangers of fire and what to do in the event of a fire within or within close proximity of the service.

Relevant legislation:
This policy is underpinned by the Childcare (Preschool Services) Regulations 2006, the Fire Services Act 1981, Fire Safety in Preschools Code 1999 and the Health, Safety and Welfare at Work Act 2005.

Aim
To have a clearly defined roles, responsibilities and procedures to protect children from fire hazards. 
To meet the legislative and regulatory requirements that are in place to ensure that the service is fully prepared for in terms of fire safety.

Methods
· We do everything necessary to ensure that all reasonable measures for fire prevention and fire safety are taken. 
· All  children who are old enough are educated about fire, fire safety and the evacuation procedures and are supported to regularly practice how to evacuate calmly and safely from the building.
· Fire safety procedures are displayed outside the building and in each room for a point of reference as well as appropriate emergency lighting and signage in line with regulations.
· It is the responsibility of the service manager/Team Lead to implement and oversee the fire safety programme.  
· It is the duty of every member of staff to take “all reasonable measures “to guard against the outbreak of fire on the premises.
· An evacuation / fire drill is to be carried out in the premises on a monthly basis. The Fire Safety Officer will set off the alarm at different fire points in the building.
· It is the responsibility of the Fire Safety Officer on duty to lead and record the fire drill.
· Drills are carried out on different days of the week and at different times of the day.
· A written record is to be kept of all drills including information on the number, type and maintenance records of firefighting equipment and smoke alarms; and these should be reviewed to identify any shortcomings in the emergency procedures and the procedures revised if necessary.
· All staff must be aware of the fire detection and alarm facilities.
· Every member of staff is to be familiar with the fire–fighting equipment.
· Fire exits must be kept clear of obstructions always and the keys must remain in a position which is known and accessible to all members of staff.
· It is the duty and responsibility of each member of staff in the event of a fire occurring, to ensure “as far is reasonably practicable” the safety of the children and staff on the premises.
· At least one staff member trained in Fire Safety will be on the premises at any given time.
· Firefighting equipment including appropriate extinguishers, smoke detectors and fire blankets are supplied and serviced each year by Total Fire Protection Ltd.
· The assembly point locations are:
· Beverton: front of the building, to the right-hand side of the path on exit.
· Beresford: front of the building on the green across the road from the service
· Kindergarten: On the green in the middle of the square.

· The Fire Officers for each service: 
· Beresford: Jessica Clarke
· Beverton: Sue Mc Grady
· Kindergarten: Emma Byrne

 Each individual staff member understands their role and responsibilities in relation to the fire safety measures in the service. 
· During staff inductions, staff will be trained and/ or made aware of the procedures to be followed in the event of a fire in the service
· Fire safety evacuation procedures are documented and available to children in a child friendly way.  The book type document displays pictures of the evacuation procedure and it is always available for all children to read and review. 

**Information relating to fire safety equipment, their locations and responsible stakeholders for testing equipment can be found in our safety statement**

In the event of a fire
· The alarm will sound, or the smoke detectors will raise the alarm.
· Staff will guide children out to fire assembly points at the appropriate exit following training guidelines, bringing with them the record of children attendance. 
· Some children may have a specific support plan that identifies they may need particular assistance when evacuating from the building. This is known as a Personal Emergency Evacuation Plan (PEEP) and all staff in the service will be aware of any children who have an PEEP
· The fire officer will collect the staff and guest register to ensure no person is left behind in the building. 
· Each key person once arriving at the assembly point will call their child register accounting for all children attending that day.
· A fire brigade will be called if necessary as well as the children’s families if collection is required.
· In the case that parents cannot be contacted or will not arrive in time, staff will safely walk the children to one of our sister services until children are collected.

Calling the Fire Brigade
The Fire Brigade should be called immediately in the event of fire, however small. When calling the Fire Brigade give clear information including: 
· Name of the building 
· Address of the building 
· Eircode 
· Directions to the building 
· Type of fire situation (if available), for example, fire location, fire size, materials involved, persons missing.





Administration of Medication
Statement of intent:                                                       
We strive to safeguard and maintain the health and well-being of all the children in our care.  We work in partnership with parents and health care professionals to ensure appropriate procedure is followed when administering medications if they are needed.  All medication will be administered and recorded on our medicine consent form (see appendix 1) in accordance with the Early Years Services Regulations.

Aim:
Our aim is to promote the good health of children and staff. We will take positive steps to prevent the spread of infection and will ensure that children with medical needs receive proper care and support whilst in our care.                                                                 
Parents must provide full information on their child's medical needs, including information on medication on enrolment.
                                                                 
Method:
· All staff are trained on their initial induction how to administer medication to children. If in the case of a specific care routine required for administration of medications i.e. epi-pens, insulin etc, management will link with parents to arrange suitable training with medical professionals prior to the child starting in the service.
· Written consent will be obtained from parents within the initial child record booklet to administer required medications.
· Prescribed medication – see “Illness and Exclusion Policy”.
· Any child’s medication that is brought into the service for administration must be clearly labelled with the child’s name, dosage, and expiry date.
· If a child has a temperature of 37.5, the child will be monitored closely. When a temperature reaches 38 degrees or above staff will contact parents and ask for permission to administer anti-febrile medication.
· If a parent/emergency contact cannot be reached and temperature is continuing to rise, staff will administer anti-febrile medication (Calpol/Nurofen) where possible in line with the guidelines. (Parents give the service signed permission on their record card to administer this medication in case of emergency).
· If a child has a temperature of 38 degrees or more and another accompanying symptom or if the medication does not reduce the temperature to normal, the parents will be asked to collect the child.  
· In an emergency, for example if a parent cannot come to collect the child for a considerable length of time, staff will contact the nominated emergency contact person.
· In cases where medication needs to be administered during a session, a Medicine consent form should be completed giving full details of the medication. This should be signed by the administer and a witness i.e. second staff member. The witness is there to validate the medication administered. The parent will be asked to sign the form upon collection each time the medication is used.  
· A record of medications administered to a child is maintained.
· The administration of sunscreen both supplied by the parent/guardian and/or service can be found in our Sun Safety Policy (see appendix 2).
· Any prescribed emergency medications, such as asthma inhalers and epi-pens will be stored and readily available to staff or children that use them.  All medication will be stored in a clearly marked container kept out of reach of the children.
· All unused medication will be returned to the parents for the parent’s disposal. 
· Medication from the service will be disposed of appropriately and safely i.e., returned to a pharmacy for safe disposal.
· Medicine consent forms will be stored in children’s files if completed or in rooms for easy access for all staff if in use. 
· On assisting children with long term or complex medical needs, the setting will; write a care plan with parents / care givers and relevant health professionals that will include the details of the child's condition, special requirements, dietary needs, pre-activity precautions and any side effects of the medicines.
· Medicines will only be accepted in the original container (directions in English) as dispensed by a pharmacist.

Before a medicine is administered
· Check a child’s temperature.
· Ensure that the correct medicine is given to the correct child
· Check dosage of medicine
During administration
· Ensure that there is a witness to the administration 
· Try to administer medication in a quiet and calm part of the environment i.e. not in front of the entire group of other children 
· Offer the child a drink of water after administration and offer them the chance to take a rest for a few minutes

After
· Record the administration of medication and have it available for parent/ guardian to sign upon collection. Ensure that the witness also signs the form.
· Monitor the child in case they respond negatively to the medication. 
 
Managing emergency situations e.g. allergic reactions
The following method is recommended:
· Call for help
· Stay with the child
· Send someone for the child’s emergency medical pack
· Assess situation
· Call emergency services and or notify parents / guardians

· In line with the care plan identified for a child with an allergy; these steps will be followed specifically and very individually.
· Appropriate steps will be taken by key persons e.g. administering insulin/epi-pen, in line with care plans.

*Mild Allergy Reaction:
· Give antihistamine, monitor child for any further deterioration/reaction, contact family
*Severe Allergy Reaction: Think A B C D E!
· Airways Obstructed?
· Breathing Difficulty?
· Circulation impaired?
· Disability i.e. confusion, agitation, altered consciousness
· Exposure i.e. hives, swelling of lips, eyes, throat/generalized rash

· Act!
· Give adrenaline
· Call ambulance 112/999
· Monitor Carefully
· Contact Family
*Repeat autoinjector after 5 mins if no improvement or deterioration in condition
*Follow ambulance operative guidelines
Please refer to our Illness and Exclusion Policy for further procedures.

This policy is communicated to all educators, parents, guardians and children.  It is accessible in our parent’s handbook which is provided to parents upon commencement with the service.  It is readily accessible and available to all within the service.


[bookmark: _heading=h.1t3h5sf][bookmark: _Hlk153359105]Safe Sleep Policy
Statement of Intent
Our services understand the importance of sleep and rest for all children in the service and understand that it directly impacts on their well-being. Safe sleep is important for all children. We will ensure children get either sleep or rest when they may need it, regardless of their age. We will work with the family on their child’s sleep/rest patterns and will always work in the best interest of the children. The policy communicates the safe and suitable sleeping arrangements that are provided for children attending the service.

Beverton Preschool and Kindergarten provide sessional and part time services only. Typically, children will not sleep during this period but if they wish to do so, the following methods will be followed. 

Aim
· To ensure all children at Roots and Wings receive adequate and comfortable rest and sleep while in our care. 
· To protect children and reduce risks.
· To give clear guidance to all staff team members 
· To provide a clear plan of action in the event of a child being found to be unresponsive or to have stopped breathing within the service.

Methods
· It is unlikely a child will be sleeping at Beverton or Kindergarten. If this occurs the child will be given adequate sleeping materials (e.g. small mattress and linen) to rest in a quiet area.  
· If a child falls asleep, they will be physically checked every ten minutes i.e. their sleep position, any change in normal skin colour and any change in breathing.
· In our full-day care services we work in partnership with parents/guardians in relation to their child’s sleep needs and patterns.
Safe Sleep for Under 2’s:
· Children who are developmentally ready may be moved from a cot to a floor bed once parental permission has been obtained and other safeguards are in place such as:
· Ensuring that the welfare of the child is first prioritized.
· An individual sleep plan is completed with the parents’ consent.
· Beds are provided with a perfectly fitted, firm and comfortable mattress.
· The supervising adult will remain in the room to ensure adequate supervision of sleeping children under 2 years on a floor bed.
In Addition to all other safe sleep practices:
· Children will be placed to sleep in occurrence with safe sleep practices i.e., on their back at the foot of the bed ensuring their head is uncovered and there are no clothing restricting their neck i.e., hoods, bibs, or beads.
· Bottle propping is prohibited.
· Procedures and rotas are in place for supervising and regularly checking sleeping children.
· Sleeping children are always individually and physically checked and documented by the person responsible every 10 minutes. Each child’s breathing, sleep position and skin colour will be recorded. 
· Children in the sleep room will always be within sight or hearing of at least one staff member, especially when staff members are actively engaged with children who are awake.
· Viewing monitors are only used to detect if a child is upset, they do not replace the necessity of physical checks.
· Staff will remain in the room until children fall asleep or if the number of children warrants or if a safety risk has been identified.
· A sleep log for each child is maintained. This records when physical checks are made of each of the sleeping children. 
· Where a parent/guardian requests a sleep routine that does not comply with good practice guidelines (e.g., requesting that sleep is denied for the day; put to sleep with a feeding bottle; put to sleep in a buggy or travel seat), the service remains responsible for our own practice, and we will be happy to discuss why any such practice cannot be implemented. In all decision making, the child’s best interests come first. 
· All children will be provided with opportunities to have quiet or rest periods within the daily curriculum/programme, that meet their individual needs throughout the session/day.
· Children are allowed sleep/ rest when they are tired and not just at dedicated times of day. 
· Children will always be provided with age-appropriate suitable sleeping facilities i.e. individual sleeping mats, away from the main play areas. Sofas, beanbags, and buggies are not suitable sleep areas. Sleep mats meet recognized safety standards.
· Children are welcome to bring items from home to help comfort them to sleep e.g. teddy, blanket, and soother once they comply with safe sleep practice guidelines. 
· Soothers are used appropriately and ensured by soothers that are decorated with string, cord, beads, gems, or other decoration are prohibited.
· Soothers are stored in a clean box with dividers to separate them from one another. All soothers are labelled with each child’s name on it. Soothers are sterilized at least once a day and more often when necessary.
· All blankets, sheets and linen will be laundered at least once per week and more if necessary and recorded on the cleaning schedule. 
· Mats will be spaced with plenty of room for each child and with enough space to walk around.
· Lighting will be adjustable to ensure a relaxed sleepy environment for the children, but lighting will still be adequate for supervision.
· To avoid children overheating temperatures will be maintained between 16 degrees Celsius to 20 degrees Celsius and recorded each day – All rooms are thermostatically controlled.
· The room where children sleep will be appropriately ventilated with open windows on a safety latch.
· Beds will not be positioned too close to windows or radiators.
· Staff will ensure no objects of strangulation or choking are present or near the sleeping area including amber beads.
· All sleeping practices comply with fire safety requirements.
· All records relating to safe sleep and any incidents are stored safely.
· In the event of finding a child who appears to be unresponsive and breathing or not breathing the staff member trained in emergency First Aid Response will respond immediately and appropriately.

