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Foreword to First Edition
This publication is designed by the Border Counties Childcare Network (BCCN) to inform the delivery of
quality After School services. It may be used as a stand alone resource, a vital accompaniment to the BCCN
Service Evaluation System for School Childcare Services or as part of the overall BCCN Quality Development
and Accreditation Programme for School Age Childcare providers.
Some users may draw on the document to inform their practice, without ever seeking accreditation for their
service. Others, we hope, will make more use of the information provided within to assist in the delivery of
quality services. The publication used along side the Service Evaluation System and participation in School Age
Childcare training will greatly assist service providers in achieving the standards within the quality programme.
For those who achieve the standards, the BCCN Accreditation process provides the opportunity to have these
standards publicly recognised.
The need to develop a range of Out of School services for school going children is increasing annually. These
include After School Activity Clubs, Home Work Clubs, School Age Childcare services in centre based
facilities or in childminder homes.
The increased participation of women in the workforce, education or training has largely been responsible for
the increase in demand. However increased awareness of the benefits of Out of School services for children at
risk, in need of academic enrichment or extra curricular activities has also impacted on the demand for services.
Children living in isolated areas, where easy access to friends may not be possible after school, are also finding
that Out of School services enhance their lives, assist the development of new skills and hobbies and relieve the
feelings of boredom and loneliness sometimes felt by children and adolescents.
The need to provide information, training and support to facilitate the development and delivery of quality
services for school going children is important. A number of information resources have been published in
recent years to support the delivery of School Age Childcare services, due mainly to funding from the Equal
Opportunities Childcare Programme (see bibliography)
The need for a quality programme to provide specific supports to ensure the attainment of quality standards in
Out of School services has been highlighted by many working in the Childcare and Youth sector including the
HSE, City and County Childcare Committees, National Voluntary Organisations, Area Based Partnership
/Development Companies, schools, service providers and parents. Research findings around the world have
highlighted the many benefits of Out of School services particularly in relation to improved social skills,
development of self confidence, development of new talents and skills, the prevention of early school leaving
and anti social behaviour. The after school hours from 3.00 -6.00 are the peak period for experimentation by
children and adolescents with drugs, alcohol, cigarettes and sex. It is also the peak time for juvenile crime.
Quality Out of School services can dramatically cut those problems. Where quality services have been
developed, services are seen to be important for children, parents and families. They are also seen as a vital part
of community life and recognised as having long term benefits for social and economic development
The important factor in influencing positive outcomes is the quality of the service which children attend.
The Border Counties Childcare Network (BCCN) has worked therefore to meet the need for a quality
programme for School Age Childcare services. This has lead to the pursuit of research findings, consultation
with children and parents and collaborative working with City and County Childcare Committees, National
Voluntary Childcare /Youth organisations, Area Based Partnership/ Development Companies and
other
agencies. This in turn has lead to agreement between many stakeholders on the Principles to underpin the
delivery of quality services, the components of quality services, the information, training, support and resources
required to ensure the delivery of quality services.
We hope this resource will assist and guide both the development and delivery of services and assist in the
creation of a professional, competent School Age Childcare workforce.
Denise Mc Cormilla
BCCN Manager
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The Border Counties Childcare Network
The BCCN is an inter-agency, inter-regional, cross-sectoral group that draws together a broad
range of individuals committed to promoting the delivery of quality Early Childhood and After
School Services
Vision
That all Early Childhood and After School services will meet high quality standards, with children at
the heart of policy and practice
Mission
To promote high quality standards in Early Childhood and After School services and support service
providers to attain high standards within the Border Region and Meath.
Equality Statement
The BCCN respects, supports and celebrates children’s and families individual needs, rights, cultures
and differences
Aims
Promote the needs and rights of all children
Promote the process of networking and partnership with all agencies working in or with the Early
Childhood and After School sector
Support the development and delivery of training for the Early Childhood and After School sector
Provide a broad range of information for the sector to support the delivery of quality services
To work effectively with the Office of the Minister for Children and other relevant players in
supporting the attainment of quality standards
Identify and highlight the barriers and supports to the development of high quality services
Inform and influence policy at local, regional and national levels
Develop innovative Early Childhood and After School projects
Promote Cross Border collaboration within the Early Childhood and After School sector
Principles to underpin the work of the BCCN

Early Childhood is a vital stage in itself and valid in its own right
Quality Early Childhood and After School Services promote children’s health, well being, learning
and development, support families, build communities and promote economic and social
development
All children have a right to quality standards in Early Childhood and After School services
The needs of children, families, providers and the wider community are best served through an
interactive, collaborative working relationship between the statutory, voluntary / community and
private sectors
The adults working within services have a fundamental role to play in enhancing children’s lives
and should be appropriately informed, trained and supported to carry out this role

‘Supporting the Attainment of Quality Standards in Childcare Services’
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PRINCIPLES UNDERPINNING THE DELIVERY OF
QUALITY AFTER SCHOOL SERVICES
Members of the Border Counties Childcare Network believe that Quality After
School Services should promote children’s health, well-being, learning and
development; support parents, families and the wider community.
• Be delivered in the best interest of and in close consultation with children, families, staff and the
wider community
• Have a shared belief between parents, management and staff in the importance of the overall
philosophy of the service
• Have clear, written aims, objectives, policies and procedures
• Have a management structure that adheres to all legal, financial, personnel and administrative
requirements of running a business
• Ensure that premises are suitable and meet the requirements of relevant legislation
• Provide a safe, clean, secure, well planned physical learning environment that offers a wide range
of stimulating and satisfying experiences to children and young people that promotes their health,
well being, learning and development
• Acknowledge & respect the views of parents and families
• Value, respect and promote the diversity and culture of all families
• Provide equal opportunities for all children, young people and families attending
• Be accessible to all parents and children wishing to use the service
• Ensure management and staff are appropriately trained and committed to accessing ongoing
training, information and development opportunities
• Ensure staff are valued, supported and adequately remunerated
• Ensure staff promote the rights of all children and young people and nurture their overall
developmental needs
• Promote effective relationships between: staff members, management & staff, staff with children,
staff with parents and children with children
• Encourage and develop a positive attitude towards the Irish Language
• Ensure an appropriate adult/child ratio
• Develop links with other individuals and groups working in the area of After School
• Develop links and positive attitudes in the community

10
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Second Edition Name Change
The original title of the First Edition (2007) of this publication was called ‘The BCCN
School Age Childcare (SAC) Quality Development Information Pack (QDIP)’.
However, children, practitioners, trainers, NVCOs and other support organisation all use
a variety of different terminology when referring to this sector of Childcare. In order to
help streamline these inconsistencies the BCCN conducted a survey among the children
that use these services and the staff who work in them. The results proved interesting, as
none of the staff or children indicated a preference for the name ‘School Age
Childcare’. As can be seen by the graph below there was an overwhelming preference
for the term ‘After School Service’. As a result of this survey we have changed the title
and the terminology throughout for our second edition.
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BCCN Definition of After School
A centre-based service for school going children, from both the primary and secondary
sector, which operates during one or more of the following periods:
- before school
- after school
- during the school holidays
The main purpose of the service is to look after the children in the absence of their
parents.

BCCN Statement of Quality
Efficiently managed After School Services provide a safe, caring and healthy
environment that promotes children’s health; well-being; learning and
development; support parents, families and the wider community. Services
understand the value of a broad and stimulating programme of activities that will
lead to increased educational attainment, the creation of hobbies, interests and
healthy leisure pursuits for children and young people.

12
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Introduction
Changes in family structure and values have altered the way in which many children are cared for.
(National Children’s Strategy, 2000, Kennedy, 2001, Purcell, 2001, Central Statistics Office, 2003).
More parents are both in the work force; more families are headed by a single parent; and fewer
relatives are available to care for children. As the school day is generally much shorter than the
average working day, increasing numbers of families are looking for ways to care for their children in
both before and after school services or through the use of a ‘wrap-a-round’ of care arrangements. It is
essential that working parents have access to safe environments for their children (Vandell & Shumov,
1999, National Institute of Out of School Time, 2000, Gayl, 2004, Hennessy & Donnelly, 2005)
beyond the hours of the traditional school day and especially between the hours of 3.00pm and 6.00pm
when most parents finish work. Furthermore, supervision during school holiday periods and other
extended school breaks is also essential.
There are many options for After School services. Each offers advantages and disadvantages with no
one option completely suitable for all children and families. Children are all different and have varying
needs. Some children may benefit from the slower pace and smaller environment of a Childminding
Service, while others may need the larger physical and social setting of a centre based After School
Service. Children with special talents may enjoy a narrowly focused programme that allows them to
improve their skills, while other children may require highly varied challenges that help them to
maintain their interests. Services may be operated by schools, full daycare providers, pre-school
providers, childminders, youth groups or a variety of other agencies interested in promoting the
development of school going children outside school hours. Before and after school services can
enrich childrens lives, provide educational and recreation opportunities as well as supervised care. An
array of drop-in and part-time services also serve an ad hoc after school function.
There is, as yet, no legal provision in Ireland to support the development of the emerging school age
sector (Moloney, 2007, Moloney, Sturley and Kane, 2008); consequently services are self-regulated
with a variety of standards and diverse practices emerging across provision. There is non-the-less a
wide range of legislation, including planning, employment, and revenue for instance, that impact on
the development of After School services with which the sector must comply. This is addressed under
relevant sections throughout the Information Pack and the Service Evaluation System.
Research suggests that participation in high-quality After School Services can compliment learning in
school and development and that regular attendance in such services is associated with many positive
developmental outcomes including: improved academic performance, task persistence, improved work
habits and study skills, and improved feelings and attitudes (Vandell, Reisner, Brown, Daidsman and
Lee, 2005). Quality therefore is at the core of After School provision. It is imperative that those
working with children in school age programmes require a complex set of personal qualities and skills
(Fashola, 1998, Halpern, 1999, 2000, 2004, Musson, 1999, Miller, 2003). With this in mind, The
Border Counties Childcare Network is committed to:
Promoting the development of high quality care and education in After School Services
Supporting the development of emotionally safe environments in which children’s learning,
development and care is supported and nurtured.
Encouraging After School managers and staff to engage in ongoing professional development
This Information Pack with the support of the SES have been designed in such a way that a structured
approach to achieving quality can be gradually implemented, regardless of what stage the service is at.
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Benefits of After School Services
In recent years numerous studies have been conducted on the benefits of After School in various
countries. Research shows that quality After School Services have the potential to impact on: the
children who attend; their families; the schools; employers; local communities; society, health and the
economy.
“Children left alone for long periods of time become bored, scared, or lonely. This places them at high
risk for engaging in or becoming victims of problem behaviours. A quality after-school system
provides a safe-haven for children, and facilitates optimal growth and development. Children who
participate in after school programs have been found to have fewer school absences, better school
performance and work habits, and better conflict management skills. After school programs also
provide an important link between parents and schools, provide important support for families, as well
as support for a healthy economy.”
The National School-Age Care Alliance (NSACA)

The Child
Personal benefits for children and young people include the following: enjoyment and motivation; selfconfidence and self-esteem; improved relationships; raised aspirations; the development of creativity.
All of these benefits, which are initially experienced in relation to After School activities, often carry
across into children’s / young people’s school, learning and life experiences, positively influencing
their attitudes.
After School Services have the opportunity to give children and young people new and different
experiences as part of their activity programmes and to provide the time and the environment to
celebrate the child’s / young persons individuality by expanding opportunities according to his or her
particular likes, dislikes, interests and talents.
“Studies show that students involved in after school programs get better grades, attend school more
and have improved behaviour. They also express greater hopes for the future and more interest in
school.”
The Afterschool Alliance - USA

“Out of school childcare provides social stimulation for children, allowing children to mix in nonschool environments, and helps combat isolation (CEDA, 1999a, O'Brien and Dench, 1996).
Furthermore, 70% of parents stated that clubs provide play opportunities that children could not
otherwise experience (SQW, 1995), and indeed children themselves valued out of school childcare
because of the unique play opportunities on offer (Smith and Barker, 1999b). These opportunities are
particularly significant in rural areas, since there are often few alternative play opportunities and
facilities for children (CEDA, 1999a, Smith and Barker, 1999a).
Out of school childcare is seen to contribute to the educational, social and emotional development of
children (Sanderson and Percy-Smith, 1995), as well as the development of a more positive
relationship with school (Smith and Barker, 1999a). These roles are seen to be especially significant
within disadvantaged areas (O'Brien and Dench, 1996).”
Evaluation of the Out of School Childcare Initiative Final Report Cambridge, UK 2004
The Families
For many families their children’s participation in After School Services allows them peace of mind
and time to work and study, while knowing that their children are safe and in a positive, enriching
environment. Quality services can alleviate childcare and safety worries of working parents.
After School Services have the opportunity to establish a trusting and mutually supportive partnership
which will ensure the free flow of information about key elements in the child’s development and
well-being.
“I just basically want a safe place for my child to be until I get home from work and a place where he
can interact.”
Deirdre Kelly(Parent Giggles After School service in Ballivor, Co Meath

14
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“It’s good. You know your kids will stay out of trouble if they are in the club till 5:30.”
Parent - Extra Club - Education Extra - UK

“Parents remain working their usual hours during school holidays.”
Alice Ford, Manager of Fingers and Toes Community Childcare service, Latton Co Monaghan
“Parents have said that the after school program in which their child participated helped them balance
work and family life:
• 94% said the program was convenient;
• 60% said they missed less work than before because of the program;
• 59% said it supported them in keeping their job; and
• 54% said it allowed them to work more hours.”
The Afterschool Alliance Survey - USA

The Schools
Quality After School Services that offer creative, engaging activities have the potential to improve
academic achievement, increase school attendance and support children’s and young people’s positive
and healthy development.
“Good After School services help put children from disadvantaged backgrounds on a more equal
footing, thereby helping them to cope better within the schools system”
W. Keegan Principal, Ballivor National School, Co Meath
“High levels of motivation and enjoyment can transfer into the school day and the school curriculum.”
Education Extra 2002- The Charity that supports Out-of-School-Hours - UK

“Children / young people show greater interest in school, learn new skills and exhibit improved
behaviour. Youth who do not attend afterschool programs are at greater risk of being involved in
crime, and are missing out on important opportunities to learn and grow.”
The Afterschool Alliance- USA

“Educators realise that there are benefits associated with quality school-age care programs. According
to Poener and Vandell (cited in National Association of Elementary School Principals, 1993), after
school programs help improve children's self-esteem, social skills, and academic performance.”
National Network for Child Care - NNCC - USA

The Employers
High rates of turnover, absenteeism, and low productivity cost employers money. An efficiently run
After School Service can reduce absenteeism of the workforce, allowing the workers who have family
commitments to focus on their work, knowing that their children are safely cared for.
“Employees with inadequate childcare are more likely to be late for work, absent, or distracted on the
job than parents who are confident about their child’s childcare arrangements. Employees may be
forced to spend time at work or take time off to handle childcare concerns. Productive and valued
employees who leave their jobs because of childcare problems increase hiring and training costs.
It is estimated that absenteeism caused by poor quality childcare costs American business more than
$3 billion a year.”
Economic Opportunity Institute in Seattle Washington
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The Community
Communities and a variety of organisations can benefit from the involvement of an active After
School Service through various joint projects that can be carried out. For example, a group of children
going to the local nursing home to sing carols to the elderly or just to talk and engage them in
conversation.
“As a result of this project, there has now developed a real engagement between the after school
centre and the local community – which didn’t exist previously.”
Manager of the National Trust’s Stackpole Centre - Project Wales

Society, Health and the Economy
Proficient and effective services have the potential to reduce juvenile crime and antisocial behaviour.
A growing number of children and adolescents are also now seriously overweight. After School
services can provide substantial amounts of health-enhancing physical activity and opportunities to
practice skills in physical recreation. Projects on healthy life styles, healthy eating and discussions
around sensible dieting will contribute to children’s and young people’s health, thereby reducing the
risk of obesity and other health problems in later years.
“Teens who participate in afterschool are less likely to skip class, use marijuana and other drugs,
smoke, drink alcohol or engage in sexual activity.”
The Afterschool Alliance - USA

“Research has shown that after school programs reduce vandalism and juvenile crime and are
associated with improvements in academic performance and behaviour among children who
participate.”
Fight Crime, Invest in Kids, 1332 G Street, NW, Suite B, Washington, DC, 20005.

“After-school hours are a critical time for youth. That time can represent either an opportunity to learn
and grow, through quality after-school programmes, or a time of risk to youth's health and safety.
The after-school hours are the peak time for juvenile crime and risky behaviours such as alcohol and
drug use. Most experts agree that after-school programmes offer a healthy and positive alternative.
These programmes keep kids safe, improve academic achievement and help relieve the stresses on
today's working families. They can serve as important youth violence prevention and intervention
strategies.”
National Youth Violence Prevention Resource Centre - UK
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Parent’s Statements on the Benefits for After School
The statements from parents below have been transcribed from the video produced by Monaghan
County Childcare - Supporting the Development of School Age Childcare, 2003 in County Monaghan
and Limerick City Childcare - School’s Out.

“Well, in particular for Kevin, I think the
fact that he has lots of companions to
play with of his own age. He doesn’t have
anyone of his own age to play with at
home and that’s one of the biggest
benefits he gets there.”
“Well, in my opinion the main benefits of
after school childcare are that the child has
the chance to develop his artistic and creative
side.”

“As a parent the benefits of
after school childcare are
that my child is in a very
happy and stimulating
environment while I’m at
work. That’s very important
to me.”

“It’s a great help to me, because otherwise I
wouldn’t be able to continue in fulltime work.
They collect him from the school, he goes in
and has his lunch break, his homework done,
then there is a variety of activities that they
run each day of the week. He loves it, it’s
great for him.”
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“I find it very beneficial for them, because they’re
into things that I wouldn’t be able to teach them at
home, also they get to see some children that they
might not interact with otherwise because there are
several schools in Castleblayney. It’s also very
helpful for me because I am able to work for longer
hours, which I was unable to do before I took part
in this programme.”

“It’s a very good service, the girls
are very friendly and they enjoy
it very much. I’ve returned to
education myself, so it’s great
benefit for me, without this
service I wouldn’t be able to
attend college.”

“I have five children. Two of my children attend
the service.” The service is very valuable to me as
working Mum. The children are collected by a
bus from the school. In the service they are looked
after by qualified staff.”
“Down the After School Club she is getting
on and associating with the other kids. She’s
able to mix better now with other kids.”
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Children’s Statements on After School
These statements from children have been transcribed from the video produced by Monaghan County
Childcare - Supporting the Development of School Age Childcare in County Monaghan.
Children Comments:

“When you first go in you start your
homework an do it, then after that you do
fun stuff, like you can do drama or arts or
sports or anything like that.”

“We have something
to eat then we do
our homework then
we play football.”

“We do our homework
first then we can go and
play games for an hour.”

“We do art and drama.”

“I would like to mix with different age groups.”

“I would prefer just my own age group.”

“If possible I would like to see a P.E.
coach in the service.”
“I would like friendly teachers to run the
service”

18
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Introduction to the Quality Development Information Pack (QDIP)
The aim of this publication is to provide information to service providers to assist them in delivering a
quality After School Service. The information will support providers in the use of the BCCN Quality
Development Service Evaluation System (SES) which will help providers to constantly reflect and
evaluate their practice. The SES is a useful tool that providers can use to assist them to achieve high
standards within their service.
The Information Pack and Service Evaluation System have been specifically developed for After
School Services to self improve and to develop the quality and standards of both community and
privately owned centre based services.
The BCCN have defined an After School Service as a facility that is offered to children and young
people attending both National and Secondary Schools, both before and after school hours during the
school term. The term After School is also inclusive of services delivered during the school holidays.
Not all providers offer a full range of options but most work to deliver services in response to the
needs of the parents in their community.
The information in this pack has been informed by research on good practice nationally and
internationally. Consultation with a broad range of interested parties including parents and children has
also been conducted.
The views of parent’s using After School Services demonstrates that their most important concerns are
that their child's needs are being respected and met; their children are safe; that premises are
appropriate and secure with well trained and experienced staff; children can play and learn happily;
their children's cultural background is recognised and respected. Most parents want to be involved and
to know about what their children are doing each day. These views are all addressed throughout the
units of the pack.
This information in this pack is set out in seven units which correspond to the BCCN Quality
Development Service Evaluation System (SES). Although each unit is separate, collective good
practice is inseparable. We therefore acknowledge that there is unavoidable over-lap between units.
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Effective Management
Unit One
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Effective Management
Introduction
This section of the Information Pack is for any person or group interested in setting up an After School
Service or already running an established service, whether committee or individually managed. The
success of any service is dependent upon an effective and responsible management structure being in
place, where all legal, financial, administrative and personnel requirements are implemented.
Effective management also means ensuring that sufficient resources are available and used in the best
possible way to fulfil the aims of the service.

BCCN AFTER SCHOOL INFORMATION PACK 2010

25

Effective Management
Legislation Governing After School Services
UN Convention on the Rights of the Child
Setting up an After School Service
Establishing a Committee Managed Service
Establishing an Individually/Partnership Managed Service
Devising and Implementing Policies and Procedures
Appendix
Health And Safety Statement - notes
Health and Safety Statement - Sample Form
Sample Questionnaire for Parents
Business Plan
Developing a Business Plan - notes
No Smoking Signage – English / Irish

26

BCCN AFTER SCHOOL INFORMATION PACK 2010

Legislation Governing After School Services
While there is, at this particular time, no legislation specifically for After School Services the
following Government Departments and agencies are responsible for the implementation of particular
areas of legislation, which relate directly to and impact on After School services. Subsequent
guidelines, regulations and statutes may also apply.
A brief summary of the issues covered under each area of legislation follows. This information is not
intended as an interpretation of the law and you are advised to seek professional advice as necessary.
CHILDCARE LEGISLATION
Childcare Regulations
United Nations Convention on the Rights of the Child 1992
THE UN CONVENTION ON THE RIGHTS OF THE CHILD
The Convention is essentially a ‘bill of rights’ for all children, outlining rights relating to every aspect
of Children’s lives, such as the right to survival, development, protection and participation. Principles
such as:
•
•

Non-discrimination – All rights apply to all children
The best interests of the child – All actions concerning the child shall take account of his or her
best interests
• Survival and development – every child has the inherent right to life and the state has an obligation
to ensure each child’s development
• The child’s opinion - The child has the right to express his or her opinion and have it taken account
on in any matter or procedure affecting him or her.
In addition the Convention recognises the critical role of the family
For a simplified version of the articles please see page 37
For a copy of the Convention contact Government Publication Sales Office, Sun Alliance House,
Molesworth Street, Dublin 2.

CHILD PROTECTION
Protection of Persons Reporting Abuse Act 1998
Children First National Guidelines for the Protection and Welfare of Children 1999
Our Duty to Care – The Principles of Good Practice and the Protection of Children and Young People
2002
This Act applies to
- The provision of immunity from civil liberty to any person who reports child abuse ‘reasonably and
in good faith’ to designated officers of the HSE or any member of An Garda Síochána.
- The provision of significant protection for employees who report child abuse. These protections
cover all employees and all forms of discrimination up to and including, dismissal.
- The creation of new offence of false reporting of child abuse where a person makes a report of child
abuse to the appropriate authorities ‘knowing that statement to be false’. This is a new criminal offence
designed to protect innocent persons from malicious reports.
Further reading -‘Children First’ – Department of Health & Children (ISBN 0-7076-6264-8)
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BUILDING REGULATIONS
Building Control Act 1990 and 2007
Building Control Regulations 1997 - 2004
Building Regulations 1997 & 2007
Technical Guidance Documents 1997-2004
Planning and Development Acts 2000 - 2006
Guidelines for Planning Authorities on Childcare Facilities 2001
All new buildings, material changes of use, and material alterations and extensions to existing
buildings must comply with the building regulations. (Building regulations do not apply to buildings
constructed prior to 1992). The building regulations are constantly being revised. Building Regulations
are made to provide for the health, safety and welfare of people in and about buildings, to make
provision for the special needs of the disabled and to provide for the conservation of fuel and energy in
relation to buildings. The basic technical and administrative pieces of legislation are there for the
proper guidance and interaction between designers, contractors and the State / Local Authorities. To
inform the Local Authority that work is about to commence. A Fire Safety Certificate also has to be
submitted and approved before work can begin.
There are twelve Technical Guidance Documents, which inform designers in choosing materials,
methods of construction, standards and other specifications, these are:
1. Structural Strength and Stability (1997)
2. Fire Safety (1997)
3. Site Preparation (1997)
4. Materials and Workmanship (2002)
5. Sound Insulation – This does not apply to childcare facilities (1997)
6. Ventilation (1997)
7. Hygiene (1997)
8. Drainage and Waste Water Disposal (1997)
9. Heat Producing Appliances (1997)
10. Stairways, Ladders, Ramps and Guards (1997)
11. Conservation of Fuel and Energy (1997)
12. Access for People with Disabilities (2002).
The responsibility for compliance rests with designers, builders and building owners.
For copies of building regulations or technical guidance documents, contact the Department of the
Environment (www.environ.ie), your Local Authority or Government Publication Sales Office, Sun
Alliance House, Molesworth Street, Dublin 2

PLANNING REGULATIONS
Planning and Development Acts 2000–2006
Planning and Developments Regulations, 2001
Planning and Developments Regulations 2006 (S.I. No 685 of 2006)
Planning and Development (No.2) Regulations 2007 (S.I. 135 of 2007)
Generally Planning Permission is required for any development of land or property. This includes
building, demolition, alteration, or change of use of land or building. In addition to applying to the
Local Authority for Planning Permission and publishing Notice in the Newspaper and a Site Notice, a
commencement notice to the Local Authority must be issued where the person intends to carry out the
works or change of use.
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Notice must be given not more than 28 days and not less then 14 days prior to commencement of
work. A commencement notice fee is payable in addition to a Planning Permission fee (voluntary
organisations may be exempt from planning fee). Some Local Authorities operate a pre-planning
service. A Fire Safety Certificate must be obtained before work starts.
For further information, contact the Department of the Environment (www.eniron.ie), your Local Authority
or Government Publication Sales Office, Sun Alliance House, Molesworth Street, Dublin 2. Also ‘We Like
This Place’ - Guidelines for Best Practice in the Design of Childcare Facilities (ADM, 2002)

FIRE REGULATIONS
Fire Services Act 1981
Fire Safety in Pre-schools – (Department of Environment, Heritage and Local Government) 1999 A
Guide to Fire Safety in Premises used for Pre-school Services
The Industrial Research and Standards (Fire Safety) (Domestic Furniture) Order 1995, S.I
This act applies to all premises used for childcare services and persons in control of these premises
have general obligations with regard to fire safety under the Act.
Persons in control of these premises are required:
- To take ‘all reasonable measures’ to guard against the outbreak of fire on the premises and
- In the event of a fire occurring, to ensure ‘as far as is reasonably practicable’ the safety of the
children and staff on the premises.
This broadly translates as the following:
• Properly constructed buildings
• Fire Safety Programme
• Fire Prevention Measures
• Staff Training
• Emergency Procedures and Evacuation Drills
• Written Public Notices of Fire Evacuation Procedures
• Maintenance of Fire Protection Equipment
• Maintenance of Building Services
• Furnishing and Fittings
• Escape Routes
• Fire Safety Records
• Fire safety register
• Mains Smoke Alarms
• Proper Waste Paper Management
For further information see ‘Fire safety in Pre-schools’ – Department of the Environment and Local
Government (ISBN 0-706-6759-3)
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HEALTH & SAFETY REGULATIONS
Safety, Health & Welfare at Work Act 1989, 2005
Safety, Health & Welfare at Work (General Application) 1993, 2007
Safety, Health & Welfare at Work (Miscellaneous Welfare Provisions) 1995
This Act aims to promote the Health, Safety and Welfare of all in the work place.
It places responsibility / duty on the management to provide a safe place of work for employees. It is
the duty of management to:
- Identify the hazards
- Assess the risks
- Prepare a written Safety Statement (see appendix 1 for example of safety statement)
- Make arrangements to protect Health, Safety and Welfare
- Make provision for up-date and review
Consultations on Health, Safety and Welfare issues should be undertaken at the place of work between
the management and the employees or management and a safety representative nominated by the
employees
The Act places responsibility on management to inform employees of Health, Safety and Welfare
issues. The Act places a duty on employees to comply with management in matters of Health, Safety
and Welfare issues, i.e. use of protective clothing. Management must nominate a person to be
responsible for Health, Safety and Welfare issues. Management must notify the Health and Safety
Authority of any workplace accident resulting in an absence of 3 days or more.
Further Reading: A Short Guide to Health and Safety Law - Health and Safety Office (Telephone 01 614
7000)
The Health and Safety Authority can be contacted for advice on health and safety issues. Contact details –

TOY SAFETY
The European Communities (Safety of Toys) Regulations, 1990
Specific rules exist for ensuring the safety of children’s products. Playthings and equipment are
regulated for. The CE mark is a declaration by the producer that products conform to E.U. safety
standards. It is advisable to ensure that all equipment used by children in the service carries the CE
mark. If you suspect that a toy is unsafe, contact the National Consumer Agency (NCA) who will
investigate.
Further Information:
National Consumer Agency (NCA)
The Office of the Director of Consumer Affairs 4 Harcourt Road, Dublin 2
T: 01 402 5555 LoCall: 1890 432 432 www.odca.ie
National Standards Authority of Ireland (NSAI) Glasnevin, Dublin 9
T: 01 8073800 E: nsai@nsai.ie www.nsai.ie
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TOBACCO REGULATIONS
Tobacco (Health Promotion and Protection) Regulations 1995
Public Health (Tobacco) Act 2002-2004 (Sec. 47) Regulations 2003
Public Health (Tobacco) (Amendment) Act 2004
Since March 29th 2004 smoking is prohibited in all workplaces.
Section 46 of the Public Health (Tobacco) Act, 2002 as amended by the Public Health (Tobacco)
(Amendment) Act, 2004 requires “No Smoking” signage to be displayed in all defined workplaces.
Childcare Services, along with schools and colleges are defined as places of work. All signs should
include the name of the occupier / owner / manager in charge and the name of the person to whom a
complaint should be made in the event of non-compliance.
“No Smoking” signs should be conspicuously displayed so that the signs are clearly visible to all
employees, customers / clients and visitors while in the premises. A “No Smoking” sign should be
permanently displayed in a conspicuous position at each entrance to the premises, at service counters,
in toilet facilities and staff rooms.
“No Smoking” signs should contain the international “No Smoking” symbol and be durable.
(See appendix for ‘No Smoking’ signs in English and Irish).
The experience of employers in implementing workplace smoke-free policies has demonstrated the
importance of having a written smoke-free policy. Successful implementation of smoke free policies
requires good communications with employees in addition to thoughtful consultation.
Policy
It is the policy of [INSERT NAME OF Service / Business] that all of its workplaces are smoke-free and that all
employees have a right to work in a smoke-free environment. Smoking is prohibited throughout the entire
workplace with no exceptions. This policy applies to all employees, consultants, contractors, customers, parents
and visitors.

