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Oranmore Preschool!
Parents Information Pack
Mission Statement
“The Child is at the centre of what we do”
Oranmore Pre-School uses play as a keyway in which to help your child learn, develop, and prepare for their entry to primary education.  
Children are active participants in all pursuits, which are developed to provide wholistic learning experiences and encourage a love of learning. Children are introduced to the concept of themselves as a citizen of the world, how diverse the world is and our responsibility to care for it. 
Activities within the pre-school are designed to ensure it is a place of stimulation for children, assisting them to develop self-reliance, self-expression and a consideration and understanding of the needs of others within a happy and caring environment.
Contact Details
Address






Telephone
Oranmore Pre-School!




Valerie Byrnes – 085 1573933
Ard Na Mara, Respond, Main St.,


Noeleen Smith – 086 1515911
Oranmore, Co. Galway.




Emma Hammond – 087 6306385
Website

www.oranmorepreandafterschool.com
Email


info@oranmorepreandafterschool.com
Daily Preschool Activity Schedule
(Our daily schedule is fluid and child-led, therefore the following timeline is a guideline rather than a rigid timetable. If the children are engaged in an enjoyable, valuable, and stimulating exercise we may delay transitioning to another activity until an appropriate time rather than be dictated by the time on the clock) 
9am – 10am