Unresponsive Child
If a child is unresponsive (not moving when you call them or gently shake their shoulders), the following procedure should be followed:
1. Check for breathing by tilting their head back and looking and feeling for breaths.
2. Tell someone to call 999 or 112.
3. Give five rescue breaths: tilt their head back, seal your mouth over their mouth and pinch their nose. Blow five times into the child’s mouth.
4. Give 30 chest compressions: push firmly in the middle of their chest with one hand so the chest goes inward, then release.
5. Give two rescue breaths. Continue with cycles of 30 chest compressions and two rescue breaths until help arrives.
· The Manager or the person who is in charge at that time notifies the child’s parents/guardians as soon as possible of the current situation. 
· The person who found the child and has been resuscitating the child gives a detailed account of events to the paramedics on their arrival. 
· Staff follow the direction of the paramedical staff.
· The Manager or person in charge ensures that parents have been informed.
· The scene is to be left as it is. An Garda Síochána may need to investigate.
· Families of the other children may need to be notified of the incident by the Manager.
· Staff support is essential following any such incident.
This policy is available and communicated to all parents, guardians, staff, and other relevant stakeholders of the service.























Accident and Incident/Notification of Incident Policy

Statement of Intent
Our services have a duty of care to the children and families as well as the adults who work or visit the service to prevent and respond appropriately to accidents or incidents that may occur while in the care of the service.

Legislation and Regulatory Requirements:
· The Child Care Act 1991 (Early Years Services) Regulations 2016
· The Infectious Diseases Regulations 1981
· Safety Health and Welfare at Work Acts 2005 and 2010 and the Safety Health and Welfare at Work (General Application) Regulations 2007
· National Treasury Management Agency (Amendment) Act 2000

Purpose
The purpose of this policy is:
· To help prevent accidents or incidents
· To assess each accident, incident or injury and ensure the correct actions have been taken to protect the health and welfare of the individual
· To ensure the continuum of management of accidents, incidents or injuries are in the correct means.
· To ensure consistency in recording of accidents or incidents.
· To provide staff and families with appropriate information to ensure correct measures.

Useful Definitions
	Glossary
	Definition

	Injuries
	These may result from choking, falls, burns, swallowing toxic or non-toxic materials, cuts or abrasions from sharp objects, environmental hazards such as chemicals, animal bites or other accidents.

	Serious Injury
	Injury to a child that requires immediate medical treatment by a registered professional in a hospital or alternative practice.

	Incident
	An unplanned instance that may result in injury, illness or damage or disruption to the normal activities of the day.

	Accident
	An unintentional, unavoidable event or injury.



Preventatives:
In our services we have taken the following measures to prevent accidents and/or incidents arising:
· We have an appointed First Aid Officer and a Health and Safety officer.
· Each setting is fully equipped with the appropriate number of first aid boxes and there is extra materials available to restock these boxes. Contained in these is a content checklist which is checked and restocked monthly.
· All staff are familiar with policies and procedures and are aware of the location of first aid materials which would have been discussed at induction.
· We have a Health & Safety policy and procedure in place, a Risk Management policy and carry out regular risk assessments both indoors and outdoors to ensure the safety of the building itself and equipment is in safe working order.
· All staff received regular Support & Supervision meetings to reflect on their practice and environments.
· Adult child ratios are always maintained and appropriate ratios on outings are maintained.
· At least two members of staff qualified with first aid will be present in the building as well as accompanying children on outings.
· Roots & Wings has an arrangement with the local GP in case of an accident of sudden illness.
· Records are accessible to all staff in case of emergency and each room has an updated list of emergency contacts in their room.
· Vehicles are road worthy, insured and taxed appropriately and car seats have been installed properly and checked prior to each use.
· If staff must leave the service to accompany a child to a hospital or doctor, we will revert to our staff absence policy, children’s file will be accompanied also.
· We promote an environment that is open ended and where risky play is available with encouragement rather than play that will curb play experiences, curiosity and independence.
· Supporting children to become aware of the appropriate use of equipment in the setting.
· Accidents and Incidents are risk assessed after they occur to ensure the safety and welfare of all children and staff and that these incidents are not a regular occurrence.  Appropriate actions will be taken to ensure specific incidents do not occur again.

When to write an accident report:
As the nature of our ethos and curriculum is centred around play and children being afforded the opportunity to assess and manage risks during their time spent in our settings, we are aware of the possibility of minor accidents and incidents happening. At Roots & Wings we promote realistic play limitations for children that guide children’s safety rather than curtail their play experiences and opportunities, curiosity or creativity.
Each incident/accident is assessed and reviewed an individual basis however the following guide will be used to determine when it is necessary to write an accident report:
· Does the child require medical treatment from an external professional?
· Does the child require in house first aid treatment?
· Does the child have any sort of bruise, bump, laceration, cut or abrasion to the skin?
· Does the child require soothing from upset for a long period of time?
· Has the child’s day been affected in any way? i.e. non-participation, tiredness, upset etc.
· Is this incident/accident caused by a consistent/ongoing behavior? i.e. children biting
· Has the child banged their head possibly causing dizziness? 

*Note, all accidents/incidents are judged based on knowing each child individually and assessing each event*
Procedure
In the case of a minor accident or incident:
· Attend to the hurt child first.
· Immediate First Aid treatment and comfort to be administered/given, determine whether assistance from a medical professional is required.
· Inform the manager of the incident, if necessary – room lead to contact parents if deemed necessary.
· Accident/Incident report will be recorded in the Accident/Incident report book, signed by the Manager or Team Lead and shared with the parents on arrival. A copy of the report will go home with parents and the other kept on file (in the Accident/Incident book) as per GDPR Guidelines. (see GDPR Policy)
· The event will be investigated to determine if any further preventatives can be put in place.
· Give feedback to parents/guardians after investigations.

Procedure
In the case of an accident/incident requiring medical or other professional intervention:
· Treatment will be assessed and given as required immediately whilst the child/children are comforted.
· Child/children remain under continuous supervision until recovery or until parents have arrived.
· Manager, Team Lead or senior staff on duty must be informed.
· Manager or Team Lead will telephone the ambulance service or doctor and provide them with relevant details about the child and accident/injury and attend to the child as directed – note time of call.
· Manager or Team Lead will telephone parents to inform them of the incident and that emergency services have been called – note time of call.
· Staff known to the child will remain with and accompany the child to hospital/doctor until parent/caregiver has arrived, record card it to be brought with the child to the hospital (in the case of a staff member).
· Other children or adults who witnessed the incident to be reassured if necessary.
· Accident/Incident must be recorded appropriately and signed by the parent/guardian and one copy to be given to parents and the other kept on file (in the Accident/Incident book).
· Accident/Incident is risk assessed afterwards and investigated as required and  the necessary corrective and preventative measures to help eliminate recurrence will be taken. All information will be reviewed, and Manager/ Team Lead will decide if a policy or procedure needs to be reviewed in collaboration with staff members.
· Follow up contact with parent/guardian the day after to know how the child is recovering.
· In the case of an incident/accident relevant parties should be contacted, i.e. TUSLA, Duty Social Worker, Health & Safety Authority (see child protection policy and safeguarding statement).
· Give feedback to parents/guardians after investigations.

When to report to Tusla Early Years Inspectorate:
· The death of a child whilst attending the service including after a child had been administered to hospital from the service.
· The diagnosis of an infectious disease in a child, employee, unpaid worker, contractor or any other person working in the service.
· An accident or incident requiring the service to be closed for any amount of time that is unseen events (i.e. burst pipes, bereavement etc).
· A serious injury to a child that requires medical treatment from a registered medical professional.
· An incident where a child goes missing from the service.
· Incidents where a child has needed to consult a “GP or a hospital” (Deirdre Duffy – Tusla), following an injury or incident in a service should be notified to Tusla.

*A Notification of Incident Report form is completed and submitted to Tusla Early Years Inspectorate and is found on the Tusla website. This must be submitted within 3 working days of becoming aware of any notifiable event.








Incident Management Process
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Infection Control Policy
Statement of intent
Our services are committed to the promotion of a healthy environment and a high standard of personal hygiene for adults and children. It is the policy of the service to promote the take-up and completion of immunisation programmes. This will help prevent the spread of infections and maintain the health of all staff and children.

Aim:
To ensure the control of infection and promote a healthy & safe early years environment in line with Early Years Regulations 2016. 

Method:
Staff 
· Staff must always model and explain the reasons for hygiene practices.
· Staff must be always aware that in their personal and professional hygiene practices and routines they are setting an example (modelling) for the children by:
· Washing hands in thermostatically controlled hot water using a suitable cleaning agent when entering the building at any point, after using toilets, before and after handling food and after outdoor play/play with pets.
· During food preparation (suitable disposable gloves must be used)
· Cover nose and mouth when sneezing/coughing
· Dispose of used tissues in covered bins.
· Staff will supervise children during handwashing and drying procedures to ensure the correct handwashing technique is used. This will be supported by handwashing technique guidelines being displayed in each designated handwashing space.
· Staff must cover all cuts and sores with suitable dressings and avoid touching face, nose, or mouth. 
· When dealing with spills: 
· Good quality disposable gloves must always be used when cleaning up spills of body fluids (vomit, blood, urine and excrement) 
· Any spills of body fluids or excrement must be wiped up with disposable paper towels and hygienically disposed of in double plastic bags. 
· The area of the accident must be treated with a chlorine (1000pm) or iodine bleach-based solution, diluted according to the manufacturers’ instructions using disposable cloths. 
· Supply of clean clothing must be readily available for accidents. 
· Supply of polythene bags must be available to wrap soiled garments.

General Cleaning
· Mops for general floor washing must be disinfected using rubber gloves and must be left to dry, mop head up and replaced regularly. 
· All toilets, surrounding walls and wash hand basins must be cleaned and disinfected every day and between sessions if there is more than one session. 
· The Early Years service follows a daily and weekly cleaning routine (with specific responsibilities clearly designated) in respect of floors, tables, playroom and outdoor equipment, toys, and frequently mouthed objects. 
· Dressing up clothes/imaginative play materials must be washed regularly. 
· Washing up must be done thoroughly in hot water with detergent, using rubber gloves.
· All cleaning cloths, towels, etc. must be changed every day and between sessions, if there is more than one session. Different cleaning cloths must be used for kitchen and bathroom. 
· Any leftover/perishable food must be properly disposed of.
· Perishable food is stored according to the packaging instructions i.e., in a refrigerator or cool, dry place within a temperature of 0 – 5 degrees.
· Perishable food left at room temperature for a period of two hours or more will be discarded appropriately.
· Routine cleaning which may pose a safety risk must not take place when children are on the premises.

Infectious Disease Control
· Children and adults with heavy colds or coughs and who are lethargic and “out of sorts”, must not attend the childcare service. It is advisable that a child who has been sick during the night must not attend the childcare service – See Illness and Exclusions policy.
· Children with infectious diseases must not attend the childcare service. Information on exclusion periods will be provided to parents via email prior to enrolment.
· It is highly desirable that children are immunised in line with the National Immunisation Schedule – though this is a parent/guardian’s choice. Parents who choose not to have their children immunised will complete a form to suggest this on their record booklet.
· If there is a suspected outbreak of an infectious illness/disease, the person in charge will inform the local Department of Public Health and once confirmed by the DPH, the service will report the outbreak to Tusla.
· Parents of children who are not immunised will be advised that in the interest of their children’s safety, they should remain at home during outbreaks of some vaccine preventable illnesses, even if their child is well. 
· A dated notice informing all parent/guardian/carers of an infectious disease outbreak/incidence must be displayed in a prominent place and all parent/guardian/carers must also be sent via email.

Hygiene Practices 
Hand Hygiene: 
Regular handwashing is the most effective way to reduce the spread of illness. Hands should be washed when:
· Staff and children arrive to the service.
· moving from one childcare group to another and whenever the hands are visibly dirty
· Before Eating, handling/preparing food or assisting/feeding a child
· After Using the toilet or helping a child to use the toilet 
· After Playing with or handling items in the playground – e.g. toys, sand, water
· After Handling secretions e.g. from a child’s nose or mouth, from sores or cuts 
· After Cleaning up vomit or faeces 
· After Handling or dealing with waste 
· After Removing disposable gloves 
· Hands should be washed when returning from playing outside or after a trek. 
· Handling pets/pet litter, animals/cages/animal soil, etc. 

How to wash hands 
· Wet hands under warm running water to wrist level
· Apply liquid soap. Lather it evenly covering all areas of the hands for at least 10 seconds. Include the thumbs, fingertips, palms and in between the fingers, rubbing backwards and forwards at every stroke (see Posters on handwashing at all sink areas)
· Rinse hands off thoroughly under warm running water 
· Dry with paper towel using a patting motion to reduce friction, taking special care between the fingers 
· Use the disposable paper towel that has been used to dry the hands to turn off taps
· Dispose of the disposable paper towel in a waste bin 
· Younger children should be supervised, and hand washing should be modelled where required.