Implementation
Overall responsibility for policy implementation rests with the occupier, manager or other person for the time
being in charge of the workplace. All staff have an obligation to adhere to, and facilitate the implementation of
this policy. The person in charge [………………..] shall inform all existing employees of the policy and their
role in the implementation and monitoring of the policy.
All new and prospective employees, students, etc… shall be given a copy of the policy on recruitment /
induction by the person in charge.

Procedure if a person smokes in contravention of the law prohibiting smoking in the workplace Office of Tobacco Control Guidance
1. Draw the person’s attention to the “No Smoking” signs and advise that they are committing an offence by
smoking on the premises.
2. Advise the person that it is also an offence for the occupier, manager and any other person for the time being
in charge of the premises to permit anyone to smoke in contravention of the law.
3. Advise the person that the service has a smoke-free policy to ensure a safe working environment for staff,
parents and children. And that under the policy staff are obliged to refuse service to anyone who persists in
smoking.
4. If the person continues to smoke immediately request that they leave the premises.
5. If the person refuses, implement normal procedure for antisocial / illegal behaviour in the premises.
6. Maintain an appropriate record of all such incidents and notify all staff of action taken.
7. In all cases where physical violence is threatened or encountered, notify and/or seek the assistance of the
Gardaí.
For further information, contact the Office of Tobacco Control, Clane Shopping Centre, Clane, Co Kildare
Tel: +353 45 892 015 Fax: +353 45 892 649 email: info@otc.ie www.otc.ie
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INFECTIOUS DISEASES
Infectious Diseases Regulations 1981 - 2003
Infectious Diseases (Amendment) Regulations, 2000
These Regulations permit health authorities to take almost unrestricted measures to prevent the spread
of infectious diseases, which include diseases, which can be food borne. The Regulations detail
illnesses which are notifiable to the HSE including Salmonella, Paratyphoid. Persons excluded from
work as a result of being treated for certain infectious diseases may be paid an allowance by the HSE.
FOOD REGULATIONS
Food Safety Authority Act 1998
E.C. (Official Control of Foodstuffs) Regulations 1998 (contained within the Food Safety Authority
Act, 1998)
E.C. Hygiene of Foodstuffs Regulation 2006
Dept of Health and Children, Food and Nutrition Guidelines Feb 2004
This Act established the Food Safety Authority of Ireland and outlines its functions and
responsibilities, which includes promotion of standards, collection and assessment of data giving
advice regarding food safety. The powers of the Authority to enforce food safety standards in food
legislation is detailed with reference to the Official Agencies who will carry out inspections for the
Authority in order to ensure compliance with food legislation i.e. the HSE, the Local Authority etc…
The Regulations of 1998 set out the various items, which are subject to inspection by the HSE. These
include the site, premises, offices, raw materials, semi finished products, infestations of rats and mice,
cleaners and materials coming into contact with foodstuffs. They also set out the frequency of
inspections and powers of entry for Officers authorised under the Regulations.
E.C. Hygiene of Foodstuffs Regulation 2000 - These Regulations set down the obligations of
proprietors of food businesses including the requirement that such business is operated in a hygienic
way. The rules of hygiene cover requirements for premises, rooms where food is prepared, foodstuffs,
transportation, equipment, food waste, water supply, personal hygiene and training. Proprietors are
also obliged to identify steps in the activities of the business, which are critical to ensuring food safety
and ensure that adequate safety procedures are identified, implemented and reviewed. (HACCP)
The Regulations also provide for the Food Safety Authority of Ireland to approve Guides to Good
Hygiene Practice, which may be used voluntarily by food businesses as a guide to compliance with
these Regulations.
HACCP (Hazard Analysis and Critical Control Point) is a systematic approach to identifying and
controlling hazards that could pose a danger to the preparation of safe food. It involves identifying
what could go wrong and planning to prevent it. All staff involved in preparing and serving food
should participate in the HACCP training.
Further details: Food Safety Authority (FSAI)
www.fsai.ie Abbey Court, Lower Abbey Street, Dublin 1 T: 01 8171300 E: info@fsai.ie
Department of Health and Children (2004) Food and Nutrition Guidelines for Pre-School Services
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HEALTH PROMOTION
National Health Promotion Strategy 2000 - 2005
A partnership with the providers of health care, and in co-operation with other government
departments, statutory and non-statutory bodies, to protect, promote and restore the health and wellbeing of people by ensuring that health and personal social services are planned, managed and
delivered to achieve measurable health and social gain and provide the optimum return on resources
invested
Further details:
The National Health Promotion Strategy is also available for downloading in PDF file format from the
Department of Health and Children’s website http://www.doh.ie

WATER SUPPLY
European Communities (Drinking Water) (No. 2) Regulations, 2007
These Regulations specify standards in respect of water quality and include 48 parameters, which must
be adhered to. The Regulations are policed by Local Authorities under the supervision of the
Environmental Protection Agency (EPA) which prepares and publishes annual reports on the results of
monitoring programmes carried out by the local authorities. Therefore service provider must ensure
that they are connected to an approved water scheme.
RADON
Radiological Protection Act, 1991 (Ionising Radiation) Order, 2000 (Statutory Instrument 125 of 2000)
Exposure to high radon levels may occur in the home, in school or in the workplace.
Indoor radon levels vary greatly from one building to another and in some workplaces radon may be a
significant source of occupational exposure to ionising radiation. Since May 2000, occupational
exposure to natural radiation sources, including radon, has been subject to regulatory control in
Ireland.
Further Information: Radiological Protection Institute of Ireland3 Clonskeagh Square, Clonskeagh Road,
Dublin 14T: 01 2697766E: rpii@rpii.ie www.rpii.ie
The Office of the Director of Consumer Affairs 4 Harcourt Road, Dublin 2
T: 01 402 5555 LoCall: 1890 432 432 www.odca.ie

BCCN AFTER SCHOOL INFORMATION PACK 2010

33

GAS AND ELECTRICITY
Code of Practice for Gas Installations
National Rules for Electrical Installations (ET 101)
There are rules governing the installation and use of electrical and gas appliances and systems.
Electrical installation, including wiring, sockets, switches and distribution boards, should be in
accordance with the National Rules for Electrical Installations (ET 101), available from the ElectroTechnical Council of Ireland. Electrical appliances should conform to standards set out in I.S. 205:
Part1: 1980: Safety of Household and Similar Electrical Appliances (General Requirements). Where
commercial electrical catering equipment is used, it should comply with BS 5784: Safety of Electrical
Commercial Catering Equipment. All gas installations, storage tanks, pipe lines, gas burning flues and
other equipment should be installed, fitted and maintained in accordance with the appropriate
standards including I.S. 813: 196: Domestic Gas Installations.
Further Information:
Electro-Technical Council of Ireland Ltd (2006) National Rules for Electrical Installations (3rd Edition)
Electro-Technical Council of Ireland Ltd
ETCI Offices, Unit H12, Centrepoint Business Park, Oak Road, Dublin 12 T: 01 4290088 E: info@etci.ie
www.etci.ie
Code of Practice for Gas Installations.
http://www.odca.ie/cfmdocs/c_query/safety_elec.cfm has details for electrical and gas appliances.
National Standards Authority of Ireland Glasnevin, Dublin 9 T: 01 8073800 El: nsai@nsai.ie www.nsai.ie

EMPLOYMENT REGULATIONS
Adoptive Leave Acts, 1995 and 2005
Carer’s Leave Act, 2001
Force Majeure Leave – Section 13 of the Parental Leave Act, 1998 and Parental Leave (Amendment)
Act 2006 and Parental Leave (Notice of Force Majeure Leave) Regulations
Juries Act, 1976
Maternity Protection Acts, 1994–2004
Minimum Notice and Terms of Employment Acts, 1973–2001
Organisation of Working Time Act, 1997
Organisation of Working Time (Records) (Prescribed Form and Exemption) Regulations, 2001
Organisation of Working Time Act, 1997 (Rest Periods)
Organisation of Working Time Act, 1997 Section III (Holidays/Annual Leave and Public Holidays)
Parental Leave Act, 1998 and Parental Leave (Amendment) Act 2006
Payment of Wages Act, 1991
Pensions (Amendment) Act, 2002
Protection of Employees (Fixed Term Work) Act, 2003
Protection of Employees (Part-Time Work) Act, 2001
Protection of Young Persons (Employment) Act, 1996
Redundancy Payments Acts 1967–2003
Terms of Employment (Information) Act, 1994 –2001
Companies Acts 1963–2006
Unfair Dismissals Acts, 1977–2007
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There are numerous pieces of legislation that affect both the private and community After School
providers as employers which broadly cover the following:
- Contract of employment
- Wages, payslip, minimum wage, deduction from wages
- Hours of work
- Leave from work
- Health & Safety at work
- Maternity, Adoptive and Parental leave
- Holidays, annual leave entitlements, payment, public holidays
- Equality in work, types of discrimination, sexual and other harassment
- Trade Union Membership
- Part-time Employees
- Restriction on Employment children and Young People
- Unfair Dismissal
For further reading see: ‘Legislation Handbook for Childcare Providers’ BCCN / Barnardos 2nd
Edition
‘Employment Rights Explained’ – Comhairle, 2000
Border Counties Childcare Network Recruitment pack
Personnel Practice in Early Years Services – A Guide, Barnardos, 2002 ISBN: 1 898662 53 3
FINANCE
Finance Acts 1967–2008
Childcare Services are advised to get professional guidance from a suitably qualified financial
professional and if registering as a limited company will need to engage the services of an accountant
and a registered auditor.
TAX REGULATIONS
Income Tax (& Finance Acts) 1967
National Minimum Wage Act, 2000
A Childcare Service is regarded as a small business for revenue purposes; the responsibility is on the
owner to register with the Local Tax Office. Committee Managed Services should register as
employers with the Local Tax Office. Staff members are responsible for giving their employer tax
credit certificate (obtainable through Local Tax Office). The employer is responsible for deducting due
tax from the employee and forwarding these monies to the Revenue Commissioners. All childcare
services should prepare annual accounts and balance sheets for submission to the Revenue
Commissioners.
For further information, contact your local tax office or log on to www.revenue.ie or www.finance.gov.ie

EQUALITY REGULATIONS
Employment Equality Act, 1998 and 2004
The Equality Status Act 2000 to 2004
Education for Persons with Special Educational Needs Act 2004
Anti-discrimination (Pay) Act 1974
This Act promotes Equality, prohibits certain kinds of discrimination, prohibits sexual harassment and
harassment, and prohibits victimisation.
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This Act prohibits discrimination on the following nine grounds: gender, marital status, family status,
sexual orientation, religion, age, disability, race, the Traveller Community. There are three types of
discrimination: Direct Discrimination, Indirect discrimination and Discrimination by association.
Equality in a Diverse Ireland Pack – The Equality Authority (Telephone 1890 245545)

INSURANCE REQUIREMENTS
A person operating an After School Service should ensure that the children attending the service are
adequately insured against injury while attending the service. (The possession of adequate insurance
cover is an essential requirement of the Child Care (Pre-School Services) (No 2) Regulations 2006). It
is recommended that the insurance policy obtained should at least cover the following areas:
(i) Public Liability; (to include provision for outings with children, where applicable)
(ii) Fire and theft.
Insurance companies stipulate minimum requirements. They are a minimum of 2 adults and an
adult/child ratio of 1:3 for outings. An outing is regarded as any activity taking place off the premises,
such as accessing local play areas. Transport in cars requires adequate insurance cover, whether on
trips or for emergencies such as attending local doctor. Appropriate car seating should be in place,
relevant to the age of the child being transported.
FREEDOM OF INFORMATION REGULATIONS
Freedom of Information Act 1997 and Freedom of Information (Amendment) Act 2006
This Act enables members of the public to obtain access to information in the possession of public
bodies. Under the Act, a person has:
- A right of access to personal information relating to themselves, subject to certain conditions
- A right to correct this information if it is inaccurate
The exemptions and exclusions which are relevant to child protection include the following
1. Protecting records covered by legal professional privilege
2. Protecting records which would facilitate the commission of a crime
3. Protecting records which would reveal a confidential source of information
Reference: Government Publication Sales Office, Sun Alliance House, Molesworth Street, Dublin 2.

DATA PROTECTION
Data Protection Acts 1988 and 2003
Data Protection (Amendment) Act 2003
Data protection is about everyone’s fundamental right to privacy. People are entitled to access and
correct data about themselves. Providers need to be aware that these Acts cover any information they
keep on file about a living person. It applies to data held on parents, children as well as employees. It
applies to all written information, for example even ‘stickies’ which may have short notes made at
recruitment interviews.
Those who keep data, data controllers, have to comply with data protection principles. A data
controller is someone who controls and is responsible for the keeping and use of personal information
about living people on computer (note: the later Act includes manual data, such as in filing
systems).Data controllers can be either individuals or "legal persons” such as companies. Sole traders,
which cover many childcare services, are classed as individuals in this instance. Being a data controller
carries with it serious legal responsibilities, so service providers should be quite clear if these
responsibilities apply to them or their organisation. If in any doubt, or are unsure about the identity of
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the data controller in any particular case, providers should consult their legal adviser or seek the advice
of the Data Protection Commissioner.
Further Information:
Office of the Data Protection Commissioner, Tel 01 874 8544 www.dataprotection.ie

THE COMPANIES ACT
Companies Act 1963 - 2003
The Companies Act covers a number of areas, such as the legal aspects of establishing and running a
company; the roles and responsibilities of directors; articles of association [by-laws of the company]
and financial duties and responsibilities.
The aforementioned legislation can be purchased directly from:
The Government Publications Sales Office
Sun Alliance House
Molesworth St
Dublin 2
Or by mail order from:
Government Publications
Postal Trade Section
4-5 Harcourt Rd
Dublin 2
Tel: 01-661 3111, ext: 4040/4045
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Additional Free Information Packs may also be obtained from:
The Employment Rights Information Unit Dept. of Enterprise, Trade & Employment
Davitt House, 65A Adelaide Rd., Dublin 2
Tel: 01 661 4444
Employment Equality Agency
36 Upper Mount St
Dublin
Tel: 01 660 5966
The Health & Safety Authority
10 Hogan Place
Dublin 2
Tel: 01 662 0400
Conclusion
This information provides a list of those areas of legislation, which need to be addressed when opening
or operating an After School Service. This is not intended to be an exhaustive or definitive account.
For further recommended reading please consult the following publications:
▪ Legislation Handbook for Childcare Providers 2nd Edition - BCCN and Barnardos 2008
▪ Child Protection Guidelines, 1999 - Children First
▪ Infection in school – a manual for school personnel
▪ Nutrition Guidelines - Department of Health
▪ Fire Safety in Pre-schools – A Guide to Fire Safety in Premises uses for Pre-school
Services 1999
▪ Health & Safety in Childcare: A Guide for Centre-based Services – BCCN and Barnardos
2006
▪ The National Health Promotion Strategy 2000 2005 – Department of Health and Children
All the above publications are available from the Government Publications Office, Molesworth Street,
Dublin 2. You may also contact your local Health Service Executive Pre-school Services Inspection
Team or County Childcare Committee Office.
To ensure effective practice it is advisable to name the person or persons responsible for understanding
the requirements of legislation and accepting responsibility to ensure that the service complies with all
of the legislation. In the case of Community services this will need to be reviewed as the committee
changes. A job description drawn up for this purpose will help with transitions. Management policies
should also be reviewed.
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UN Convention on the Rights of the Child
Incorporated in the BCCN principles to underpin the delivery of quality services is the: ‘Promote
children’s rights under the UN Convention on the Rights of the Child’. Included here is a brief outline
of the background and a simplified version of the Rights. For further information and full text version
contact the Children’s Rights Alliance: www.childrensrights.ie or UNICEF: www.unicef.org.
The Convention on the Rights of the Child is the first legally binding international instrument to
incorporate the full range of human rights: civil, cultural, economic, political and social rights. In
1989, world leaders decided that children needed a special convention just for them because people
under 18 years old often need special care and protection that adults do not. The leaders also wanted to
make sure that the world recognised that children have human rights too.
The Convention sets out these rights in 54 articles and two Optional Protocols. It spells out the basic
human rights that children everywhere have: the right to survival; to develop to the fullest; to
protection from harmful influences, abuse and exploitation; and to participate fully in family, cultural
and social life. (UNICEF)
The four core principles of the Convention are:
- Non-discrimination
- Devotion to the best interests of the child
- The right to life, survival and development
- Respect for the views of the child
Every right spelt out in the Convention is inherent to the human dignity and harmonious development
of every child. The Convention protects children's rights by setting standards in health care; education;
and legal, civil and social services.
Almost every country has agreed to these rights. All rights are connected to each other, and all are
equally important. Sometimes, we have to think about rights in terms of what the best is for children in
a situation, and what is critical to enhance their life chances and their protection from harm. As
children grow, they have more responsibility to make choices and exercise their rights. Every child
should be able to exercise their rights. All children should have the same rights.
The Convention on the Rights of the Child is an international agreement on the rights of children that
was adopted by the United Nations General Assembly in November 1989. It entered into force as
international law on 2 September 1990. Having been ratified by all but two countries in the world (the
U.S.A. and Somalia), this Convention is the most widely ratified human rights treaty in history. It is
also the most complete statement of children's rights ever made and provides an internationally agreed
framework of minimum standards necessary for the well-being of the child to which every child and
young person under 18 is entitled. Ireland signed the Convention on the Rights of the Child on 30
September 1990 and ratified it, without reservation, on 21 September 1992. By ratifying the
Convention, Ireland became a 'State Party' to it and made a formal commitment to safeguard the rights
of children set out in the Convention The State agreed, in other words, to undertake all appropriate
legislative, administrative and other measures to implement the rights recognised in the Convention.
This implies assessing our social services, legal, health and educational systems, as well as funding for
these services. The Government is also obliged to take all necessary steps to ensure that the minimum
standards set by the Convention in these areas are being met. This may involve changing existing laws
or creating new ones. Such legislative changes are not imposed from outside, but come about through
the same process by which any law is created or reformed within a country. The State, having ratified
the Convention, has a binding obligation under international law to ensure that its terms are honoured.
As with other human rights treaties, this means ensuring that the rights guaranteed by the Convention
are accorded to all children within the State. (Children’s Rights Alliance)
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Simplified version of the Articles
Article 1 Definition of a Child
Children are defined as all persons less than eighteen years of age.
Article 2 Non-discrimination
All children have these rights, no matter who they are, where they live, what their parents do, what
language they speak, what their religion is, whether they are a boy or girl, what their culture is,
whether they have a disability, whether they are rich or poor. No child should be treated unfairly on
any basis.
Article 3 Best interests of the child
All adults should do what is best for children. When adults make decisions, they should think about
how their decisions will affect children.
Article 4 Implementation of rights
The State has an obligation to translate the rights of the Convention into reality.
Article 5 Parental guidance and the child's evolving capacities
The State has a duty to respect the rights and responsibilities of parents. Families have the
responsibility to help children to learn and exercise their rights and to ensure that their rights are
protected.
Article 6 Survival and development
The child has an inherent right to life, and the State has an obligation to ensure to the maximum extent
possible the survival and development of the child.
Article 7 Name and nationality
The child has the right to have a name from birth which should be officially recognised by the
government and to be granted a nationality.
Article 8 Preservation of identity
Children have the right to an identity (name, nationality and family relations). The State has an
obligation to protect and, if necessary, re-establish the basic aspects of the child's identity
Article 9 Separation from parents
The child has the right to live with his or her parents unless it is deemed incompatible with his or her
best interests; the child has the right to maintain contact with both parents if separated from one or
both.
Article 10 Family reunification
If children live in a different country than their parents do, they have the right to maintain personal
relations and direct contact with both parents.
Article 11 Illicit transfer and non-return
Children have the right to be protected from kidnapping and trafficking. The State has an obligation to
try to prevent and remedy the illicit transfer and non-return of children abroad by a parent or third
party.
Article 12 The child's opinion
Children have the right to express opinions, and for adults to listen and take those opinions seriously in
any matter or procedure affecting the child, in accordance with his or her age and maturity.
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Article 13 Freedom of expression
Children have the right to find out things and share what they think with others, by talking, drawing,
writing, or in any other way unless it harms, offends or violate the rights of other people.
Article 14 Freedom of thought, conscience and religion
Children have the right to choose their own religion and beliefs. Parents should help to decide what is
right and wrong, and what is best for their children.
Article 15 Freedom of association
Children have the right to choose their own friends and join or set up groups, as long as it isn't harmful
or violates the rights of others.
Article 16 Protection of privacy
The child has the right to protection from interference with privacy, family, home and correspondence,
and from libel or slander.
Article 17 Access to appropriate information
The State has an obligation to ensure that the child has access to information that is important to their
well-being, from radio, newspaper, books, computers and other sources. Adults should make sure that
the information is not harmful, and help children to find and understand the information.
Article 18 Parental responsibilities
Children have the right to be raised by their parent(s) if possible. The State shall support parents in this
task through the provision of appropriate assistance.
Article 19 Protection from abuse and neglect
The State has an obligation to protect children from all forms of ill-treatment in body or mind,
perpetrated by parents or others responsible for their care, and to undertake preventative and treatment
programmes in this regard.
Article 20 Protection of children without families
The State has an obligation to provide special care and help if children cannot live with their parents
and to ensure that appropriate alternative family care or institutional placement is made available to
them, taking into account the child's cultural background.
Article 21 Adoption
In countries where adoption is recognised and/or allowed, it shall only be carried out in the best
interests of the child, with all necessary safeguards for the child and under the authorisation of
competent authorities.
Article 22 Refugee children
Special protection is to be granted to children who are refugees or seeking refugee status, and the State
has an obligation to co-operate with competent organisations providing such protection and assistance.
Article 23 Children with a disability
Children with physical disability or learning difficulties have the right to special education, care and
training as well as all the rights in this Convention, so that they can live a full active life in society.
Article 24 Health and health services
Children have the right to the best health care possible, safe water to drink, nutritious food, a clean and
safe environment, and information to help them stay well.
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Article 25 Periodic review of placement
The child who has been placed by the State for reasons of care, protection or treatment has the right to
have all aspects of that placement evaluated regularly.
Article 26 Social security
Children have the right to receive help from the government if they are poor or in need.
Article 27 Standard of living
Children have the right to food, clothing, a safe place to live and to have basic needs met. Parents have
the primary responsibility to provide this, and the State has a duty to assist parents, where necessary, in
fulfilling this right.
Article 28 Education
Children have the right to a good quality education. The State has a duty to make primary education
compulsory and free to all and to take measures to develop different forms of secondary education and
to make this accessible to all children. School discipline should be administered in a manner consistent
with the child's human dignity. Children should be encouraged to go to school to the highest level
possible.
Article 29 Aims of education
Education should help children to use and develop their talents, abilities and personalities. It should
also help them learn to live peacefully, foster respect for basic human rights; develop respect for the
child's own cultural and national values and respect those of others and to protect the environment.
Article 30 Children of minorities or indigenous peoples
Children have the right to practice their own culture, language and religion. Minority and indigenous
groups need special protection of this right.
Article 31 Leisure, recreation and cultural activities
Children have the right to play and rest, to engage in leisure and recreational activities and to
participate in cultural and artistic activities.
Article 32 Child labour
The State has an obligation to protect children from engaging in work that constitutes a threat to their
health, education or development; to set minimum ages for employment; and to regulate conditions for
employment.
Article 33 Drug abuse
Children have the right to protection from harmful drugs and from the drug trade.
Article 34 Sexual exploitation
Children have the right to be free from sexual abuse, all forms of sexual exploitation including
prostitution and involvement in pornography.
Optional Protocol - An Optional Protocol to the UN Convention on the Rights of the Child on the
Sale of Children, Child Prostitution and Child Pornography was adopted by the UN General Assembly
in 2000 and came into force on the 18 January 2002. It prohibits the sale of children, child prostitution
and child pornography and requires State Parties to adopt appropriate measures to protect the rights
and interests of child victims.
Article 35 Sale, trafficking and abduction
The State has an obligation to make every effort to prevent any form of abduction of children, or sale
of, or trafficking children.
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Article 36 Other forms of exploitation
Children have the right to protection from any kind of exploitation (being taken advantage of) not
covered in Articles 32, 33, 34 and 35.
Article 37 Torture and deprivation of liberty
The State has an obligation to ensure that no child is subject to torture, cruel, inhumane or degrading
treatment or punishment, capital punishment, life imprisonment, and unlawful arrest or deprivation of
liberty.
Article 38 Armed conflicts
States must ensure that no child under the age of fifteen can take direct part in hostilities or be
recruited into the armed forces. States must take all feasible measures to ensure protection and care of
children who are affected by armed conflict.
Optional Protocol - An Optional Protocol to the UN Convention on the Rights of the Child on the
Involvement of Children in Armed Conflict was formally adopted by the UN General Assembly on 25
May 2000 and came into force on 12 February 2002. This new Protocol establishes eighteen years as
the minimum age for participation in armed conflict, for compulsory recruitment, and for recruitment
or use in armed conflict by armed groups
Article 39 Rehabilitative care
The State has an obligation to take all appropriate measures to promote the physical and psychological
recovery and social integration of children who have been victims of any form of neglect, exploitation
or abuse, torture or degrading treatment or of armed conflict.
Article 40 Administration of juvenile justice
Children alleged as, accused of, or recognised as having committed an offence have the right to respect
for their human rights and in particular to benefit from all aspects of the due process of law, including
legal or other assistance in preparing and presenting their defence. States have an obligation to
promote alternative procedures and measures so as to ensure that recourse to judicial proceedings and
institutional placements can be avoided wherever possible and appropriate.
Article 41 Respect for existing standards
If standards set in the national law of a country which has ratified the Convention, or in other
applicable international instruments, are higher than those in the Convention on the Rights of the
Child, it is the higher standard which will apply.
Article 42 Raising public awareness of the Convention
The State has an obligation to make the rights contained in the Convention widely known to adults and
children alike.
Article 43 and Article 44 Monitoring and reporting
States which ratify the Convention must submit a report on implementation two years after ratification
and every five years thereafter.
Articles 43 to 54 How the Convention comes into force
These articles explain how governments and international organisations will work to ensure children
are protected with their rights.
Resources:
Amnesty International – Child-centred Posters The UN Convention on the Rights of the Child
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Setting up an After School Service
Identify the need for the service
The first step in establishing a service is to determine that there is a genuine need for it within the
community.
▪ Identify need / Feasibility Study if possible:
This can be done in a number of ways, which could include the following:
Determine the number of families and young children in the area.
Investigate the availability of other services locally.
Look at employment trends and future housing plans in the area.
Carry out a simple survey among potential clients (see sample questionnaire Appendix 2).
Contact your local CCC Office for information and guidance
▪ Identify and consult with a range of stake holders:
Parents
County Childcare Committee’s
Health Service Executive
National and Secondary Schools
Employers
Children
FAS / VEC / Other training providers
County Enterprise Board
Other Providers
National Voluntary Childcare Organisation’s
Partnership Companies
Youth Projects
County Development Boards
Local Development Groups
▪ Hold a Public Meeting
Advertise locally in shops, newsletters, church bulletins, through local schools, etc…
▪ Identify the Management Structure
Having identified the need for an After School service in your locality, it is now important to decide
which of the following management structures best suits you:
The main management structures are:
a) Committee managed - run by a committee in accordance with its constitution (ideally with
charitable status).
b) Individually/partnership managed - This type of service is run by one or two individuals in
premises attached to their home, or other premises rented or owned within the community.
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Both types of management structures are outlined in the following pages, however many of the steps
for Community Services are relevant to the Private Service with the owner / manager taking
responsibility rather than the committee.
If establishing a Community Service it is advisable to form a working committee. A Private Service
should contact the County Enterprise Board or other agency supporting small businesses. Both types of
managements should liaise closely with their County Childcare Committee.