-

Open Ended Play (adult support & observation)
10am – 10.15am

_

Circle Time (conversation, songs & dance)
10.15am – 10.45am

-

Snack time
10.45am – 11.30am 

-

Creative activities/Outside activities
11.30am – 11.50am noon
-

Storytime 
11.50am - 12 noon

-

Home Time Organisation 
*Toilet breaks included as required (children at the early stages of training will be reminded often)
Preschool Calendar
· Hall door opens at 8.50am, classroom door opens at 9am.
· Collection time is 12 noon unless a child is booked in for additional care, in which case collection time is 12.30pm.
· Our pre-school service operates a 38-week programme from September to June each year in line with the local boys and girls primary school schedule, amounting to 183 open days.
· Calendar and fees list approved by Pobal is posted on the notice board.
Admissions
In our service we welcome children for our preschool session who are between the ages of 2 years and 8 months and 5 years, who can self toilet. Children will be admitted on a ‘first come first served’ basis, following submission of the registration form. Parents seeking to secure a place for their child must complete a registration form and lodge it prior to the child attending our service. If there are no remaining places, a waiting list will be drawn up.
Our service caters for 22 children in our preschool session and maintains a ratio of 1 adult staff member to 11 children, with no less than 2 adults always. Our preschool session runs from 9am to 12 noon, Monday through Friday, for 38 weeks, from September to June, in line with local school calendar. Children will be marked on a daily register as they arrive and will be signed out by a carer when they leave.
Indoor and outdoor equipment, toys and materials are chosen to stimulate children’s interest, exploration, development, and enthusiasm to learn. All materials are safe, maintained, age and stage of development appropriate.
Children bring a small healthy packed snack and drink to have at a short break time. The snack should not include any treats such as biscuits, chocolates, or crisps. Nuts are not allowed as they can be a dangerous allergen and grapes should be cut in half, as they can be a choking hazard. Fruit, vegetables, crackers, cheese, cold meats, breads & yogurt are great snack options and water to drink. Children’s lunchboxes, clothing, drink bottles, etc. must be labelled with their name and perishable foods will be refrigerated until lunchtime.
Children bring an apron or old t-shirt, labelled with their name, for arts and crafts and messy play and a change of clothes in a clear plastic bag, labelled with their name, both should be left in the service. We consider outdoor play to be extremely beneficial to children’s health therefore we need to come to preschool with appropriate outerwear for the weather.
Children can not leave the service unsupervised at any time unless expressly communicated by a parent via text or other written consent. Children can only be collected by those adults listed on the child’s Emergency Contact list or Collection Contact list. On an exceptional basis a child may be collected by a trusted source if a parent has informed the service via text or other written consent.
Children and adults alike attending, visiting and working within the service are expected to show mutual respect to each other and the premises and equipment and resources used.
Equality and Inclusion
Our policy is to respect the individuality of all children and adults involved in our service and to promote positive attitudes to differences of culture, race, gender, language, and socio-economic circumstances or those with special requirements.
A range of activities are chosen to reflect various differences in cultures, gender, and ability. Resources and materials are monitored to ensure that they challenge stereotyping and that they positively and accurately reflect cultural and racial diversity and differences in ability.
We will challenge any statements or behaviour by anyone in the service, which are racist, or sexist or which reinforce stereotypes, or which are in any other way derogatory to an individual.
Records
Our policy is to keep personal, confidential, or sensitive information in relation to children, families and staff securely stored and only accessible to authorised personnel. Our service strives to comply with Data Protection legislation.
Regarding Child Protection issues our service is legally bound to share appropriate information to other professionals, in the best interest of the child. 
Parents can access appropriate information in terms of policies and procedure and records kept in relation to their own child, but not any other child in the service. 
All staff are briefed on our record keeping and confidentiality policy before they start work in our service. They are also briefed on how to access children’s contact details, emergency contact details, medical information and all other information required to care for the children responsibly and safely.
Care and Education Programme
· Our service is committed to developing a programme of care and education that creates a child centred environment which recognises children as ‘active agents’ in their holistic development. We empower children to pursue their own learning and development, facilitated and supported through caring respectful relationships with adults and peers.
· Our service respects and always promotes the rights of children and adults, children and childhood is valued and cherished and we are always mindful of the United Nations Convention on the Rights of the Child and our obligation to honour this commitment. 
· Our programme is based on Aistear, the National Curriculum Framework for children aged 0-6 years, recognising play as the appropriate medium for children’s learning and exploration at this development age and stage. In addition to play we use elements of an eclectic mix of curriculum approaches we believe will benefit the children in our care, including Montessori specialized materials and High Scope problem solving techniques. Our programme and activities are constantly being revised and developed and are based on up-to-date research and best practice.
· We endeavour to provide the highest quality programme of care and education to all children in our care and follow Síolta, the National Quality Framework for Early Childhood Education principles and standards to achieve this. 
· All members of our team are qualified in early childhood care and education, and we promote an environment of open constructive reflection and ongoing professional development.
· Having regard to the age and stage of development of the child and the child’s cultural context, our programme includes appropriate opportunities, experiences, activities, interactions, materials, equipment, and resources which meet each child's individual needs, interests, and abilities. Ample and appropriate furniture, equipment and materials are provided to create an accessible, challenging and stimulating environment.
· Building a child’s resilience is of paramount importance and we encourage this by providing an atmosphere of security through the establishment of daily routines and warm, respectful relationships, recognising each child’s individuality, culture, and family background. Children’s self esteem and self efficacy is encouraged by providing appropriate challenges and opportunities to succeed. 
· We follow children’s interests through our programme of activities and as children learn at different levels, we use regular observations to facilitate the provision of appropriate opportunities for each child. Observations of every child are taken by staff periodically to assess their development and provide appropriate opportunities for them to learn and develop.  These records will be kept confidential and will only be accessible to management and staff, the child’s parents/guardians, and Pre-school Inspectorate. Children are taught on a group and individual basis depending on the activity and the needs of the children.
· We encourage children to think for themselves, helping them to make their own decisions, find their own solutions and provide an atmosphere that offers the children suitable challenges and stimulates problem solving.
· We always encourage sociability, friendship, and co-operation with others, through the provision of co-operative play and the opportunity for children to mix with siblings, same age peers, younger and older children. 
· In our service we recognise that children affect and in turn are affected by the relationships, environment, and activities around them. The ‘Whole Child Perspective’ is considered paramount to understanding children’s growth, development, and well-being by taking account of children’s own development and the context within which they exist. Fundamental components of the ‘Whole Child Perspective’ are children’s innate capacity, their requirements for formal and informal supports and the impact of the relationships in their lives.  
· In accordance with Article 2.2 of the UN Convention on the Rights of the Child we consider the child’s welfare to be of paramount concern. Children are always respected and treated with dignity, children’s rights are acknowledged and respected at all times and children are never subject to degrading or abusive behaviour.
Outdoor Play and Outings Policy
We consider outdoor play to be extremely beneficial to children’s health and happiness therefore we endeavour to dedicate a large part of our play time to outdoor play, taking into account, snack time, homework time and the weather situation. We are not afraid of a little bad weather however and ask that parents ensure their children have suitable outerwear for wind and light rain.
It is the policy of our service to ensure the safety and wellbeing of the children and adults involved in our service when playing outdoors and planning and undertaking outings.
External play areas include the playground, the all-weather pitches, and the grass pitch, which are all secured with gates and fencing to ensure children do not gain unsupervised access to the roadway or other sources of danger and to prevents unauthorised access into the areas.
Children are always safely escorted during outdoor play by appropriate ratios of adults in accordance with Childcare Regulations and the terms of our insurance cover.
Children and adults are appropriately insured while outdoors in our outdoor play areas and also for both short and long-distance outings.
The register of children is taken when going outdoors to play, including the list of children in attendance, parents and emergency contact details, medical information, and GP details. A roll is called at intervals during outdoor play. A charged mobile phone and first aid box is also taken, and all adults are trained in first aid.
When walking to the outdoor play area’s preschool children follow the procedure of holding on to a ‘train’ at all times, this is a rope with many handles. 
If children are brought on special trips, a detailed procedure is devised and put in place to ensure all risks have been assessed and mitigated and children have the best experience, safely.
Our Team
All members of our preschool team are qualified and experienced in early childhood care and education. We are committed to providing a high-quality service which will not be obtained without quality, dedicated and passionate staff, therefore our recruitment policy is essential to finding people to join our team, who will not only meet our needs, but also push us towards an ever evolving improving service. Management commit to having appropriately qualified, suitable, and competent adults working directly with the children, following the sessional ratio for Preschool of 1 adult to 11 children.
We believe it is important to retain quality staff for the betterment of the service and the children and adults involved. It is our policy to respect the individuality of all children and adults involved in our service and to promote positive attitudes to differences of culture, race, gender, language, and financial circumstances, to people with special needs and to minority groups.
Our team includes Valerie Byrnes, David Eignor and Josephine Heraghty.
· Valerie holds an Honours Degree in Early Childhood Education and Practice.
· Dave holds a Postgraduate Diploma in Education (Early Childhood Education)
· Josephine holds a Nursery Teaching Foundation Diploma from London Montessori Centre
All team members also hold, up to date, First Aid Responder Certification and have been Garda Vetted.
Compliance
We endeavour to comply with the Child Care Act 1991 (Early Years Services) Regulations 2016 and the Child Care Regulations (The Child Care Act 1991 (Early Years Services)( Amendments) Regulations 2016 Child Care (Preschool Services) (No. 2) Regulations 2006 in all aspects of our service.
We receive regular inspections from Tusla, the Department of Education and the Health Service Executive and we have always passed our inspections and been compliant with regulations.
Settling in 
It is the policy of Oranmore Pre-School 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.
Each parent is provided with an information pack about the service before the child starts at the service and is encouraged to drop into the service with their child before the child starts preschool. This allows the child to become familiar with children and staff in this new environment and the day to day running of the service.
On the first day the parent is encouraged to stay with the child for a short time. When appropriate each parent is told when it is time to say goodbye and leave. All parents are strongly encouraged to leave their child during the settling in period, if only for a moment so that the child gains an understanding that their parent does not attend pre-school and also that their parent will always come back to collect them. 
We find it helpful to ask a parent to just sit in their car for a couple of minutes and we will ring them to let them know if the child settles or not. If the child struggles to settle we only wait a couple of minutes and then ring the parent to come back into the preschool. As the child begins to settle these couple of minutes can be extended slowly over a time, appropriate to the child’s wellbeing. There is no set time limit on 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. No child will be pressurised to take part in any activity during the settling in period. Our staff have years of experience & lots of tactics to make children happy & settled, so please parents, don’t worry.
We endevour to ensure children take home all their belongings everyday/every week however this is difficult if items are not labelled, so please label everything. Children may recognise their belongings at home but can find it difficult when their item is mixed with many other jackets, lunchboxes, bottles, etc. It is also difficult if children bring in too many toys, they are welcome to bring in a toy or jewellery from home but please try to limit it to one item and keep it to a bigger item, the little items get easily lost in our own boxes of toys. Any items we can not find an owner for we place in the lost & found boxes in the hall, please check them regularly.
Fees Terms & Conditions
· Fees policy approved by Pobal is posted on the notice board.
· Fees are set at the beginning of each year at a rate that takes account of affordability for parents and of the sustainability of the service.
· Parents will be given at least one month’s notice of any changes to fees.
· Prices are outlined in our price list and payment is required at least one week in advance.
· Payment can be made by cash, cheque (made out to Oranmore School’s Out) or direct debit.
· Fees must be paid even if a child is absent due to illness.  
· Fees are also due during holidays and bank holidays (afterschool only).
· Two weeks notice must be given when a child is leaving or changing care arrangements.
· Late collection may be subject to a fee.
· Additional care is optional.
· No hidden extras or additional charge will be applied by Oranmore Preschool for materials.
· Deposit of €200 is required to secure a place, for ECCE places this will be refunded on the first day of school, for non-ECCE places this will be deducted from first week’s fees.
· It may be possible to make arrangements for special requirements outside of those outlined, if required parents can discuss this with us.
Price List