Respiratory Hygiene Practices
· A person presenting with signs and symptoms of a respiratory infection, regardless of the cause, should following respiratory hygiene and cough etiquette
· Cover nose/mouth with a tissue when coughing/sneezing and dispose of used tissue into a pedal operated bin provided. Perform hand hygiene practice.
· If no tissues are available, cough or sneeze into inner elbow (upper sleeve) rather than into a hand and perform hand hygiene practices.
· Refrain from touching eyes or nose.
· Carry out hand hygiene practice after contact with respiratory secretions and contaminated objects/materials.

Other hygiene practices
· A suitable cleaning agent and disposable paper towels are used for washing and drying hands. 
· Cleaning schedule is in place to ensure that children’s toilets are always kept in a clean and hygienic condition. 
· Disposable gloves are provided and must be worn during nappy changing, handling other soiled garments and when washing and disinfecting potties. 
· Adequate and suitable facilities for the safe and hygienic storage and disposal of soiled nappies.
· A suitable washing facility, with thermostatically controlled hot water and a designated area for sluicing soiled garments is provided in full day care services. 
· Adequate supplies of clean bedding, towels and spare clothes must be available. 
· Soiled items must be stored in a suitable, designated area which is not accessible to children.
· Staff must treat accidents sensitively.
· Sleeping mats and cots are at least 50cm apart.
· Individual bedding and personal clothing are labelled and not shared. 
· Sterilizing procedures are implemented to support the disinfecting of infants feeding equipment and soothers. 
· Toys and other play materials are not allowed in the toilet area.
· Detergents and disinfectants are used correctly to avoid cross contamination.

Animals
Staff must ensure that: 
· Animals visiting the childcare service are free from disease, do not pose a health risk and are safe for children to be with. 
· The childcare service pets are disease free, do not pose a health risk, are safe for children to be with and are regularly checked by a vet.
· Before, during and after visits to the farm or zoo, the service will have made necessary contact with the farm/zoo ensure adequate measures are in place to reduce the risk of infection to visitors and will have completed a risk assessment as per HPSC guidelines.
https://www.hpsc.ie/az/lifestages/childcare/File,13444,en.pdf 

Pest Control
· All door and window openings to the food storage and preparation rooms must be effectively screened to prevent the ingress of birds, vermin and insects. 
· Adequate proofing must be made to the structure to prevent infestations of vermin and insects.

Covid 19: 
Please see our separate, Covid 19 Support Plan and Policies where the increased infection control measures for this virus are communicated.




Healthy Eating Policy
Statement of intent
Our services strive to promote lifelong education of healthy eating for mind and body. We support parents and children in making healthy food choices, enabling them to attain their optimum growth, development and health potential.
Recent research (Department of Health and Children) has highlighted disturbing trends, including an increase in childhood obesity and diabetes. Therefore, our policy and guidelines are both timely and critical for the health and development of children in our care.

Aims
· To support parents and children make healthy enjoyable decisions around food.
· To develop nutritional awareness i.e. ingredients in foods.
· To support the preschool’s environmental policy – reusable containers, minimise wrappers.

Method
· To help achieve positive attitudes to healthy eating, our guidelines will reflect good eating habits. These should be established at an early age. Children have a right to learn about different foods so that they may make informed choices throughout their life.
· Staff will provide positive modelling and supportive attitudes to encourage healthy eating.
· Key persons sit with their table during snack and lunch time and encourage children to eat their food.
· Our daily routines encourage the children to learn about personal hygiene.
· We provide nutritious food at all snack times, avoiding large quantities of fat, sugar and salt and artificial additives, preservatives and colourings.
· We will hold a Healthy Eating Awareness week annually.
· Fresh drinking water is always available to children. 
· All food and drink are stored appropriately.
· We ensure that waste is disposed of properly and out of reach of children.
· Before a child starts in the Early Years Service, we find out about each Childs dietary needs, including any allergies.
· We include foods from the diet of each of the children’s cultural backgrounds.
· We display current information about individual children’s dietary needs, so all staff is fully informed about them.
· Parents will be supported in their role as Primary Educators by providing them with up-to-date information on healthy eating habits from the Dept. of Health.
· Foods which have wrappers are to be kept to a minimum and disposed of properly to reduce litter and protect our school environment.

Guidelines
A healthy lunch box should include:
· At least 1 portion from the bread/cereals group.
· One portion from the meat and the meat alternatives group.
· 2-3 portions from fruits and vegetables.
· One portion from the dairy products.

 Here are some tasty suggestions.
· Small sandwich, crackers, wrap.
· Fruit (for example, an apple or banana, handful of grapes)
· Washed, raw vegetable pieces (for example, sticks of carrot, celery, pepper and cucumber).
· Half a tin of fruit (in its own juice)
· Plain breadsticks, unsalted plain or whole-wheat crackers, crispbreads or water biscuits served with fruit or cheese.
· Plain rice cakes.
· Natural or low-fat yogurt with fresh fruit (fresh, frozen or tinned in its own juice)
· Whole meal or plain scones.
· A slice of carrot cake or banana bread.
· Sugar-free jelly pots or fruit jelly.
· Pot of custard or rice pudding.

Healthy choices of drink include water or milk. Children should be encouraged to use re-useable containers for safety and litter reasons. 



We strongly encourage: 
· That all foods and drinks consumed in our settings will follow the guidelines recommended in the food pyramid.
· We ask you not to give your children any type of sweets, crisps or fizzy drinks – We have a strict NO TREAT policy. 
· Parents/Guardians are requested to provide lunch boxes for safe and clean storage of lunches. 
· Children are also to bring home any unfinished lunches, wrappers and empty milk cartons. It will also highlight what food children have eaten.

There are celebrations and occasions where children may be offered treats as a once off occurrence e.g. Christmas, Halloween, Easter, etc. These are kept to a minimum and should you wish to prevent your child from accessing treats during these times, you must make this known to the team 

Meals @ Roots & Wings Beresford, Roots & Wings on the Green and Kindergarten
With regards to meals prepared on site for our children in full time, we strive to promote lifelong education of healthy eating for both mind and body. We take the nutrition of your child very seriously; it is one of our main aims to ensure all children in our care are supported in making healthy food choices, enabling them to attain their optimum growth, development and health potential. We follow the latest TUSLA best practice recommendations in every area of food preparation, service and provision. We offer either a meal, or a snack, to each child at least every 2-3 hours. Your child’s individual food choices and dietary requirements are extremely important to us here at Roots and Wings and they will be adhered to always. This will be discussed with you at length during the induction stage. A daily menu board will be displayed in the reception area.

Cooked on site
At Roots and Wings our menus have been carefully devised with the latest TUSLA recommendations and have been approved by a consultant nutritionist, all meals are cooked from scratch and very little if any processed foods are offered. Our ingredients are of the highest quality, sourced locally and are fully traceable as per TUSLA requirements and best practice. The kitchen team at Roots and Wings are H.A.C.C.P. (Hazard Analysis & Critical Control Points) compliant. Meals are cooked onsite in our full day creche. They are transported to the other services daily in an insulated container to ensure temperature control.
Breakfast
We have all heard the research on the importance of eating a good balanced breakfast. Not only does a good breakfast fuel you up and gets you ready for the day, in general, children who eat breakfast have more energy, do better in school, and eat healthier throughout the day. Without breakfast, children can get irritable, restless, and tired. At Roots and Wings our leisurely breakfast consists of Juice, Breakfast cereal and bread or toast with monounsaturated/ polyunsaturated spread.
Unsweetened fruit juice is offered with breakfast to help the body absorb iron. As per TUSLA recommendations we dilute the juice with 4-5 measures of water. Diluted down orange juice and apple juice are offered on alternative days. As per TUSLA recommendations we vary between wholemeal, brown and white bread at breakfast time. Similarly, we offer breakfast cereals which are high in fibre on alternate days.
Small bites
Morning and afternoon snack time is a chance for the children to regroup and enjoy a healthy snack; this can take place in the formal setting of the dining area, in the classroom or the outdoor learning environment. Snack time is a casual no fuss time that lasts anything from five to fifteen minutes. Our snack menus are varied, using only fresh produce and offers a choice of at least two of any of the following apples, oranges, cucumber, carrots, grapes, celery, kiwi, banana, red and yellow pepper.
Family –Style Mealtimes
Lunch and tea times are a more formal occasion; all the children regroup in the dining area to share the eating experience. Here children will also be learning about physiological well-being and identity and belonging as they help set the table, serve their own food and clean away afterwards. We understand the importance of ensuring children have the correct and appropriate child sized cutlery and crockery. Introducing little touches like tablecloths, flowers and ensuring the process is a relaxed social affair that lasts for about 30 minutes all add to the learning opportunities.
By providing a family style food service where children serve themselves from a communal dish, children can determine the quantity of food they wish to take at a mealtime. This can be particularly helpful when introducing new foods, where small quantities of food can be served initially and then seconds are available.
Menus will be updated each quarter to reflect seasonal produce and children’s preferences.
Provided by Muintir Childcare:
	Meals Provided
	Full-Time
	Part-Time
(8.30-1.30pm)
	Sessional (9-12 or 12.20-3.30)
	School Aged Childcare

	Breakfast – 7.50am-8.20am
	· 
	
	
	

	Little Bites approx. 10am
	· 
	· 
	· 
	

	Bring in own lunch for mid-session
	
	· 
	· 
	

	Hot Lunch 12.15pm
	· 
	
	
	

	Snack approx. 3pm
	· 
	
	
	· 
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 Risk Management Policy
Statement of Intent
We are committed to ensuring that all children are supported to feel secure and safe in the Early Years environment so that they can safely explore and learn about their world.

Aim
We aim to protect all children from harm or hazard that may result in injury by implementing hazard and risk management procedures to maintain a safe environment.

Methods
Hazards are things that could potentially cause harm, injury or damage to people, the environment or physical objects.  Early identification of hazards and their risks is vital in preventing potential negative outcomes. 

We identify risks and, where necessary, conduct risk assessments:
· Risks will be identified for new equipment or structures, prior to purchasing
· Hazards and risks are identified through regular (or when necessary) inspections of the Early Years setting, both indoor and out, and addressed as necessary. 
· Staff will assess risks when changing layout of environments etc. 
· A risk assessment will be conducted before any outing to a new place/taking a new route etc. – See Outings Policy
· A risk assessment will be done of our safety procedures to ensure their highest efficiency – See Fire Safety
· In partnership with parents/guardians Staff will develop plans to minimize risks for individual children based on their needs. 
· The Early Years setting follows comprehensive recruitment and Garda Vetting procedures.
· A comprehensive Child Protection Policy and Procedure is followed by all staff and shared with parents. 
· Risks are addressed after any accident or incident and planned for accordingly 
· See Accident and Incident Policy
· All staff are trained in First Aid
· Children with any medical requirements will be supported and assessed by staff on a case by case basis around each child’s individual needs and requirements, in partnership with parents – E.g. Administration of inhalers etc. 
· Any building work etc. will be planned outside service hours to the best of our ability
· All contractors will be qualified professionals with insurance etc. 
· Covid – 19 : See our COVID – 19 Risk Assessment and Management Document 

Staff to see Risk Assessment Template in order to carry out assessment.
Risk assessment templates are kept in the resource folder in the office at Beresford or can be accessed by requesting a copy from a member of management


















Child Protection Policy


***Please see our Child Protection Policy Booklet which details full Child Protection are Policy***




















Emergency Closure Policy

Statement of Intent 
Our services are committed to ensuring the safety and welfare of the children, families and staff at all times. We endeavour to be open as normal throughout the year, without disruption. Where disruption is unavoidable, all involved in the service will be kept informed and the service will reopen at the earliest possible opportunity. This policy addresses the procedures relating to a closure due to reasons outside of our control.

Emergency Closures May Include
· When the building is unusable through accidental or malicious damage.
· When the building is unusable due to required maintenance work. Where possible we will endeavour to negotiate scheduled work to be carried out during times of closure.
· When an outbreak of illness requires closure in line with HSE recommendations.
· When illness levels within the staff team mean it is impossible to maintain the correct ratios of suitable adults to children as per the Child Care Act 1991 (Early Years Services) Regulations 2016.
· During extreme inclement weather; including warnings from the Irish Meteorological Service - Met Eireann.
· Advice from the Government National Emergency Group (GNEG).
· When an emergency occurs during the opening hours which requires the service to close early.
· When the service has been instructed to close by the Government of Ireland e.g. Covid -19 pandemic
· When the service cannot adhere to adult to child ratios due to staff illness / absence

Emergency situations (including extreme weather) 
We aim to ensure that the service remains open whenever possible. However, in the event of extreme weather conditions that mean that our service is unable to open (or must close a session early), we put into practice the following procedures which ensure the safety and welfare of children and staff. These measures will ensure that all families of children attending the service are made aware that we will be closed. 