COMPARISON

Committee Managed
Shared responsibility by all committee
members
Not for profit organisation, any profit
generated usually reinvested in the service
Decisions must be agreed by committee
Can fundraise to help with running costs
Premises usually owned by community
therefore will remain available for childcare
even if committee changes.
Committees change on a regular basis

Individually Managed
Individual(s) totally responsible for all aspects of
service
Any profit / loss belongs to owner
Owner is flexible to make own decisions
More difficult to fundraise as service viewed as ‘for
profit’
Premises often privately owned, therefore if
individual ceases to operate service, premises may
be no longer available for childcare
Continuity in management
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Establishing a Committee Managed Service
If you wish to initiate the development of a committee managed service a public meeting should be
arranged with the above list of stakeholders.
The purpose of this meeting is to get as many interested people as possible involved in the running of
the new service. This could be in an active or supportive capacity.
A steering group can now be established and they should quickly organise a series of meetings to
explore the following topics in greater detail:
▪ Viability/sustainability of the proposed service
▪ Identification of suitable premises
▪ Staffing requirements
▪ Identify potential sources of funding
▪ Formalising the committee structure
At this point it would be advisable to develop a business plan. Assistance in the development of a
business plan may be sought from your Local County Enterprise Board, or CCC. (Draft Business Plan:
Appendix 3).
Committee Structure
A management committee should now be set up and officers elected to manage the service. This
committee is elected from among the members of the group. Members may include any person
interested in supporting the development of the After School Service. Although not limited to parents
it is important that parents constitute the majority of the committee. The committee is elected to deal
with the management of the service and ensure that it runs smoothly. To do this, they must work as a
team, liasing closely with both staff and parents, and sharing jobs and responsibilities.
The committee elects three main officers – the Chairperson, the Secretary and the Treasurer. As there
are many jobs to be done it is a good idea to give each committee member responsibility for a specific
area, as most tasks are easier and more enjoyable if there are a few people involved in their planning
and organisation. Their shared experience is invaluable when, for some reason, a committee member
has to resign or take a break, as the committee will be able to cover the transition more smoothly.
The role of the Chairperson
▪ To liaise with all members of the committee and establish a good relationship with
them.
▪ To call regular meetings and draw up the agenda for same (in co-operation with the
secretary).
▪ To chair all meetings. This involves ensuring all decisions are reached democratically,
encouraging full participation of all members and maintaining order during the meeting.
▪ To ensure that all decisions are minuted.
▪ To make sure all decisions reached are acted on appropriately.
▪ To make members of the group aware of their responsibilities and the details of the
groups constitution.
▪ To act as host to all guest speakers and are invited guests.
▪ To prepare a report for the AGM.
▪ To liaise with all relevant organisations as appropriate.
▪ To liaise with the County Childcare Committee.
▪ To co-sign cheques.
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Chairing a Meeting
The Chairperson ensures that all members of the committee participate in the discussion thus ensuring
that democratic decisions are made. This involves:
Making sure all members understand the importance of confidentiality.
Making sure members carry out decisions made.
Creating a forum where all views can be openly discussed.
Managing the agenda to ensure that enough time is set aside to discuss issues – it may at
times be necessary to defer items to the next meeting.
▪ Ensuring that everyone is aware of decisions made and abides by them.
▪ Using a casting vote if necessary.

▪
▪
▪
▪

The role of the Secretary:
▪ To liaise with the other members of the committee and work closely with them, especially
the Chairperson.
▪ To send and receive all correspondence as agreed by the committee.
▪ To assist the Chairperson in drawing up agendas for meetings.
▪ To send out notification in plenty of time for these meetings.
▪ To ensure that a venue has been booked for the meetings.
▪ To record minutes of all meeting in the appropriate
▪ To carry out the wishes of the committee as agreed at meetings.
▪ To record all secretarial expenditure incurred and keep all receipts for the Treasurer.
▪ To write a report for the Annual General Meeting each year.
The role of the Treasurer:
▪ To record all financial transactions e.g. Income and Expenditure accounts, bank lodgements
and withdrawals.
▪ Ensure that the name of your AFTER SCHOOL service appears on all bank accounts.
▪ To ensure that all cheques are signed by at least two of your listed cheque signatories.
▪ To ensure all claims/expenses are submitted with all of the relevant documentation.
▪ To pay all bills and expenses (by cheque if possible), having obtained prior approval from
the management committee, and retain receipts for all payments.
▪ To lodge all monies to relevant bank accounts.
▪ To ensure all monies are spent on what they are specifically allocated for.
▪ To distribute financial statements to committee members at meetings.
▪ To prepare end of year accounts which must be audited each year in advance of the AGM.
▪ To present annual accounts at the AGM.
▪ To carry out all instructions from the management committee.
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Other jobs:
The following tasks are also very important for the successful running of an After School service. It is
vital that they are not left to one or two people to cope with. These jobs should therefore be shared out
among the committee members.
•
•
•
•
•
•

Staff link – liaises with the committee and its employees
Partnership link person - liaises with all other stakeholders
Fund raising sub committee – oversees the planning and organisation of fund raising activities
Safety Officer – ensures a safety statement is drawn up and implemented
Publicity Officer – ensures that meetings and activities are well publicised both to group
members and the wider community.
Service Evaluation Officer - ensures effective monitoring procedures are established and acted
upon

Committee Responsibilities
The function of the committee is to carry out all tasks required to ensure that the staff are supported in
carrying out the day to day activities of the service. In order to achieve this, the committee must work
as a team, in co-operation with the leader / manager / co-ordinator, staff and parents. The main areas
of the committee’s work involve the following:
•
•
•
•
•

Ensuring the service complies with all legal requirements e.g. planning regulations
Obtaining appropriate insurance for the service
Devising and implementing policies for the group
Dealing with the administration of the group
Acting as an employer

Although the staff are often seen as the experts in the service, it is important that both committee and
staff recognise their different roles of responsibility that each carry and not to ask staff to complete
tasks which are more appropriately carried out by committee members.
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Further Steps to Establishing an After School Service
▪ Visit & network with other similar services who have been through this process
▪ Refer to useful resources, examples:
- Planning Guidelines – Dept of the Environment
- We Like this Place – NCNA
- Best Practice in Employment Practice – Combat Poverty
- Start Your Own Business – AIB / Tax Office
▪ Locate suitable premises / site
▪ Explore funding opportunities and apply for funding
▪ Identify and consult with professional advisors:
- Architect
- Planning officer
- Engineer
- Quantity Surveyor
- Fire Officer
- Environmental Health Officer
- Accountant
- Bank
▪ Agree Ethos / Mission Statement
▪ Clear and agreed Aims & Objectives
▪ Policies & Procedures
▪ Business Plan – profile of area, outline design plans
▪ Decide type of legal structure
▪ Application for Planning Permission
▪ Display plans locally
▪ Ensure staff have nationally certified training that is appropriate for working
with school going children of varying age groups
▪ Ensure staff also access to ongoing professional development opportunities for
staff
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Each service should develop a Mission Statement, Aims & Objectives and Constitution or
Memorandum & Articles of Association in order to clearly identify the underlying philosophy of the
group.
Mission Statement
This is an all-encompassing statement of what your service hopes to provide for the children, parents
and the community.
Sample Mission Statement
This service aims to provide a quality, affordable service that is accessible to all families of school
age children (4 - 14) in the community.

Aims and Objectives
Clearly defined aims and objectives will help the group to remain focused on the work they have
undertaken. The aims will outline the broad attempt of what the service sets out to achieve, the
objectives will make clear how the aims are going to be achieved.
Sample Aims & Objectives
• To provide a safe environment in which all children / young people are welcome
• To promote the active participation of parents in the activities of the service
• To promote a high standard of quality childcare in the service
• To ensure that this service is accessible and affordable to all children / young people in the
community
• To ensure that all staff and volunteers have access to appropriate up to date training
• To highlight the importance of the environment, recreation and activities in promoting
children’s and young people’s development
Constitution
This document is important for outlining the rules under which the service will operate. For services
wishing to achieve charitable status or obtain grant aid/other funding it is necessary to adopt a
constitution or develop memorandum and articles of association. (See appendix)
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Promoting Your Service
In order to ensure the success of your After School Service, it is important to put some thought into
how you will promote / market the service. Here are some of the many ways in which you can
advertise your service:
•
•
•
•
•
•

Local Newspaper Advertisements
Advertisements in Local Directory
Distribution of fliers in doctor surgeries, clinics, local shops etc. and house to house
distribution
Local radio
Distribution of fliers to local schools
Church bulletins

Bear in mind marketing to children could be different to that of marketing to parents. While parents
tend to look for a safe, stimulating, suitably located and value for money service, children will want a
‘trendy’ place where they can have fun, be with their friends and take part in lots of exciting activities.
It is a good idea to hold an open day each year and invite parents and children to come along and view
the service in action. An information pack on the service should be available for parents. The word
‘childcare’ tends to put off older children, so care needs to be taken with the choice of words used in
advertising material.
Policy & Practice Guidelines
Written policy and practice guidelines should be drawn up (in partnership with staff, parents and
children / young people) to ensure consistent delivery of a high quality service. The policies and
procedures should be made available to all parents involved in the Service. Committees should seek
the assistance of their County Childcare Committee. Once these policies and procedures have been
developed, it is good practice to constantly review and up-date them.
Selection and Recruitment of Staff
Appropriately trained and experienced staff are the most important resource in all services. It is very
important to follow correct procedure when recruiting staff. There are a large number of areas, which
need to be addressed when selecting staff. The following are some examples:
• Advertising
• Job description
• Interviewing
• Contracts
• Employer responsibilities
Once staff are recruited following a programme of induction or staff orientation is essential to maintain
standards and continuity of care.
Insurance Requirements
The possession of adequate insurance is an essential requirement. The insurance policy obtained
should cover the following areas:
(a) Public liability - to include provision for outings
(b) Employer’s liability - to include all employed in the service and provision for students,
volunteers, etc…
(c) Fire and theft
(d) Transport - to include emergency trips e.g. taking a child to the doctor, as well as outings,
etc…
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Employer Responsibilities
The Community After School Service must register as an employer with their local tax office and
obtain a tax number. It is the responsibility of the committee to ensure that all returns are made to the
tax office. The local tax office will provide assistance and advice to services. In the interest of both
the employer and employee it is essential that all relevant employment legislation is adhered to. See
legislation section for further details.
Ongoing Management of the Community After School Service
Good communication between the committee and the staff is essential for the successful running of the
service. Regular meetings are central to the work of the committee. The After School Staff should be
invited to be present at these meetings, as it is an ideal opportunity for discussion and exchange of
information on both the activities and the overall aims of the service. It is considered good practice to
appoint a member of the committee to liaise with the leader / manager / co-ordinator on a regular basis.
The committee has responsibility to inform the parents about issues concerning the service. This can
be done through parent meetings held once per term. The leader / manager / co-ordinator has the
responsibility for the day-to-day running of the service. These responsibilities should be clearly set out
in their job description.
•
•
•
•
•
•
•
•
•
•
•
•

52

Maintenance of premises and equipment
Fundraising
Review of policies and procedures
Preparing funding submissions
Providing support & supervision for staff
Ensuring staff meet regularly
Review of staff needs
Keeping informed of National developments in After School
Renewal of equipment and supplies
Developments within the childcare sector
Staff and committee training
Liaising with relevant local groups in the community
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Establishing an Individually/Partnership Managed Service
Many of the steps outlined previously are also relevant to those developing Independently Managed
Services, with the owner / manager taking responsibility rather than the committee.
Obtain as much relevant information as possible from all those involved in the childcare sector. Each
of the issues below should now be addressed in detail:
•
•
•
•

Viability of the proposed service
Identification of a suitable premises
Staffing requirements
Identify potential sources of funding

At this point it is advisable to contact your local County Enterprise Board who will offer assistance in
developing a business plan for your proposed service (or see Business Plan Appendix 3).
As the owner of an After School Service you are fully responsible for all administrative and financial
aspects of the facility.
Main Managerial Responsibilities
• Ensuring the group complies with all legal requirements e.g. planning regulations
• Obtaining appropriate insurance for the service
• Devising and implementing policies
• Dealing with the administration of the service
• Acting as an employer
• Managing the activity programme
• Developing good relationships with parents
Financial Responsibilities
• Recording all financial transactions e.g. Income and Expenditure accounts, bank lodgements
and withdrawals
• Keeping a bank account for your After School Service separate from your personal account
• To pay all bills and expenses (by cheque if possible) and retain receipts for all payments
• Prepare annual accounts which should be audited at the end of each year
• Make the appropriate end of year returns to the revenue commissioners
Mission Statement
You should develop a Mission Statement and Aims and Objectives in order to clearly identify the
underlying philosophy of your service.
This is an all-encompassing statement of what your service hopes to provide for the community.
Aims and Objectives
Clearly defined Aims and Objectives will help you remain focused on the service you aim to provide.
(See above)
Promoting Your Service
In order to ensure the success of your service, it is important to put some thought into how you will
promote/ market the service. (See above)
Policy and Practice Guidelines
Written policy and practice guidelines should be drawn up to ensure consistent delivery of a high
quality childcare service.
Selection and Recruitment of Staff

Appropriately trained and experienced staff are the most important resource in a Service. It is very
important to follow correct procedures when recruiting staff. There are a large number of areas, which
need to be addressed when selecting staff. The following are some examples:
 Ensuring that an open and transparent recruitment process is in place
 Ensuring that all new staff engage in a full induction programme
 Ensuring proper remuneration and deducting and submitting PAYE / PRSI to the revenue
commissioners
 Ensuring compliance with employment legislation
 Ensuring that staff have access to ongoing training
 Establishing a system of staff support and supervision
These issues will be dealt with in more detail in Unit Two – Staffing
Employer Responsibilities
You must register as being self-employed and as an employer with the local tax office and obtain a tax
number. It is your responsibility to ensure that all returns are made to the tax office both for yourself
and your employees. The local tax office will provide assistance and advice on this matter. In the
interest of both the employer and employee it is essential that all relevant employment legislation is
adhered to. See legislation section for further details.
Ongoing Management of the Service
As manager you need to maintain good communication with both parents and staff. Regular staff
meetings and meetings with parents are essential for the smooth running of the business, as they allow
for discussion and exchange of information on issues arising.
As an owner/manager the following are some of the issues you will have to deal with:
• Overall quality of the service to parents and children
• Maintenance of premises and equipment
• Review of policies and procedures
• Review of staff needs
• Renewal of equipment and supplies
• Development within the childcare sector
• Liaising where appropriate with relevant local groups
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Devising and Implementing Policies and Procedures
Having a written policies and procedures document will ensure consistency of approach and minimise
misunderstandings in dealings with staff, parents and children.
A policy is a course of action proposed by the service on specific issues
A procedure is a written method of how the policy will be carried out
Policies and procedures should be drawn up in consultation with staff and parents, and where
appropriate with children / young people. They should be reviewed on a regular basis and made
available to all those using the service.
Written policies and procedures should be available on the following areas:
Management and Administration
Admissions
Attendance
Fees
Comments/complaints
Settling in / orientation
Equal Opportunities
Confidentiality
Working with other professionals e.g. speech therapist, child psychologist, social worker etc.
Outings
Record keeping
Planning and evaluation
Fundraising
POLICIES
Student training
Parents complaints and grievances
Visitors to the service
Committee meetings
Insurance
Financial procedures
Staff
Staff recruitment
Support and supervision of staff
Staff complaints and grievances (staff)
Grievance and disciplinary procedure (Management)
Casual staff
Qualifications
Training and staff development
Staff illness
Staff meetings
Staff leave
Staff absence
Mobile usage
Staffs own children in the service
Support and supervision
Appraisals
Induction procedure
Students'/volunteers' guidelines
Equal employment opportunity
Working hours
Accidents and injuries
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Partnership with Parents
Partnership with parents
Home links / key person
Confidentiality
Parental / guardian involvement
Community links
Statutory links
Voluntary links
Consultation
Grievance procedure
Health and Safety
Health and Safety
Fire Safety
Evacuation procedures
Hygiene
Meeting individual children’s personal hygiene
Child Protection
Child protection reporting procedure
Sickness Policy – for children who become ill during service hours
Sickness exclusion policy – for parents, whose children have communicable illnesses
Administration of medication and storage of medicines
Accidents, incidents and injuries
Infection control
Immunisation
Nutrition, including meals, snacks, packed lunches, drinks
Water availability
Security of the service
Infestation of rats and mice
Anti-bullying
Resting / chill-out time
Child collection
Sun protection
Wet / cold weather protection
First Aid
Manual handling
Non-smoking
Safe work environment
Spillages
Head lice
Waste disposal
Furniture/fittings/equipment
Premises
Outside space
Violence
HIV/AIDS
Hepatitis
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Children
Promoting children’s / young people’s learning and development
Needs and rights of children / young people
Consultation with children / young people
Children / young people with additional needs
Empowerment of children / young people
Rewards
Celebrations
Behaviour management
Programme Planning
Observations
Areas to which the children / young people have access
Key worker system
Settling children / young people or orientation into the service
Clothing
Items from home
Television/Video/DVD/Internet
Staff ratios
Childcare principles of good practice
Spiritual, cultural, moral and social values
Daily planning
Adult/child interaction
Greetings and departures
Transitions
Tidy up time
Small and large group time
Outside time
Planning for observation
Principles of assessment
Effective record keeping/report writing
This list of policies does not purport to be exhaustive; also some individually named policies above
could be addressed in one overarching policy e.g. Admissions could contain fees, attendance and
orientation.
Resources and further reading:
IPPA Guidelines on Policies/Procedures for Childcare Services (2006)
A Practical Guide to Developing Childcare Policies, Marie Willoughby, Barnardos, 2008
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Appendix

Constitution for a Committee Managed After School Service
Health And Safety Statement – notes
Health and Safety Statement - Sample Form
Sample Questionnaire for Parents
Business Plan
Developing a Business Plan – notes
No Smoking Signage – English / Irish
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Appendix

Constitution for a Committee Managed After School Service
Name:
1.

The name of the After School Service shall be ………………………………….,
hereinafter referred to as “The Service”.

Aims and Objectives:
2.
The aims and objectives of the Service are to:
• To provide a safe environment in which all children / young people are welcome
• To promote the active participation of parents in the activities of the service
• To promote a high standard of quality childcare in the service
• To ensure that this service is accessible and affordable to all children / young people in the
community
• To ensure that all staff and volunteers have access to appropriate up to date training
• To highlight the importance of the environment, recreation and activities in promoting
children’s and young people’s development
In furtherance of this aim:
(a) To provide safe and satisfying activities and recreation in which parents / families are
actively encouraged to take part when appropriate.
(b) To hold regular meetings.
Membership:
3.
The parents and guardians of any child / young person attending any session run by the
Service shall be deemed to be a member. Each family to have one vote and count as one
member. Such other persons as are interested in the aims of the Service, on payment of the
annual subscription for individual membership of the Service.
Powers:
4.

For the furtherance of the aims of the Service the committee may:
(a) Rent/Lease or Buy/Build premises as may be needed.
(b) Provide equipment as may be needed.
(c) Receive money and make payments on behalf of the Service.
(d) Engage staff.
(e) Control, together with the supervisor / manager, the admission of children to the
service. Places shall be allocated on a first come first served basis, using discretion in
cases of special needs.
(f) Have contact with the County Childcare Committee and become members of relevant
support organisations.
(g) Do such things as may benefit the Service.

General Meetings:
5.
An Annual General Meeting (AGM) shall be held in …………………. Each year at which
the Annual Report and Verified accounts for the preceding year shall be presented and
agreed.
6.
A special General Meeting (EGM) may be called at any time at the request of the
Committee, or one quarter of the members.
7.
The Secretary shall send notification to each member of the date, time and place of any
General Meeting, with an Agenda, at least two weeks before the date of the meeting. The
Chairperson will be responsible for convening the meeting.
8.
No decisions may be taken at any General Meetings if fewer than ……… members attend.
A new meeting must be called.
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9.

The quorum for meetings shall be one quarter of the members. The Chairperson shall have
a second or casting vote.

Committee:
10.
The committee shall consist of a Chairperson, Secretary and Treasurer and not less than
four, nor more than ………… other members.
11.
Paid employees of the Group are not allowed to vote or sit on the committee. They may
attend in an advisory capacity.
12.
The committee is responsible for the running of the Service and should meet six times per
year, but must meet a minimum of three times per year.
13.
(a) The committee shall retire each year at the A.G.M. but a member may be elected again
unless he/she has been on committee for three consecutive years. The new committee shall
be elected either by a show of hands or a written vote.
(b) A committee meeting cannot take place if there are less than ……… people present.
14.
The committee may fill casual vacancies on the committee until the next A.G.M.
Finance:
15.
The Treasurer shall keep account of all income and expenditure and shall prepare accounts
for the A.G.M.
16.
All accounts shall be verified by an Auditor (or other independent approved person) to be
appointed by the committee and such accounts will be made available to the Revenue
Commissioners on request.
17.
The Treasurer shall open a bank account in the name of the Service.
All cheques shall be signed by two of the three named people.
The Chairperson shall be sent a duplicate bank statement.
18.
The income and property of the Service shall only be used for the purpose of the Service
and no payment shall be made to any member, except:(a) If that member is employed by the Service.
(b) As repayment of money properly spent on behalf of the Service.
(c) As interest at a rate not exceeding 5% per annum on money lent to the Service.
19.

The Treasurer will arrange the collection of the fee in respect of each child / young person
attending the service.

Dissolution:
20.
(a) In the event of the Group deciding that the After School Service can no longer function
according to its objectives, a general meeting shall be called and any decisions to disband
shall be carried by more than two-thirds of those present.
(b) If the meeting resolves that the Service is wound up, the committee shall transfer the
assets (subject to the satisfaction of all debts and liabilities of the Service) to a suitable
charity or another After School Service with similar charitable objectives, with notification
to the County Childcare Committee.
(c) If there is no A.G.M. for two successive years, and if no member of the committee
makes the necessary arrangements, any other member may do so.
General:
21.
(a) The Secretary shall keep minutes of all Committee, General and Special meetings, and
shall also give notice in good time of all impending meetings.
(b) The Chairperson shall be responsible for convening the meeting as per the constitution.
(c) The Treasurer shall give a written statement of accounts at all general and committee
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meetings.
(d) A person may not hold more than one office on the committee at any one time.
Change of Constitution:
22.
(a) This constitution may only be altered at an A.G.M. or E.G.M., with two-thirds of
members at a meeting voting in favour of change.
(b) No changes will be made to this constitution except with prior written approval of the
Revenue Commissioners.

This constitution was approved by the members of the ________________________________Service.
………………………………….

Chairperson

………………………………….

Secretary

………………………………….

Treasurer

………………………………….

Date

BCCN AFTER SCHOOL INFORMATION PACK 2010

61

Appendix

HEALTH AND SAFETY STATEMENT NOTES
Identification of Hazards
The After School Service will carry out regular hazard audits and will identify a person to carry out
this task. The areas to be covered in the audit include the following:
1.

Access problems, including passageways, doors etc.

2.

Electrical safety

3.

Lighting and ventilation

4.

Handling and storing of chemicals

5.

Noise and vibration – layout

6.

Heat and humidity

7.

Fire safety

8.

First Aid

9.

Methods of work – chairs, tables, equipment etc

HEALTH AND SAFETY STATEMENT
A health and safety statement to be displayed at
all times in a prominent position of the
After School Service and revised
at regular intervals.
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Appendix

Sample Form

HEALTH AND SAFETY STATEMENT
Name of Service: ______________________________________________________________
IDENTIFY
HAZARD

ASSESS
RISKS

CONTROL
ARRANGEMENTS

WHO’S
RESPONSIBLE?

Date: _____________________
Name of Designated Health & Safety Person: _________________________________
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Appendix

Sample Questionnaire for Parents
Please complete the following:
Name: ______________________________________________________________________
Address: _____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Tel. No: _____________________
Age Profile:
How many children do you have aged?
4-8 years

12-14 years

9-11 years

Over 14 Years

Please tick the services you would use if they were available in your area
After School Care
Breakfast Club
Summer Activity Scheme
Youth Club
Drop in Centre
Other (please specify) _________________________________________________________
Would you be willing to join a committee to help organise the above services?
Yes

No

Based on the services you ticked above, how much would you be willing to pay per session?
______________
Any other comments:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Thank you for your co-operation!
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Appendix

THE BUSINESS PLAN 20____ TO 20___
Name
Address

Phone/Fax
Mobile
Email
Business Name
Address (if different from above)

Phone/Fax
Mobile
Email
Type of Childcare Service you wish to develop
Management Structure

Address(s)

Phone/Fax
Mobile
Email
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PERSONAL PROFILE
EDUCATION/TRAINING

Dates
Qualification(s)
From

Courses

To

PRACTICAL EXPERIENCE

Dates
Position
From

Organisation

To

Other Experience

Personal Qualities / Skills

Motivation, Objectives, Goals
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BUSINESS DETAILS

Outline of Proposed Childcare Service

Premises and Location
Description

Location

Advantage

Costs

Access

Development and Expansion

Market Research

Staffing Plan
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FINANCIAL INFORMATION

Estimated Investment (Year 1)

€

Property
Renovations
Fixtures and Fittings
Equipment
Security Deposits Transport
Other
Total

Assets

€

Business
Personal
Other
Total

Estimated Income and Expenditure

€

Income
Children’s Fees
Grants/Fundraising
Social Welfare
Other
Total Income
Expenditure
Insurance & Subscriptions
Telephone
Electricity
Children’s Meals and Refreshments
Maintenance / Cleaning
Equipment & Children’s Materials
Advertising
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Bank Charges and Loan
Staff Salary, TAX, PRSI
Your Salary, TAX, PRSI
Other
Total Expenditure
Total Income Less Total Expenditure
Cash Flow Statement

Source of Funding (Year 1)
Savings/Resources
Grants etc.
Other Sources
Fundraising
Bank Loan
Bank Overdraft
Total

Funding Required:
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Financial Details
Bank Name /Address / Phone:

Accountant Name /Address / Phone:

Solicitor Name/Address / Phone:

Declaration
The information, date and drawings embodied in this business plan are strictly confidential and are
supplied on the understanding that they will be held confidentially and not disclosed to third parties
without the prior written consent of ______________________________________________________
Signed: ________________________________________

70

Date: ______________________
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Appendix continued

Developing a Business Plan
The BCCN are grateful to Barnardos for permission to include their guidelines on developing a
business plan in this Information Pack. The guidelines here are intended for use by an individual
provider, however they may be adapted to suit a committee managed service.
Personal profile
• A personal profile of the service or owner manager will be required explaining who you
are and what your background and experience is
Educational/Training
• In the table, describe your individual or combined education history after primary
school and list any courses attended
•

Describe other significant experiences that could be useful for your childcare service

Motivation, Objectives, Goals
• Why do you want to start an After School childcare service?
Personal Qualities / Skills
• List the special qualities you / group have which are important for your childcare
service
Outline your proposed childcare service
• This should be a clear statement of what you propose to do and how you would propose
to do it (refer to the type of service, number of hours and days it will operate, number of
children you will care for etc) don’t just list the features, also list the benefits
Consider the issues you may have to deal with in developing this service
Premises and location
• Describe the premises e.g. rented, own home, new building, purpose built etc
•

What are the rental or mortgage costs per month?