	Place
	Hours/Days
	Cost

	ECCE scheme Preschool 
	8.30am to 11.30am or 11.30 to 2.30pm - 5 days
	Free (if eligible)

	Preschool AM or PM
	8.30am to 11.30am or 11.30 to 2.30pm - 1 day
	€15.00

	Preschool AM or PM
	8.30am to 11.30am or 11.30 to 2.30pm - 2 days
	€30.00

	Preschool AM or PM
	8.30am to 11.30am or 11.30 to 2.30pm - 3 days
	€45.00

	Preschool AM or PM
	8.30am to 11.30am or 11.30 to 2.30pm - 4 days
	€60.00

	Preschool AM or PM
	8.30am to 11.30am or 11.30 to 2.30pm - 5 days
	€70.00

	Deposit
	Secures booked place - refunded on 1st day of school
	€200.00

	Additional Care
	Currently Unavailable
	€


Child Protection Policy
Oranmore Preschool and Afterschool operates within the framework of Children First National guidelines for the Protection and Welfare of Children, a copy of which is stored with this policy. 
It is the policy of our service to ensure that children are protected and kept safe from harm while they are with staff and volunteers in our service.
Designated Safeguarding Liaisons:
· Designated Liaison Person, Supervisor

David Eignor
 

Phone: 0877821190
· Deputy, Staff Member 



Josephine Heraghty

Phone: 0851314742
Mandated persons have two main legal obligations under the Children First 
Act 2015. These are:
· To report the harm of children above a defined threshold to Tusla.
· To assist Tusla, if requested, in assessing a concern which has been the subject of a mandated report.
Section 14(1) of the Children First Act 2015 states:
‘...where a mandated person knows, believes or has reasonable grounds to suspect, on the basis of information that he or she has received, acquired or becomes aware of in the course of his or her employment or profession as such a mandated person, that a child– (a) has been harmed, (b) is being harmed, or (c) is at risk of being harmed, he or she shall, as soon as practicable, report that knowledge, belief or suspicion, as the case may be, to the Agency.’

Section 14(2) of the Children First Act 2015 also places obligations on mandated persons to report any disclosures made by a child:
‘Where a child believes that he or she– (a) has been harmed, (b) is being harmed, or (c) is at risk of being harmed, and discloses this belief to a mandated person in the course of a mandated person’s employment or profession as such a person, the mandated person shall, ... as soon as practicable, report that disclosure to the Agency.’

Section 2 of the Children First Act 2015 defines harm as follows: 
‘harm means in relation to a child– (a) assault, ill-treatment, or neglect of the child in a manner that seriously affects, or is likely to seriously affect the child's health, development, or welfare, or (b) sexual abuse of the child.