Our decision will be based on the following risk assessment: 

· Will there be enough staff to supervise the children? 
· How far staff and families must travel?
· Is access to/around the building hazardous? 
· Can we maintain a reasonable temperature in the building? 
· Is water available? Risk of burst pipes etc.
· Are enough toilets working satisfactorily?
· Sufficient food available
· Compliance with all requirements under the Child Care Act 1991 (Early Years Services Regulations 2016

Method 
If after consideration of risk assessment and guidance from relevant government bodies, the management of our services decide we are unable to open (or have to unavoidably close after a session has started), the following actions will be taken as soon as practicable. This includes where there are extreme weather conditions. 
These following procedures allow emergency situations to be dealt with expediently and with the safety of all concerned as paramount.

Parents
Emergency Closure Prior to Service Not Opening
· Make contact with the families by email and Facebook at least 45 minutes before the start of a session where possible. A note will be attached to the front door of the service where possible.
· Inform parents/guardians about how they can find out when the service will reopen and other information according to the circumstances of the closure. (If a parent/guardian informs us that they do not have internet access we will contact them by text or telephone).

Emergency Closure During Opening Hours
Where practical, the Manager or designated persons in charge will remain at the building until such time as it can be determined that all the affected families have been made aware of the situation.
· In the event of an emergency closure [e.g. extreme weather conditions] after the session has started, parents and carers will be informed by telephone that they are required to collect their child as soon as possible.
· If the closure is due to sickness, the children and all staff who are unaffected will remain on the premises until all children can be collected. 
· If the closure is due to an emergency which requires the building to be evacuated, the children will be safely evacuated according to the current Fire Drill procedures. Contact information for all the children will be taken out of the building alongside the daily register.
· Once the building is evacuated, the emergency services will be called.
· The children will then be taken to a place of safety until such time as they can all be collected by parents/designated person. Parents will be contacted by the person in charge. All staff will remain with the children during this time. If parents cannot be reached, the emergency contact persons (as identified on the Child Registration Form) will be contacted.
· A record will be kept of any incidents and reported to TUSLA as required (see Accidents and Incidents policy for more information).
·  In the event of non-collection of a child we will follow our non-collection policy and procedure.

Payment of Fees During Closure in Exceptional Circumstances:
In the event of the closure of the service in exceptional circumstances, that is beyond the control of Management the following will apply
· If the service is open during adverse weather and your child does not attend the full fees will be payable.

· Full fees for the closure period will be payable when there is adverse weather conditions and where advice has been given by Met Eireann or the Government National Emergency Group (GNEG) not to travel or not to open businesses. If this situation goes beyond 5 working days fees will not be payable and staff will be laid off.

·  If the service has been instructed to close by the government of Ireland due to unprecedented events, fees will be paid as normal until directive and guidance is offered and sought by the relevant departments and bodies who govern early years operations.

Provision of Service in Extreme Weather Conditions
Where possible, and where the health and safety of all is considered and advice is taken from the Meteorological Service - Met Eireann. Government National Emergency Group (GNEG) and other relevant bodies, Roots and Wings will endeavour to offer either a reduced skeleton service and or reduced opening hours’ services to parents.



Hot Weather Policy and Procedure
Statement of Intent 
Our services are committed to ensuring the safety and welfare of the children, families and staff at all times. We endeavor to take all reasonable steps to identify and manage risks associated with extreme hot weather, we ensure every precaution is taken to protect children from harm and hazards. We recognise that the risk of heat stress is a factor of both air temperature and relative humidity levels. 
This is achieved by the following process. 

Method
· Parents are asked to dress their children in loose & light clothing appropriate to the weather conditions. 
· Ensure our sun policy is adhered to and children use broad-rimed hats and sun cream for protection 
· The service will endeavour to source a cooling fan to maintain a comfortable temperature.
· Ensure each room has a room thermometer and daily checks are carried out and recorded. Blinds are drawn in the caterpillar room 1 hour before sleep time to limit heat from sunlight. 
·  During hot weather all surfaces are checked to ensure children are not at risk of contact burn injuries. 
· During periods of extremely hot weather, activities will be conducted inside or in shaded areas. Outdoor play will be avoided between 12 noon and 3pm each day 
· Drinking water should is constantly available indoors and outdoors and children are reminded to drink regularly. 
· Staff are also encouraged to top up water bottles 

Team members are trained to look out for the signs of overheating, which can include;
· Looking unwell and more irritable than usual
· Pale and clammy skin
· Sleepy and floppy
· Fewer wet nappies than usual/ Dark urine 
· Refusing to drink /Intense thirst (but as the baby gets weaker, he/she may drink less)
Dry skin, mouth and eyes (no tears when crying)

[bookmark: _heading=h.2s8eyo1]If a team member suspects heat exhaustion, they will take the following steps…. 
· seek medical advice and follow your Emergency policy 
· Move to a cool area and remove all extra clothes
· Try to give the child drinks until help arrives

The signs and symptoms of Heat Stroke are as above and the following 
· Rising body temperature
· Red, hot and dry skin
· Rapid breathing
· Vomiting
· Confusion
· Seizures 
· Coma (not responding when touched or called)

If a team member suspects heat stroke, they will take the following steps…. 
· Immediately call an ambulance
· Move to a cool area and remove all extra clothes
· If the child is conscious and able to drink, give small sips of cool fluids
· Bring the child’s temperature down using any method available (sponging with cool water, cool bath, or covering with cool damp cloths)
· If unconscious, lay the child on their side (recovery position) and check they can breathe properly. Support 
· Perform CPR if needed

























Sun Safety policy
Statement of intent                                                         
Our services believe in Sun Safety to ensure that children and staff are protected from skin damage caused by the harmful ultraviolet rays in sunlight.

Aim                                                                            
Too much exposure to ultraviolet light (UV) radiation from the sun causes sunburn, skin damage and increases the risk of skin cancer. Sun exposure in the first 15 years of life contributes significantly to the lifetime risk of skin cancer.

We aim to follow a set of procedures to reduce the risk of sun damage. 

Method 
· For our ECCE only sessions ( as it is a three-hour session) parents are requested to apply sun cream (30-50 Factor) to children prior to attending the session as educators will not be in a position to apply suncream within this short session
· All parents, regarding of the level of care being availed of i.e. ECCE only, Part Time, Full Time etc. should apply suncream to their child before the child arrives at the service. Staff will apply a child’s own sun cream in an urgent situation. Sun cream bottle must be clearly labelled with the child’s name on it. 
· This can be sent in in the child’s bag
· Staff will top up suncream for children who are availing of full time care. 
· School aged children will be encouraged to apply their own suncream under the supervision of staff. Staff will support younger school aged children in applying suncream and those who require assistance
· Permission from parents must be given on the child’s record card for staff members to apply the suncream to their child
· Staff will talk to children about why the sun can harm their skin and how best to protect themselves.
· Staff will encourage children to wear clothes that provide good sun protection (e.g. Hats, smock with long sleeves).
· Where possible, outdoor activities will be scheduled at times other than the middle of the day when the sun’s rays are most harmful.
· Educators will hold outdoor activities in areas of shade where possible.
· Children will be encouraged to drink water regularly to prevent dehydration.




















Children, Education and Care Policies
Settling-in policy

Statement of intent
It is the policy of our practice that every effort is made to ensure that the settling in period is as easy and pleasant as possible for the children and their parents/carers. – See Transitions Policy 

Aims 
To ensure all children settle into the service in the most comfortable way for them 

Methods
· Each parent is provided with an information pack about the service before the child starts at the service.
· Each parent is encouraged to drop into the service with their child before the child starts at the service, so that the child can become familiar with the other children, staff and the day to day running of the service. 
· On the first day the parent is encouraged to stay with the child until he or she feels comfortable in their new surroundings. 
· Each parent is encouraged to spend as much time as necessary with the child during the settling period. There is no set time limit on the settling in period.
· No child will be pressured to take part in any activity during the settling in period. 
· To help staff build a relationship with the child, staff will discuss the child’s interests with parents, as well as their likes, dislikes and key words the child uses at home
· Close communication will be kept with the parent/guardian during this period
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Transition policy

Statement of intent

We are committed to developmentally appropriate practice. Children are especially susceptible to changes in routine, new environments and to separation from their parents or guardians. It is particularly difficult for children to be placed into the care of someone with whom they are not familiar. We recognise that all children can feel unsettled at times of change and in particular for children with special educational needs. It is important that all children experience positive transitions, therefore, we have developed a highly effective, developmentally appropriate plan for transitioning children. In this policy we include transitions into our Early Years Service, transitioning within our daily programme, transitioning within the service and transitioning out of the service.

Aims
Transition is like a journey and takes time, preparation and planning. Adults can help a child’s journey into new territory by supporting them before, during and after the transition occurs. Parents and Practitioners need to work together, sharing information they have about the child and what support he or she may need. 

Method
To achieve this aim:

Before a child joins our service, we...
· Provide parents with information before their child joins the setting, e.g. advice on settling in, admission procedures, parent’s handbook, programme of care.
· Work with parents to build up a picture of the child’s individual development needs and preferences.
· On occasion, we may link in with a child’s previous service to obtain information as to how best to support the child’s needs and preferences in a group or preschool environment.
· Ensure that parents are aware of the systems and policies operating at Roots & Wings – Policy Documents in parent’s handbook.
· Arrange for children to visit the service for an hour or two a couple of times before if starting in the Early Years’ Service to familiarize themselves with the setting and the staff.
When a child joins 
· Our open-door policy is explained to parents and they are invited to visit the setting as they wish, especially during settling time.
· Encourage parents never to sneak away – always say goodbye.
· Make the good –bye short as extended departures increase anxiety levels.
· Each child has an “all about me” sheet which enables their Key person to get to know the child better. 
· Work in partnership with other professionals involved with some children who have additional support needs and who may need enhanced transition arrangements.

Within the daily routine 
· Evaluate the amount of transitions that occur throughout the day and determine if they work for this group of children.
· Give the children clear instruction and warning of transition times and places.
· Respect the child’s right of choice when moving from one activity /place (where possible).
· Use chanting, song and marching when moving from one activity/place to another.
· Using visual displays to communicate the daily routine and offer children predictability within their day

Transitions within the setting
· Transitions within the service will be made as easy, as seamless and comfortable as possible.
· When it is time for a child to transition to a new room, this will be openly communicated to parents. A positive relationship between educators and parents will support the transition process. 
· The transition will be communicated to the child and they will take part in preparing for the change.
· Visits to the new room will be organised.
· In some instances, the child’s key person may move and make the transition with the children.
· Where a child’s key person changes, the child will be made aware of who their new key person will be, as will their parents.
· Children will have the opportunity to spend time with their new key person and other educators who will be in their new room prior to moving.
· Support plans and information in relation to a child’s learning, development and interests will be passed on to a child’s new key person
· Social stories may be used that focus on the topics of change, transition and emotions.
· It is our aim to transition children to new rooms with their peers so that they have familiarity. Having friends may also help children adjust to the demands of a new environment 
· If a child finds the transition particularly difficult or unsettling, we will slow down the process 
· Each child has a transition passport which is continuously updated by the child’s key person. This passport moves with the child to their new room and given to their new key person (if their key person changes). The document is a communication tool that informs a new key persons about a child, their likes, dislikes, dispositions and abilities. 

Similarly transitions out of the setting are equally important. 
· Invite back children who have already made the transition to big school spend some time with the children about to go through the transition.
· Introduce the topic of National School slowly and compassionately, using pictures, uniforms and books.
· Visit the children’s new schools in May of each year.
· Work with the new setting to support transition.
· Work in partnership with other professionals involved with some children who have additional support needs and who may need enhanced transition arrangements.
· Listen. This is often the most important part of play work and it is certainly vital in supporting children through any transitions.

If a child finds any transition particularly difficult or unsettling, we will work individually with that child and support them. Alternative plans and arrangements may be made with guidance and communication between parents and the educators to support the child through the transition.





Key Person Policy
Statement of Intent.
At Roots & Wings, we feel that children settle best when they have a key person to relate to, who knows them and their parents well, and who can meet their individual needs. We believe that a key person approach benefits the child, the parents, the staff and the setting by providing a secure relationship in which children thrive, parents have confidence and staff are committed and the setting is a happy and dedicated place to attend or work in.

Aim.
We aim to make our setting a warm, secure and welcoming place where children settle happily and in their own time, because consideration has been given to the individual needs and circumstances of each child and their families.

Methods.
· A key person is allocated to each child, normally where a special bond is made.
· key person/child relationships are reviewed at the end of their first half term, to ensure they are with preferred staff members.
· The key person offers unconditional regard for the child and is non-judgmental.
· The key person is responsible for recording observations and progress of their ‘key’ children, to be able to plan for individual needs.
· The key person is responsible for ensuring information is passed on to parents/carers, creating an effective, two-way flow of communication and ensuring each child is being cared for appropriately for each family.
· The child normally remains with the same key person for the academic year and if possible their entire time within the service.
· As children become more independent, they are encouraged to bond with all members of staff.
· If necessary, to liaise with the allocated member of staff who is responsible for Child Protection.
· A key person must make their key children’s emotional wellbeing their priority. This may mean some daily staff jobs such as ‘snack time’ or ‘lunch-time’ are swapped between staff to allow a key person to comfort a child to ensure that the individual needs of all children are met.
· The key person will respect confidentiality.