•

Is there the possibility to expand?

•

Describe the location and the environment e.g. in a rural area, housing estate, industrial
estate, city or town centre etc

•

Explain the reasons for your choice of location

•

Are there future developments that will change the attractiveness of your location?

•

How can your customers reach your childcare service e.g. by foot, car, bus etc. Is there
car parking space?
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The Market Research and the marketing strategy of your business
• What market research did you undertake?
•

Who are your customers or target group?

•

Have you been in contact with your potential customers?

•

What are their needs?

•

Who are your competitors, where are they located and what do you offer which is
different to your service?

•

What are your strong and unique points compared to your competitors?

•

What are your weak points compared to your competitors?

•

What will you charge per child and what are your competitors charging?

•

How did you calculate your fee?

•

How will you promote or advertise your childcare service?

Your staffing plan
• Number of full-time, part-time, students, volunteers and participation of parents
•

What are the qualifications of the staff?

•

Will your staff require training? If yes describe

Your Finances
• Describe the investment you will have to make to start or expand your childcare
service. Your estimated investment (Year 1), your assets available as security, your
estimated income and expenditure statement
•

How much will you have to charge to cover your costs?

•

Have you allowed for rent / mortgage repayments?

•

Have you calculated staffing costs?

Cash Flow Statement
• You may also wish to include a brief statement regarding your anticipated cash flow
situation e.g. identify times when cash flow problems are likely to occur and your
strategy for dealing with them.
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Source of Funds
• Indicate how you propose to fund your financial requirements as follows:- Amount of
Own/Partners Savings or Resources, Grants (specify), Other sources (specify), fundraising, Bank Loan (specify number of years).
•

Can you access Government funding for the development of After School Services?

•

Do you need capital funding to develop the facility?

Funding required
• State amount of funding required and purpose of funding
•

Staffing costs will be your biggest out-going, make sure you estimate: staffing costs;
PRSI; Employers contribution; salary increases, etc…

•

Do you have access to support to subsidise your running costs? i.e. access to
Community Employment Schemes, if you are a community service
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Staffing
Unit Two
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Staffing
Introduction
A major part of the information in this unit has been put together to assist new and existing services
who are recruiting staff. Staff are the key to the delivery of a successful and quality service. Highly
motivated, informed, skilled and valued staff, led by committed and efficient management are vital to
the delivery of a quality service.
The information here will guide you through the process involved in recruitment, the legal
requirements, detailed information about what should be included in the application packs and
advertisements as well as staff induction and development.
Each service should produce a pack for recruitment which is unique to their own, individual service,
although there are elements which are common to all. Further issues regarding staff can be found in the
BCCN Quality Development After School Service Evaluation System (SES)
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Staffing
Recruitment and Selection
Policy
Steps in the Recruitment Process
Steps for the Interview Process
Background Information
The Job Description
Person Specification
Application Forms
The Application Pack
Advertising for Staff
Sample Adverts
Short Listing
The Interview
Staff Induction
New Employee Induction Quiz
Staff Development
Staff Training
Use of volunteers

Appendix
Extracts from ‘School-Age NOTES’ articles
Employment Contract
Current Employment Legislation
Individual Skills Audit
Staff Evaluation
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Recruitment and Selection
Policy
The following is a list of possible items which could be included in a recruitment and selection
policy. It is not exhaustive or definitive and groups are encouraged to consider each item and decide
if it is appropriate to their service and adapt or adopt as appropriate.
1. The management of ________________ (name of service) is committed to ensuring that all
employment legislation is adhered to in the recruitment and selection process.
2. A job description and person specification will be drawn up for each post available.
3. All posts offered will be publicly advertised. Positions will be advertised internally and
externally.
4. Applications from present staff will be treated on an equal basis with external applications.
or
Preference will be given to internal candidates over external candidates if their suitability is equal
5. Individuals will be selected for employment on the basis of merit. Job applicants will not be
treated less favourably on the grounds of gender, marital status, disability, age, religion, sexual
orientation, race, colour, ethnic or national origin, or put at a disadvantage by unjustifiable
conditions or requirements.
6. _________________ (name of service) is an equal opportunities employer. This statement will
appear on all advertisements for staff.
7. Job sharing and other family friendly policies will be considered favourably by management.
8. When establishing an interview panel, every effort will be made to achieve a gender balance.
9. Interview panels will be given guidelines on good interview practice and on the prevention of
discrimination.
10. For each post advertised, a file will be kept for 12 months from the date of appointment and will
include the following:
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Job Description
Person Specification
Job Advertisement
All application forms
Shortlisting procedure
Selection criteria
Written record of candidate assessments
References
Any correspondence with candidates
Final decision and reason for making it

11. Applicants not short listed for interview will receive a letter to this effect.
12. Applicants interviewed but not successful will receive a letter confirming this.
13. Any candidate who feels that they have been discriminated against has a right to complaint,
which can be exercised by writing to management. If their complaint is upheld they will, if
possible, be offered an appropriate remedy.
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Steps in the Recruitment Process
The following is a checklist for the steps to be undertaken when recruiting staff. The order of some
actions could be interchanged. It may be useful to set dates for each step when first embarking on the
process in order to ensure that enough time is allowed for each stage.
1. Agree overall aim of the post
2. Agree details of post (title, hours etc.)
3. Draw up job description & person specification
4. Agree information to be sent to applicants
5. Draw up and place advertisements
6. Record applications as received
7. Select an interview panel
8. Hold meeting to review applications
9. Undertake interview process (see next page for details)
10. Agree on successful applicant
11. Check references
12. Offer position (possibly subject to medical)
13. Follow up offer in writing & request response in writing
14. If position accepted, then write to unsuccessful candidates
15. If not accepted, repeat steps 11-14 with next person on panel
16. Prepare file for retention on interview process
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Steps for the Interview Process
1. Agree personnel to sit on interview panel
2. Agree shortlisting criteria for interview (based on job specification)
3. Hold meeting to review applications
4. Determine candidates to be interviewed
5. Agree interview date, times and venue
6. Write to applicants not being interviewed
7. Write to applicants for interview (see sample letter)
8. Agree format for interviews i.e. questions only or questions and presentation
9. Devise interview questions, order of questions and which member of the team will ask
each question
10. Devise marking system
11. Host interviews
12. Agree on successful applicant and sign & date agreement
13. Decide if other candidates can be placed on a panel
14. Agree the order for other candidates to be recommended for the panel
15. Agree who not to recommend
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Background Information
Candidates will be interested to receive background information about your service. This can include
any details that you feel are important, for example,
How long the service has been established and the history of the organisation
Its management structure
The number of employees
Its aims, philosophy and activities
Any long term plans
You could also include annual reports, newsletters, etc…

The Job Description
An accurate and detailed job description is very important, it should clarify what you want someone to
do and why. Primarily, it will help the applicant to decide if they want to apply for the job and it will
also help them to fill out the application form or letter of application.
The recruitment and selection panel will also find it useful throughout the recruitment process. You
can refer to it when designing an advertisement or poster, when briefing Fas, shortlisting, deciding on
interview questions and making the final decision of who to employ.
If you have existing job descriptions always review them before sending them out, as they could be
outdated.

Content of a Job Description
Job title
Job Purpose
Name & address of employer
Location of the workplace
Hours & days of work
Who the person will be line managed by (e.g. committee / individual)
Who the person is responsible for (e.g. Co-ordinator will manage assistants)
Duties - Their key responsibilities and tasks
It could also state details of salary scales, holiday entitlements and any restrictions on when holidays
can be taken. There may also be matters to negotiate at interview or at the appointment stage, therefore
these should be detailed as ‘to be discussed’ ‘to be arranged’ or ‘negotiable’. These specific terms and
conditions will then be detailed in the staff contract of employment.
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After School Service – Leader
This document will assist you in developing a job description for the post of After School Service
Leader. The requirements of each service vary slightly, therefore you are encouraged to consider the
lists under each heading and choose the items that are relevant to your service and add additional items
as appropriate.
Sample Job Description
Job Title:

After School Service Leader

Job Purpose:

The leader is responsible for the day to day running of the After School Service
and for providing a safe and welcoming environment for children aged 4-14
years. A balance between recreation and education should be aspired to and
activities to meet different age group’s needs provided.

Name & Address of Employer:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
Location of Workplace:
____________________________________________________________________________
Hours & Days of Work:
If hours vary during school holiday periods, detail here
____________________________________________________________________________
Salary Range:
Point on salary scale
____________________________________________________________________________
Responsible to:
____________________________________________________________________________
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Duties Include:
Below is a non exhaustive list of possible duties of an After School Service Leader. Include only the
items relevant to your post and add additional items if necessary.
• Day to day responsibility for children attending the service, including meeting their overall
developmental needs
• Providing a stimulating and varied programme of activities appropriate to all age groups in
attendance
• Planning, reviewing and implementing a programme appropriate to the individual and group needs
• Involving the children and parents in the planning of activities
• Co-ordinating the collection of children from school
• Adhering to all the group’s policies and procedures
• Observing all procedures required in terms of health and safety and good childcare practice and
ensuring others (other staff, students, volunteers etc.) are made aware of and observe same as
appropriate
• Respecting and valuing children from different backgrounds, socio-economic groups, countries,
cultures and religions
• Ensuring that children with special needs are integrated into the group
• Choosing, organising, presenting and caring for equipment and materials
• Preparing regular and specific records / reports as required
• Participation in in-service and certified training as appropriate
• Meeting with the management committee / owner manager as required
• Supporting and supervising staff
• The administrative duties connected with the centre including keeping attendance records,
collecting parental fees and completing monthly financial records
• The leader should at all time keep completely confidential all personal information learned in the
course of their work regarding the children, their families, or other staff. Such information should
only be passed on in the interest of the child and in line with the group’s child protection policy
• Encouraging the active participation of all parents / guardians in the group and be available to
discuss concerns with individual parents / guardians on request
• Liaise with local primary and secondary schools and other relevant parties as necessary
• Liaise with local community and business stakeholders
• Other duties which may be assigned by the management committee
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After School Service – Assistant
Sample Job Description
This document will assist you in developing a job description and person specification for the post of
After School Service Assistant. The requirements of each service vary slightly, therefore you are
encouraged to consider the lists under each heading and choose the items that are relevant to your
service and add additional items as appropriate.
Job Title:

After School Service Assistant

Job Purpose:

To assist in the day to day organisation and running of the out of school service

Name & Address of Employer:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Location of Workplace:
_______________________________________________________________________________
Hours & Days of Work:
If hours vary during school holiday periods, detail here
_______________________________________________________________________________
Salary Range:
_______________________________________________________________________________
Responsible to:
_______________________________________________________________________________
Duties Include:
Below is a non exhaustive list of possible duties of an Assistant After School Service Leader. Include
only the items relevant to your post and add additional items if necessary.
•
•
•
•
•
•
•
•
•
•
•

Helping to meet the overall developmental needs of the children attending the group
Preparing materials and setting up the environment
In consultation with the leader, plan to meet children’s individual needs
Involving the children in the planning of activities
Observing children during the session
Listening to, encouraging and enabling all the children as appropriate
Adhering to all the group’s policies and procedures
Assisting with choosing, organising, presenting and caring for equipment and materials
Participation in in-service and certified training as appropriate
Encouraging and supporting partnership with parents
Keep completely confidential all personal information learned in the course of the job regarding
the children, their families or other staff. Such information should only be passed on in the interest
of the child and in line with the group’s child protection policy
• Other duties which may be assigned by the management committee / owner manager or leader
Person Specification
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The person specification lists the attributes needed to fulfil the role outlined in the job description. It
describes the kind of person who would be suitable for the job. It tells you what you need to look for in
candidates. It ensures that the people who are responsible for shortlisting candidates are clear and
agreed about what the organisation is looking for and that there are consistent requirements against
which all applicants are assessed.
The person specification will also be useful to both the candidate and to the service. It should be a
detailed list of the essential and desirable criteria the person needed to fill the post should meet.
Decide and make a list of what qualifications, experience, knowledge, skills and attitudes you would
like the person to bring to the job. After having compiled the list, then decide which ones are essential
and which are desirable. The list should be realistic. It is also important to remember that attitudes and
values are as crucial as the qualifications. Staff can always access training and the ‘willingness to
undertake relevant training’ may be a more realistic essential criteria.
The person specification maybe used as the basis for a scoring system at application form and
interview stage and therefore needs to be a document that is meaningful to your service.
It should systematically list requirements under a number of headings. Requirements can be either
essential or desirable.
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SAMPLE
Person Specification
Group Name:

Salary:

Job Title:

Contract:

Responsible to:

Responsible for:

Overall Purpose of Job

Main Responsibilities

Special Requirements

Other Features of Job

Location
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Education, Qualifications and Training
Essential

Desirable

Experience
Essential

Desirable

Skills & Abilities
Essential

Desirable

Knowledge & Attitudes
Essential

90

Desirable
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Application Forms
There are various methods of application for the candidates, depending on the request of the employer.
Some services ask for applicants to apply in writing, enclosing Curriculum Vitae. This basically means
that they are asking for a brief covering letter and a detailed C.V. These can vary from a brief list of
qualifications and previous jobs the person has done to a very extensive record of someone’s life to
date. You will have no way of controlling what and how much information you will receive and it is
much harder to compare candidates or use a scoring system for shortlisting if this is the method of
recruiting. However, it can reflect a person’s individuality more effectively.
Asking candidates to fill in an application form is a more standard way of obtaining the required
information. If this form is specifically designed by your service it will contain all of the information
you need to be able to shortlist successfully.
A good application form needs to be clear and simple, it should provide a balance between personal
details and free space for open questions e.g. what attracts you to this position? Some people may feel
intimidated by too much blank space for them to fill in, while others may feel restricted if there is not
enough space for them to ‘sell’ themselves. A popular compromise is to invite them to continue on a
separate sheet if necessary.
Best practice is to design an application form that does not ask for the person’s age, gender or marital
status. This type of information could be included on a separate equal opportunities monitoring form,
which is not seen by the people shortlisting the candidates.
When a position involves access to children the candidate should be asked to sign a form along with a
declaration that they accept the post is subject to checks with referees, medical and Garda clearance.
Application packs should be ready so that as the job is advertised you can respond immediately. This
will allow the candidates maximum time to prepare and return their application before the closing date.
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SAMPLE
Application Form
School Age Childcare Service - Post of Leader
DATE: __________________

Contact details:
Name:
__________________________________________________________________________________
Address:

______________________________________________________________
______________________________________________________________
______________________________________________________________
Telephone numbers:
__________________________________________________________________________________
Please state 2nd / 3rd level education details:

______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
Please state relevant training and qualifications:

______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
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Please state relevant work experience or any supporting information you would like to add:

______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________Continue on separate page if necessary
Please supply names, addresses and phone numbers of 3 referees:
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
The closing date for completed applications is Time: _______. Date: __________.
No applications will be considered after this time.
Please return completed application forms to:
Dinglebop School Age Childcare
Dinglebop Green
Dinglebop Town
For any enquiries please contact Jemima on 084 111222
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The Application Pack

Information for Applicants
Date: ____________________

Before placing the advertisements identify and prepare the information you will send to those who
respond. This should include:
• Job description
• Person specification
• Application form, if appropriate
• Closing date for applications
• Date when short listed candidates will be interviewed
• Details of the main terms and conditions of employment (if not included in the job
description)
You may also include:
• Information about the organisation and it’s activities
• Annual reports, newsletters, history of the organisation
• The ethos of the service, aims, objectives, management structure

Make sure you have your application packs ready before you advertise.
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Advertising for Staff

Job Advertisement
When advertising a childcare position consideration should be given to the seniority of the post and
advertising budget constraints
It is recommended that the advertisement contain the following information:















Name and logo of group and brief description of the employer service
Job title
Brief outline of responsibilities & duties
Location of the service
Minimum experience required
Minimum qualifications required
Salary range
Hours and days of work
State if position is part time / full time / temporary / permanent
Statement that group is an equal opportunities employer
Contact details for application
Form of application e.g. application form or CV
Closing date for application
Acknowledge funders if appropriate

When recruiting, relevant legislation should be taken into account.
Adverts must be in line with your Equal Opportunities Policy and must not discriminate against
anyone on the grounds of gender, nationality, age, religion or marital status.
If you are recruiting because of expansion or because you are offering a new service you could inform
the local press for them to do a news feature (news features are usually free). This will help to attract
applicants and raise awareness of your service.
Where to advertise:
• Locally
Many people hear about job vacancies through word of mouth and by seeing posters around the
community. Posters are relatively easy and cheap to produce and can be displayed in schools, shops,
libraries, health centres, community centres, etc… Make sure your poster is eye catching and has all of
the important information, particularly the closing date, as posters can sometimes end up being
displayed for longer than necessary.
• Internally
• County Childcare Committee office
• Local Radio
• Employment & Training Agencies
• Parish Bulletins
• Local notice boards e.g. Supermarkets
• Colleges offering Childcare training
• Local Job Centres
• National Newspapers (should only be considered for senior posts e.g. manager)
• Local Newspapers
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To keep all options open and to increase you chances of finding the right person, if you have funding
for press adverting then it may be worth it. Negotiate with the publication and advertising editor if you
are a voluntary managed community group, let them know you are a charity and always include your
registration number in any adverts.
The purpose of a poster or advert is to attract suitable candidates and to deter the unsuitable ones. The
advert or poster should be striking and contain the right amount of information to encourage interest in
the position and motivate people to seek more information in the form of an application pack. Some
services invite people to phone for an informal chat before applying, this can work well for some
services but it is time consuming and not essential. The application pack should contain all of the
relevant information in order that a candidate can decide whether or not to apply for the position.
When you receive an enquiry generated by your advertisement, an application pack should be sent out
with a brief covering letter, thanking the person for their request for information. The letter should also
include a list of contents of the application pack to ensure it is not missing any of the information.
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Sample Adverts:

Dinglebop Community Childcare Centre

located in Dinglebop Town.
Offers a Playgroup and After School facilities for children aged 3-14 years.
Applications are invited for the post of
After School Co-ordinator
with the above centre

The Co-ordinator will be responsible for the day to day running of the After School Service and for providing
a safe, welcoming, rich learning and fun environment for children and their families.
Three years experience working in a childcare setting, FETAC level 5 childcare and relevant
After School qualification required

The position is part time (20 hours per week) and is for a two year period
Salary Range: €??,?? - €??,??
For further details contact Dinglebop Community Childcare Centre, Dinglebop Green, Dinglebop Town

Tel: 084 111222333
Applications in the form of CV
The closing date for applications is 29th March 2010

Dinglebop Community Childcare Centre is an equal opportunities employer.
This position is funded by the Irish Government and the EU under the National Development Plan 2007-2013

COOL KIDZ CLUB

After School Service
We are seeking enthusiastic, flexible, committed people to
join our team to provide quality care for the
Breakfast Club, the After School Club and
Holiday Club.
*Paid Training Available*

CO-ORDINATOR

€?-?? Per hour
Duties to include admin and team management

PLAYWORKER

€?-?? Per hour
Duties to include team work and provision of a safe caring
environment for children.
Contact: Annie, 4, Better Place, Your Town.
083 333222111 for an Application Pack
The closing date for completed applications is: 29th March 2010

This position is funded by the Irish Government and the EU under the National Development Plan 2007-2013
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Short Listing
Depending on how many applicants you actually get for a position you may need to shortlist to a
manageable number for interview. A way of doing this is to have two or three people look through the
applications separately and score them against the person specification and them come together to
compare results and discuss any anomalies.
Often the only way to differentiate between candidates who have similar levels of qualifications and
experiences is the information they have provided in support of their application, judging this is a lot
more subjective and is often based on instinct.
There are some basic things to look out for, for example, have they actually stated that they like
children / young people? Do they sound enthusiastic? Have they put any effort into the presentation of
their application?
Following shortlisting send the candidates a letter inviting them for interview, stating time, date and
venue, supply a map of the location if necessary. Applicants not short listed should be sent a letter to
this effect, as stated in your Recruitment and Selection Policy.
The Interview
Several general things need to be organised in advance of holding interviews such as where you will
conduct them, who will be on the panel, what questions need to be asked.
Items to Consider in Designing Interview Questions
The following areas should be considered when designing questions to ask at interview:
• Training Completed
• Knowledge of Child Development
• Knowledge and experience to organise a programme of activities appropriate to the age group
concerned
• Experience of supervising staff / working as a member of a team as appropriate
• Familiarity with the legislation impacting on After School Services
• Good practice issues in childcare e.g. policies, working with parents etc.
• Ability to work with a committee
The Panel
Anyone can be a good interviewer, however inexperienced. The key to success is thorough planning.
Remember however nervous members of the panel feel, the candidate probably feels much worse. It is
therefore the role of the panel to help candidates to feel at ease, so that they are able to give you the
information you require. You can do this by offering them a drink when they arrive and introducing
yourselves.
The panel should have previously decided who is asking what, how and why. Some panels tailor each
interview to the applicant by asking them questions specifically relating to the information they have
already provided in the application form. Other panels feel that it is fairer (although potentially not as
interesting for either party) to ask all candidates exactly the same questions based on the person
specification and job description and score them according to how they answer. This will also involve
thinking in advance of what answers you would like to hear.
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The Interview
• Explain to each interviewee the process they are about to go through, who is asking the
questions, how long you think it will last and that there will be time for questions at the
end. A good place to start off an interview is a quick word about the background of your
service.
• It is useful to have a combination of closed and more open questions, but let the candidate
know when they have answered the questions fully enough by thanking them; otherwise it
will put them under pressure to continue when it is not necessary.
• It is always important to allow the applicant time to ask the panel questions and to state
anything else that they feel has not been addressed.
• It may be useful to have one designated person keeping a record of what the candidates say
and it s less intimidating than all of the members of the panel taking notes.
• Schedule a five to ten minute gap in between each candidate to allow time to discuss each
applicant while the information is still fresh, rather than rely on notes at the end of the day.
• Let the candidates know when they can expect to hear the result of the interview.
Appointing the Successful Candidate
• If the panel cannot agree second interviews should be arranged.
• When you have decided whom you want to appoint, find out if they accept the offer of
employment and agree a start date before you let any unsuccessful candidates know, as you
may have to revert to your reserve choice.
• Make an offer in writing, subject to satisfactory references, medical and Garda clearance.
• Ask the person to formally accept in writing.
• In the event of none of the candidates being suitable the whole process may have to be
repeated. This may involve widening your circulation of advertisements.
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Sample letter to Candidates being called for interview
Name & Address of service
Candidates Name
Address
Date
Dear (candidates name),
Thank you for your application for the post of _______________ with ________________ (name of
service). You are invited to attend an interview as part of the selection process for this position. The
details are as follows:
Date:
Time:
Venue:
Please confirm your attendance by phoning (name) on (tel. no) before ___________ (date).
Yours sincerely
_____________________________
(Sign above and type name and position in the service below line)
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Staff Induction
An effective staff induction / orientation programme is essential to maintain standards in the service
and continuity of care. On employment, staff will receive a job description, terms and conditions and
contract of employment and a brief background of the service and how it operates. This however, is
not enough information for a new member of staff.
A staff handbook should be made available with additional information. This will ensure that the
information provided is consistent for each staff member. Further effort may be required to fully help a
new member of staff ease into their new position.
As part of the induction, existing staff should welcome new employees and introduce them to
colleagues, children and families. Time should also be set aside to discuss the children and the activity
programme.
To be effective, a full induction process may need to continue over weeks or even months. In the case
of relief/casual staff, a shorter, more specific orientation may be required. This should be
supplemented with support and supervision from experienced staff.
An enjoyable way of helping new staff find out as much information about the service is to devise a
quiz which children and other staff members can help them through.
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Sample
New Employee Induction Quiz
Welcome to our team! We have developed this as an enjoyable way for you to get to know
the space you will be working in and the people you will be working with.
Please use the children and the staff to help you complete this induction quiz.
1. What is the managers name and contact telephone number?
2. What is the telephone number of the After School Service?
3. What is the name of your designated room?
4. How many children are expected to be in that room at 4-00pm. tomorrow?
5. How many staff work here in total?
6. Make a list of all of the staff’s names.
7. Where is the staff’s signing in book located?
8. Copy down the mission statement of the service.
9. How many children with the name ‘John’ are on the roll book?
10. Is the service implementing a Quality Programme?
11. What are the procedures if a child is taken ill while at the service?
12. What is the date of your support & supervision meeting?
13. Find out what the next fundraising event is.
14. Where is the first aid kit kept?
15. What was the date of the last fire drill?
16. What is the date the fire extinguisher was last inspected?
17. What colour is the copy of the accident report that the parent receives?
18. Look at the staffing timetable on the staff notice board. How many staff work on
Wednesday afternoon?
19. What is the 4th piece of information on the children’s registration form?
20. Who is the first child/family in the registration filing cabinet?
21. Who is the last child/family in the registration filing cabinet?
22. Where is the cleaning spray bottle for disinfecting the tables kept?
23. What colour are the cloths for cleaning the dining tables?
24. Where is the mop cleaning solution kept?
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25. What is the third step of the child management policy?
26. When is the next staff meeting?
27. List the activities planned for next Monday.
28. Who is the Chairperson of the service?
29. What is the telephone number of the Treasurer of the service?
30. What date is the next committee meeting planned for?

Well done and thank you for completing this, we hope this was fun, informative and helpful.
Place your completed quiz in the internal mail tray.
You’re bound to be unsure about things and have lots of questions. All the staff here know
that you are new and want to help you settle in. Please feel free to ask, ask and ask.
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Staff Development
The quality of a After School Service depends largely on the knowledge and skills of staff.
Professional development is important to update and maintain knowledge of current theory and
practice relating to school-age children and their care. In order to sustain a quality service, staff should
be provided with ongoing training and learning opportunities to prevent high rates of turnover. Staff
training often includes how to work with children, how to negotiate, and how to adapt to the needs of
children of different ages, races, or cultures and children with disabilities. Training can also give staff
ideas for enrichment and hands-on activities; greater expertise in academic subject matter for assisting
with homework projects. Training and development opportunities are critical to retention of quality
staff and volunteers.
It is the joint responsibility of management and staff to ensure that developmental opportunities are
identified and acted upon. Services should collect information from a variety of sources to identify
training needs and plan for professional development.
This may take the form of an individual skills audit or an overall staff evaluation (see appendix).
Examples of professional development opportunities and issues to consider are listed in the BCCN
After School Service Evaluation System.
Asking staff to evaluate their professional development experiences can assist management to assess
the relevance of these to the service. This also helps when planning for future professional
development.
Staff Training
Services need to carefully consider the type of additional training requirements to supplement to the
certified training of their staff. Below is a list of training which has been identified as essential for staff
working in After School services:
• People skills
o listening skills
o group skills
o self awareness
o negotiation / problem solving
• Youth skills
• Life skills
• First aid
• Child Protection
• Health & Safety
• Children’s / young people’s developmental areas
• Growth transitions - adolescence
• Food hygiene
• Health Promotion Training
o Nutrition
o Oral Health
o Drugs
o Alcohol
o Sex and relationships
o Emotional Health and well being
• Staff’s responsibility to act as Health Promoting Peers in the After School Environment
• Outdoor Activities
• Arts and Craft activities for different age groups
• Promotion of the arts
• Promoting and encouraging hobbies and leisure activities
• Understanding related agencies and services
• Developing positive relationships with local schools, youth groups
• Homework support
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Some of the training could be accessed through the Health Service Executives Health Promotion Unit,
the County Childcare Committee, VEC,Integrated Development or Partnership Companies, Voluntary
Childcare Organisations, Youth Groups or other specialist groups. Professional development in
specialist areas should be provided by appropriately qualified and suitable persons.