Health, Safety and Welfare Measures
It is the policy of our service to safeguard the health, safety, and welfare of the children in our care by taking all reasonable safety precautions and measures.
Premises, fixtures, and resources are sound and stable in structure and are safe and secure for the purpose of providing sessional preschool and afterschool care. Adequate space is provided for the children.
Premises, fixtures, and resources are kept in proper state of repair and a clean and hygienic condition and protected from infestation. Appropriate hygiene procedures are followed to prevent the spread of infection. Cleaning chemicals or unsafe materials are safely stored.
Resting and relaxing is both scheduled and unscheduled in our session, after break time children are encouraged to relax with calming activity such as looking through a book or doing a jigsaw and story time is also scheduled before home time. If the adults feel the children need a rest at other times of the day, calming activities are organised such as colouring or play dough.
There are suitable sanitary facilities, there are two toilets solely for use by the children in the service, one is wheelchair accessible and the other not. All children in the service can self toilet however steps and seats are available for the children to use if they wish. Each toilet has a wash hand basin, and the hot water is thermostatically controlled and regularly checked to ensure they are at a safe temperature. Antibacterial liquid soap is available in each toilet and paper hand towels are used for drying hands.
Adults make every effort to get to know children as soon as possible so they can engage in building relationships through understanding their likes and dislikes, their interests, their family background, and their needs. In our service it is important to retain quality staff for the betterment of the service and the children and adults involved.
Purposeful focus is given to developing relationships between children, supported by the adults in the service, to support children to make friends and feel part of a peer group.
A suitably equipped first-aid box for children is held in the playroom. It is checked bi-annually to ensure it is fully stocked and all items are within date. All staff have up to date first aid training. 
When the weather gets hot parents are asked to apply sunscreen on their children in the morning before they come to preschool, so that they are adequately protected from the sun when we go outdoors to play.
All children and adults using our service or working in our service are appropriately insured against injury. Any visitors to our preschool will always be accompanied by a member of staff or management.
Our Eating and Drinking policy are informed by the:
· 
Child Care Act 1991 (Early Years Services) Regulations 2016 Part V Care of Child in Preschool Services, Part V Care of Children in Childcare Services, Food and Drink 22, “a registered provider shall ensure that adequate and suitable, nutritious and varied food and drink is available for each preschool child attending the preschool service”.
· Health Promotion Unit Department of Health and Children’s Food and Nutrition Guidelines for Preschool Services April 2004 
Food Preparation and Service Guidelines
(as advised by the Environmental Health Service Executive)
We have been advised not to be involved with any foods which have been in children’s school bags all day.  That includes reheating or toasting any foods such as soups, dinners or sandwiches.  Children can however eat food cold, from their lunchboxes in our service.
Food provided by our service:
· In Breakfast club we provide toast, crackers and jam, cereal and a drink of water, if a child has not had breakfast at home.
· If a child is without lunch, tells us they are extremely hungry before or after snack time or a parent has informed us that their child didn’t eat breakfast, we will provide a healthy snack such as toast, crackers, or cereal for example.
· On some days a treat of an apple or easy peel orange, a biscuit, jelly, ice pop may be given.
Snack time food and drink:
· Suitable snack foods include fruit, vegetables, sandwich, crackers, cheese, yogurt, rice cakes and cold meat are great snack or lunch options. 
· Suitable drinks are water or milk, with water being the most appropriate for hydration.
· Children bring a small, packed lunch, fresh each day. Children bring their lunch into the preschool room and are taught to their lunchbox into the fridge trays, which are then transferred to the fridge in the kitchen by an adult. 
· Children bring their own filled drinks bottle into the preschool room and are taught to deposit their bottle into the drinks tray so they can have a drink at any time of the morning.
· Items not suitable for snack time include treats such as sweets, chocolate or crisps, sugary cereal bars, chocolate spread sandwiches, dessert yogurts and popcorn (which is also a choking hazard). 
· Unsuitable drinks include fizzy pop drinks, fruit juice high in added sugar and drinks with caffeine.
Non-perishable or perishable foods are not heated/prepared or served in the preschool session.
Please note:
· Nuts are not allowed as they can be a dangerous allergen.
· Grapes should be cut in half, as they can be a choking hazard.
· We promote a Healthy Eating Policy so please pack healthy options for snacks and lunch breaks during holidays. 
· We often include food as an element of our themed activities and bake for fun. 
· To ensure we do not give children food items their parents do not want them to have, please specify this on your child Registration form in the Tell Us About Your Child section.
· Allergens in all products used in the foods we supply are listed on our front hall notice board and on a notice in our kitchen.
· Children’s food allergies are taken note of from their Registration form, compiled into a list, stored in our First Aid bags and First Aid press and all staff are made aware of them, to ensure the safety of all children in our care.
· Children’s lunchboxes, drink bottles, containers with perishable food etc. must be labelled.
· Grapes must be halved and seedless, whole grapes are not allowed as they are considered a choking hazard.
· Chewing gum is not allowed in our service.
· Fizzy drinks are not in our service.
· Nuts (whole nuts are a choking hazard and we also ask that no nuts are brought into the service to protect children with nut allergies)
· Popcorn (is a choking hazard due to the kernels but it is also not considered a healthy food)
· Children are encouraged to be mannerly and respectful at snack time. Children are also encouraged where appropriate to be as independent as possible, as such they get their own lunch, open all packaging, lunch boxes and drinks, recycle or dispose of rubbish appropriately and tidy up after themselves. All children are 2 years and 8mths or older which means they can all self-feed.
· Two adults supervise the children as they eat, making sure children do not eat in such a way that may be of risk to them or engaging in risky behaviours. Adults are also required to ensure no children are eating prohibited foods such as popcorn and unhealthy foods such as sweets or cereal bars. These items will be sent home and the child given a healthy replacement.
· Children are trained and encouraged to correctly wash their hands with soap and water after toileting, after outdoor play, before break time and after activities and before preparation and consumption of food.
Risks, Accident, and Incident
· It is the policy of our childcare service to promote the health, wellbeing and personal safety of all children and adults involved in our service, through developing and regularly reviewing accident prevention procedures.
· These include constant supervision of children, at least two adults on the premises at all times and exits secured. 
· Furniture and equipment are laid out to minimise safety risks and activity planning considers children’s safety. Only suitable and age-appropriate materials and resources are available to children.
· We carry out assessments of any potential for harm to a child, while in our service, as defined in the Children First Ace 2015. Identifying risks, assess risks, review what is in place to mitigate identified risks, what Personnel is responsible for implementation of risk control and when the risk and control was last reviewed, and review this assessment on an annual basis.
· Accidents or Incidents of note are recorded, signed by staff, and communicated to parents/guardians.