Curriculum Policy
Statement of Intent:
Evidence based research in addition to our extensive craft knowledge and decades of experience as a centre of excellence, enables us to weave our own distinctive culturally responsive and contextually relevant curriculum into our practice.

Aim:
To provide a secure, welcoming environment where respectful relationships are formed and where children are nurtured to be adaptive, creative, resilient, and optimistic learners. This process will be supported by Educators who kindle motivation in children, nurture curiosity, value children’s voices and input, in turn, enabling high quality learning experiences as underpinned by Aistear.

Methods:
1. Our team have a shared understanding of the core values, principles and philosophies which make up our overarching curriculum statement.
2. The team within each room collaborate to devise a contextually relevant curriculum based on what they believe is important for the individual needs and preferences of the group.
3. The environment, both indoors and outdoors is informed by evidence-based research to ensure that it is calm, comfortable, accessible, and appropriately resourced to afford each child the optimum space for their learning and development to flourish.
4. In collaboration with children and their families, the individuality of each child, their cultures and well-being are embraced through honouring identity and belonging.
5. A mosaic approach to curriculum planning is used in each room and incorporates both the children’s emergent interests along with the Educator’s intentional teaching plan.
6. Educators record children’s preferences and interest by using a tool ensuring that each child’s voice is heard and documented.
7. In partnership with children as co-constructors of their own learning, Educators will use learning stories as a tool to identify interests and schemas, and to document and extend learning and development.
8. The curriculum is regularly reviewed and reflected on to stretch and nurture the possibilities of further valuable learning for each child.
9. A room floor book is used to allow children to document their reflection of group learning experiences.

Interactions with children Policy

Statement of intent
At Roots & Wings we believe that the way adults interact with children plays a very important role in children’s learning and development. We understand that in classrooms where teachers are responsive, guiding, and nurturing, children take more initiative and are more likely to be actively involved and persistent in their work.

Aim
We aim to ensure we provide warm nourishing relationships between children and staff that support and view children as strong, powerful, competent, complex and full of possibilities.

Method
In order to foster positive adult/child interactions children will be assigned a key person and all staff will: 
· Show respect and the need for individuality in each child regardless of religion / culture/ background / sex. 
· Support children’s expression of their thoughts and feelings.
· Become actively involved in children’s play, where appropriate.
· Respond sensitively to children’s attempts to initiate interactions and conversations.
· Initiate one to one interaction with children during daily routines and conversations with each child.
· Give children space to explore their own boundaries and develop to their full potential 
·  Greet each child individually so they feel, as a separate person, they are special. 
· Take time to listen to all children 
·  Respond to children’s communication in a just and consistent manner.
· Offer a warm / friendly and safe environment for children to develop and enjoy. 
· Manage Behaviour in a positive manner (see behaviour management policy) & at the appropriate level 
· Use positive role modelling to demonstrate appropriate behaviour. 
· Staff makes sure to communicate positively to individuals as well as in group situations 
· The child’s family background is accepted by staff and where appropriate, activities / lessons are planned to incorporate differences / similarities for each child to experience. 
· Staff encourage sharing of ideas between children and between children and staff. 
· Staff will support children in developing their interactions and friendships with other children, especially those who are new to the service or are learning English as an additional language.
· Provide opportunities for small and large group activities and play where children can learn from one another and lead to increased social awareness, cooperation, collaboration, teamwork and a sense of belonging
· Ensure that children have ample opportunities to interact casually with one another i.e. during free play, eating together etc.
· Provide opportunities for children to recognise and accept similarities and differences between them.
· Ensuring that no child is excluded, mocked or made to feel uncomfortable or embarrassed by others.
· Supporting children in developing the ability to engage in emotional literacy where they can notice and understand how others are feeling and how to comfort and help them.

The service supports children in forming and sustaining positive relationships with siblings and peers and other children. The service will encourage and plan time where younger children, older children, siblings and friends can be together. 














Observation and Documentation Policy

Statement of intent
By HSE regulations, every childcare provider is required to have documented observations on children.  In Roots & Wings we carry out termly observations on each child.  If we feel that a child may be in need of additional support or have any concerns, additional observations will be carried out and related back to Aistear’s Learning Goals. Observations are a form of assessment and an excellent tool for planning curriculum.  Alongside observations, we will also use conversations, self-assessment and the children’s learning journals.  Our Practice follows an Emergent interest style curriculum; therefore, we are constantly observing the children.  A lot of planning comes from the children, through observation of interests, conversations or their own work.  

Aims
· To set out clear guidelines for observations 
· To explain different types of observation and their uses
· To monitor and assess children’s development, identifying any support needs.  

Methods
Types of observation
· Time Sampling – the observer can observe a child, group or activity over a period of time at pre-specified time intervals and record what is happening.
· Frequency – the observer identifies an aspect of behaviour of a child or group and records every time this behaviour occurs
· Duration Observation – the observer records how long a child or group spend at an activity or exhibiting certain behaviour.
· Focused Observation – this is when a child or group are chosen to observe because more information is needed, and detailed notes are recorded
· Target Child Observation – this is when a particular child is the focus. Observation is recorded at pre-set intervals throughout a session or sessions so that a full picture can be built up over time on the child’s interactions, learning and development
· Anecdotal / Learning Story - involve a written narrative on examples of work such as photos of constructions, dances, outdoor activities etc or paintings and drawings. These are recorded after the event with another staff member, child or parent.
· Checklist – This is a very quick way of gathering a brief picture of the child and their overall abilities and development e.g., physical development, social and emotional development, communication skills etc. They are used to supplement other observations and only used sporadically in our services as there can be limitations with their use. 

We have also created additional templates where we will have an overall reflective observation during the ‘getting to know you’ stage at the start of the year.  We develop additional templates and observations where necessary depending on the needs of the group.  

Observations are a requirement by the Early Years Services Regulations.  These observations are shared with parents via learning journals, conversation or by request.  If any observations show concern for a child’s overall development, we will follow our ‘Parent or Staff Concern Policy’.   
















Risky Play Policy

Statement of intent
Risky play can be defined as a thrilling and exciting activity that involves a risk of physical injury, and play that provides opportunities for challenge, testing limits, exploring boundaries and learning about injury risk. Activities such as climbing, sliding, balancing, jumping from heights and hanging upside down can be considered as risky.

Aims.
Our ethos reflects the belief that Risky play should be available for all children regardless of age, ability, or gender. Risky play is an invaluable part of childhood and we strive to provide an environment that affords the opportunities for risky play while adhering to the highest safety standards.

Method.
In order to create a play environment where children can engage in movements that fulfil their sensory needs, desire for risk and where safety is considered at all times we:
· Understand that risky play is essential for children’s good physical development and overall mental health, wellbeing and holistic development. 
· Through taking risks whilst playing, children learn how to manage risk, which helps them to stay safe. 
· Our educators are trained in promoting learning through the outdoor environment.
· We fully promote children to take risks, safely and under close supervision. 
· We endeavour to provide a challenging and risky learning environment that will support all children as they become more motivated, curious, able, and adventurous.
· We aim to manage the level of risk so that children are not exposed to unacceptable risks of death or serious injury.  
· All parents are informed that Roots & Wings provides and allows risky play opportunities. 
· Staff members explain to parents why they offer risky opportunities and reassure parents that the purpose of risky play is not to put their child at risk, it is an important factor in their development.
· The manager of the service will ensure that all insurance documentation allows for risky play.
· Risk assessments are carried out on all new risks introduced, and all equipment is checked before use.





























Outings Policy

Statement of intent  
At Roots & Wings we believe that all children have the right to experience and enjoy the essential and special nature of being outdoors. We understand that young children thrive, and their minds and bodies develop best when they have free access to stimulating outdoor environments for learning through play and real experiences. Outings enhance the learning opportunities provided within an early year setting.  

The main purpose of this policy is to specify what to do, to keep children safe and well when they are under control of the service, but not the premises.

Policies and procedures regarding to outings are planned in accordance with Early Years legislation and regulatory requirements 
- Child Care (Preschool Services) Regulations 2006 -article 27: safety guidelines
- The services insurance policy.
-Child Care Act 1991 (Early Years Services) Regulations 2016
-Children First Act 2015
-Health and Safety at Work Acts 2005 and 2010

Aim. 
In our provision, we aim to place an equal value on the learning through play and experiences that takes place both indoors and outdoors. During any outings a key person accompanied by another team member and a parent will take a group of children on foot out into our wonderful community to experience first-hand it’s nature as well as the places, people and things that make up our town. We aim to ensure that children feel safe and secure by the supervision of a responsible adult

Method. 
· Written permission from parents/carers is obtained for outings when a child first joins the service. 
· Outings will be a regular feature of our curriculum planning and parents will be made aware of this. All outings will occur during the hours of the sessional preschool day and will not exceed these
· Parents / guardians will also be invited on outings and their support and involvement is greatly appreciated and encouraged.  The ratio of children to adults will be based on risk assessment.
· The Early Years leader will carry a mobile phone which has a fully charged battery.
· Children are invited to come on a trek, no child should be forced to join the trip.
· Only children with appropriate clothing and footwear will be permitted to join the outing.
· Thorough risk assessments are carried out prior to each outing.
· Adequate and appropriate precautions are taken to prevent accidents, incidents and infection.
· A first aider will be present and a suitable first aid box will be taken.
· Information regarding children’s contact numbers, allergies etc. must also be taken.
· A walking rope may be used for outings
· The children must be counted before setting off and counting must be ongoing at regular intervals throughout the outing.
· Outings are covered by the preschool insurance scheme (Padraic Smith and Co. Insurance Brokers. 8-9 Marino Mart, Fairview. Dublin 3) 
· Drinks and or snack must be provided at similar times to those in the preschool and additional drinks should be offered if the weather is warm or if energetic exercise is part of the day.
· In the case of a child going missing or a critical incident, we follow our policy and procedure for missing child and critical incident plan.
· The names of children going on a trek are taken on a roll call document. Children are signed out of the service and signed in again when they return to the setting
· A group photo is to be taken before leaving the service to check against if required. This is to provide the most recent picture of children and their clothes
· Children are always supervised to ensure no one gets lost and that there is no unauthorised access to children.
· Water, wipes and hand sanitiser will be carried in the trek out bag. Children will wash/ clean hands prior to consuming foods and/ or when hand washing is necessary on an outing to ensure infection control. 
· Children will wash their hands after they have returned from an outing.
· The policy is observed by all managers and all staff members

Risk Assessment 
A comprehensive risk assessment is carried out by the managers before any proposed visit to a new venue. 
An outings risk assessment document is located in every trek bag and this must be observed prior to going on treks and especially when visiting new areas or areas that are deemed to be of a potential higher risk to health and safety e.g. outings to the beach. 

Critical Incident Plan.
A critical incident can be described as an incident or sequence of events that strains the normal coping mechanisms of the setting. The following plan outlines what to do in the event of a critical incident while out on a trek.
Possible Critical Incidents
	Missing child/obduction

	1. Contact/phone Member of Management (Nickola, Leanne) A team member will drive to the trek location to assist with the search for the child.
2. Maintain and ensure the supervision of the other children in the group.
3. If the child cannot be located after 15 minutes, phone the emergency services and follow guidance from An Garda Síochana.
4. Ensure all of the other children are supervised and safe

**If a child is abducted and this is witnessed An Garda Síochana must be contacted immediately**

	Serious Injury
	1. Assess the situation and decide if the child requires emergency assistance from a hospital, GP or return back to the setting
2. Phone Emergency services if it is deemed that the child requires imminent emergency assistance.
3. Phone a member of management
4. Maintain and ensure the supervision of the other children in the group.
5. Use FAR training / guidance from emergency services to assist the child.






Emergency Contacts
	Emergency Services
	999 / 112

	Nickola Cullen
	087 9886262

	Beverton 
	01 6948984

	Roots & Wings
	01 6948984

	Swords Garda Station
	(01) 666 4700

























Energy Saving Policy

By the Children in Beverton Preschool (Roots & Wings at Beverton)!

This policy was written by the boys and girls in Beverton Preschool and is something we have adopted across our two services ☺ 

Statement of intent/How we feel about Energy!
As a Green School Early Years Service, we are very conscious of our impact on the environment.  Our 2015-2016 Green Flag Project is on Energy Saving! We aim to support the children, their families and staff in saving energy and looking after our environment.  The boys and girls in Beverton Preschool have planned this policy to help guide us through the energy saving process! They like ‘having energy to play in preschool! We get our energy from food like yoghurt and healthy foods!’.  

Aim/What we are trying to do!
We are trying to ‘save all the energy!!! We are going to show our friends and families how we can save energy.’ The policy aims to support our Green Flag project and to promote awareness of saving energy in both the school and home environment.  

Method/How we can save energy!
The boys and girls suggested plenty of ways in which we can save energy in the setting and at home;
· Turn off the phone after work!
· Mommies and Daddies can turn off their mobile phones to save the batteries!
· Nickola can turn off her computer ‘and stuff’ when she’s not using it!
· Maybe only use the Microwave for ‘just stuff like hot chocolate’ – the important things!! ☺ 
· We can walk to playschool if it’s not really far! One of the boys told us all about his Lamborghini and that it uses lots of energy!! ☺ 
· We only need the lights when it’s dark! 
· Turn off all the toys with batteries so they don’t waste!