Use of volunteers
Some After School Services welcome volunteers. Volunteers can include parents, grandparents, caring
senior citizens, work placement college students, etc...
The use of volunteers should be in addition to normal staff ratios and not used to replace a staff
member.
Managers / supervisors should incorporate volunteers into the service appropriate to their skill levels
and interests. As with the regular After School staff, volunteers should be oriented to working with
children and young people before entering the service and given the opportunity to participate in ongoing staff development.
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Appendix
Extracts from School-Age NOTES articles
Employment Contract
Current Employment Legislation
Individual Skills Audit
Staff Evaluation
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Appendix

Extracts from ‘School-Age NOTES’ articles:
Extract 1
Motivating Adults to Learn
* Locate quality conferences in your area and request that the staff attend. Hearing what other centres
are doing, especially if it is innovative, usually motivates staff. They develop a sense of collegiality
and realise they are not the only ones asked to practice in a certain way. They can gain insights and
conviction.
* It's great if you can close your service and send the entire staff to conferences. This is one way of
supporting them with time and money and shows you value them. Plus, the break from their ordinary
routine can give people new energy.
* Put one staff person in charge of keeping track of in-service training. To find out about and to raise
awareness of announcements of classes, conferences, and reading - urging others to take advantage of
them.
* Ask staff for input as to what kind of training they'd like brought in to the centre.
* Arrange a visit to another centre, perhaps where people could see others using a new method or
implementing interesting ideas.
* Provide staff with the newest books on After School.
* Identify one or two staff who may be the least resistant and ask them to do a little research/reading
on the issue. They will help the others to understand what you are trying to do.
* Build on what is known and commonly done by the group and use long-time teachers as class
mentors. Ask people to share ideas and questions in writing on group charts. This helps people feel
valued and heard.
* Hold a team building workshop at your centre. It is a good way to ensure that new people on staff
feel supported and included.
* Appeal to staff self-interest. Show them how the new practice will make their jobs easier or more
effective.
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Extract 2
Characteristics of Successful After-School Programs
In a newly released book, Bringing Yourself to Work: A Guide to Successful Staff Development in
After-School Programs, Michelle Seligson and Particia Stahl outline the following characteristics of a
successful after-school program...
Emotional Safety -- These after-school programs provide honest, respectful, and emotionally safe
environments where staff members look out for your well-being....
Caring -- People are friendly and social in these groups. In a caring environment, there is humor and
genuine interest in other people's lives....
Sensitivity -- Successful after-school programs often have a "listening environment." where peoples'
suggestions, concerns, fears, and preferences are heard and respected. If someone has a problem,
people take it seriously....
Opportunities -- A successful after-school program offers you the opportunity to be creative, and to
learn more about yourself, your work, other people, and the world around you....
Leadership -- In these centres everyone feels comfortable assuming a leadership role....
Personal Responsibility -- A healthy after-school program promotes the responsibility of its members
to shape their experience within their group. Members don't rely on other people to solve problems
within the group; instead they look at what they can do to make changes and improve things....
Vision -- A functional group also has a clear vision of what they want to do and how they want to
behave...A group with vision also passionately moves toward the goal of establishing the best possible
environment for children and staff....

(School-Age NOTES is an online resource that can be accessed at the following web address
http://www. erika@schoolagenotes.ccsend.com Once registered it will send useful childcare
information every day to your email address.)
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Sample
Employment Contract
Under the Terms of Employment (Information) Act, 1994, all new employees and regular part time
employees (anybody working more than 8 hours per week) should receive a written statement of their
terms of employment within two months of commencing employment. This is known as an
employment contract. Two copies of the contract should be prepared. Both should be signed and dated
by the employer. Each party should retain a copy. See synopsis of employment legislation for a list of
items which should be included in an employment contract.

SAMPLE CONTRACT OF EMPLOYMENT
CONTRACT BETWEEN

‘Group Name’
‘Address’
AND
‘Employee’s Name’
‘Position Title’
Temporary Contract of Employment
1. Duration of Contract:
This contract is between Group Name and Employee’s Name, Position Title. The appointment is
for a temporary position for the period from Commencement Date to Termination Date of
Contract. This is a fixed term contract of employment and therefore the provisions of the Unfair
Dismissals Act, 1977 to 1993 will not apply to the termination of this contract where such
termination is by reason only of the expiry of the fixed term.
2. Probation:
You will be on probation for the first six months of this contract. The probationary period may be
extended at the discretion of the management who also hold the right to terminate your
employment either during or at the end of this probationary period at its discretion.
3. Salary:
The starting salary for the position is €00,000 per annum. Your salary will increase
incrementally, subject to satisfactory performance. It will also be subject to increases allowed for
under the Program for Prosperity and Fairness as appropriate.
(Salary will be subject to PRSI deductions as appropriate.)
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4. Expenses: (where appropriate)
When absent from home and on duty for the service you will be paid appropriate travel expenses
and subsistence allowances, subject to the agreement with the management committee.
5. Pension:
Information on pension deduction scheme will be provided
6. Duties:
You will be required to perform any duties which may be assigned to you from time to time as
appropriate to your position and to undertake all legitimate requests of the Group Name and its
designated officers.
7. Hours of Work:
The hours of work will be X hours per week. Work may involve some night/weekend
attendance. Time built up as a result of working beyond these hours may be taken as Time in
lieu, subject to approval by the Centre Manager. You are requested to take Time in Lieu
regularly and to allow no more than 30 hours to accumulate without taking time except in
exceptional circumstances with the prior agreement of the Centre Manager or designated officer.
8. Base / Place of Work:
Your work base will be at Centre Address
9. Annual Leave:
Your Annual Leave will be X working days. Annual Leave will be calculated in accordance with
the provisions of the Organisation of Working Time Act, 1997. Annual Leave is exclusive of the
usual public holidays. The Centre Manager or delegated person must approve annual leave in
advance.
Payment for Annual Leave will be covered by the provisions in Part III of the organisation of
Working Time Act, 1997.
Public Holidays shall be given in accordance with the Organisation of Working Time Act, 1997.
When a termination of this contract occurs and the paid holidays already taken exceed the paid
holiday entitlement on the date of termination, the Group Name shall deduct the excess holiday
pay from any termination pay.
10. Sick Leave:
In the event of absence due to illness you must contact the Centre Manager (or designated
officer) by 11 a.m. on the first day of illness to explain the absence. A Certificate from a
qualified medical practitioner must be furnished to the Centre Manager(or designated officer )on
the third day of illness and on a weekly basis thereafter. The Group Name reserves the right to
have you examined by their own medical practitioner.
Sick leave entitlement of full pay (less appropriate deductions in respect of social welfare
benefits) may be allowed during sick absence up to the following limits in any period of twelve
months service, subject to funding availability.
¾
After 3 months continuous service – up to 6 weeks
¾
After 6 months continuous service – up to 9 weeks
¾
After 12 months continuous service – up to 13 weeks
Provided that each period of 3 days or more is covered by a medical certificate and the appropriate
claim for sickness benefit is submitted to the Department of Social, Community & Family Affairs
and uncertified leave does not exceed 7 days in total per annum.
Sick pay entitlement is not statutory.
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11.

Training:
It is the intention of management to facilitate staff to access training to assist them in their work,
subject to budget availability and negotiation with the Centre Manager / Chairperson of the
Group Name.

12. Confidentiality:
The Group Name requests that you at all times keep completely confidential all personal
information learned in the course of the job regarding the children, their families or other staff.
Such information should only be passed on in the interest of the child and in line with the
group’s child protection policy.
13. Grievance Procedure:
If you have any grievance, which you consider to be genuine in respect of any aspect of your
employment, you have a right to a hearing by your immediate superior or designated
management committee member as circumstances warrant. If you are unhappy with the outcome
of the hearing you may appeal to the Chairperson of the Group Name. A fellow employee or a
representative of your choice may accompany you to this meeting, should you so wish.
14. Termination Provisions:
Notwithstanding the fact that this is a fixed term contract, Group Name reserves the right to
terminate your employment prior to the expiry of the completion of the fixed term.
Termination in such situations can be for any of the following reasons:
o Incompetence or poor work performance.
o Misconduct (serious or persistent).
o Incapacity.
o Failure to carry out reasonable instructions.
o Redundancy.
o Circumstances which are not foreseen at the outset, e.g. lack of funding or insufficient
funding, strikes in the workplace or external events affecting Group Name or for any
other reason the work or project cannot be completed or is no longer required.
o Other substantial reasons occur.
Dismissals will be carried out in accordance with the provisions of Clause 15 of this Contract
of Employment.
Except in circumstances justifying immediate termination of your employment by the Group
Name you will be entitled to receive the appropriate period of notice set down in the Minimum
Notice and Terms of Employment Act, 1973, as amended by the Unfair Dismissals Act, 1993.

BCCN AFTER SCHOOL INFORMATION PACK 2010

111

15. Dismissal Procedure:
The following procedure will be followed before a decision to dismiss you from the Group
Name staff team is taken:


A full investigation will be carried out by the Centre Manager, Chairperson (or designated
Officer) during which time you may be suspended with or without pay, pending the outcome
of this process.



You will be informed of the reasons for the proposed dismissal, and you will have the right
to state your case. You may be accompanied, should you so wish, either by a fellow
employee or a representative of your choice.
You may appeal to the Chairperson, (or designated Officer) of the Group Name (or other
appropriate person) if a decision is taken to dismiss you at the conclusion of the full
investigation.





If you wish to challenge the dismissal then, in accordance with normal procedures, the matter
shall be referred to a Right’s Commissioner, the Labour Court, the Labour Relations
Commissioner, or the Employment Appeals Tribunal as appropriate.



Certain serious breaches of the Group Name’s rules, customs or practice may result in your
being dismissed without notice or pay in lieu of notice.

16. Voluntary Resignation:
Should you wish to resign voluntarily, you will be expected to provide one month’s notice in
writing. This may be waived by agreement with the Chairperson, (or designated officer) of the
Group Name.
17. Safety Statement:
Service Name will prepare a safety statement in accordance with the Safety, Health and Welfare
at Work Act, 1989 in consultation with staff. You should familiarise yourself with the safety
procedures for your employment.
18. Variation:
The parties to this contract reserve the right to vary the terms herein by agreement in writing.
Any such variation will henceforth form part of this contract.
If you are prepared to accept the appointment on these terms and conditions, please sign and date the
acceptance form below and return the completed contract to the Chairperson, Service Name. A copy
of the contract is enclosed for retention by you.
Signed on behalf: _____________________________________________
Chairperson, Service Name
Date: ____________________________
Declaration of Acceptance
I accept an appointment on the terms and conditions set out above.
Signed:

__________________________________

Date:

__________________________________
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Current Employment Legislation
The following will give a brief summary to the array of employment legislation which must be taken
account of when you become an employer. For more detail, copies of all legislation are available from
the Government Publications Sales Office, Sun Alliance House, Molesworth Street, Dublin 2. Tel
(01)6613111.
1: CONTRACT OF EMPLOYMENT
Principal legislation
• Terms of Employment (Information) Act 1994
• Terms of Employment (Information) Act 1994 Order – SI 4/1997 – requires young people /
children to be given information on the law which regulates their employment
• Terms of Employment (Additional Information) Order – SI 49/1998 – requires information in
relation to rest periods and breaks to be included in the written information available to
employees
2: WAGES
Principal Legislation
•
Payment of Wages Act, 1991
•
National Minimum Wage Act, 2000
3: HOURS OF WORK
Principal Legislation
• Organisation of Working Time Act 1997
• Organisation of Working Time (Exemption of Transport Activities) Regulations 1998 SI
20/1998
• Organisation of Working Time (General Exemptions) Regulations 1998 SI 21/1998
• Organisation of Working Time (Exemption of Civil Protection Services) 1998 SI 52/1998
[Exemption applies to, for example, prison, fire, or police services employees]
• Organisation of Working Time (Code of Practice on Compensatory Rest & Related Matters)
(Declaration) Order 1998 SI 44/1998
• Organisation of Working Time (Breaks at Work for Shop Employees) Regulations 1998 SI
57/1998
• Organisation of Working Time (Code of Practice on Sunday Working in the Retail & Related
Matters) (Declaration) ) Order 1998 SI 444/1998
• Redundancy Payments Act 1967

4: HEALTH AND SAFETY AT WORK
Principal legislation
• Safety, Health and Welfare at Work Act 1989
• Safety, Health and Welfare at Work (General Application) Regulations 1993 - SI 44/1993
• Safety, Health and Welfare at Work (Children & Young Persons) Regulations 1998 SI
504/1998
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5: LEAVE FROM WORK
Principal Legislation
• Parental Leave Act 1998 - force majeure leave
• Parental Leave (Notice of Force Majeure Leave) Regulations 1998 SI 454/1998
• Juries Act 1976
• Carer's Leave Act 2000
6: MATERNITY AND ADOPTIVE LEAVE
Principal Legislation
• Maternity Protection Acts 1994, 2004
• Maternity Protection (Disputes & Appeals) Regulations 1995 SI 17/1995
• Adoptive Leave Act 1995
7: PARENTAL LEAVE
Principal legislation
• Parental Leave Act 1998
• Parental Leave (Disputes and Appeals) Regulations 1999 SI 6/1999
• European Communities (Parental Leave) Regulations 2000 SI 231/2000
8: HOLIDAYS
Principal Legislation
• Organisation of Working Time Act 1997 Sections 19 -23 plus 2nd & 3rd Schedule.
• Organisation of Working Time (Determination of Pay for Holidays) Regulations 1997 SI
475/1997
9: EQUALITY IN WORK
Principal legislation
• Employment Equality Act 1998
10: TRANSFER OF BUSINESS
Principal legislation
• Transfer of Undertaking Regulations SI 306/1980
11: TRADE UNION MEMBERSHIP
Principal Legislation
• Unfair Dismissals Acts 1977-93
• Article 40.6.1.iii of the Constitution
12: PART TIME EMPLOYEES
Principal legislation
• Worker Protection (Regular Part-Time Employees) Act 1991
• Protection of Employees (Part-Time Work) Act 2001
13: CHILDREN AND YOUNG PEOPLE
Principal legislation
• Protection of Young Persons (Employment) Act 1996
• Safety, Health and Welfare at Work (Children and Young Persons) Regulations 1998 SI
504/1998
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14: FIXED TERM OR SPECIFIED PURPOSE CONTRACTS
Principal legislation
• Terms of Employment (Information) Act 1994
• Unfair Dismissals Acts 1977-1993
15: LOSING YOUR JOB
Principal legislation
• Minimum Notice and Terms of Employment Acts 1973-1991
• Organisation of Working Time Act 1997
• Unfair Dismissals Acts 1977-1993
• Redundancy Acts 1967-1991
Conclusion
The information provides a list of those areas of legislation, which need to be addressed when opening
or operating an After School Service. This is not intended to be an exhaustive or definitive account.
For further information on the above legislation contact the BCCN for a copy of BCCN Recruitment
Pack or Legislation Hand Book for Childcare Providers - Barnardos & BCCN or any of the contacts
below.

Useful Addresses for further information
Citizens Information Centres (CICs)
There are 85 Citizens Information Centres throughout the country providing a free and confidential information service on
entitlements, benefits, taxation, local or other information. There is a list of CICs in the Golden Pages.
Comhairle
7th Floor,
Hume House,
Ballsbridge
Dublin 4
Tel: (01) 605 9000
E-mail: comhairle@comhairle.ie
Website: www.comhairle.ie
0H

Department of Enterprise, Trade and Employment
Employment Rights Information Unit
Davitt House,
65a Adelaide Road,
Dublin 2
Tel: (01) 631 2121
Locall 1890 201 615 from outside Dublin (update 27/8/01)
Website: www.irlgov.ie/entemp
1H

Equality Authority
Clonmel Street
Dublin 2
Tel: (01) 417 3333 Lo-Call 1890 245 545
E-mail: info@equality.ie
Website: www.equality.ie
2H
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Maternity Benefit, Adoptive Benefit, Health & Safety Benefit
Government Buildings,
Ballinalee Road,
Longford
Tel: (01) 874 8444 / (043) 45211
Free Legal Advice Centres (FLAC)
49 South William Street,
Dublin 2
Tel: (01) 679 4239
E-mail: flac@connect.ie
3H

Health and Safety Authority
10 Hogan Place,
Dublin 2
Tel: (01) 614 7000
Telephone Information line: (01) 614 7010
E-mail: web-info@hsa.ie Website: www.hsa.ie
4H

Director of Equality Investigations
Clonmel Street,
Dublin 2
Tel: (01) 417 3300
E-mail: info@odei.ie
Website: www.odei.ie
5H

Employment Appeals Tribunal
Davitt House,
65a Adelaide Road,
Dublin 2
Tel: (01) 631 3347, 631 3009
Labour Court
Tom Johnson House,
Beggars Bush
Dublin 4
Tel: (01) 613 6666
LoCall 1890 220 228
Labour Inspectorate
Davitt House,
65a Adelaide Road,
Dublin 2
Tel: (01) 631 2121
Labour Relations Commission
(including Rights Commissioner Service)
Tom Johnson House,
Beggars Bush,
Dublin 4
Tel: (01) 613 6700 Lo-Call 1890 220227
E-mail: info@lrc.ie Website: www.lrc.ie
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Individual Skills Audit for:
Name: __________________________________
Identify your strengths/skills in the following: –
• Planning, Evaluating, Observing and Record-Keeping

• Planning for progression

• Interacting with children

• Team Work
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• Ensuring Equality of Opportunity

• Relating to children with Special Needs

• Involvement with Parents

• Developing Children’s Experiences and Learning
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Sample
Staff Evaluation
1.

List three areas that you are strong in and why.

2.

Explain how you are using your strengths to improve the School-Age Service.

3.

List three areas you need to improve in and why.

4.

Explain in detail how you are working towards improving the areas that you identified in the
previous question.

5.

List ways in which we can help you meet your goals (for example, specific trainings you feel that
you need, observations, health promotion, outdoor activities, etc.)

6.

Restate your vision and give examples of how you are working towards it.
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Unit Three
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Partnerships and Links
Introduction
What is a partnership? Why are partnerships important? Identifying your stakeholders and potential
partners will have positive benefits for all of your After School Service, the staff, the children and your
Community.
The child and the families of the After School Service are all part of a larger, more diverse community.
The maximum effect for children is achieved when strong community links have been developed, for
example with local businesses, schools and other community services and organisations.
The After School Service is accountable to the community in which it is located. It is important that
the service maintains an ongoing awareness of the demographics and needs of the local community. A
receptive After School Service reflects community values and attitudes and contributes to and utilises
community resources.
It is essential that children feel part of the community in which they live or go to school. They need
opportunities to be out in the community and appreciate how they can make a contribution to it. As
children grow older, the wider community begins to have greater importance. Children also begin to
use community resources such as libraries, shops and parks and often participate in sporting or other
activities within the community. Services need to consider a range of strategies to encourage children’s
involvement in the wider community.
By developing links and partnerships, sharing information and working in collaboration with other
community services and organisations the After School Service can ensure a co-ordinated response to
meet the needs of children and their families, as well as contributing to their community. Staff,
children and young people will probably have ideas for promoting community projects and should be
encouraged to turn ideas into action. (See appendix - Ideas for Promoting Partnerships and Links)
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Partnerships and Links
Building Partnerships and Links
Steps for Effective Partnership Building
Attributes of Effective Partnership Builders
Building Partnerships with Children and Young People in your Service
Building Partnerships with Families
Building Partnerships with Schools
Building Partnerships with Communities

Appendix
Ideas for Promoting Partnerships and Links
After School - Checklist for Parents
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Building Partnerships and Links
Effective services should aim to draw on all of the community's diverse resources.
This includes:
• The participation of children and young people in the programme planning, to help address the
concerns of an entire community.
• Acknowledging that parents are the most important people in the children’s lives and using
parents as a valuable resource for your service.
• Recognising that the involvement of community groups and local business in your service will
have beneficial and positives gains for your service.
• The learning value of developing projects which contribute to the community.
• The information supplied through the County Childcare Committees and National Voluntary
Childcare Organisations will help keep all services up to date and provide details of any training or
childcare issues which services need to be aware of.
Your service should consider what ‘partnership’ means to you. How does your service define
‘Partnership’?
An example of a definition of partners is: ‘two or more parties with shared interests and goals as well
as specific roles and responsibilities in relation to each other’s work’.
Develop a policy on how your service will effectively manage partnerships. Policies should include:
How your service identifies partners; the type of partners which could develop shared interests with
your service; who liaises with partners from your service; how often meetings take place; other
methods of contact and communication; how you acknowledge partners and the help that they give
your service; establishing roles and responsibilities for partners, etc…

Steps for Effective Partnership Building
1. Determine stakeholders in your service.
Brainstorm with staff, children, families, etc… who could be a possible stakeholder in your service.
Make a note of the correct name and address of the contacts and write to each introducing your
service. Below is an example of some possible stakeholders a more comprehensive list is contained in
the BCCN Service Evaluation System, your brainstorming will also highlight others in your
community.
• Children and the young people in your service
• Families of children in the service and other families in the community
• Schools - junior and secondary, both the schools that are attended by children and young people
in the service and those schools that don’t have any children in the service
• Communities: local community groups, community services, businesses, training agencies,
colleges, universities, etc…
• Youth Groups, such as Foròige.
2. Determine needs and wants of each group of stakeholders.
• Informally ask stakeholders questions
• Brainstorm possible needs with staff
• Conduct surveys
• Convene focus groups
3. Determine the needs and wants of your service.
• People resources: support, volunteers, parent involvement, etc…
• Material resources: supplies, food, money, paper, equipment, etc…
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4. Transform stakeholders into your partners.
• Hold special meetings with representatives of each group of stakeholders.
• Establish common goals.
• Match the service’s resources and abilities with partners’ needs. (How can your service benefit
each partner group?)
• Match partners’ resources and abilities with service needs. (What resources needed, could each
potential partner help you with?)
• Establish roles and responsibilities of each partner. Be sure that all partners agree to all roles and
responsibilities.
• Maintain regular contacts and conduct regular meetings as appropriate.
• Write down and follow-up regularly on all partners’ responsibilities through phone calls,
meetings, and other methods.
5. Acknowledge Partners: Constantly thank partners for everything they do, personally (verbally and
through thank-you notes and gifts), at public events, and in newsletters, etc…

Attributes of Effective Partnership Builders
• Understanding: see others’ points of view, agendas, needs, wants, and abilities; understand how
to ask enough but not too much
• Flexibility: accept help other than what you immediately think you need, alter plans and goals to
work better with those of other people
• Persistence: don’t give up when people aren’t immediately as receptive as you had hoped; expect
that some partnerships you try to form will be more effective than others
• Commitment: help partners see your commitment to the service; express sincere commitment to
understanding and meeting needs of stakeholders
• Trust: believe in your partners and their ability to really make a difference in your service,
believe in your ability to draw out and sustain help and input from partners
• Organisation: find out and keep track of needs; record and follow up on specific responsibilities;
establish and stick to concise agendas for meetings
• Humility: admit needs and ask for help, be willing to share praise as well as blame with partners
• Gratitude: express thanks publicly and privately
See the BCCN leaflet on Networking - available from BCCN Office or on the BCCN Website - www.bccn.ie
6H
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Building Partnerships with Children and Young People in your Service
The Importance of Involving Children and Young People as Partners
Successful After School Services involve young people heavily in programme planning and
implementation. During their out-of-school hours, children and young people want to control their own
time and choose their own activities. Services that engage children and young people in programme
planning and ask for their input on the services policies find that they are more excited about the After
School Service and less prone to act up or complain about policies or activities.
Guidelines for Effectively Involving Children / Young People as Partners
Put together an advisory group made up of children / young people of different ages to represent the
whole group. Rotate group participants so that everyone gets a chance. Meet regularly with this group
to discuss:
. Rules for the service
. Policies & Procedures for the service
. Possibilities and ideas for upcoming activities
. Contributions that the service can make to the community
. Needs of the service (personnel and material resources needed)
. Points of view about how things are going and what should be improved
As appropriate, offer all children / young people the chance to make suggestions and vote on rules for
the service, field trips to be taken, allocation of resources, etc.
Involve children / young people in determining the needs of the service and requesting donations and
volunteers.
Hold focus groups with children / young people whenever a new policy needs to be made or a new
service component is to be added. Ask a small group of children / young people to share their ideas
and concerns about the policy or issue in question.
Assign children / young people responsibilities. On a rotating basis, assign them to help with such
tasks as setting out and cleaning up snack, supplies and equipment, peer negotiation, reading with
younger children, making sure all coats are hung up, etc.
Young people can help determine what responsibilities are included on the list of regularly rotating
jobs.
Involve young people in designing and decorating the service’s environment. They can help determine
what sort of space is needed for the regular activities involved in the service, help develop lists of
needed and wanted supplies, and help find donations.
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Building Partnerships with Families
Importance of Involving Families as Partners
In many ways, staff in After School Services, act as “surrogate parents.” Parents and family members
of children in the service entrust the care of their children to staff of the school age childcare service.
Staff are involved in guiding young people’s behaviour, encouraging their social, emotional and
academic growth, meeting their needs for food and nurturing, and many other duties for which parents
and family members typically take primary responsibility. To effectively serve children / young
people, staff and parents MUST see each other as partners in the process of caring, teaching, and
nurturing children / young people.
When parents and families are asked for their help and input, and when that help and input is taken
seriously, services are able to more successfully meet young people’s needs and staff receive more
support from families.
Guidelines for Effectively Involving Families as Partners
. Set up a “family advisory group” that meets regularly (monthly often works well) to discuss
upcoming activities, service needs, needs of children, etc… Set up sub-committees to take
responsibility for planning special events, fundraising, seeking donations, etc... Establish
meeting goals and agendas in advance so that you can keep meetings short and targeted. If at
all possible, offer childcare during meetings. Reserve time at the end of the meetings for
families to chat with each other and with staff. Offering refreshments can be very effective
during this time (have parents sign up to bring in refreshments).
. Capitalise on the resources of family members. Ask families to fill out a form about their
interests, hobbies, professions, etc… Integrate family members’ knowledge and abilities by
inviting their input in activity planning and their participation in activity implementation. Find
out about contacts and connections family members may have that could benefit your service in
some way.
. Send home newsletters on a regular basis. Include information on upcoming activities,
announcements of the service’s needs for donations and/or volunteers, and information on
community resources and events that might be of interest. Family members can be invited to
help write newsletters. Make sure that newsletters are available in other languages. Perhaps
parents can serve as translators.
. Hold family celebrations. Invite parents, siblings, and other family members to attend family
celebrations where they have the opportunity to learn about recent programme activities
through children’s presentations, performances, galleries of art, etc… These events are
especially popular if they involve food, though the main focus shouldn’t be on food alone.
Such events help families get to know each other and get to know staff members and
volunteers.
. Set up regular meetings with individual parents or guardians to discuss their children’s
strengths, progress, and needs. Hold special meetings with parents or guardians of children who
are in need of special attention. Track progress of children having difficulties and regularly
share information on progress with parents or guardians.
. Take concerns and suggestions of family members seriously. Take time to talk with parents and
family members. Make sure they know that you are interested in their input and will try to do
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all you can to implement suggestions and make changes in response to concerns.
. Regularly survey families about their perceptions of how the service is going and what they’d
like to see changed.