Immunisation
Vaccination makes a person resistant to infection, in Ireland, the law does not require that children be immunised (vaccinated) in line with the National Immunisation Schedule. This is a parents or guardian’s choice. 
However, it is highly desirable that children are vaccinated in line with the schedule unless there is a medical reason preventing it. Children who are not vaccinated are dependent on herd immunity to protect against disease. 
Our service must be aware of which children attending the service have been vaccinated and which have not. This is important, so that those children who are not vaccinated can be best protected if an infectious disease occurs within the service.
The Registration Form must be completed prior to your child attending our service. All children must provide up to date records of immunisations. This should contain dates of immunisations. Where dates are not available all attempts to get these should be recorded.
Further information is available at the following address: https://www.hse.ie/eng/health/immunisation/infomaterials/
Illness and Medical Assistance Policy
It is the policy of our childcare service to promote a healthy lifestyle and good health through the implementation of controls which reduce the transmission and spread of germs, the control of infectious illnesses, prevention of illness, activities, outdoor play and establishing healthy eating patterns. Adults or children who have a temperature or specific signs or symptoms of illness/infection, if they are so unwell that they are unable to take part in the usual daily processes or if they are suffering from general diarrhoea or vomiting for at least 48 hours should stay at home. Arrangements are in place to provide relief cover while staff are on sick leave.
It is our policy to comply with current regulations including the Childcare (Preschool services) (No. 2) Regulations 2006, The Safety, Health, and Welfare at Work Act, 2005 and Food Hygiene Regulations. Allergens contained in any of the snacks provided to afterschool children are listed and posted on our notice board and in our kitchen. As nuts can be a very dangerous allergen they are not allowed in both Preschool and Afterschool.
Manager Valerie Byrnes is the Infection and Serious Infectious Diseases Control Officer. Any illness will be reported to the manager/designated person in charge, on a given day.
Cleaning and maintenance of our premises is understood by management and staff as integral to minimising and controlling the spread of germs and infectious illnesses and the transmission of illness within the service. As such we maintain high standards of hygiene, following daily, weekly, and monthly cleaning schedules. And staff are trained on cleaning procedures and infection control.
· Spillages of blood, excrement, vomit, or other bodily fluids/excretions are cleaned immediately & with priority. 
· Our premises are free from pests & rodents & an external agent is contracted to check our premises regularly.
· We maintain a good stock of cleaning products & tools to ensure hygiene practices can always be carried out. 
· All children in preschool have individual spare clothes in clear labelled bags, so if they soil an item of clothes, they are changed into clean clothes and their soiled clothes are placed in a plastic bag and sent home.
· Children are taught to sneeze/cough into their elbow/arm and are taught & remember to blow their nose & reminded to wash their hands afterwards or if they accidently coughing/sneezing into their hands.
· Management has identified the office, as the designated isolation room, for the purpose of moving a staff member or child who is presenting as unwell and maybe a suspected case of a serious Infectious Disease, to move them away from other staff and children, thereby reducing the risk of transmission of the virus to others. Isolation is ideally a very short time until a parent collects the child or medical professional is required. Once the child has left the service the staff must clean and sanitize the isolation room and empty the bin. Management will ensure that the isolation room will contain Personal Protective Equipment i.e., disposable aprons, gloves, face masks; tissues, hand sanitizer, disinfectant, dedicated pedal bin to dispose of any waste.
· Correct hand washing/sanitizing is a significant action in the reduction of the spread of illness, infection, and germs. There are three areas where children and adults can wash their hands with appropriate supplies, hand sanitizer gel available throughout the service, signs reminding everyone to wash their hands and adults train and remind children regularly on hand washing.
· Notifiable/Infectious diseases are available from the HSE and once the Department of Public Health advise us we have a confirmed case from the list, we contact Tusla to inform them. The Department will guide us with regards to actions, precautions, contacts, and procedures depending on the illness and severity. 
· Unwell children & staff, from an infectious disease, will be excluded until the appropriate exclusion period for that illness is finished and a doctor’s certificate of clean bill of health, may be required before they return.
· In the event of an outbreak of any infectious disease, all parents/guardians will be informed.
A person carrying out a preschool service shall ensure that –
a) Adequate arrangements are in place to summon medical assistance promptly in an emergency.
- Each child’s registration form includes consent from parents to call emergency services in the case of an emergency
- Each child’s registration form includes parents contact details at home and at work
- Each child’s registration form includes emergency contact details
- Each child’s registration form includes their GP details
- Parents are required to provide the service with the following medical information at the time of enrolment, Health or medical concerns, Allergies or dietary needs, Special needs & Vaccination details
b) A protocol is in place for the administration of medication.
i      If a child’s parent sends an occasional medication, such as an antibiotic, into the service with a child, the parent is required to complete the Administration of Medication Consent Form (see copy of the form Appendix A).