Our Green Schools Programme is another way we support energy saving, creating awareness.  We share our work on our notice boards, Facebook, newsletters and children’s journals.  
Our Energy Officer (one of two of the children) keep the preschool staff and their peers on track with saving energy - pointing out if lights/appliances are left on and explain why this is important to their pals! 

We turn off all lights and appliances when not in use, with the support of our Energy officer and our Early Years Curriculum has plenty of focus on being environmentally friendly and conserving energy!


























Outdoor Play Policy

Statement of intent
At Roots & Wings we believe that all children have the right to experience and enjoy the essential and special nature of being outdoors.
We understand that young children thrive, and their minds and bodies develop best when they have free access to stimulating outdoor environments for learning through play and real experiences.

Aims
Our aim is to fulfil the basic childhood needs using the outdoors—jumping, running, climbing, swinging, racing, yelling, rolling, hiding, and making a big mess—is what childhood is all about and is every child’s right.

Method.                                                                                        
We recognise that knowledgeable and enthusiastic adults are crucial to unlocking the potential of outdoors; the team empowers the children in our care by...
· Providing opportunities for outdoor play on a daily basis (within weather constraints) 
· Ensuring children are supervised at all times when outdoors.
· Access to our outdoor area is play space is secure. Staff Check that gates, fences and sheds are secure before children go outside.
· Staff do a safety check of all areas of the outdoor play space before children go out to play.
· Staff perform a thorough inspection of the outdoor area especially after adverse weather
· Having a relatively large outdoor space which is accessible from all rooms in our setting. 
· Using outdoors as a learning environment.
· Ensuring we meet the needs of all children as individuals at each child's own level.
· Providing rich and stimulating outdoors experiences with creative and imaginary play activities.
· Ensuring we provide a variety of interest areas including sand and water play, construction area, small world play, mud kitchen, digging and planting area, storytelling and circle time area - all of which provide an array of open-ended materials for use at the children’s discretion.
· Ensuring as well as interest areas there is also space for gross motor development, room to run, skip and hop.
· Providing rid-on, push along and slide on equipment to develop the children’s core strengths.
· Wendy houses and tents provide hidey holes and quieter areas.
· Ensuring children have sufficient time to work in depth and enable them to re-visit experiences.
· Making outdoors a safe and comfortable environment where children feel secure and valued.
· Staff ensure all equipment is checked daily to ensure it is safe for use;
· Observing children outside and identifying and planning for children’s interests and learning styles.
· Identifying areas for improvement in terms of organisation, management, extending resources or training to improve Provision
· Children are encouraged to actively engage in the outdoors, to respect and care for their environment. In doing so, they develop a sense of pride and autonomy in caring for their space 
[bookmark: _heading=h.17dp8vu]
We firmly believe in the statement that, “there is no such thing as bad weather, just bad clothing!






















[bookmark: _Hlk111727979]Integration and Inclusion Policy
Statement of intent
[bookmark: _Hlk111719564]Muintir childcare is a mainstream early years educational and care provider. We strive to provide an inclusive environment in which children with any additional support needs have equal access to and participate meaningfully in.  In our inclusive environment we accept and value diversity, working together to find necessary support to ensure successful participation for all children and families.  

[bookmark: _heading=h.3rdcrjn]As a mainstream service we actively seek to support learning and participation that does not hinder or exclude individual children or groups of children. This means that equality of opportunity must be a reality for all children attending the service. This is achieved by using a child-centred equality and diversity approach to create an inclusive learning environment.

To ensure we deliver on our duty of care to all, we cap the number of children with additional needs and /or require AIM level 7 supports in each room. Each preschool class can accommodate a maximum of 2 children with an additional need (diagnosed or undiagnosed) while our caterpillar class can accommodate 1 child with an additional need (diagnosed or undiagnosed). There are a number of considerations that inform the above policy therefore this is at the discretion of the INCO (Inclusion Officer) based on the needs of the room. 
This policy represents the agreed principles and commitments for inclusion, in line with the Early Childhood Care and Education National Inclusion Charter.

Aims
· To have genuine inclusion.  This is more than just a child’s presence but ensures their active and meaningful participation.  How this happens is different for every child.
· To work in partnership with parents, children and outside agencies to best meet the child’s individual needs.  
· To create a daily programme inclusive of all children.  

What we mean by Inclusion
[bookmark: _Hlk111719615][bookmark: _Hlk111721068]A process involving a programme, curriculum or education environment where each child is welcomed and included on equal terms, can feel they belong, and can progress to his/her full potential in all areas of development (National Childcare Strategy 2006–2010).

Inclusion Co-ordinator
We currently have a number of team members who have engaged in training to support inclusive practices which was delivered by the Dept. of Children and Youth affairs. Nickola Cullen and Leanne Byrne and are our designated Inclusion Coordinators. Our entire team are also highly qualified and capable of managing issues regarding inclusion. 

Methods
· To have close and appropriate interagency involvement. 
· To keep records of all documentation necessary – IEP’s, Diagnosis, Reports from other professionals or any plans put in place for the child
· To be involved in the planning for children attending outside agencies as much as appropriate 
· Make adaptations and strategies specific to each child e.g. change routines to enhance transitioning, modify tables, chairs etc.
· Key person system gives parents a point of contact for information sharing and ensures parents are involved in the planning for their child’s learning and development.

Admissions
[bookmark: _Hlk111719640]Our admissions are done on a first come first serve basis as there is a long waiting list for the service.  As we are a mainstream service who endeavours to cater for specific care and developmental needs where possible in line with the skills and resources within the service. This does not discriminate against any children with regards to additional support needs.  Please see our admissions policy for more details. 

Valuing diversity in families 
· key person System gives parents a point of contact for information sharing and ensures parents are involved in the planning for their child’s learning and development.
· Communication occurs on a daily basis, but parents are free to schedule a formal meeting as required.  
· Parental involvement is very high in the service. Parents and children are encouraged to provide information and resources on any aspects of their lives, cultures or communities.  Parents are more than welcome to come in and visit the preschool and share this information with the children. 


Induction Process 
An extensive induction process is carried out with families and children new to our services.  This process begins with registration before the child starts in the service.  Management will contact the parents from the waiting list, share our information pack on the service and enquire whether they would like to take the place.  At this point the parents are asked to fill out a registration form in order to secure a place in the service.  Later parents receive a detailed child record form.  Both forms are vital to the planning for the child.  The forms are designed in a way to give the staff as much information as possible in order to best meet the child’s needs and assign an appropriate key person.  Parents may share any concerns they have regarding their child and meet with staff to plan what is the best way to support their needs for when they begin in the service.
All children are invited in to visit the service while it is in action prior to them starting.  Visits lengths can vary depending on the child and Parents are welcome to accompany their child for the visit if they wish.  

Curriculum 
· Our curriculum respects diversity.  We learn about cultures, languages, the world and the different needs of different people.  The children develop respect for one another and support each other’s individual needs.  
· Activities books, materials and the environment reflect the diversity of all the children, their families and the wider community.  
· We strive to provide learning experiences that are meaningful to each child and recognise their varying learning styles and abilities.  
· For children with additional needs, we will adapt and work together to find a suitable curriculum with the genuine inclusion of the child.  

Individual Education Plan (IEP): 
There may be times where educators have identified that a child and their development and preschool experience will benefit from a more tailored plan. This plan can be referred to as an IEP. An IEP identifies a child’s strengths and learning needs, their dispositions and traits. It communicates how best to support a child and how the key person and supporting educators can track and monitor a child’s progress. IEP’s are completely individual to a child and used where it is felt that the general routine and curriculum is not fully fulfilling the child’s learning needs. IEP’s are documented in a kep person’s “key worker pack” and also in the child’s file. 
Note: where the use of a trampoline is identified as being necessary for supporting a child, this must be documented in the IEP and only used by the child who it is intended for as trampolines in early years settings are deemed as a health and safety risk.

Staff
All staff are made aware of our inclusion and integration policies and are aware of relevant legislation with regards to supporting additional needs and equality. 
* If a parent has any concerns regarding their child we will follow our Parent/Staff concern policy *

In addition, Staff will work to ensure: 
· Children feel secure and know that their contributions are valued.
· Children know they belong and are valued as unique individuals.
· All children’s cultural backgrounds are respected and valued.
· Children feel strong and confident about their identity. 
· Children are taught in groupings that allow them all to experience success.
· Children use materials that reflect a range of social and cultural backgrounds. 
· Children have a common curriculum experience that allows for a range of different learning styles. 
· Children are encouraged to participate fully, having particular regard for and being conscious of children with a variety of abilities. 
· If a child uses an aid or assistive technology to communicate, that the device is used solely for this purpose

Responsibilities of Management and Staff at Roots & Wings
· All families and children are encouraged to participate, accessing learning experiences through the curriculum on offer.
· we promote children’s individual learning according to their stage of development in line with the Child Care Act, 1991; Child Care (Pre-school Services) (No. 2) Regulations 2016; Disability Act 2005; Equal Status Acts 2000–2012; the United Nations Convention on the Rights of the Child, with particular attention to Articles 29 and 30; and Children First: National Guidance for the Protection and Welfare of Children, 2011.

Dealing with Discriminatory incidents
· The first step in handling incidents involving discrimination is to recognise and acknowledge what is happening. 
· All children need to know that name-calling or physically hurting someone is unacceptable. 
· Discuss with the children in a democratic and sensitive manner that name-calling or physically hurting someone is unacceptable. 
· When an incident occurs (hurtful remarks made by one child to another), both children learn from the incident. Refer back to the rules of the service where appropriate. 
· Always determine the real reason for incidents involving exclusion or conflict. It may not be a discriminatory incident, so be careful not to make assumptions. 
· Some issues may be brought into the early childhood service by the child, arising from comments made by adults outside the setting. Recognise when it is an adult issue and identify appropriate actions for addressing the issue with the child’s parents or guardians. 
· An incident should be considered from the perspective of all individuals involved as well as those who witnessed it. Appropriate actions need to be taken, at circle time or in group discussion, in order to address incidents witnessed by children who were not involved. This does not mean singling out children in the group. 
· By showing empathy and expressing our feelings, we help children to express their feelings. 
· It is important to be aware of how our own attitudes can shape how we respond to a given situation. Be mindful that early childhood practitioners are role models for the children and the early childhood service. Children will do as we do (see the éist manual – Murray and O’Doherty (2010)).

Related Policies
· Admissions
· Equal Opportunities
· Additional Needs 
· key person Policy
· Parental Involvement 
· Confidentiality
· Observation and Documentation 

Inclusion Officer Policy

Statement of Intent:
Roots & Wings actively promote a philosophy and ethos where every child is welcomed and included on equal terms, where they feel they belong and can progress to their full potential in all areas of their development. In a bid to enhance this culture we have a qualified Inclusion officer (INCO) on hand to guide and support the team in achieving this goal.

Aims:
The aim of the INCO is to support and assist the team in enabling inclusive practice and to promote the optimal participation of a child with disability in the service.

Methods:
In INCO is available to guide and support the team through several strategies which will ensure we provide a child centered equality and diversity approach, which will in turn create an inclusive learning environment.
The INCO will do this by:
· Ensuring all staff are made aware of our inclusion and integration policies and are aware of relevant legislation regarding supporting additional needs and equality.
· Supporting and supervising the team to enable them to plan for, implement and review inclusive practice.
· Supporting and supervising the team in forming a collaborative relationship between the child, the family, and the service.
· Working in partnership with the team to develop and implement an inclusive environment that is informed by the core elements of Síolta & Aistear.



Multi-agency Policy

Statement of intent
In some cases, children attending Roots & Wings may also be attending specialised or support services. 

Collaborative teamwork is essential for early years inclusion.  Often when children are attending support services for any additional needs, there can be a large team of people working with them, developing plans and programmes or carrying out assessments.  

Our services strive to maintain a high level of communication with these services when appropriate in order to best support each child’s needs.  

Aims
· To outline clear procedures in working with outside agencies to support the child’s needs
· To obtain as much information as possible in order to meet individual needs
· To work with consistency, clarity and joint planning when appropriate where the child is central
· To clearly understand and define roles of preschool and another agency, as this may differ with each child. 
Methods
Every aspect of the policy may not be applicable to each case as the children’s needs and services they attend are individual.  

key person/Manager may request copies, when appropriate, of:
· Diagnosis 
· Individual Plans etc.
· Supporting documentation that may help the early years’ service meet the child’s needs 

The key person and Manager will plan to meet or contact the agency to discuss roles.
· The Early Years Services’ Role 
· The Support Agency’s Role
· The Support Worker/ Special Needs Assistant’s Role (if applicable) 
These roles will then be approved and discussed with parents and a follow up plan devised.  

In the case of speech therapy services etc. staff may ask parents for copies of recommendation or homework given by the therapist in order to incorporate the activities into games or our daily routine.  




























Equal opportunities Policy

Statement of intent
Roots & Wings is committed to 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.
· Improve our knowledge and understanding of issues of equality and diversity
· Make inclusion a thread which runs through all activities of the Early Years Service.