Information and promotional strategies can encourage a diverse range of families from the local
community to use the service. Promotional materials should be written in plain English and, where
appropriate, may be translated into various community languages. Some parents will have certain
expectations of an After School Service and could be guided by a check list when selecting a service
for their children. - See Appendix
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Building Partnerships with Schools
Benefits of Involving Schools as Partners
After School Services can do a great deal to make the work of schools easier and more effective.
Schools have many resources that can benefit After School Services. Schools and After School
Services that serve the same children and young people need to understand each other’s curriculum,
needs, goals, and points of view. Ideally, After School Services and schools should work hand in hand
to provide young people with a well-rounded education that helps them develop mentally, socially,
physically, and emotionally.
After School Services should do all they can to work with schools to help the children to succeed.
Positive and effective relationships could also be built and fostered with the schools that don’t have
any children attending your service at the moment.
Guidelines for Effectively Working with Schools as Partners
. Inform the local schools of your service, its ethos, aims, objectives and programme of
activities.
. Regularly send staff members to attend school meetings so that they can get to know school
teachers and staff, share reports on activities going on in the After School Service, and find out
about activities going on at the school.
. Have staff members volunteer in school classrooms or additional adults on outings. By going
into the classroom and assisting teachers from time to time, staff members can build good
relationships with teachers, learn about experiences young people in their service have while
they’re at school, and come to understand more about the school curriculum.
. Invite school personnel to regular family / community celebrations held by your service and
attend young people’s activities at the school. Help schools to learn about what your service is
doing and do all you can to learn about what is going on at the school.
. Trade newsletters/bulletins. Distribute your service’s newsletter to the school teachers and the
school principal. Make sure that you receive the school’s newsletter if one is available.
. Learn about homework given to the children. In order to effectively help children / young
people in your service with their homework, it is helpful to regularly communicate with
teachers about the homework that children have been given.
. Discuss a homework policy for your service in collaboration with the schools and parents.
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Building Partnerships with Communities
Benefits of Involving the Community as Partners
Effective collaboration between the After School Service and the Community, whether through
partnerships or developed networks, gives the service more options and helps to extend the resources
available for after-school learning, enrichment, and recreation. Communities can provide a wide range
of resources for developing high-quality services, such as funding, facilities, materials, expertise, job
shadowing experiences, tutors, community development and learning experiences. Forming and
maintaining strong links helps the community, families, community-based organisations, religious
organisations, employers, and the school system maximise the community's various resources.
Develop Partnerships with Communities
Community partnerships can include partnerships with the following types of groups:
• Other After School Services in the area
• Pre-schools
• Businesses
• Community services
• Non-profit organisations that provide youth services
• Churches
• Colleges and universities
Partnerships with these and other entities in your community can offer your service:
• Volunteers to come in and work in your service as sports coaches, dance / drama tutors, artists,
musicians, other specialist tutors, club leaders, mentors, etc…
• Material resources (donations of new or used items needed by your service)
• Connections to other potential partners
A partnership with your service can offer these organisations:
• Opportunities for more meaningful placements for volunteers
• Opportunities to build the future of the community by offering the next generation more resources
and possibilities
• Opportunities for positive publicity
• Opportunities to further the mission of their organisation
Set up a partnership with a local service such as:
• A local volunteer centre
• Community centre
• Nursing home
• Support groups for the elderly
• Support groups for children with special needs
• Homeless shelter
• Hospital
• Daycentre for the elderly
Invite a representative to come and talk with the children and young people about the work of their
organisation and about the needs the organisation tries to meet. Young people can "adopt" a group and
develop meaningful relationships as they serve the same people on a regular basis. Have children
suggest types of organisations they would like to partner with and help them research potential
partnerships. They can look at the Golden Pages or go on-line for listings of organisations and
voluntary groups and ask parents and community members for ideas.
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Be Persistent and Specific
Many service agencies and volunteer centres are not used to the idea of young people as volunteers.
They may not readily have ideas about what young people can do to help.
• Invite representatives to come and meet the children and young people and talk about needs.
• Be prepared to offer concrete suggestions of what your group can do.
• Be persistent.
The chances are, once community services and other agencies meet the children / young people and
see what good they can do, resistance will melt away.
Engage Children and Young People in Reflection
Reflection is a vital step in the process of acknowledging what has been achieved. Through
encouraging the children and young people to think about and reflect on the needs of their community
and the impact of the projects they do, staff can make the most of the learning possibilities.
Effective reflection practices should include:
• a special time set aside for group discussion
• an ongoing process of capitalising on the "learning moments" that arise throughout the process of
planning, executing, and following up on the project
Ideas for reflection questions to be used in discussions:
• How do you think our project made a difference?
• What more could we have done?
• How does it make you feel to help other people?
• What did you learn that you could apply to other aspects of your life?
• What can we do to follow up on our project?
• What more can we do about the issue we addressed?
Law enforcement officials make strong community partners.
Many local Garda have a strategy of liaising with organisations which provide services for children
and young people as a strong prevention measure against crime. Services should contact their local
Garda Station and find out who their local Liaison Officer is and invite them to become partners.
Greater collaboration and investments in services to help children and young people will reduce crime
and other costs in the long term.
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Appendix

Ideas for Promoting Partnerships and Links
Mentoring:
Select and display books about heroes or people you admire, ask children / young people to bring in
any books they have at home to use. Read about heroes of all kinds, and then brainstorm ways that the
older children can mentor younger children. Set up a mentoring programme of your own. This way the
older children can act as role models for the younger ones.
Reading Partners:
Pair up a younger child with an older child; ask them both to select books, spend 10-15 minutes
reading to each other at a regular time each week.
Publish your After School Newspaper / Newsletter / Magazine:
Set up a newspaper publishing “team”. Search out community stories of people making a difference in
the community or within your own service. Highlight what children do in your After School and their
views on various topics and current affairs. Distribute your newspaper / newsletter / magazine amongst
family, friends, local shops, and other community groups and services in your area. This could help
inspire more community action.
Publish a Family World Cookbook:
Make a multi-cultural cookbook with recipes which children collect from families and friends. Staff
could add some of their own recipes. If you have a talented child who could provide some illustrations
this would add to the look of the collection. Bind it into an attractive book to sell as a fund-raiser to
support cultural diversity programmes in your community.
Sharing Talents:
Take some of your activities to perform in your local Nursing Home or Day Centre. This could
include: singing, dance, drama, music.
Community Calendar:
Use some of the children’s art work to produce a calendar. This could be run as a competition to select
12 pieces (one for each month). Invite a local business person to judge the art. Sell throughout the
community as a fund-raiser for specific items which your service needs or the proceeds could go
towards an outing.
Caring Packages:
Use your creativity and resourcefulness to collect, put together and distribute "care packages" for
deserving people in the community.
Gifts of Good Deeds:
Often the best and most appreciated gifts are those that we make (rather than buy). Make some food
treats, craft items for the elderly or someone who is ill or make tray decorations for Meals on Wheels.
Turn Dreams into Realities:
What would you need to have to make a "perfect" community? Brainstorm what your dream
community would need and then "build" a 3-D model of it.
Design Invitations for the Community:
Design and create invitations to your own Open Day. This could be a way of introducing your service
to the community and encouraging and developing new partnerships. Focus on a communitysupporting event that celebrates people and encourages a sense of working together.
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After School - Checklist for Parents
The provider is available during the hours and days needed and offers all the services that I
require, such as before and after school hours, care on school holidays, transportation.
Appropriate and safe adult/child ratios are maintained.
The staff have had training and experience with school age children.
The staff appear warm and friendly.
The activity programme and the philosophy of the service are acceptable to me.
The service shows evidence that attempts are made to meet the individual needs of the children.
The overall activity programme shows evidence of developmentally appropriate activities
designed to meet the social, emotional, physical, and cognitive needs of school age children.
All of the service areas, indoors and outdoors, are maintained in a safe and sanitary manner.
Adequate and developmentally appropriate activities and equipment are available to the children.
Emergency evacuation plans and emergency numbers are clearly posted.
Children / young people are adequately and appropriately supervised at all times.
Adequate first aid supplies are readily available.
Staff / child interactions are positive and constructive, both verbal and nonverbal.
Reasonable rules and limits are well defined and enforced clearly and consistently.
Disciplinary techniques are used which are emotionally supportive and developmentally
appropriate to school age children.
The environments are visually appealing and age appropriate.
Written weekly/monthly plans are developed for the activity programme including specific
activities,
materials, and curriculum areas.
References are provided: the service is well spoken of by others.
I would be happy here if I were a child.
I will feel comfortable leaving my child here.
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Premises and Environment – Indoor and Outdoor
Introduction
The quality of the environment affects how the children / young people and the staff feel. We are all,
staff and children, affected by our surroundings. The most appropriate environments for children after
the school day should complement, rather than duplicate the school experience. After School Services
should endeavour to create environments that are comfortable, well-equipped and appropriate for the
service’s activities and the ages, size, stage of development and needs of the children and young
people who attend. Both the indoor and outdoor areas should be considered equally. Children and
young people who attend After School Services that offer attractive, child / youth-centred
environments are generally happier and better-behaved. Creating the right environment is dependant
upon the space available and how it is used. Consultation with children in preparing and maintaining
the environment is crucial.

BCCN AFTER SCHOOL INFORMATION PACK 2010

139

Premises and Environment – Indoor and Outdoor
After School Environments
Example of an After School Service
Quality Features – Area by Area / Room by Room
Your Vision for the Environment of Your Service
The Outdoor Environment
Furniture & Equipment List
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After School Environments
What is meant by Appropriate and Attractive Environments?
Getting the environment right is not easy with such a diverse age range, as well as the physical factors
such as those listed below under the tangible aspects. It can sometimes be more difficult to accomplish
the indefinable aspects. Regular evaluation with staff, children and parents will help to guide your
service to meet the intangible aspects of a quality service.
Tangible
Physical Space Requirements – Indoor and Outdoor
Rooms
Visually attractive
Activity Areas
Toilets
Storage
Kitchen facilities
Administration area
Staff room
Parent’s room
Lighting, heating, ventilation, etc…
Furniture / Equipment / Materials
Accessibility
Location

Intangible
Atmosphere
Mood / Ambience
Choice
Partnerships
Relationships
Interactions
Communications
Understanding
Involvement
Shared Planning
Belonging

Particular consideration has to be given to:
• Ages of Children attending
• Numbers of children attending
• Different rooms or areas available
Many services face additional challenges due to shared space and/or inadequate space, but creativity,
negotiation, and some informed rethinking can help.
If the focus is on the younger age group, the older ones will not attend. Interests among children of a
similar age group are varied; interests among such a diverse age range will vary even more. Therefore
the space has to allow for a broad range of activities to accommodate the various needs of children /
young people between the ages of 4 to 14.
Your service may have to consider:
• MORE SPACE
• MORE EFFECTIVE USE OF SPACE
• LESS CHILDREN
• LESS DIVERSE AGE RANGE
• DIVISION OF THE SERVICE TO MEET THE NEEDS OF THE VARIOUS AGES
To help get the balance right consider:
• The number of different rooms / areas available (don’t forget OUTDOOR areas)
• How the space is time-tabled to suit different requirements
• Size of furniture / equipment
• Level of supervision required
• Staff trained and equipped with the necessary skills to meet the needs of the varied age range
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Active consulting with children is useful for services to help create the right environment. Also try to
think what children might do if they went home after school. What would be the first thing a child
might do? This could possibly be - talk to a parent / adult about their school day - the highs and the
lows. Therefore it is important that a staff member is available to listen to each child as they come in,
this could possibly alleviate tension later in the session if earlier issues are dealt with as soon as
possible. It could also help towards planning if a child has a strong desire to try something which came
up earlier in the day e.g. craft, art, science, games, etc…
Furthermore, children are not always actively involved in ‘doing something’, if a child has brothers,
sisters or a friend living close by, it’s possible that they might just sit and idly chat. This is not just
doing nothing but is an important part of the process of social development. Services should carefully
consider meeting this need by providing space and time where children can ‘chill’. Allowing time for
children to chill out is important. This activity can be more difficult for staff to supervise, as children
might not want staff members to interact or be too close to their private conversation, but, on the other
hand staff need to be vigilant and sensitive to the situation. Quiet, chill out areas could be provided
both indoor and outdoor.
The first step to help services fashion the right surroundings is that management, staff, parents and
children / young people hold a similar vision and have parallel expectations in order to create an
efficient, working physical environment. Requirements such as the age and number of children, group
sizes, staffing, curriculum goals, range of activities, designated spaces, square footage requirements,
necessary regulations/standards, and areas for aesthetics all have to be considered.

Lobby Area – Open, fresh, bright and inviting.
Showing notice board and table with books for sale
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Example of an After School Service

T.V./ Video / DVD
/ Radio

Table

Store
Room

OUTDOOR AREA

Relaxation and Quiet
Room

Leisure /
Recreational / Sports
Activities

Homework Room / Computers /
Language Tapes
Table

Book
Project Area
Sewing / Craft / Woodwork

Art Area
Paint Easels

Boys
Toilets
Lockers / Cubbyholes

Storage

Lobby

Girls
Toilets

Staff
Toilets

Music / Drama /
Dance / Home
corner

Fully Fitted
Kitchen

Gardening Also
Area
incorporates low-level

Dining Area / Table top
games

Gardening Area

Gardening Area
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Main
Entrance

Reception /
Office

Cloak
Room

worktop to facilitate cooking /
baking activities

Quiet / Relaxation Area
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Quality Features – Area by Area / Room by Room
The External Environment
•
•
•
•
•
•

Bright and attractive
In keeping with surrounding community
Sign for the Service
Adequate car parking for staff and parents
Grounds well maintained and attractive
Secure gate between building and main road

The Entrance Area
• Welcoming and clearly signposted
• Security – bell / intercom
• Parent’s notice board
• Children’s notice board at appropriate levels
• Community notice board
• Mains smoke detector
• Heaters guarded or controlled by thermostat
• Accessibility
• No smoking signs
The Activity Area
•
•
•
•
•
•
•

Activity areas for various types of activities, bearing in mind the various age
ranges – Activity rooms work well
Quiet area for relaxing, reading or homework
Dining area
Storage facilities for personal belongings
Combination of adult and child sized furniture
Washbasins / sinks in activity rooms
Recommended size: 3sq. metres per child - no less than 2.3sq. metres per child

The Outdoor Area
•
•
•
•
•
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Directly accessible from the service
Secure from external interference
Daily safety checks
Staff trained to use the outdoor area to its full potential
Provides a diverse range of activities
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The Cloakroom
•
•
•
•
•
•

Coat hooks (at various sizes to suit children)
Bench below coat hooks
Storage for footwear below bench
Lockers or cubby-holes for personal possessions
Personalised pegs
Easy access to toilets

Children’s Toilets
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Toilet and hand basin for every 10 children
Low-level toilets for younger children
Low-level washbasins – age / stage appropriate
Hot water regulated at (43o C)
Easily assessable from activity rooms
Ventilated lobby between activity room and toilet
Vision panels on outer doors for supervision purposes
One cubicle big enough for children with disabilities
Non-slip floor finish
Wall finishes washable and durable
Paper towel dispenser at child’s height, with bin for disposal
Soap dispenser at child’s height
Safety mirrors above washbasins
Heaters guarded / thermostat
Separate girls and boys toilets
Girl’s toilet to contain provision for sanitary disposal in at least one cubicle

Staff Toilets
•
•
•
•

Separate to children’s toilets
One toilet per eight adults
One washbasin per eight adults
General health & hygiene as above

Office space
• Sufficient space to accommodate:
- Desk(s) for administration
- Filing cabinet for all records and documentation
- Computer
- Printer, Scanner
- Photocopier
- Space to allow a private meeting with parents – unless a parent’s room is
available
- Notice board
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Staff Accommodation
• Comfortable rest area for staff away from children
• Facilities for storage of personal belongings
• Tea / coffee facility
Kitchen
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Walls, ceilings and floors should be smooth, durable, impervious and readily
cleanable
Wall surfaces behind sinks, wash hand basins and work surfaces should be
provided with an impact resistant finish to a minimum height of 450mm.
Wall surfaces surrounding cooking equipment should be of heat resistant
finish
Adequate work top space, allowing for various types of food groups – to
prevent cross contamination
All work surfaces should be provided with smooth, durable, impervious and
readily cleanable surface
Notice board
Wash hand basin
Soap dispenser and paper towel dispenser
Food preparation sinks (no root veg in main kitchen)
Dishwasher
Cooker located under extract canopy
Two compartment refrigerator
Storage cupboards
Cool, hygienic food storage area, ventilated and suitably racked or shelved
Electrical sockets safely located - no trailing flexes
Refuse containers with close fitting lids

General
•
•
•
•
•
•
•
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Space guidelines: 3sq. metres per child - no less than 2.3sq. metres per child
Ratio guidelines: 1 trained adult : 8 children / young people
Ratio guidelines for outings: 1 adult : 2 children / young people
1 trained adult : every 4 adults
Students, cooks, administration staff, etc… are not counted in the
adult : child / young people ratios
Students are never left unsupervised with children / young people
A minimum of two trained staff are on the premises during all sessions
Appropriate insurance cover - see unit one
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Your Vision for the Environment of Your Service
To help you to create an appropriate environment for your service; management, staff, children,
parents and other stakeholders should discuss the basic questions listed below.
- What sort of environment would best support the mission and activities of your service?
- What kind of environment do the children / young people in your service want?
Meet with staff and children / young people to discuss wants and needs and create an overall “vision”
for how you want the space in your service to look and feel. Draw a visual picture of the vision to
reflect what the service collectively want to achieve.

Involve Stakeholders:
- How can you involve children / young people, parents and staff in designing and creating activity
environments?
Young people like to help design and create their own environment – it allows children to feel a sense
of ownership in their environment. Put together a design team with representatives from children in
every age group. Involve parents, staff and other stakeholders in brainstorming sessions as well as
designing space, obtaining materials and decorating.

Analyse Space Available and Think About Possibilities for More Space:
- What indoor and outdoor space do you have available to you?
- Do you have sole access to the space available?
- Do you have to share your space?
- Do you need more space?
- How can you get it?

Be creative! Analyse the space you have and other spaces in the building that could be available. Make
sure you’re effectively utilizing the space currently available to you. If necessary, develop a plan for
obtaining more space and outline what additional activities / equipment you would provide. Don’t
forget the valuable use of outdoor space.
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Develop Effective Strategies to Cope with Shared Space:
While sharing space or accommodation with others is not recommended, we appreciate that some
services have no other option, however, a steering group should be appointed to explore ways of
acquiring your own accommodation.
- If other groups are using your space when your service is not in session, how can you create an
attractive environment specific to your service and activity programme needs?
Try to negotiate with those who share your space about sharing furniture, resources, supplies and
responsibilities for decorating and cleaning the space. Work to develop and maintain positive
relationships with other building residents. Do you have to set up and dismantle parts of your décor on
a daily basis? If so, put posters, signs, and decorations on large bulletin boards or cardboard panels that
can be brought out and put away each day. Use storage ideas below. Allow ample time in your
schedule for staff and children to create and dismantle the environment. Even if space is used for other
purposes outside of your service hours, your environment should make children feel as if it’s designed
for them while they’re using it.

Check for Safety Hazards:
- Is your space safe?
- Who is responsible for checking your space specifically for safety issues?

Regularly check all spaces used by your service for possible hazards. Look for toxic materials (such as
cleaning supplies), broken equipment and furniture, electricity or heating problems, etc. Outdoor
environments are particularly prone to safety hazards.

Obtain Necessary Materials and Supplies:
- What sorts of décor, furniture, equipment, and materials would be most appropriate for each
activity
that your service offers?
- Do you have any stakeholders who could help provide any of the materials?
Make a list of necessary supplies for the activities you do regularly as well as a “wish list” of supplies
that could enhance your activity programme. Send home announcements and approach local
businesses asking for donations of books, art supplies, posters, games, area rugs, old beanbags, chairs,
cushions, carpet squares, book shelves, etc…
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Create Different Spaces for Different Activities:
- How can you divide up available space and make it appropriate for the different types of activities
that your service offers?
- If you share space, how can the change to your space be carried out quickly and efficiently?
If your main activity space is one large room, consider setting up movable partitions or simply set up a
line of chairs to divide space. A big open space invites young people to run around. If your space
involves different rooms, analyse which spaces are best for which activities.
Storage:
- How do you effectively manage storage for personal belongings, equipment and materials, etc…?
Put materials in storage trolleys that can be brought out and put away easily or store materials in
plastic containers that can be stacked away in a locked cupboard. Sort materials according to the
activities they’re typically used for. Provide sufficient space for children’s personal belongings
(cubbies, labelled shelves). Shelving units on wheels can act as storage units or dividers, office screens
can help to divide space, as well as cutting down on noise levels.
Decorate your Space:
- How can you decorate your space to make it interesting, stimulating and exciting?
Put up posters, create murals / batiks and display artwork done by children / young people. Put up
different decorations in different areas to create appropriate environments for activities that will take
place in each area. Have the children / young people help you design and create decorations to enhance
the environment.
Consider Outdoor Space:
- What is your service’s philosophy on outdoor play?
- Does your service make optimum use of the outdoor area?
- Do staff encourage children / young people to use outdoor space?

The outdoor area must be fenced or protected by natural barriers from streets and other dangerous
areas. The outdoor area will vary depending on the location with in the community. A variety of types
of surface and equipment should be provided, such as soil, sand, grass, hills, flat sections, and hard
areas.
The outdoor area should include shade; open space; digging space; and a variety of equipment for
riding, climbing, balancing, and individual play. While hills and shade are not always available, the
environment can be supplemented with other materials such as awnings, inclines, or ramps.
If adjacent outdoor space is not available the service should ensure that outdoor play space is provided
or organised, such as pre-arranged use of a community play field, park or school playground.
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The Outdoor Environment
Research on children's preferences shows that, if children had the design skills to do so, their creations
would be completely different from the areas called playgrounds that most adults design for them.
Children's designed outdoor environments would not only be fully naturalized with plants, trees,
flowers, water, dirt, sand, mud, animals and insects, but they would also be rich with a wide variety of
play opportunities of every imaginable type. The following criteria will need to be evaluated in the
design to create that unique environment for children.
Outdoor Users - What are the ages and numbers of children using the space?
- How long will the children be present?
- How are parents and staff going to use the space?
Use of Nature and Equipment - What are the goals you wish to achieve in your outdoor space and
can this be accomplished with all natural elements or is some
manufactured equipment also needed?
Accessibility - Are the playground and equipment accessible to children or adults with disabilities?
Equipment

- If you are using older equipment in a renovation, does it meet the EU Safety
Standards?
- Is it more appropriate to use wooden or metal playground equipment?
- Does it create more flexibility if most of your equipment is moveable, rather than
permanently anchored in one position?

Supervision - Who will be supervising the children for outdoor experiences?
- How are they trained to do their jobs?
Storage

- How will you be storing your loose outdoor play equipment?
- Is vandalism a problem in the community?
- How will you protect your equipment from being vandalised?

Diversity

- How will the play space offer a safe challenge to meet the diverse developmental
needs of all children?

Shade / sunlight - How should the play areas be positioned to utilize shade from buildings and
vegetation?
- Will there be adequate shade or is additional shade needed?
Compliance Issues - Can this play space meet the recommended requirements, e.g. fire regulations
that relate to the evacuation of children for children's outdoor play spaces.
Important additional criteria for consideration in creating an outdoor play and learning space are:
•
•
•
•
•
•
•
•
•
•
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Safety
Safe challenge
Diversity
Range of challenges
Seasonal changes
Flexibility
Permanence
Change
Open-endedness
Year-round use
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•
•
•
•
•
•
•
•
•
•
•
•
•
•

Social interaction
Balance of passive and active play
Variety of socialization areas
Variety of spatial experiences
Variety of experiences to stimulate all of the senses
Undefined spaces
Private areas
Child-staff interaction
Child-child interaction
Separation of activities
Wildlife habitat
Indoor/outdoor relationships
Ease of economy and construction
Maintenance

A well planned outdoor area together with trained and skilled staff members will provide an
environment for significant learning and development: nature, weather, animals; birds, insects, plants,
such concepts as numbers, height, weight, mass, gravity, spatial awareness, order, balance. It can
provide opportunities for the child to develop perception of colour, smell, textures, the beauty of nature
and the world around them.
See Programme Planning Section for ideas for Outdoor Play or the BCCN/IPPA DVD Inside Out:
Creating Dynamic Environments for Play and Learning available from the BCCN or IPPA Office.
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After School Furniture & Equipment List
This list has been compiled, consultatively, with the help of the staff from various County Childcare
Committees through out the country and the NCNA.
The following list of equipment is considered necessary for providing suitable environments for After
School – Children aged four to fourteen.
This list has been compiled with a new service in mind, which is at the stage of applying for funding.
This will act as a prompt to help providers select and cost the type and amounts of furniture and
equipment that is required for the After School Service.
While we realise that not all established services have such a comprehensive stock list, this list could
be considered with future reordering. Established services are also advised to consult with children
when ordering new equipment.
The furniture & equipment list will operate as guidelines only; providers should consider the space and
number of rooms or areas in the service, as well as the number of children / young people attending
when selecting furniture and equipment.
The cost and quality of items on this list can vary a great deal between suppliers; providers are asked
to consider value and durability of individual items.
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Equipment / Furniture

Computer / Homework Room
P. Cs. With internet access
Network printers & scanners
Computer package – software & games
Work stations or counters (different heights)
Chairs (adjustable height)
Shelving units
Homework tables – medium
Homework tables – large
Chairs - medium
Chairs - large
Music / language centre headphones
Large storage cupboard
Notice boards
Waste paper bins
Digital Camera
Library – Reference books, dictionaries / thesaurus
encyclopaedias, etc…

Relaxation / Chill-out Room
Sofas
Beanbags
Shelving units
Television
Video
DVD
Music centre
Headphones
Playstation
Bookcases
Storage cupboard
Waste paper bins
Walkman / Discman
Selection of CD’s
Selection of age appropriate books
Art / Creative / Project / Science Area
Activity table - small
Activity table - medium
Activity table - large
Chairs - small
Chairs - medium
Chairs - large
Large work unit with storage underneath
Potters wheel
Sewing machine
Woodwork tools & equipment
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Number of Children in the
Service
15
20
30
40
3
2

4
6
8
2
3
3
Age appropriate selection
3
4
6
8
6
8
12
16
1
1
2
2
1
2
2
3
1
2
2
3
4
8
8
12
4
8
8
12
3
3
4
4
1
1
2
2
2
2
4
4
2
2
2
2
1
1
1
1
Age appropriate selection

2
4
1
1
1
1
1
1
1
1
1
1
1

1
1
1
4
4
4
1
1
1
1 set

2
4
4
6
1
2
1
2
1
1
1
1
1
1
1
2
1
2
1
2
1
2
1
2
1
1
Consult with children
Consult with children

1
1
1
4
4
4
1
1
1
1 set

1
2
1
4
8
4
2
1
2
2 sets

4
6
2
2
1
1
1
2
2
2
2
2
1

1
2
1
4
8
4
2
1
2
2 sets
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Science kits – microscopes, slides, etc…
Magnets
Magnifying glass
Jars, trays
Reference books
Binoculars
Cameras - Digital / Polaroid / instamatic
Video camera
Jewellery making resources
Notice boards
Waste paper bins
Paint easels, double sided, adjustable
Sand container
Water container
Sand
Clay
Play Dough
Paints – bottles & powder, palettes, pots, etc…
Brushes – various shapes & sizes (10 per set)
Drying rack
Chalks & Chalkboard
Charcoal, pastels
Markers, coloured pencils, crayons
Face Paints
Plaster of Paris
Craft sets e.g. origami, candle making, glass painting, etc…
Selection of junk art materials
Scissors – various sizes
Glue, paste, cello tape, stapler,
Rubber bands
Rulers
Large selection of paper, card of various sizes
Additional storage, according to the range of materials
Music / Drama
Selection of musical instruments including multicultural
Storage cabinets
Tin Whistles
Recorders
Guitars – small & large
Keyboards – small & large
Drums – Rain drum, Kettle drum, bongos, etc…
Harmonicas / mouth organs
Tambourines, cymbals, shaker ring, tip tap, etc…
Castanets, maracas, jingle sticks, rain stick, etc…
Xylophone, chimes, bells, etc…
CD Players with headphones
Dance mats
Puppets - selection
Puppet stage / theatre
Small portable stage
Karoke Machine
Microphones
Dressing up clothes / costumes – selection of sizes
Selection of homemade instruments
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1 set
1 set
2 sets 2 sets
1 set
1 set
2 sets 2 sets
1 set
1 set
2 sets 2 sets
1 set
1 set
2 sets 2 sets
Selection, age appropriate
2
2
2
2
2
2
2
2
1
1
1
1
1 set
1 set
2 sets 2 sets
Wall to Wall
Sets of bins for recycling materials

1
1
1
1
1
1
1
1
1
1
1
1
Sufficient to half fill containers
1 bag
1bag 2 bags 2bags
Sufficient ingredients to renew as necessary

Variety of colours
1 set
2 sets 2 sets
1
1
2
1 set
1 set
1 set
1 set
1 set
2 sets
1 set
1 set
2 sets
1 set
1 set
2 sets
1 bag
1 bag 2 bags
1 set
1 set
2 sets