ii      If a child’s parent sends an regular medication, such as an inhaler for asthma or nurofen for migraine, into the service with a child, the parent is required to complete the Administration of Medication Consent Form and the details of the child’s ongoing illness must also be documented in their Registration Form.

iii      The Administration of Medication Consent Form includes details, dose and times of the medication and any other relevant information. It provides space for the childcare service to sign when they have administered the medication and at what time. It also provides space for the parent to sign to give permission to give the medication and sign to say they have reviewed the details of the service administering the medication.
Positive Behaviour Policy

Core values within our service are respect, fairness, honesty, consideration, self and group identity, equality, relationships, rights, responsibilities, and cooperation and this applies to children and adults alike. We actively work to develop and honour these values between children’s relationships with other children, adult’s relationships with other adults but most importantly in terms of positive behaviour between children’s relationships with adults in our service. This ethos forms the basis of our approach to positive behaviour.
We also take guidance from the UN Convention on the Rights of the Child which states children will be protected against discrimination and punishment based on race, sex, language, religion, expressed opinion, nationality, culture, socio-economic status, disability, or other status.
Building and nurturing a sense of identity, belonging and respect encourages children to value themselves and others, and in turn behaviour is positive. We do this by:
· Building children’s feeling that they belong to a group
· Letting them know that members of their family and community are welcomed in our service
· Provide opportunities to see themselves as part of the community and to know people in their community and their roles
· Solicit their views and help and allow them make decisions in matters that affect them
· Provide opportunities to interact, work co-operatively and help others, both adults and children
· Nurture respect for others’ needs, rights, families, feelings, culture, language, and religious beliefs by all
An environment that is welcoming and child centred creates a sense of calm, warmth, and acceptance, which develops respect for boundaries and the environment they occupy. We do this by:
· Choosing age and developmentally appropriate fixtures and fittings
· Designing our environment in an aesthetically fun and pleasing manner to children
· Reflect children’s lives and interests in the environment, including resources, games, arts and crafts, toys, materials, and activities
· Recognising that every child is an individual with unique needs, preferences, interests, and abilities and creating an environment that respects, challenges, entertains and develops each unique children
· Ensuring a safe, secure, and well looked after environment, such as having appropriate and executed policies and procedures, including Health Safety & Welfare, Fire, Food Preparation& Service, and so on ensure a child feels safe and secure and helps them recognise that the adults in the environment care for them and their safety and security and encourages a sense of respect, contributing to respectful behaviour.
Our serviced ensures no practice that is disrespectful, degrading, exploitive, intimidating, emotionally or physically harmful or neglectful, are carried out in respect of any child. 
· Positive behaviour guidelines are consistent, giving children a sense of security of knowing. Clear limits and boundaries are set and agreed with children, appropriate to their age and stage of development and special needs.
· Our service understands that conflict is expected as children develop social and emotional skills, and the service will support the children as they learn. 
· Children’s efforts, achievements and feelings will always be acknowledged so as to promote the growth of self-esteem and self-discipline. 
· Behaviour is a reaction to feelings, emotions and needs and challenging behaviour is generally as a result of lack of understanding or lack or limited communication skills. It is also because of their immaturity in managing and regulating their emotions. Children will be supported to cope with and manage difficult emotions, develop problem solving and conflict resolution skills and in doing so will build their resilience.
· Essential to positive behaviour is an understanding of child development at all ages, so that expectations of the child are appropriate. One to one support will be offered when a child needs help to see what went wrong in a situation and offer possible solutions.
As children’s confidence, competence, communication, grows and develops so too does their resilience, and general well-being and happiness, promoting a positive social environment.
· Make strong attachments and nurture positive, warm relationship as one of our core values.
· Supporting children to handle change and transitions, to make choices and recognise and voice their opinions, building confidence, self-reliant and resilience.
· Demonstrating, modelling, teaching, instructing children on all elements of respect, for themselves, their peers, their families, their carers, other people they encounter and their environment.
· Recognise and name their feeling, support children in managing the complexities of their emotions and teaching them that others may have different feelings to them and different values and beliefs.
· Be aware of their bodies and their capabilities, their motor skills, refine their skills and take responsibilities for their bodies and their movements and show good judgement when taking risks.
· Express themselves through play, creatively, with verbal and non-verbal communication and learn to recognise others communication means and what they are trying to convey.
· Support children to resolve conflict through verbal communication, negotiation, kindness, consideration and compromise.

Feedback Policy
Oranmore Preschool and Afterschool is committed to providing a high-quality service to everyone and welcomes children’s and parent’s views of the service.  We understand that at times families may have a concern or feedback and we are committed to giving careful attention and a courteous, timely response to your suggestions, comments, or complaints, so that we can learn from them and continuously improve. Complaints will be accepted and investigated irrespective of their nature or who the person making the complaint is and will be dealt with in an open, constructive, and impartial manner.
Management and staff are available and are open, receptive, and always happy, to hear and discuss children’s or adult’s comments, concerns and/or complaints. If a child or adult prefers to raise an issue with a supervisor or manager rather than their pod staff member, they can just ask to talk to them, at any time. A staff member will invite a parent, if they are raising a formal complaint, to involve their supervisor or manager.
You can discuss with us at drop off or collection times or if you prefer you can organise a time that suits you better or that allows for a lengthier discussion.
Owner/Managers: 
Valerie Byrnes, Noeleen Dermody Smith & Emma Hammond