Method
· We base our admissions policy on a fair system
· We advertise our service widely
· We do not discriminate against a child with a disability or refuse a child entry to our Early Years Service because of any disability.
· We provide information in clear, concise language.
· We ensure that all parents are made aware of our equal opportunities policy.












Individual needs policy

Statement of intent
We provide an environment where all children are supported to reach their full potential.

 Aim
1. We include all children in our provision to the best of our ability, regardless of ability, impairment or any individual factors.
2. We work in partnership with parents and other agencies in meeting individual children’s needs.
3. We monitor and review our practice and provision and, if necessary, make adjustments.

Methods.
1. We ensure that the provision for children with additional needs is the responsibility of all members of staff.
2. We provide a statement showing how we provide for children with additional needs
3. We ensure that our inclusive admissions practice ensures equality of access and opportunity.
4. We ensure that our physical environment is as far as possible suitable for children with disabilities.
5. We work closely with parents of children with additional needs to create and maintain a positive partnership.
6. We provide a differentiated curriculum for all children with an additional need
7. We gather as much information from parents and carers to best support the child’s needs – Record Cards etc. 
8. We gather information internally in the service through observation to best support each child’s needs
9. We offer support and guidance for parents when going through external assessment processes or applying for additional resources
10. We discuss the Access and Inclusion Model (AIM) with parents/carers if staff believe this will help meet the needs of their child
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Enabling Collaborative Behaviour Policy

Statement of intent
In the early years children are learning to communicate their opinions and feelings as their language, patience and understanding of situations is growing.  As the child is growing and developing, they will meet new experiences and challenges.  Sometimes when children are learning to cope with these situations unwelcome behaviours can occur.  In a busy Early Years Service environment clashes and occasional negative behaviours are inevitable, and a normal part of a child’s development.  Staff are accepting of this and wish to work with children in developing their behaviour management skills and accepting the behaviour of others.  We work in partnership with parents to support children’s social and emotional development. 

This policy covers promoting positive behaviour, conflict resolution and minor, moderate and challenging behaviours.  

Within the environment children will be encouraged to identify the ground rules that everyone can abide by. Research suggests that if children have the responsibility to make and review the rules and expectations, they will feel ownership of them and more willingly engage in practices that reflect them.

Aim
To provide a consistent approach in managing children’s behaviour, both positive and negative, supporting children in mastering their own behaviour and responding to the behaviours of others.

Methods
Principles of our practice 
· Respectful ~ All children and staff valued and respected. Language, thoughts, actions are kind, truthful & honest. 
· Responsive ~ We believe children’s behavior has meaning and is a form of communication. We tune into their behavior & respond to their needs rather than react to their behavior. 
· Reciprocal ~ We demonstrate & model respectful interactions with children, parents, colleagues & other professionals 
· Reflective ~ We reflect and are constantly learning from one another & the children in our setting.  We take time to reflect and consider improvements to our practices. 

Promoting Positive Behaviour 
· [bookmark: _heading=h.lnxbz9]Behaviour is managed in a positive way in the Early Years Service that supports children’s self-esteem, confidence and social and emotional development.  Negative methods will never be used to manage a child’s behaviour.  These include; corporal punishment, the use of, or threat of, any practices that are disrespectful, degrading, exploitive, intimidating, isolating, emotionally or physically harmful to the child or neglectful to the child. 

Rules that the children are asked to follow in the Early Years Service are kept simple.  They are displayed in a visual manner on the wall and discussed regularly during the day.  Our Daily routine is also displayed in a visual timetable to aid the children’s understanding.  

When practical the positive side of a rule is emphasized rather than the negative.  E.g. ‘I would like you to sit back down on your chair please, climbing is for outside’ rather than ‘Don’t climb on your chair’.

Other methods include: 
· Staff are positive role models for behaviour 
· Staff are all highly trained and skilled in child development and know how to deal with many behavioural issues appropriately 
· Staff to child ratios are kept as low as possible in order to support and supervise effectively 
· key person system means children constantly have an adult caring for them and will support them with coping through a situation and assist them in communicating their needs.
· Our curriculum and interactions are responsive to the developmental context of each child. 
· Regular communication with parents/guardians each day allows staff to understand and support the emotional needs of each child.
· Where appropriate the service may seek guidance and advice from outside agencies, e.g. health nurse, childcare committee etc. 
· Staff will soothe and comfort children who show signs of upset or distress ~ no child will be isolated or ignored. 

In an effort to nurture positive behaviour we…
· Provide a wide range, quantity and variety of toys to avoid conflict and completion over toys. Equipment is appropriate to the age and stage of the child’s development
· There are plenty of opportunities for physical play where children can let off steam.
· The daily routine is developed around the needs of the group and can be adapted to avoid frustration or boredom.
· Positive behaviours will be encouraged and praised. 
· All staff to use positive strategies for handling any conflict by helping children find solutions in ways which are appropriate for the children’s ages and stages of development-for example distraction, praise and reward.
· Developing social skills is a major focus in the Early Years Service.  Children will learn to share, respect each other, be kind to one another and in turn learn to cope with the behaviours of others.
· The recognition of emotions and feelings will be focused on in the Early Years Service.  Encouraging children to become emotional literate will support them in communicating any problems they may have in a supportive environment where they are always listened to.  
· Children’s independence and autonomy are promoted by ensuring children have access to toys and materials and are labelled and at the children’s level. 
· The Early Years Service has a settling in period to support each child in getting to know the Early Years Service.  This can be adapted to suit children if they are particularly anxious.  
· Children will experience respectful treatment and behaviour on a daily basis and will support their learning and understanding of positive behaviours.
· Children with communication difficulties or additional needs may find themselves frustrated slightly easier in the Early Years Service.  This is respected by all staff and an appropriate plan can be put in place with parents and/or outside agencies the child may be attending.  Regular communication will be key here as it is important parents and staff are on the same page and consistent for the child.  
· [bookmark: _heading=h.35nkun2]Staff are trained to effectively deal with challenging behaviour. During induction educators learn about how we approach such behaviours and how we support emotional literacy and development in children. Staff are also encouraged to engage in continuous professional development to ensure that practice in response to challenging behaviours is in line with current approaches.

Parental Partnership
We believe that parental partnership is vital to supporting children’s social emotional development and well-being. Staff are committed to keeping parents informed on their child’s learning and well-being and all parents are provided with a copy of this policy.
Parents are encouraged to communicate their child’s progress and any ideas around areas that may require additional support.
Where parents or staff have concerns in relation to a child, we will follow our Staff/Parent Concern policy. Our staff can link in (when requested) with Intervention Teams, Tulsa, Child and Family agency, Speech and Language therapists, and Child and Adolescent Mental Health Services. 
At all times staff will make the best effort to respond to children’s individual needs. However, this must be carefully considered alongside the health and well-being of all children and staff in the setting.  Where the child’s behavioural needs cannot be reasonably accommodated by the setting, the parents will be provided with information that will support them in accessing alternative care and education. 

Minor Behaviours
Negative behaviour incidents are inevitable in an Early Years Service and a natural part of a child’s development.  These can include; temper tantrums, fighting, hitting, screaming, sulking, biting, kicking, refusing to co-operate etc.  With regards to minor behavioural incidents we mean incidents that are developmentally appropriate to the child’s stage, occur for a short period of time and result in a minimal or short-lived impact on the child itself or on others around it.  A sensible expectation of children’s behaviour is always present in the Early Years Service. As staff get to know children and their levels of development this becomes easier.  

Example of typical behaviours at preschool ages can include, but are not limited to:

· Crying or pouting when refused something
· Defying or challenging an adult, refusing to join in group work 
· Shouting, running around the room 
· Interrupting other children or adults at work 
· Throwing/kicking/marking toys or equipment
· Verbally challenges rather than hits out
· May be bossy towards others

Above examples are taken from: http://www.northtipperarychildcare.ie/docs/Guideline-on-Developing-a-Behaviour-Management-Policy-for-pre-school-services.pdf

As stated previously, staff are accepting and understanding that children are growing and learning and that unwelcome behaviours are a part of this journey.  The cause of each individual incident may not be immediately apparent.  Staff will treat each incident fairly and use their best judgment to deal with the situation.  With very minor incidents staff may choose to allow children to resolve the situation themselves where appropriate.  Good supervision is key as staff may be able to see potential incidents arise and diffuse them.  Not all incidents are recorded as they may be part of the day to day occurrences of the Early Years Service.  Incidents that cause harm or significant upset to any child will be recorded in line with our accident/incident policy. 

Our most prevalent method of behaviour management is the High Scope Conflict resolution based on six steps: 
1- Approach calmly, stopping any hurtful actions
2- Acknowledge children's feelings
3- Gather information
4- Restate the problem
5- Ask for ideas for solutions and choose one together
6- Be prepared to give follow-up support.

If a child’s behaviour is putting other children in danger or at risk of being hurt, they may first have to be physically removed from the situation.  

A calming time may also be necessary if a child is repeatedly hurting or negatively impacting on the other children.  This calming period will never include isolation but will be a practical distance to stop further disruption.  

Temper tantrums may also lead to a calming period if other children are being affected by the behaviour.  It will be explained to the child that they can re-join the activity when they have calmed down.  

Biting: The child who has done the biting will be quickly removed away from the child who has been bitten.  A close eye will be kept on the child who has been biting while the other child is being comforted.  The situation will be monitored if there are any recurrences.  

Moderate Behaviours
When negative behaviours reoccur more frequently than expected and impact on the child or children around them, different methods may need to be considered.  Staff respect and understand that every child is different and that these behaviours can occur for numerous reasons.  

Key methods:
· Observations may be used to try to find the source of the problem or look for clues
· Listen to the child. Talk to the child about the situation to see if they can explain why it may be happening or what is bothering them
· Look into whether the child may be unwell or coming down with something.
· Talk to parents about changes in behaviour and whether they have any insight – changes in sleep pattern, changes in the home etc.
· Coordinating an approach between the parents and the Early Years Service to give a consistent approach for the child.
· If children are being disruptive, look to discover whether the activity, routine etc. suits them.
· Focus on the positives.  If a child is constantly being corrected or feeling like they are doing something wrong, it may lead to frustration.  Work with the parents and together capture pictures of the positive to build the child’s self-esteem and confidence.  
· Consider changing daily routine, layout, amount of outdoor time etc.
· When a shared approach cannot be reached between staff and parents it may be appropriate to consider referral to other professionals (Health nurse, GP, Behavioural support clinics)

Challenging Behaviours
In the Early Years Service, we define challenging behaviours as frequent or repeated actions by a child that significantly impacts other children or the child itself.  These actions may affect the ability to engage in daily activities and fail to improve under usual behaviour management strategies or requires intensive ongoing one-to-one management to keep the behaviour under control.  These behaviours may present from the start and worsen or may deteriorate from the child’s regular behaviour.  

In these cases, we will follow our ‘Staff or Parent Concern Policy & Procedure’.

Physical Intervention
Physical intervention is not recommended, and it is our aim to avoid using such intervention.  Educators will only ever use physical intervention as a very last resort. 
· Only staff who are trained and certified in physical intervention method are authorised to intervene in such a way, using an evidence-based method.
· It will be used to prevent injury to the child or others and to prevent significant damage to equipment or property. 
· In the event of using physical intervention a staff member will try to guide a child away to a quiet and calm area. No pain will be inflicted upon a child.  
· An incident report will be completed, and parents / guardians will be informed and advised.

Child Abuse:
If cases of child abuse are suspected, it is managed in line with the service’s child protection and welfare policy. (See child protection handbook).

[bookmark: _heading=h.1ksv4uv]
This policy is communicated to all educators, parents and children.  It is accessible in our parent’s handbook which is provided to parents upon commencement with the service.  It is readily accessible and available to all within the service.









After-school Policy

Statement of intent

The afterschool programme at Roots and Wings caters for children of primary school age. The primary objective of the programme is to provide an atmosphere that is a purposeful, engaging, and beautiful environment which blends and balances the best elements of home, school, and community life together. An environment that offers opportunities for play, relaxation and supervised homework whilst meeting the individual needs of a diverse age group of children. 

Aim
At Roots and wings, we see the children in the afterschool club as active participants of their programme, children are encouraged to problem solve, make choices and decisions, to express their own needs and to take responsibility for their own actions.