3 sets
2
1 set
2 sets
2 sets
2 sets
2 bags
2 sets

5
1 set
1 set
1

5
1 set
1 set
1

10
2 sets
2 sets
2

10
2 sets
2 sets
2

1

1

2

2

Selection of string, percussion and
wind musical instruments

1
1
1 set
1
1
1
1

1
2
1
1
1 set
1set
1
1
1
1
1
1
1
2
Selection
Selection

2
1
1set
1
1
1
3
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Pictures of clothes from different cultures
Notice boards
Outdoor Sports Area
Adjustable basketball hoop
Basket balls
Football goal
Footballs
Ball pump
Tennis net
Tennis racket
Tennis balls x 6
Skipping ropes x 6
Skate boards
Roller blades
Bikes – age appropriate
Safety hats / pads
Painted tracks e.g. basketball court, hopscotch, snakes &
ladders, foot prints, etc…
Bike track
Trampoline – sunken or with net
Climbing frame / equipment
Balance beams
Safety surface
Chalks
Skipping Ropes
Hoola Hoops
Frisbees
Pogo Sticks
Storage cupboard / shed

1

2
2
2
2
1
1
2
1 pack
1 pack
2
2
2
2 sets

Selection
1
1

2
2
2
2
1
1
2
1 pack
1 pack
2
2
2
2 sets

1

2
4
2
4
1
1
4

2
4
2
4
1
1
4

2 packs
2 packs

2 packs
2 packs

4
4
4
4 sets

4
4
4
4 sets

Sizes as appropriate
1
1
1
1
1
1
1
1
2
2
4
4
Under all potential risk equipment
2 Pkts 2 Pkts 3 Pkts 4 Pkts
2
2
4
4
4
4
6
6
4
4
6
6
1
1
2
2
1
1
1
1

Indoor Sports
Chalks
Balloons
Badminton set
Bowling equipment (tin pin)
Tumbling mats
Parachutes small / large
Table tennis set
Bean bags
Garden Area
Benches / tables
Bird tables, baths, feeders, seed, bird charts
Recycle bins
Ecological area / natural area
Grassed area
Rubbish bins
Shed
Plant pots selection of sizes
Wheel barrow
Flowers, vegetables, herbs:
- Bulbs, seeds, tubers, etc…
Spades, garden forks
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2 Pkts
2 Pkts
2
1
1

2 Pkts
2 Pkts
2
1
2

3 Pkts
3 Pkts
2
1
3

4 Pkts
4 Pkts
2
1
2

1 each

1 each

1 each

1 each

2
1set

2
1set

2
2 sets

2
2 sets

1
1
1
1
1
2
1
1set
1

1
2
1
1
1
1
1
1
1
1
2
3
1
1
2 set
3 sets
1
1
Selection

2
1
1
1
1
4
1
4 sets
1

2

2

3

4
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Trowels, sieves, etc…
Watering cans
Thermometer
Weather station
Playhouse

2
1
1
1
1

2
1
1
1
1

3
2
1
1
1

4
2
1
1
1

Dining Area / Table Top Toys
Tables - medium
Tables - large
Chairs - medium
Chairs - large
Storage Units
Selection of board games - Chess sets, Draughts sets,
Scrabble, Junior Scrabble, etc…
Playing cards
Jigsaws
Model kits
Crosswords
Marbles
Lego
Meccano
Waste paper bins

1
2
3
4
1
2
3
4
4
8
12
16
4
8
12
16
1
1
2
2
Plenty of age appropriate games
2

2

3

4

Plenty – age appropriate
2 bag 3 bags 4 bags 4 bags
Various types of age appropriate
sets
1
1
2
2

Kitchen
Fully fitted kitchen:
Cooker
Fridge
Freezer
Microwave
Kettle
Toaster x 4 slice
Sandwich maker
Food mixer
Baking equipment
Utensils
Crockery
Work top space of different heights
Storage cupboards
Fire equipment
First aid box
Breakfast bar
High stools
Notice boards
Waste bins
Mops & Buckets

1
1
1
1
One of each – size appropriate for
the number of children
1
1
2
2
1
1
2
2
1
1
2
2
1
1
1
1
1set
1set
2 sets 2 sets
To suit number of children & staff

1set
1
1
4
1
1
1

1set
1
1
4
1
1
1

1set
1
1
4
2
2
2

1set
1
1
4
2
2
2

1
2
1
1
1

1
2
1
1
1

1
2
1
1
1

1
2
1
1
1

Office
Desks
Chairs
Filing Cabinets
Computers
Printer
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Photocopier
Laminator
Paper shredder
Telephone / fax
Notice boards
Shelving units
Storage units
Waste paper bins
Desk light
Computer workstation

1
1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1
1
1
1

1
1
1
1
2
2
2
1
1
1

1
1
1
1
2
2
2
1
1
1

1
1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1
1
1
1

2
2
1
1
1
2
1
2
1
2

2
2
1
1
1
2
1
2
1
2

1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1
1
1

1
1
1
1
1
1
1

2
2
1
1
1
2
1

3
3
2
2
2
3
1

3
3
2
2
2
3
1

Female Staff Toilets
Toilets
Sink units
Showers
Hand dryers
Paper towel holders
Mirrors
Waste paper bins
Sanitary bins
Hair dryers
Soap dispensers

Male Staff Toilets
Toilets
Sink units
Showers
Hand dryers
Paper towel holders
Mirrors
Waste paper bins
Hair dryers
Soap dispensers

Girls Toilets
Toilets
Sink units
Showers
Hand dryers
Paper towel holders
Mirrors
Waste paper bins
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Sanitary bins
Hair dryers
Soap dispensers

1
1
1

2
2
2

3
2
3

3
2
3

1
1
1
1
1
1
1
1
1

2
2
1
1
1
2
1
2
2

3
3
2
2
2
3
1
2
3

3
3
2
2
2
3
1
2
3

20
1
1
2

25
1
1
2

35
2
1
3

50
2
1
3

15
15
1

20
20
1

30
30
2

40
40
2

3
1
1
1
1

3
1
1
1
1

3
2
1
1
1

3
2
1
1
1

Boys Toilets
Toilets
Sink units
Showers
Hand dryers
Paper towel holders
Mirrors
Waste paper bins
Hair dryers
Soap dispensers

Store Room
Fully shelved
Labelled Storage boxes
Portable trolleys
Hoover
Mops & Buckets

Cloakroom
Lockers
Coat hooks
Mirrors – full length
Shoe / Wellington rack

Main Entrance
Reception desk with low & high counter
Notice boards
Sofa
Coin phone box
Book / magazine stand
Leaflet stand
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Safety, Health,
Hygiene, Nutrition
and the
Well-being
of the Child
Unit Five
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Safety, Health, Hygiene, Nutrition and the Well being of the Child
Introduction
Whatever the type of childcare service ‘Safety, Health, Hygiene, Nutrition and the Well being of
the child’ is vital. In this section, systems are identified to assist service providers to adhere to good
practice standards. Once these systems are implemented to protect children’s health and safety, staff
will find general routines like cleaning and maintenance flow much easier. Awareness and familiarity
with the service’s, policies and procedures will ensure effective safety measures are followed,
particularly those which affect the children and young people, i.e. the procedures to follow if a child is
taken ill whilst in the service or responding to Child Protection issues. More importantly, parents will
know that their child is in a safe, caring and healthy environment.
Many After School Services serve healthy afternoon snacks or meals, emphasizing the value of a
nutritious diet. For some children, this after school meal maybe, the only nutritious meal children will
be given all day. After School Services play an important role in promoting healthy lifestyles for
children and young people. Many After School Services also offer opportunities to engage in an array
of physical activities. Physical activities after school not only promote health but also serve as a
deterrent to anti socialbehaviour, help develop a sense of community, teach positive values and
develop lifelong skills and hobbies.
As well as promoting children’s physical health and safety, it is just as important that staff in the After
School Service develop strategies to support the overall well-being of the children and young people.
Staff need to show respect for children and their families as well as for each other. They need to set
good example, provide positive role models, consult with children and young people and use the
unplanned learning opportunities to support children’s understanding through the hidden learning
which takes place naturally.
The Border Counties Childcare Network has developed the Quality Development Information Pack
and Service Evaluation System Packs to incorporate the principles of the Ottawa Charter (WHO, 1986)
which reflect that health promotion is necessary in the development of all childcare services. Having a
health promoting service demonstrates the commitment that childcare provider’s have for the children
and young people in their care. - The National Health Promotion Strategy 2000 - 2005 is available for downloading
in PDF file format from the Department of Health and Children’s website http://www.doh.ie
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Safety, Health, Hygiene, Nutrition and the Well being of the Child
Compliance with Legislation
Legal responsibilities
Record Keeping
Providing a Safe Environment for Children and Adults
Hygiene
Supervision
Storage
Safety and Emergency Procedures
Child protection
Health
Food Safety
Involving Children in Health & Safety
Food and Nutrition
Health Promoting Activities
The Well-being of the Child / Young Person
Recommendations for a Code of Behaviour for Children and Young People
Recommendations for a Code of Behaviour for Adults
Equal Opportunities
Building Positive Relationships and Developing Self-esteem
Interactions among Staff and Children / Young People
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Compliance with Legislation
The health, hygiene and safety of all staff and children must be a primary concern for After School
Services. There is a range of legislation which applies. - See Unit 1 Effective Management for more
detail or in The Legislation Handbook for Childcare Providers - Barnardos & BCCN.
The Service needs to have manageable systems to ensure that legislation is followed and the safety of
staff and children is maintained. It may be useful to nominate a member of the staff to monitor health,
hygiene and safety issues in your service.
Legal responsibilities
All staff in After School Services have legal responsibilities with regard to health, hygiene and safety
issues.
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Fire Services Act 1981
Safety, Health & Welfare at Work Act, 1989
Safety, Health & Welfare at Work (General Application) Regulations, 1993
(See appendix 1 for example of safety statement)
Safety, Health & Welfare at Work (Miscellaneous Welfare Provisions) 1995
Childcare Act 1991, Part VII
The National Health Promotion Strategy 2000 - 2005
Food Safety Authority Act 1998
E.U. (Hygiene of Foodstuffs) Regulations, 1998
E.C. Hygiene of Foodstuffs Regulation 2000
Food Hygiene Regulations, 1950 – 1989
E.C. (Quality of Water intended for Human Consumption) Regulations, 1988
Infectious diseases Regulations 1981
Protection of Persons Reporting Abuse Act, 1998
Tobacco (Health Promotion and Protection) Regulations, 1995
Public Health (Tobacco) Act 2002 (Sec. 47) Regulations 2003, 2004
Equality Regulations - The Equality Status Act 2000
The UN Convention on the Rights of The Child 1992

Record Keeping
It may seem that sometimes management and staff spend much of their time filling in records. While it
may appear a tedious job, keeping up to date records is necessary to protect both children and staff. A
list of records is available in the Service Evaluation System. Although it is the management’s
responsibility to ensure that all of these records are fully maintained, it is a good idea to delegate
certain records to appropriate members of staff. However, management should have continuous checks
to see if these systems are working properly.
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Providing a Safe Environment for Children and Adults
Employers’ responsibilities are to:
• take reasonable steps to ensure the health and safety of everyone on the premises
• ensure there is a health and safety policy
• ensure there are procedures in place for carrying out the health and safety policy
• carry out risk assessments, record findings and implement any measures arising from the assessments
• comply with legal requirements and safe working practices
• notify all employees of their health and safety responsibilities
• establish and maintain safe systems for work and the working environment
• arrange to ensure safety to health when using, handling, storing and lifting equipment
• formulate and implement appropriate emergency procedure, including evacuation procedures
• lay down procedures to be used if there is an accident
• provide a system so that dangerous occurrences, accidents, defects and potential hazards are reported
and recorded
• arrange for regular monitoring, inspection and review procedures and appoint competent people to
help with these arrangements
• provide appropriate information, training and supervision for all employees, as far as is reasonably
practicable
• actively discourage violation of safety rules and regulations and unsafe practices by applying
appropriate disciplinary measures
Employees are responsible for:
• ensuring that they carry out their duties safely without risk to themselves, children and young people
or visitors
• co-operating with others who have health and safety duties by carrying out instructions and reporting
unsafe practices.
Details of how these responsibilities are to be implemented should be enclosed in the health and safety
policy.
Safety of equipment
You must have a health and safety policy with procedures for the safe use of resources and equipment
and you must ensure that staff and children know about them. All equipment should be selected, used
and maintained in such a way as to ensure, as far as is reasonably practicable, that people are safe.
Policy and procedure development
All staff need to read and be familiar with all of the After School Services policies and procedures and
they should sign to say that they have read them and will agree to carry out their responsibilities. Staff,
parents and children should be encouraged to comment on and improve the policies and procedures
where they see that there is a need. A full list of Policies and Procedures are available Unit One and
further information on policies is available in ‘School Age Childcare - A Step by Step Guide to
Developing a School Age Childcare Service’ County Childcare Committees Support and Development
Workers Network.
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Security of premises
The security of people, property and equipment is an important issue for After School Services.
As part of their health and safety policies, all services ought to have their own security policies to
ensure, as far as is reasonably practicable, the safety of children, staff, visitors and volunteers and the
security of the premises.
Control of access
This is an important consideration. Wherever possible, there should be a single point of entry for
visitors. You need to carry out a risk assessment to inform your policy and procedures. If a single point
of entry is impossible, you need to be aware of the entrances that are open during your After School
sessions and have control systems for them.
There should be arrangements for:
▪ a signing-in procedures for visitors;
▪ a register of children, kept in the office of the service;
▪ clear signs directing visitors to the office / reception;
▪ checking any keys held by staff - keys need to be stored securely and be unidentifiable by
unauthorised persons.
There are child protection issues if the building is also used for other activities and events at the same
time as your After School is operating.
Personal safety
Arrangements should be in place for:
▪ the storage of children’ personal records in a secure place;
▪ the collection of any cash and secure arrangements for counting and keeping it overnight;
▪ a secure place for the personal possessions of staff, children and volunteers;
▪ communication, especially where there is a single member of staff, in an isolated working
area e.g. outdoor sports area;
▪ adequate exterior lighting to make sure that children, staff and visitors can see their way to
and from the service when it is dark.
The security of the site and its contents
Although the arrangements for the general security of the whole site may be in place, consider whether
these are appropriate and adequate for your use of the building. Liaise with caretaking staff about
security arrangements for the service, including alarms, open windows and doors, locking gates and so
on. Consider car parking and cycle storage for staff, children and volunteers and make sure that car
parks and cycle stores have good lighting. They should be an easy distance from the service with a
well-lit path. Lock away electrical equipment overnight or when not in use. Care should be taken to
secure televisions and computers.
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Hygiene
Cleaning Programme
Cleaning and disinfecting are an essential part of running a safe and After School Service. It is
recommended that you draw up a cleaning schedule and rota system. This will include details of:
▪ specific tasks allocated to staff members
▪ what cleaning materials should be used and the method
▪ how often items/areas should be cleaned
▪ any safety precautions for staff
Cleaning frequencies must increase if there is an outbreak of an infectious disease.
General Cleaning Information
▪ Rubber gloves should be used for general cleaning tasks. These should be changed when
there is evidence of peeling, cracking and tears. Hands should always be washed after
removing gloves/cleaning.
▪ Cleaning cloths should be disposable, made from a non-shedding fibre and used within a
colour-coded system (e.g. red for toilets, blue for general areas, green for kitchens). If reuseable cloths are used they should be washed daily (at least 60˚C) and dried immediately.
They should also be routinely replaced. Cloths/mops used to clean the toilet area must not
be used in other areas of the service.
▪ After use, mop heads should be cleaned and rinsed with a disinfectant, wrung as dry as
possible and then dried quickly, preferably at high temperatures and stored with mop head
facing upwards (inverted) or hanging. They should not be cleaned in a sink that is used for
food preparation nor should they be left soaking in dirty water. All mop buckets should be
easily cleanable (plastic) and kept clean and dry after use.
▪ Any carpeted areas should be vacuumed daily as well as steam cleaned on a regular basis
(e.g. every 2-3 months and/or as necessary).
▪ Where there is known blood or body fluid contamination (e.g. spills of vomit or faecal
material), spills should be cleaned immediately and any contaminated surfaces cleaned and
disinfected.
▪ All chemicals should be handled and stored in accordance with manufacturers' instructions.
Any staff who handle chemical cleaners should be given instructions on their safe use.
These instructions should also include the first aid measures required in the event of
accidental ingestion, inhalation or contact with skin or eyes. All chemicals on the premises
should be stored in an identified cool, dry and well-ventilated place (room/cabinet) that is
lockable; out of reach of the children/visitors/the public. Chemicals should always be stored
in their original containers. Expiry dates should be routinely checked.
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Supervision
Adequate adult supervision at all times is one of the primary considerations in accident prevention.
Implementation of a key worker system ensures that one staff member is accountable for every child.
Management should ensure that staff are properly recruited, screened and references checked (see Unit
Two – Staffing)
When taking children on outings, signed parental permission should be sought in advance and details
of the planned trip should be discussed with them. A child adult ratio of two to one is recommended
for outings. Regular headcounts should be carried out throughout the duration of the outing and preplanned emergency procedures should be in place. Ensure that one staff member has a mobile phone
and bring along contact numbers for local GP, parents, etc…

Storage
No matter how well designed the service is there never seems to be enough storage space. Ideally each
individual area needs to have its own store: activity room storeroom; locker space for staff; cubbyholes or lockers for children’s personal belonging; kitchen storeroom; vegetable store; cleaning
storeroom; outdoor equipment store; maintenance equipment storeroom; refuse store.
Safe Storage
▪ The storage of resources should be carefully planned to avoid storing heavy things at height
or keeping resources in places with restricted or unsafe access.
▪ Make sure that staff and children know the safe procedures for gaining access to resources.
▪ Particular attention should be given to any additional requirements of children and young
people with special educational needs, to ensure that they can access and use resources
safely.
▪ You need to consider the security of equipment and resources - for example, the safe
keeping of computers and electrical items overnight.
▪ Make sure that staff are aware of any substances (such as photocopier toner and art
materials), and understand the regulations about their storage and their correct and safe use.

Safety and Emergency Procedures
No matter how safe a service is, there will be accidents. All school After School services must be
prepared to deal with accidents and injuries and all workers, families and children should be aware of
what action will be taken.
Every accident to an adult or a child in the service, however slight, should be recorded in an accident
and incident book as soon as possible. It should also be reported to the manager or worker responsible
for safety at the service. (Incidents which have not led to an injury but give cause for concern, should
also be recorded, as these can provide some insight into how safety could be improved in the future).
Any accident occurring to an employee during working hours should be recorded so that in the event
of an industrial injury claim there is evidence to support the claim of the person involved.
Parents should be informed immediately of a serious accident to their child. For more minor accidents
involving bumps and grazes, the management must decide if the parents should be informed
immediately or when they collect their child. Parents should be requested to sign an entry in the
accident and incident book concerning their children as this proves that the parent was informed of the
accident.
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Keeping records of incidents and accidents allows the service provider review the pattern of accidents
at the After School Service. Is one type of accident with a particular piece of equipment occurring
again and again? The accident report book can be used as a tool for self improvement.
Completed accident books should be kept indefinitely in a safe place in case of future insurance
claims. Claims maybe followed up until the child / young person is 21 years of age.
Collection of pupils
Good administration can prevent difficulties and problems occurring in After School Services. The
beginning and end of sessions can be a time when children and young people are at risk. National
school children will need more supervision than secondary school children, who are growing in
independence. Managers should decide on the level of supervision necessary.
The main issues for consideration are:
- Procedures for going to the service
- Procedures for leaving the sessions
- Procedures for absences
- Procedures for missing children
Very clear policies must be developed for each of these and mechanisms in place to ensure that all
staff and parents are aware and have read and understand them.
Fire Safety
Fire safety in premises used for After School Services is achieved by means of a combination of an
effective fire safety management policy and the provision of adequate fire safety features in the
premises. It is important to consider the latter when designing or choosing premises for childcare.
Implementing an effective fire safety management policy is an ongoing duty of management and staff
in the service. Such a policy is required to minimise the risk of fires occurring, and where a fire or
other emergency does occur to ensure that children and staff on the premises are evacuated safely and
without delay.
To implement this policy, a fire safety programme should be put in place.
A member of staff should be assigned responsibility for the implementation and overseeing of the fire
safety programme.
The programme should be outlined in a brief written statement and incorporate arrangements for the
following :
• preventing outbreaks of fire
• instruction and training of staff on fire prevention and fire safety procedures
• emergency procedures and evacuation drills
• maintenance of fire protection equipment
• maintenance of building services
• providing appropriate furnishings and fittings
• availability of escape routes
• keeping of fire safety records
If a fire or other emergency occurs in a premises it is essential that staff are able to respond effectively
by alerting the fire brigade and evacuating the premises safely and without delay. Procedures should be
in place to facilitate this and there should be a sufficient number of staff available at all times to carry
out the procedures effectively.
An evacuation/fire drill should be carried out in the premises at regular intervals. This should
preferably be done on a monthly basis and at the start of each new school year. A record should be
maintained in the fire safety register of all drills carried out. The drill should include a complete
evacuation of the children from the premises to a place of safety in the open air. For this purpose a prearranged assembly point should be designated. When the premises are evacuated, a roll call should be
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taken to ensure that both children and staff are accounted for. The roll book should be available at the
assembly point and arrangements should be made for this.
Each drill should be reviewed after it is carried out to identify any shortcomings in the emergency
procedures and the procedures should be revised if necessary.
Formalised procedures to be put in place should include:
• what to do on discovering a fire;
• what to do on hearing an alarm or other warning;
• how to conduct an evacuation of children and staff from the premises; and
• when to call the fire brigade (dial 999 or 112) and who should do this
A notice of the procedures to be followed in the event of a fire or other emergency should be displayed
in a conspicuous position in the premises.
As far as is practicable, both children and staff should know the evacuation and other procedures to be
followed in the event of a fire or other emergency.
All fire protection equipment provided should be in good working order. Staff should be familiar with
the use of such equipment. Visual inspection by a member of staff will determine that the equipment is
in place and is ready to use if required. However, it is important to ensure that maintenance is carried
out at the required intervals in accordance with the relevant standards.
Details relating to the number, type, location and maintenance record of fire-fighting and other fire
protection equipment should be recorded in the fire safety register for the premises.
Furnishings and fittings should be of a standard that they cannot be ignited easily or do not contribute
to the rapid spread of fire. Items that need to be considered include upholstered seating, curtains,
drapes and blinds and floor coverings.
Particular care should be taken with decorations, especially during Christmas and other special events.
The keeping of fire safety records is an important element of the fire safety programme and is also a
requirement of the 1996 Child Care (Pre-School Services) Regulations. A fire safety register for the
premises should be established and maintained for this purpose. The register should contain a complete
record of all fire safety matters on the premises; it should be kept up to date and available for
inspection if required.
Information for this section was adapted from the Department of the Environment’s document entitled
Fire Safety in Preschools. It is recommended that all providers obtain a copy of this document for
further details on fire safety. It is available from Government Publications or can be downloaded from
the department’s website www.environ.ie.
7H
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Child protection
All children and young people have the right to grow up in a safe and caring environment. This
includes the right to protection from all types of abuse. They have the right to expect adults in
positions of responsibility to do everything possible to foster these rights. Child protection issues
should be considered in all planning and practice in After School Services
All adults working in a service have a responsibility to ensure that children are kept safe and that they
are clear about how to respond if they have a concern of suspected child abuse.
In 1999, the Department of Health and Children published a document entitled Children First:
National Guidelines for the Protection and Welfare of Children. These guidelines are intended to assist
people in identifying and reporting child abuse and to improve professional practice in both statutory
and voluntary agencies and organisations that provide services for children and families. All Health
Service Executives have appointed Children First Information and Advice Officers to assist with the
implementation of these guidelines. All services should obtain a copy of the guidelines and find out
who is their local appointed Children First Information and Advice Officer.
These national guidelines are complemented by the publication of Our Duty to Care: The Principles of
Good Practice for the Protection of Children and Young People. This is also a Department of Health
and Children publication and it outlines fundamental principles of good practice in relation to child
protection and is a practical guide to staff and volunteers who work with children
Children First (1999) advises that all organisations providing services to children should have a
designated person to act as a liaison with outside agencies. The designated person is responsible for
acting as a source of advice on child protection matters, coordinating action within the organisation
and liaising with the HSE and An Garda Siochana and other agencies about suspected or actual cases
of child abuse.
An individual or organisation who makes a report of suspected child abuse in good faith is afforded
legal protection from civil liability under the Protection for Persons Reporting Child Abuse Act, 1998.
Child Protection is a vitally important issue and it is beyond the scope of this publication to deal with it
in detail. The above named documents should be obtained and training sought by all services. A
comprehensive child protection policy should be developed.
Your County Childcare Committee should be able to inform you of forth-coming training in this area.
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Health
Illness
Due to the infectious nature of some illnesses, children who are sick should be requested not to attend
the service until the condition improves. If a child becomes ill during a session, procedures should be
in place to contact parents / guardians and a quiet area should be designated to care for the child while
they are waiting to be collected.
If a child attending the service has an infectious or contagious condition, all parents should be
informed.
On enrolment details of immunisations / vaccinations received by the child should be recorded as
should details of any illness, disability or allergies the child may have.
Infection in School Age Services
Infections among children are very common. We are surrounded by an unseen world full of germs.
Some are necessary in our lives e.g. bacteria in the stomach that break down food; some may cause
illness.
Many infections can be passed from one person to another e.g. the common cold, but not all infections
are contagious e.g. ear infections do not pass from child to child.
How are infections spread? There are five main ways in which infections are spread as follows:
• Through the gastrointestinal tract or gut; e.g. infectious diarrhoea, salmonella, worms, E.coli
•

Through the respiratory tract, e.g. colds, flu, strep throat, chickenpox, T.B.

•

Through direct contact, e.g. ringworm, impetigo, scabies, head lice.

•

Through contact with blood e.g. hepatitis B and C and HIV

•

Through food, i.e. food poisoning

Infection Control
Good hygiene practices are the most effective ways to prevent the spread of infection among children,
young people and staff. Comprehensive Hygiene policies should be developed and implemented.
Outbreak of an Infectious Disease
If an outbreak occurs, the following procedures should be undertaken
▪ Ascertain the nature and extent of the outbreak
▪ Inform the local office of the Health Service Executive
▪ Notify parents and send home children who are sick
▪ Parents of all children should be advised about the outbreak
▪ Disinfecting and cleaning procedures should be increased
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Food Safety
It is essential that food provided to children and young people is stored, prepared and presented in a
safe and hygienic environment. Bacteria and viruses cause food poisoning. You cannot tell by looking
at food, smelling it, or tasting it if the food contains these germs. These germs multiply very quickly at
room temperature. Keep cold foods in the fridge or freezer and keep hot foods very hot while waiting
to serve.
Some raw foods contain bacteria. Thorough cooking will kill these. However, germs can be transferred
from raw foods to other foods by hands, chopping boards, cloths or utensils.
The following guidelines on the purchase, storage and preparation of food are outlined in the
Department of Health and Children’s document Food and Nutritional Guidelines for Pre School
Services
Food Purchase
▪ Buy food that is clean and undamaged.
▪ Buy food from a reputable source where it is stored in a clean and safe manner.
▪ Read the labels on foods. The ingredients are listed by order of weight with the largest
amount first.
▪ Check for added sugar and salt as well as animal products and nuts if you wish to avoid
these.
▪ Note the ‘use by’ or ‘best before’ date. Eat it, cook it, freeze it or throw it out by the date.
▪ Once the food is opened, use it as a fresh food. The ‘use by’ date applies to unopened food.
▪ Keep cold foods cold on the way home from shopping or check that delivery trucks do so.
Food Preparation
▪ Separate chopping boards should be used for raw meat and fish, for cooked foods and for
raw fruit and vegetables.
▪ Fruit and vegetables should be washed well and peeled. Root vegetables such as carrots and
parsnips should always be peeled and topped and tailed.
▪ Discard the skins and cuttings from food preparation to prevent contamination of the
prepared product.
▪ Do not leave food around the kitchen uncovered.
▪ Do not use unpasteurised milk or milk-based products, such as cheese and yogurt, made
from unpasteurised milk. If a parent brings in goat’s/sheep’s milk for their child, check with
the parent if the milk needs to be boiled.
▪ Thaw frozen food completely before cooking unless instructions state “cook from frozen”.
Thaw in the fridge rather than at room temperature.
Re-heating Food
▪ If food is to be eaten warm, it should be re-heated until piping hot and then cooled down
before serving. Re-heat food only once.
▪ Avoid keeping food hot for long periods.
▪ Stir foods, if possible, during re-heating to ensure all parts are heated.
Safety
▪ Never leave children alone while they are eating in case they choke.
Staff involved in preparing and serving food should participate in a HACCP training course. HACCP
(Hazard Analysis and Critical Control Points) is a systematic approach to identifying and controlling
hazards (i.e. microbiological, chemical or physical) that could pose a danger to the preparation of safe
food. HACCP involves identifying what can go wrong and planning to prevent it.
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Your County Childcare Committee should be able to inform you of forth-coming training in this area.
Involving Children in Health & Safety
Young children have only a limited grasp of danger and will forget any instructions if excited or upset.
However, they are eager to learn about everything, so teach them by:
• Consistently setting a good example in everyday activities
• Showing them how to use play equipment properly
• Telling them what is potentially hazardous and why
• Teaching them good hand-washing and other hygiene practices
• Complimenting them for doing things safely and hygienically
• Showing them what to do in an emergency and where to get help.