Supervisor: 

David Eignor
Team:


Josephine Heraghty, Marian Grealish, Luke Campion, Carolyn Bragge 

This should ideally be done in person and can be a conversation with the room leader, manager, or registered provider.  Where possible we endeavour to handle all complaints informally if possible.  We aim to ensure making a complaint is as easy as possible and to deal with it promptly and politely.  We endeavour to learn from complaints, use them to improve our service, and review annually our complaints policy and procedures. We aim to informally resolve a complaint as soon as possible but within a maximum of 5 working days.
There are certain times when a complaint cannot be handled informally and in these cases we will direct you to our formal complaint’s procedure, available on request. In these circumstances we direct parents/guardians/other individuals to make a formal complaint in writing.  If you wish to make a formal complaint, we request that you follow the below steps:
Please use the Complaints Form (Appendix B) when submitting a formal complaint and addressed to The Manager.
Email: valeriebyrnes@hotmail.com, emmahammond10@yahoo.com or noeleendermodysmith@gmail.com with a (subject title of For the attention of the Manager)
Post: Oranmore Preschool and Afterschool, Ard na Mara, Respond, Main Street, Oranmore, Galway. H91 ETN5 (addressed to For the attention of the Manager).
If you have a difficulty with submitting a complaint in writing, please contact us by phone or in person and we can support you with making the complaint.
Complete policy and procedural documents are available online, www.oranmorepreandafterschool.com or on request!

Oranmore Preschool!
Registration Form
Child’s Details
	NAME OF CHILD:


	HOME ADDRESS:

	EIRCODE:

	DATE OF BIRTH

	
	HOME PHONE NO.
	

	MOTHER’S NAME

	
	FATHER’S NAME
	

	MOBILE PHONE NO.

	
	MOBILE PHONE NO.

	

	WORK NO.

	
	WORK NO.

	

	EMAIL 

	
	EMAIL
	


If any of the above details change, please inform Oranmore Preschool & Afterschool 
                                     so that all records are kept up to date!
Care Requirements
Full time ECCE place?

Yes 

No 
 
Full time non-ECCE place?
Yes 

No

Part time (Please mark the days you wish your child to attend, we will try to accommodate your choice)
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	
	
	
	
	



Additional care from 12noon to 12.30pm required? 
Yes 

No
Additional information ___________________________________________________
______________________________________________________________________ 


PPS No. _______________________ (will be removed once your child is registered for ECCE)
Medical Information
	CHILD’S DOCTORS NAME 

	

	DOCTOR’S ADDRESS

	

	DOCTOR’S PHONE NO.

	


Are there any health or medical concerns, allergies, special needs, special dietary needs, etc. which the carers in our service should be aware of, to better care for your child?
____________________________________________________________________________  
____________________________________________________________________________    
____________________________________________________________________________  
____________________________________________________________________________  
____________________________________________________________________________ 
Emergency
In the case of a serious emergency do you allow Oranmore Preschool and Afterschool to contact the emergency services and allow Emergency Services to administer the necessary First Responder Care to your child?
Yes _______ 

No _______
 Emergency Contacts
If parents are not available in an emergency, please provide details of two or more adults who should be contacted. Please consider emergency contacts location and position in your child’s life, are the close by and be able to attend to the child, are you happy for them to potentially make decisions on your child’s care in your absence.
	NAME OF EMERGENCY CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF EMERGENCY CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF EMERGENCY CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF EMERGENCY CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	


Collection Details
I/We the parent(s) of__________________________________ 
 will collect our child from Oranmore Preschool and Afterschool daily however I/we authorise the following adults to collect my child in the event of my absence.
	NAME OF COLLECTION CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF COLLECTION CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF COLLECTION CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	

	

	NAME OF COLLECTION CONTACT:


	RELATIONSHIP TO FAMILY:


	ADDRESS:


	MOBILE PHONE NO.
	
	HOME PHONE NO.
	


Pictures
Pictures may be taken from time to time, if there is a birthday celebration or when the children are at play.  These pictures may be displayed in the preschool and can also be made available to parents.  
Occasionally these pictures may be used to promote Oranmore Preschool & Afterschool in print media such as the local community magazine ‘More News or on our website, www.oranmorepreandafterschool.com or social media, Facebook, or Instagram. If used on our website or social media they will only be group pictures.   
Do you permit us to take your child’s picture and use it as outlined above?  Yes
_____
No _____
Tell us about your child.
Tell us about your child’s family life, such as do they have brothers or sisters, who lives in their home, do Mom and Dad live in the same house or different houses or does extended family live close by.
Tell us about your child’s likes and dislikes, what comfort’s them, is a joke or a cuddly more effective, what is their favourite category of toys to play with at the moment.
Has your child any fears, do they get scared when they see clowns, do spiders terrify them, do they fear boys a little, would trying new foods make them want to vomit.
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________  
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
________________________________________________________________________________________   
Immunisation
Our service must be aware of which children attending the service have been vaccinated and which have not. This is important, so that those children who are not vaccinated can be best protected if an infectious disease occurs within the service.
	Age to Vaccinate:
	Type of Vaccination:
	Received Yes or No (Y or N):

	At 2 months
Free from your GP
	6 in 1
· Diphtheria
· Tetanus
· Whooping cough (Pertussis)
· Hib (Haemophilus influenzae B)
· Polio (Inactivated poliomyelitis)
· Hepatitis B
PCV (Pneumococcal Conjugate Vaccine)
	