Method
Regarding governance we achieve this aim by the following;
· Our afterschool programme is bound by the same set of ethics and principles that run throughout Roots and Wings. Parents are provided with a parent’s handbook and acceptance of a place in the afterschool programme implies acceptance of our policies and procedures.
· Children are collected from their respective school from our dedicated afterschool key person. (see Child Collection Policy)
· All staff including our afterschool team are qualified, experienced childcare practitioners. 
· Afterschool Leaders ensure they build up a positive relationship with each child in the group.
· Adult child ratios are based on best practice in this area and will not exceed a 1/12 ratio. 
· On return from school children are offered a hot nutritious lunch that has been cooked fresh on our premises. (see our food and nutrition policy) 
· Homework is facilitated within a quiet area of the setting away from regular activities to provide an atmosphere that is conducive to learning. 
· Afterschool leaders will supervise all written homework at the club, Support will be given if a child requests it, but individual attention cannot be accommodated.
· All other homework (i.e. spellings and reading) must be carried out at home as it is an important part of parent participation.
· Allotted time for all homework (including learning homework to be carried out at home) is based on the recommendations from the local school principals. (Junior/senior infants- no formal homework, perhaps some colouring or word cards) 1st & 2nd class- 20 minutes, 3rd & 4th class- 30 minutes 5th & 6th class- maximum of 1 hour
· Staff will not sign the children’s homework journal; this is to be checked by the child’s parent / guardian.
· Children can choose to engage in fun arts and craft activities, cooking, outdoor play, drama and role play, individual and group board games, music and dance, group projects and so on.
· The afterschool children have constant access to our outdoor play area which is suitable for use in all weather, outdoor play is strongly encouraged for children in the after-school room after their day in school.
· Fees are payable monthly in advance and must reach our account by the first week of each month ~ See payment policy.
School Closures
· At Roots and Wings we will not be able to accommodate school closures unless previously agreed due to weather conditions or in-service days as our full day care children are on the premises and our numbers may be too high in these cases.
· We will not be able to facilitate a 12pm pick up from school on the last day of terms as our staff are in ratio at that time. Rather, the children can be dropped to the service to continue their after-school care at their usual arrival time when being collected from school. This is, 1.50pm from Educate Together & St. Pats (Jnr & Snr) and 2.50pm from Educate Together & St. Pats (1st Class – 6th Class).

Summer Care
If you would like your child to attend for dates over the summer – please inform us well in advance as the majority of our children are full-time therefore numbers may not allow for this.

Allocation on After-school spaces
Due to the natural logistics of space availability as well as transportation to schools Roots & Wings allocate spaces to its afterschool based on the following: 
· Availability – e.g. is there a space available? If so, does it match with your child’s school and drop off/collection time
· Longevity in the service
· Date Applied on the waiting list
· Siblings having first refusal – in the case that one space is available and there are 2 siblings looking for a space – we will revert to the date applied.
· Allocations are made on a one-year basis only. You will be contacted in the January of that year to re-confirm the availability of spaces.

School Drop off & Pick Up
· Upon accepting a space with Roots & Wings, we have allocated a collection time slot for your child, therefore we may not be able to facilitate collections from extra-curricular activities however if possible, this will only be accepted for one semester at a time.
· Children safely travel to school in our school car – we are unable to transport children’s scooters/bikes during this journey.
· At times children may walk part of the way to facilitate the car returning to and from Roots & Wings with children (we tend to transport Junior Infants first).
· Children also travel to school in our cargo bike, operated by trained staff.
· Spaces are allocated based on one year of school only, the reason for this is as children transition to first and second class, there may be a shift in the school collection times, this impacts the day to day running and scheduling of our day. The likelihood of continuing for the following school year will generally be discussed around January of that year.

Incidents occurring in National school
Should you be contacted by the National School due to an accident/incident occurring during school hours; you are obliged to call Roots & Wings to inform us of the incident. Should this injury not be adequately cared for by the National school we are in an unfortunate position to be unknowingly treating an injury therefore parents will be called for the collection if we feel medical assistance or opinions are required.


National School Trips 
Roots & Wings provide drop off and collection for children who attend both DPETNS and St. Patricks National Schools therefore have commitments to both schools for the timely collection of children; therefore, we are unable to collect children on their school tour day due to the likely possibility of late return to school impacting on our commitments to children in the opposite school. 


Birthday Policy
Statement of Intent:
Roots and Wings acknowledge that Birthdays and parties are exciting occasions for children and families. This policy will outline the methods for celebrating Birthdays and distributing party invitations within the setting.
Aim:
To ensure that the procedure for distributing party invitations is approached in a fair and discreet manner to avoid unnecessary upset to other children.
To ensure our healthy eating policy is adhered to in all events and celebrations, including Birthdays.
Method:
· Ideally Birthday invites should be distributed by families, outside of the setting and not on the premises.
· If Birthday invites are distributed within the setting, it should be done in a discreet manner. Parents can subtly give invites to their child’s key person who will then place them into personal bags.
· Children’s birthdays are acknowledged and celebrated on the day. This is done through communication. key persons communicate the special day with the child and other children and sing Happy Birthday to the child.
· Parents do not need to supply birthday cake or other treats. 
· Key persons will bake a healthy chocolate bean cake with children towards the end of the birthday week ~ This is in Keeping with our Healthy Eating Policy.
· Birthday cakes are given to children on the Friday of their Birthday week.
· Key persons will take a photo of children as they celebrate their Birthday

We acknowledge that some children may not enjoy the attention that Birthdays and celebrations can bring. In these situations, we respect children’s decisions to avoid a change in their daily routine



Partnership with parent’s policy
Statement of intent
We believe that children benefit most from early education and care when parents and Early Years Service services work together in partnership.
Aim 
1. To acknowledge and support parents as the primary educator and carer of their children.
2. To involve parents in the life of the Early Years Service and their children’s education.
3. To support parents in their own continuing education and personal development.

Method
In order to fulfil these aims
1. We are committed to ongoing dialogue with parents to improve our knowledge of the needs of their children and support their families.
2. We inform all parents about our policies and the ethos of the setting, both through written information and information evenings.
3. We inform all parents on a regular basis on their children’s progress.  
4. We involve parents in the shared record keeping about their children –either formally or informally-and ensure parents have access to their children’s written records.
5. We provide opportunities for parents to contribute their own skills, knowledge and interests to the activities of the group.
6. We inform parents about relevant conferences, workshops and training.
7. We send out regular newsletters / magazines to share information and progress reports about our curriculum, dates to note and special events.
8. We operate an open-door policy where any parent is welcome at any time to join in our session.
9. We send out regular questionnaires and comment forms about our service and value and respect parent’s suggestions and views.
10. We review our Partnership with Parents policy on a regular basis.


Staff/Parent Concern Policy & Procedure

Statement of intent
Roots & Wings is committed to meeting each child’s individual needs.  Staff are highly trained and qualified in all aspects of child development which assists them in recognising any areas of concern.  

Aims
At Roots & Wings we strive to meet the needs of each child to the best of our ability.  If concerns arise surrounding an area of any child’s development, staff will make every effort to work alongside parents, guardians or any relevant person to devise an appropriate plan in order to meet the child’s individual needs.  We aim to provide a warm and open learning environment where both staff and parents can work together in order to best support each child’s needs.  

Methods
If a parent or staff member has a concern about a child’s development, we endeavour to ....
· Speak with parents about concern or any concern a parent may be having.
· Carry out formal Observations from 2 different staff members taken over series of days (Observation style will depend child’s needs) 
· Relate any findings from observations to the Aistear & Developmental milestones
· Referral to the AIM may be recommended 
· Develop ‘preliminary plan’ before meeting to share with parents.
· Have a meeting with parents to devise a plan of action.
· Develop individual plan agreement alongside parents with specified time scale and set date for review.
· Review progress within time agreed on an action plan.
· If progress is achieved staff will work alongside parents/guardians reviewing progress termly/annually etc. and support the child and family as appropriate.
· If issues of concern remain, staff may work together with parents to find an appropriate support agency or recommend referral or assessment by a qualified person as necessary.
· It is the duty of the Early Years Service to follow up on any referral or assessment and ensure appropriate support has been sought. The Early Years Service will pass on any concerns to the relevant agencies if they feel it is in the best interest of the child. 
· The National Council for Special Education recommends the following professionals for support for any developmental concerns: 
· Public Health Nurse.
· GP
· Assessment of need under Disability Act 2005 can be requested by parents or guardians if a child may have any impairment that may require additional support.
· Assessment through HSE or other bodies the child may be involved with. 
· Involvement in the Access and Inclusion Model may also be suggested 


















Staff or Parent Concern Procedure Breakdown

Parent/Staff Concern
[image: C:\Users\Kerri\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\7KM7V8DB\MC900432677[1].png]
Observations (by separate staff members)
[image: C:\Users\Kerri\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.IE5\7KM7V8DB\MC900432677[1].png]
Relate Findings to Aistear/Developmental milestones
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Consult Parents on outcome of analysis
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Develop Individual Plan with specified timeline
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Review Progress
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Progress Achieved                  	     Issues of concern remain
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                     Support					Review and Support



Code of Conduct for Parents

Statement of Intent
In Roots &  Wings we all have our roles and responsibilities regarding our behaviour towards others including the parent and children we care for.  Parents also have responsibilities regarding their behaviour towards the children, workers, volunteers, and students in the preschool.  We expect the parents to support the respectful ethos of our services and set a good example in their own conversations and behaviours towards all members of the service.  

Aims
· To ensure everybody in the service is respected, valued and their involvement in the daily lives of the children is recognised. 
· To inform parents of expected behaviours and guidelines for conduct. 

Methods & Guidelines
· Never discuss other parents and children in front of the children.
· Inappropriate conversations are not permitted on the premises.
· Parents should be courteous to other parents, staff and children.
· Parents must supervise their child when on the premises if collecting other children or visiting the service.
· Parents must supervise their children around parked cars outside of the preschool once their child has been collected.
· If parents wish to make any comments or complaints this can be done by contact the Manager directly or the child’s key person. Comments and complaints regarding another child or family must be made directly to the service. Other children, families and minders should not be approached by the parent or guardian of another child. 
· Due to the nature of our service, home/collection time may not be an appropriate time for discussion with staff as this time can be quite busy.  Parents are welcome to wait till the end and arrange a meeting with staff.  Meetings can also be arranged via text, phone calls, and emails.
· Parents should correct their own child’s behaviour where it could otherwise lead to conflict or aggressive, unsafe behaviour.
· Parents should respect the early years environment, keeping it tidy and not littering.
· Parents should be mindful of parking as the service is in a residential area.
· Parents should be on time for arrival and collection, unless other arrangements have been agreed with staff – see Arrival and Collections Policy for Late fee

In order to keep the early years, service a safe and peaceful environment, staff will not tolerate:
· Disruptive behaviour that interferes with the running of the service
· The use of loud offensive language in the early years environment.
· Threatening harm or physical aggression towards another adult or child.  
· Damaging or destroying our property.
· Abusive or threatening emails, phone calls, texts or social media message towards staff.
· Smoking or consumption of alcohol or other drugs on the premises. 

The above behaviours will be reported to Management and may lead to offending adults being prohibited from the Early Years Service for the safety and wellbeing of others.   












Annual Review of Policies and Procedures.
Statement of Intent
Roots & Wings strives to provide professional, high-quality care and education to the children attending our service. In line with current regulations and to ensure best practice we carry out an annual internal review of our service, to include our policies, statements and procedures.
 Aim
The aim of this annual review is to assess the quality and effectiveness of our service and to identify, research and implement changes if and where necessary.
Method.
At Roots & Wings, all of our settings are compliant with all relevant legislation and regulations. All of our services operate under a set of policies and procedures which are reviewed on a yearly basis or sooner where needed, to ensure the needs of the children, parents and staff are equally met and that guidelines and regulations are clear to all.
 We ensure this in the following ways:
· The management team ensure that all settings comply with current regulations around the development and implementation of a broad range of policies, procedures and statements specific to Roots & Wings
· The management team have the responsibility for carrying out the annual review between January and February of each year, to ascertain the effectiveness of the current policies, procedures and documents relating to these.
· The management team along with the team of educators in all of our settings, will refer to the Tusla Regulatory Framework, the 2016 Early Years Regulations and other relevant outside agencies such as Early Childhood Ireland, to inform the development and regular revision of our policies, procedures and statements.
· The review will involve input and suggestions from all stakeholders of the service i.e. staff, parents and children.
· To conduct the review and ensure our policies are up to date, fit for purpose and meet all regulatory requirements:
o   The team of educators may review and revise (where necessary) one policy per official staff meeting.
· A parent questionnaire relating to policy review will be circulated to all families.
· The service will invite a group of parents to fully review the policies and procedures documents and offer any feedback identified.
· Observations of educators in practice may be used to review provision
o   Educators will engage with children through open discussions to review on matters that affect them through service operations.
o   Older children may engage in questionnaires appropriate for their age and stage of development to support this review.
o   Observations of children in the environment may be used to inform educators and add to the review process  

· It is noted that some policies are governed by statute and contain guidance that cannot be freely amended e.g. safe sleep policy, infection control policy, health and safety policies etc.
·  It is the responsibility of the owner manager and team leads to ensure that all policies, both newly developed and revised are shared with every team member- this is done electronically.
· All policies relevant to parents are shared through our “Parent Handbook” electronically, before a child starts in any of the settings. This is the responsibility of the team lead.
· All documents are kept in accordance with our policy on data protection and GDPR legislation.
· The annual review records will be stored in our Tusla file for three years after the date of the review.

Sharing Information: 
As our handbooks and policies within are seen as working documents, they are regularly updated and changed to reflect new practice and regulations. To ensure that the most up to date information is available to parents, Muintir Childcare will share the parent Handbook and Staff Handbook with all stakeholders on a quarterly basis.
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