	At 4 months
Free from your GP
	6 in 1
· Diphtheria
· Tetanus
· Whooping cough (Pertussis)
· Hib (Haemophilus influenzae B)
· Polio (Inactivated poliomyelitis)
· Hepatitis B
Men C (Meningococcal C)
	

	At 6 months
Free from your GP
	6 in 1
· Diphtheria
· Tetanus
· Whooping cough (Pertussis)
· Hib (Haemophilus influenzae B)
· Polio (Inactivated poliomyelitis)
· Hepatitis B
Men C (Meningococcal C)
PCV (Pneumococcal Conjugate Vaccine)
	

	At 12 months
Free from your GP
	MMR (Measles, Mumps, Rubella)
PCV (Pneumococcal Conjugate Vaccine)
	

	At 13 months
Free from your GP
	Men C (Meningococcal C)
Hib (Haemophilus influenzae B)
	

	At 4 - 5 years
Free in school or GP
	4 in 1
· Diphtheria
· Tetanus
· Whooping cough (Pertussis)
· Polio (Inactivated poliomyelitis)
MMR (Measles, Mumps, Rubella)
	


Immunisation Disclaimer (If your child is not vaccinated)
To be signed by parents when they choose to not vaccinate their child.
Child’s name: ________________________________________
Child’s D.O.B.: ________________________________________
I have decided that my child will not be vaccinated according to the HSE recommended schedule. I understand that in a group childcare setting the consequences may include: 
· Contracting the illness that the vaccine is designed to prevent. 
· Transmitting the disease to others 
· I understand that if is there is a disease breakout this may necessitate my child staying at home. This will only be done with advice from a medical practitioner and in the best interest of all children. 
Signature of Parent: ______________________________________________________







Block Capitals: ___________________________________________________________
Date: ______________________

All information regarding your child will remains confidential within our service.
Request from the Department of Children, Equality, Disability, Integration and Youth
The Equal Participation Model (EPM) is a strategic policy currently under development in the Early Learning and Care and School Age Childcare Division, which will identify where additional supports are required being considered. The mechanism to identify services requiring support is still in development, however consultations have made clear that ethnicity should be one element in assessing need. Ethnic identifiers are currently not included in the NCS or ECCE forms but can be important facets of disadvantage. As such, DCEDIY is proposing to use a self-selection, ethnic identifier for parents/guardians on all their programme application and registration forms.
· Data on ethnic or cultural background is required in gathering data to inform policy for the purpose of allocating appropriate resources to ELC & SAC services to support the individual needs of children from these communities under the EPM model and best ensure equity for all. 
· Data on ethnic or cultural origins is required for statistical analysis and in order, to underpin future policy and planning within the Department. Data on ethnic or cultural backgrounds is required to comply with several international reporting requirements for children from these communities.
*This data must and will only be used for other purpose for which it was collected.
Points of note:
· This is an optional request by the Department and there is no pressure or obligation on parents to provide this information.
· The primary goal of gathering this information is to ensure appropriate resources are provided to services to best meet the needs of the children in their care.
· The ethnic or cultural background groups are based on those used by the Central Statistics Office.
· The request is universal to all parents.
· The information will be held on Hive (the online childcare support system) and will be aggregated and anonymised to avoid identification of specific individuals.
· If you have any further questions feel free to ask and if our service cannot assist you Galway Childcare Committee (091752039) will be able to help.
If you are comfortable completing this question, having considered the rational given by the Department above, please tick one of the choices listed below:
To which ethnic or cultural background group does your child belong (please tick one)
White Irish ____
Irish Traveller ____
Roma ____
Any other White Background ____
Black African ____
Any other Black Background ____
Chinese ____
Any other Asian background ____
Other, including mixed race backgrounds ____
Authorisation
Thank you for completing this registration form.  All information given will be used to provide the best care possible for your child.  Your confidentiality will always be respected.
Please sign below, indicating your agreement with the terms and conditions of registration with Oranmore Preschool and Afterschool.
Signatures
I have read and accept all terms, conditions, and policies of registration with Oranmore Preschool and Afterschool and have provided all required information in relation to my child.

Signature of Parent: ______________________________________________________


Block Capitals: ___________________________________________________________
Signature of Preschool practitioner: __________________________________________

Block Capitals: ____________________________________________________________
Date: _______________________
Important Dates (Office Use)
Date of registration: ___________________________






Date child first attends Oranmore Preschool: __________________________

Date child ceases to attend Oranmore Preschool: _______________________
Appendix A
Oranmore Preschool and Afterschool
Administration of Medication Consent Form
Child:__________________________


Date:___________________
Parents contact details:________________________________________________________
Emergency contact details:_____________________________________________________
Illness details:
	


Medication, dose, and time details:
	


	Time
	Medication Administered
	Anything to note
	Staff signature
	Parent signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


I, ________________________, the parent of _______________________, give my permission to 
Oranmore Preschool and Afterschool staff, to administer medication as outlined above to my child.
Parent Signature: ____________________________________
Staff Signature: _______________________________
Date: ______________________________
Appendix B
Complaint Form
Name of person making complaint: 
Address of person making complaint: 
Phone number: 

Preferred method of communication: 

Date & Time Complaint was made:

Date & Time of incident (if applicable):

Name of person to whom complaint was first made:

Name of Manager


Details of complaint:

Signature of Complainant:
Date:
Signature of Manager receiving complaint:
Date:
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