Food and Nutrition
The After School Service provides an excellent setting for promoting positive habits and attitudes to
healthy eating and being active as part of a healthy lifestyle. The provision of nutritious food positively
enhances not only a child’s health, but also allows the child to take full advantage of the learning
opportunities provided in the service.
Ideas about healthy eating can vary between individual childcare workers and between individual
parents. The best way to ensure there is agreement is to have a written healthy eating policy for the
service. An agreed written policy also helps to ensure that the food sent with children by their parents
to the service is healthy.

Snacks and Drinks
Snacks are important to help meet the energy needs of children. Remember that sugary snacks and
sugary drinks spoil the appetite and take the place of healthier more nutritious foods. Furthermore,
sugary snacks and sugary drinks are not good for a child’s teeth. If they are given occasionally, offer
with a meal - not between meals. Offer snacks from the juicy, thirsty, smooth, crunchy and chewy
snack choices to ensure a wide variety of foods in the child’s diet. Dried fruits (currants and raisins)
used in recipes are a good alternative sweetener to sugar for the older children. They are not
recommended as between meal snacks because of the sugar content and the risk of dental decay.
Fresh drinking water should be available at all times.

Rewards and Special Occasions
Food is often part of a celebration, for example a birthday cake. There is nothing wrong with
occasional sweet foods. However, in a large childcare setting there may be so many special events that
sweet treats are available nearly everyday. Encourage parents to keep sweet treats for home
celebrations. In the After School Service mark the occasion with decorations, party games and nonfood treats such as face painting rather than sweets, crisps and fizzy drinks.
Holidays, festivals and religious occasions of various cultures can provide an opportunity to introduce
children to various cultures. These events can be marked by special foods but also by other activities.
Some ethnic communities may have different food customs from those the staff are used to. The food
customs may involve what foods are eaten, how the foods are prepared, what combinations of foods
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are used or when particular foods are eaten. Periods of celebration and celebration foods may bring
new events to the service. There may be periods of fasting, though very young children do not
normally fast. However, the meals eaten at home may be different during fasting periods, such as a
main meal late at night or breakfast very early. Check with parents if the child’s food intake at the
After School Service needs to be adjusted during this time. Always consult with the parents of the
child so that their individual food preferences and customs can be catered for.

Health Promoting Activities
Healthy eating and health promoting activities can be promoted through a range of activities, including
play, stories, music, poems, visits and cookery in the services activity programme. These days very
few children walk to and from school. Programmes should be planned carefully to include a variety of
outdoor activities in conjunction with the indoor activities to allow children and young people to get
plenty of fresh air.
See Unit Seven - Consultation and Programme Planning
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The Well-being of the Child / Young Person
Every child in a quality After School Service has the right to feel safe, not only physically but
psychologically safe as well. Fair and consistent boundaries must be set, appropriate with the level of
understanding of all children. Staff, volunteers, parents, children and young people must be familiar
with the services Child Management policy, and procedures for anti-bullying.
Children and young people need to feel welcome, secure and valued. Good practice requires a shared
understanding, respect and codes of conduct and values for all (adults and children) within the service.
Through the activities and the skills of the staff, children and young people learn about right and
wrong, this can be achieved through careful discussion, stories, books, drama, games with rules, etc…
Provide activities that help to build confidence, increase motivation and help children and young
people to acquire the good learning habits which lead to independent positive life skills.
A number of recent publications suggest that the benefits of play to children and young people are
numerous; the following extract is taken from ‘School Age Childcare in Ireland - Report of a Working
Group of the National Childcare Co-ordinating Committee’.
▪ Play promotes children’s development, learning creativity, independence and well being;
▪ Play keeps children healthy and active - active children become active adults;
▪ Play fosters social inclusion. It helps children understand the people and places in their
lives, learn about their environment and develop their sense of community;
▪ Play allows children to find out about themselves, their abilities and their interests;
▪ Play is therapeutic. It helps children to deal with difficult or painful circumstances, such as
emotional stress or medical treatment;
▪ Play gives children the chance to let off steam and have fun.
The Working Group concludes that a strong focus on play must be a core principle and a
distinguishing characteristic of school age childcare.
‘School Age Childcare in Ireland - Report of a Working Group of the National Childcare Coordinating Committee’.
The Development of a National Set of Child Well-Being Indicators
The National Set of Child Well-Being Indicators have been developed by the National Children's
Office (NCO), in consultation with policy-makers, service providers, academics, parents and children
themselves. The rationale for developing these indicators is linked to evidence-based policymaking
and reflects national and international trends.
This is available to download from the publications section of the site: www.nco.ie
Or contact the National Children's Office (NCO)
1st Floor
St Martin's House
Waterloo Road
Dublin 4
Tel: 2420000
Email: nco@health.gov.ie
8H
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Recommendations for a Code of Behaviour for Children and Young People
It is a good idea to involve children and young people as a group in discussing and negotiating an
agreed code of behaviour and everyone should then be aware of the agreement. Children and young
people should solve disputes by the agreed procedures of negotiation. There should be clear
procedures for dealing with inappropriate or dangerous behaviour and children and young people
should be aware of these. If you are going away from the service, any additional behaviour
requirements to ensure the safety of children and young people on the trip and on transport should be
discussed prior to the visit. You need to review the agreed code of behaviour periodically with children
and staff together, to remind everyone of its content, and to discuss whether staff and children are
adhering to it.
Children and young people should:
▪ observe the safety rules of the service;
▪ maintain appropriate standards of dress - for example, suitable footwear to ensure safety, no
‘dangerous’ jewellery;
▪ not misuse or interfere with equipment provided for safety and enjoyment;
▪ not make discriminatory remarks or use discriminatory behaviour toward others;
▪ listen to and value everyone’s contributions;
▪ be encouraged to be personally responsible for their own safety and the safety of others.
Parents and child

The service needs a clear policy on bullying so that children and adults know that bullying will not be
tolerated. The policy should include procedures to be followed if necessary.
Recommendations for a Code of Behaviour for Adults
Staff should take an active part in devising the code of behaviour with children and young people. The
service should ensure appropriate levels of adult supervision.
All adults should:
▪ recognise and encourage positive behaviour;
▪ be aware of the code of behaviour and the adult role in maintaining appropriate behaviour this applies to relief staff and volunteers as well as other staff, e.g., cook, cleaners;
▪ know that any form of physical punishment is forbidden, even if a parent requests this.
Physical punishment includes smacking, shaking, pinching, squeezing, rough handling,
throwing missiles or any other assault on a child;
▪ be aware that verbal assault is equally damaging to a child or young person;
▪ ensure that any sanctions imposed are fair and appropriate to the age and development of
the child or young person;
▪ consistently apply rules;
▪ provide positive models with regard to friendliness, care and courtesy and valuing
individuals;
▪ deal with dangerous behaviour immediately;
▪ ensure that safety procedures are in place and are followed - for example, procedures for
medication and for emergencies;
▪ take reasonable care of personal items - any items left in the care of staff should be kept
locked in a drawer or cupboard;
▪ have access to spare equipment and clothing so that children and young people are not
prevented from participating because they have forgotten their own.
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Equal Opportunities
All children and young people who attend a school age childcare service need to feel valued and be
free from discrimination.
Services need to understand relevant legislation (Equality Regulations - The Equality Status Act 2000)
and plan to help children learn about equality and justice through their play and activity programme.
This should be carefully organised and monitored to ensure all children have access to the full range of
activities.
Parents, children and staff should work together to share information, for example about cultures,
languages spoken at home, play activities and children’s specific needs.
Consider:
▪ setting time aside for discussion with parents about such matters as diet, special skin or hair
care, comforters, family names, religion, language, health and medical conditions, favourite
toys and likes and dislikes;
▪ recording such discussions and noting any action to be taken if there is difficulty in meeting
the needs of individual children. This is likely to require sensitive communication with
parents;
▪ how you will communicate with parents who do not speak, read or write English;
▪ using the key worker system;
▪ the possible involvement of other agencies for advice and assistance in developing policies.
When developing an Equal Opportunities Policy consider:
▪ involving parents and children in the formulation of the policy;
▪ using language which is easily understood;
▪ relating the policy to the service;
▪ how your policy acknowledges, promotes and respects diversity in the immediate and wider
society;
▪ how the policy will be made available to parents, staff and others taking into account
people for whom written English is inappropriate;
▪ staff training so that they apply the policy consistently;
▪ how you will put the policy into practice.
Positive equal opportunities policies concentrate on what can be done rather than what cannot.
Additional issues may include:
▪ how the service ensures all children and young people are included;
▪ how positive attitudes in the service are encouraged and developed e.g. rewarding good
behaviour;
▪ how self-esteem is encouraged e.g. appropriate praise;
▪ how inappropriate practices and attitudes are challenged;
▪ what action is taken if discrimination should occur;
In addition, you need to demonstrate how equality of opportunity and anti-discriminatory practices are
applied relating to children, staff and parents.
Anti-discriminatory good practice is promoted by:
▪ making children and young people feel valued and good about themselves;
▪ ensuring all children and young people are included;
▪ enabling children and young people to share their experiences with each other and with
staff;
▪ displaying a wide range of positive images and objects to reflect non-stereotypical roles,
racial, cultural, religious diversity, language and disability;
▪ using resources which reflect diversity such as books, role play and equipment;
▪ providing activities to help children appreciate and value each others’ similarities and
differences;
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▪ treating children with individual and equal concern e.g. finding out about family customs
and beliefs, dietary requirements, dress code, hair and skin care and help required with
toilet and washing routines.
Consider also issues in relation to employment and staff and volunteer training:
▪ a fair recruitment and selection procedure;
▪ ways of encouraging people to volunteer or apply for jobs who reflect the diversity of the
local and wider community;
▪ access to appropriate training for staff and volunteers. This might be identified by appraisal
of individuals, discussions with individuals, meetings, group discussion, observation of
performance or evaluation outcomes;
▪ how to be aware of training opportunities, e.g. specific local and national initiatives, groups
and publications.
▪ admission policy should reflect equal opportunities, e.g. making information about the
facility available in all languages commonly used in the local community.
Also, think about:
▪ having a designated staff member with particular responsibilities for equal opportunities;
▪ drawing up a recruitment and employment statement;
▪ including equal opportunities issues in staff and volunteer induction and training
programmes;
▪ equal access for staff, volunteers, children and parents irrespective of gender, race, social
group, religion or disability.
For further information for developing policies refer to - A Step by Step Guide to Developing a
School Age Childcare Service’ County Childcare Committees Support and Development Workers
Network
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Building Positive Relationships and Developing Self-esteem
During childhood, children and young people need to acquire a strong, positive sense of their own
identity, while also developing respect and consideration for other people. Staff in services can help by
treating all children and young people of all races, religions, cultures and family backgrounds with
respect and consideration. Recognition and respect for a child’s unique cultural heritage is an essential
step in building a positive identity and developing self-esteem.
The level of staff interaction with children needs to be carefully balanced. Children need time to
socialise, play and learn independently, initiating their own activities and exploring freely, and time for
activities which need more support and direction from staff. Consider how to organise time, space,
staff and resources in order to give children and young people a mix of active times where children can
take part in energetic play and quiet times when they can rest and relax in a quiet area.
After School Services can help children and young people to develop their confidence and
independence by providing a warm and secure environment where staff:
▪ are friendly and approachable
▪ are positive and respectful of children of all backgrounds and abilities
▪ give encouragement and appropriate recognition
▪ value each child and what they have to offer
▪ encourage children to try new activities in a safe and supportive environment
▪ set good examples by showing them how to respect and co-operate with others
Children and young people respond differently to different adults. To develop positive relationships
between staff and children consider:
▪ children’s individual preferences
▪ arranging work to give staff time to listen to children
▪ match the balance of gender and race in the staff to the mix of the children who attend
Staff should encourage children and young people:
▪ to be involved in a broad range of activities
▪ make their own decisions and choices about their play activities
▪ relate to other children and adults in the group
▪ to be involved, interested and enjoy their time at the service
The service should ensure that adults:
▪ are interested in what children do and say
▪ talk with and listen to children
▪ ask questions which make children think
▪ respond to children’s interests
▪ use appropriate language to encourage children
▪ provide an interesting and stimulating variety of activities, allowing for a balance of active
and relaxing activities
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Interactions among Staff and Children / Young People
Staff should interact regularly with children and young people and express responsiveness towards all
children and young people by smiling, acknowledging and speaking to them at their eye level
throughout the session. Particular importance should be paid in interacting with children and young
people through talking and listening to them as they first come in to the service at the end of their
school day. All of the children will have had different experiences throughout the day, some will need
an adult to talk to and others might need an encouraging, friendly ear to listen to them.
Interactions with adults contribute to all areas of learning and development, both verbal and nonverbal communication between adults and children should be frequent. Staff can facilitate interactions
among children and young people by promoting peer support and encouraging children to interact with
each other.
Interactions between children and adults provide opportunities for children and young people to
develop an understanding of self and others and are characterised by warmth, personal respect,
individuality, positive support and responsiveness. Staff can facilitate interactions among children and
young people to share experiences, ideas and feelings this provides opportunities for development of
self esteem, social competence and intellectual growth.

Responsiveness
Care should be taken when planning activities for children and young people that staff are available
and able to be responsive to meet the needs of all children. Staff should be aware of the activities of
the whole group, even when dealing with small groups of children / young people. Adults should
consider their location within the room and position themselves strategically, looking up and glancing
around the room regularly to assess the needs of other children. Waiting should be minimised as much
as possible. If children / young people find they have to wait long periods to get a response, whether it
is just an answer to a simple verbal request or the need to engage in conversation, their level of
interaction and interest will diminish.

Conversation
Children’s verbal language is greatly influenced by both the quantity and quality of their conversations
with adults, therefore staff should encourage conversation with all children and young people. Staff
should speak with children / young people in a friendly, positive and courteous manner. Staff can
engage individual children (as oppose to the whole group) by asking open-ended questions, this type of
question prompts children to talk and hold a conversation because it cannot be answered by a simple
yes or no. Think of something motivating to talk about, something that the child is able to relate to and
will find interesting.
Family and community experiences can provide the basis for beginning conversations that expand with
the experiences that children share in the service.
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Consultation & Programme Planning
Introduction
How does an After School Service decide what is a good activity programme? All kinds of
considerations need to be taken into account, the main consideration, of course, being the children
which the service caters for. Other factors could include the environment and the amount of space
available, how the space is utilised, the availability of separate rooms or how the overall space is
divided into defined areas. The number of staff, their training and the type of experiences and skills
that staff have to offer.
Creating the right partnerships with the children will have a major influence on the type of
programmes offered. How the service communicates and actively consults with children will reflect on
how activities are offered to the children / young people.
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Consultation & Programme Planning
The Environment
Consultation
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Effective Activity Programmes
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Evaluation of the Activity Programme
Summary of Things to Consider When Planning Programmes
Quick List of Activities for After School Programme
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Appendix
Consultation Tool for After School
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The Environment
The space and layout allows children and young people to take the initiative and explore their interests.
The physical environment can either contribute to children's development and support the goals of staff
and parents or create a permanent impediment to the operation of a high quality service. Designing a
high-quality After School facility is a very complex task which requires specialised and unique skills.
The design and layout of the physical environment, which includes the building, interior finishes,
outdoor spaces, selection of equipment and room arrangement has a profound impact on children's
learning and behaviour and on the staff’s' abilities to efficiently do their jobs.
Children need age-appropriate physical environments that support and promote child-directed and
child-initiated play. The environment must promote and positively support the child's interaction with
space, materials and people. Staff also need highly functional, easy-to-use environments. When the
environment supports both and is working for children and adults, it is easier for adults to focus on
facilitating each child's play and learning.
After School Services should strive to create environments that are comfortable, well-equipped, and
appropriate, both physically and atmospherically.
We are all affected by the environment around us.
Children and young people will:
▪ Be happier
▪ Be better behaved
▪ Have a sense of belonging
▪ Look forward to attending and participating if they find the After School environment is
comfortable, well equipped, and appropriate for the age, size, and stage of development and needs
of the children and young people in their care.
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Consultation
Planning should involve the whole team working to produce not a ‘curriculum’ but a ‘programme of
activity and opportunity.’ It is crucial that the starting point for any planning should be that all children
and young people are consulted and have choices.
Quality After School Services offer balanced, culturally-relevant activities that are tailored to
children’s interests and developmental needs as well as the needs and desires of parents, schools and
communities.
Planning involving everyone including children and young people usually avoids chaos. It also
prevents children becoming bored which can result in behavioural problems, all of which may upset
staff and children alike. To ensure the After School is offering a wide range of opportunities for all
attending, planning needs to be careful, thorough and creative.
Involve children in programme planning. Create a rotating “advisory group” of children who will
represent the whole group. Present ideas to this group and get their input.
Design appropriate routines and environments. Work with the children / young people to decide when
and where different activities will take place, what kinds of transition time will be necessary, what
materials and furnishings are needed to accommodate different activities, how the environment will
look and feel, etc... Involve children in decorating the environment and change the way things look
from time to time.
There are various consultation methods that are successful when used with children.
Some child-friendly consultation methods:
▪ Pictorial
▪ Role play
▪ Discussion groups
▪ Suggestion boxes
▪ Children’s panel
▪ Child interviewers (with notepad/camcorder/ tape/ microphone)
▪ Photo trail (children sent with cameras to photograph the things they like best / least
▪ Art activities
▪ Planning for specific sessions
▪ Consultation Tool (see Appendix)
Survey parents, school teachers and children about children’s interests and needs. Put together a simple
survey asking about needs and listing types of activities that can be offered.
Activity planning needs to be set against a background of care and respect for individual needs. Above
all children and young people need to feel relaxed and under no pressure during their time at the After
School Service. Participation in the planned activities needs to be actively encouraged but never
forced.
Ideally planning should take into account the specific needs and wishes of children in your group.
After School Services are in an ideal position to do this. Staff in the After School Service usually get
the chance to know children extremely well and positive channels of communication are opened up,
staff are then well placed to find out what the children enjoy and are interested in.
If children need specific help to access activities this needs to be planned for in advance. Consultation
with parents should also take place at the planning stage.
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Programme Planning
After School Services have a great opportunity to give children new and different experiences as part
of their activity programmes. Above all they provide the time and the environment to celebrate the
child’s individuality by expanding opportunities according to his or her particular likes, dislikes,
interests and talents. The emphasis should be completely shifted away from ‘end result’ and
importance placed on ‘experiences’.
During their time in After School, children need time to play, explore, create, learn new skills, and
relax. A balanced activity programme should offer children free time as well as a wide variety of
structured activities that are fun and interactive and that help them develop or enhance leadership and
social skills, self-esteem, conflict resolution abilities, academic skills, and interest and hobbies.
Activities can include opportunities for children to participate in group projects and special interestclubs, work on homework, participate in peer group support and helping younger children, go on field
trips / outings, and become involved in community development projects.
Activity programmes do not need to be set in stone but should be a framework to build on as things
arise. Focus on variety and age appropriate activities that involve everyone.
Talk to children about what they enjoy doing, what new ideas they have and how they can make things
happen, by bringing some junk in from home to do sculpture for example.
Staff need to come together out of session times to concentrate on planning, Management need to
allow for this in the hours staff are contracted to work. Staff should bring their ideas ready to the
planning meeting. Visit the local library or CCC resource library in advance to collect together books
of ideas. The Manager should know what particular skills staff have and encourage everyone to
contribute and therefore, be able to share ownership of the programme.
Activities could focus on a theme each week or month. Brainstorm ideas with staff, parents and
children
and go through activity books, web sites for ideas. Tie themes to community events and holidays or
build on the same themes that children are exploring at school.
Address as many aspects of the children’s and young people’s developmental needs as possible:
physical needs; need for creative expression, aesthetic appreciation; personal, social and emotional, the
need to develop competence, need for meaningful participation, need to develop positive self-concept;
cognitive skills, communication, language and literacy, mathematical experiences.
Establish and display a timetable of activities. Make sure children and parents understand the regular
daily and weekly activities. Children and parents appreciate a sense of structure. Be flexible to
accommodate for special events and for projects that take longer than expected.
Activities should never be open only to girls or boys and try not to plan activities for ‘older children’
and not take account of the fact that younger children will want to take part in some way. It is
important to provide age-appropriate activities but do not restrict them to the age group you are aiming
them at if others, older or younger, want top join in. Flexibility is the key. Always consider any special
adaptations needed so that no child is excluded from the activity programme. These changes should be
done in a way that the children are not aware of them.
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Effective Activity Programmes Include:
STAFF WHO ARE COMMITTED, CARING, AND WELL PREPARED - experienced, trained staff
and volunteers who have planed activities carefully and involve children and young people in
planning; staff who get to know all of the group and connect well with them
STRUCTURE WITH FLEXIBILITY - a sense of structure and order through an established timetable
and a fair amount of flexibility built into the plan to allow children and young people to pursue
interests and finish projects beyond timetabled activities
VARIETY OF APPROPRIATE ACTIVITIES - a wide variety of age-appropriate activities such as
craft projects, community involvement, board games, field trips / outings, sports, and special interest
clubs
CHOICES - daily choices about how children and young people spend their time
OPPORTUNITIES TO GIVE INPUT AND DEVELOP RESPONSIBILITY- opportunities for
children and young people to gain a sense of ownership, develop responsibility and select activities
that reflect their interests as they help plan and lead activities
EXPLORATION OF SKILLS AND INTERESTS - chances to develop hobbies, skills and interests
and get excited about learning; opportunities for children and young people to develop self-confidence
as they find new talents in areas typically not addressed by the regular school curriculum.
DEVELOPMENT OF SOCIAL SKILLS - activities, behaviour guidance and discussion that offer
children and young people the opportunity to develop social skills and positive character traits
OPPORTUNITIES TO DO SOMETHING REAL - Community projects and other hands-on activities
that help children and young children see tangible results
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Areas of Development
Trained staff will automatically think of the developmental needs of the children and young people in
their care. All aspects of learning and development are important and interconnected.
Aspects of development include: Physical; Personal, Social, Emotional, Behavioural; Creative and
Aesthetic; Cognitive and Linguistic. These areas complement the Primary School Curriculum.
When developing an activity programme, quality services will consider the aim of the activity and will
be able to relate individual activities in their planning to specific areas of development.

Physical

Mathematical
Experiences

Cognitive

Areas
of

Development

Communication,
Language
& Literacy

Personal,
Social &
Emotional

Creative
&
Aesthetic

Activities in the School Age Service should be purposeful, in that they should be intended to
contribute to some aspect of the child’s development.
▪ All activities in the After School Service should be undertaken with some objective in
mind.
▪ Activities are not offered simply to keep children occupied or as a reward for doing
something else, such as homework.
▪ All activities should be beneficial in their own right.
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Physical
▪ Growth, physical body changes and movement
▪ Nutrition - encourage healthy eating and healthy life style skills
▪ Developing physical competence impacts on their self-concept and emotional well-being.
Encourage carefully planned physical activities and experiences that involve challenge, adventure and
calculated risk-taking. The mere provision of an outdoor area for free play is not sufficient, this has to
be planned for e.g. fresh air – take indoor activities outside, gardening, sport, etc…
Personal, Social and Emotional
▪ The time of major transitions:
▪ Moral decisions
▪ Developing social skills

(5 – 7)

(adolescence)

Encourage small groups that mix age, gender, ability and cultural background; establishing whole
group activities; playing games which require cooperation amongst players and using activities /
experiences that aim to build trust.
Creative & Aesthetic
▪ Creativity is a way of thinking, inquiring, making and doing that involves originality of
thought or expression.
▪ Children develop aesthetically as they interact with and respond to the many colours,
textures, forms, sights and sounds found in their environment.
Provide dramatic play, puppetry, mime, music, dance, painting, drawing, sculpture.
Artist visits, field trips / outings and experimenting with different cultural forms of creative expression.
Cognitive
▪ A time of huge development and learning
▪ Intellectual development peaks during adolescence
▪ The learning that is taking place and making sense of the world around them
Encourage a positive attitude towards learning, to bolster the children’s confidence in their ability
Make homework time enjoyable - plan projects to support there homework. Plan quizzes, stories, art
and discussion.
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Activities
Daily/Weekly Activities
Plan around the following headings:
▪ Outdoor Time
▪ Activity Areas
▪ Special Interest Clubs
▪ Skill-Building and Self Development
▪ Meals and snacks
Outdoor Time
Outdoor free play, organised games / sports and activities
Activity Areas
Staff set up different activity areas and children and young people move from area to area at their own
pace. Examples of activity areas include: arts and crafts, board games, computers, relaxation, reading,
music & drama, quiet area for homework etc…
Special Interest Clubs
Clubs could meet regularly (once a week or more). Children and young people choose to be a member
of a club for a certain period of time. Clubs can be based on interests and talents of children and young
people, staff and volunteers. They could include anything from stamp collecting to astronomy. As
much as possible, let the themes emerge from ideas that come from the children / young people.
- Examples:
▪ Art - Discuss various artists and their work; create a gallery of famous pictures from
magazine cuttings. Copy and paint your own masterpieces. Invite local artist in for
demonstration and discussion. Contact your local Arts Council.
▪ Music, Dance - Create instruments with household objects such as rice in a jar, glasses full
of different amounts of water, and rubber bands stretched between nails. Have guest
musicians come in. Research different instruments. Listen to and dance to all kinds of
music. Hold a concert for families or at a day centre or nursing home.
▪ Drama - Hold drama workshops, where children and young people can perform plays.
Write there own or collective scripts to perform. Encourage talents.
▪ Writing - Creative, Journalism - Read and discuss selected newspaper articles. Do
“reports” on daily events. Conduct interviews and do reports about other children or family
members. Find out about the Local community and school events, take pictures to go with
reports, and publish a newspaper.
▪ Computers - Familiarise children and young people with various computer programmes,
encourage the older ones to ‘teach’ the younger ones. Provide courses. Discuss the sensible
use of the internet.
▪ Science / Nature - Plant seeds and watch them grow. Go on a nature walk and collect
different plants then do some research to find out about the plants you have gathered. Learn
about a favourite flower or plant and create a poster about it. Learn about the weather.
Incorporate science activities. Visit a sanctuary or arboretum. Research environmental
issues in your community. Do a clean-up project.
▪ Animals - Create art and crafts representing favourite animals. Work together to create a
mural of animals living in different parts of the world. Have guests bring in animals. Play
charades and guess what animal is being acted out. Make animal costumes. Research
endangered species and write letters about concerns. Visit an animal shelter.
▪ Maths - Conduct a census and various surveys use the statistics to draw graphs and charts.
Play with measurement, weight, heights, etc…
▪ Languages - Take one word and translate into as many different languages as possible.
Learn to count in different languages. Invite in parents or locals within the community who
speak different languages. Make labels for objects in the service in different languages.
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▪ Geography - Research different countries. Make lists of geographical features of various
countries e.g. rivers. Take one river and track it on maps list the various cities and towns it
runs through. Take field trips to discover various geographical formations.
▪ Cooking - Collect different recipes from family members, restaurants, etc… for a single
dish e.g. Apple Pie, notice the variations, under supervision try out a few, compile into the
‘Apple Pie Cook Book’. Discover dishes and the different ways of cooking, different
utensils used in different parts of the world. Invite in a local chef or people from different
cultures to discuss and demonstrate.
▪ Sewing - Bring in a sewing machine and teach the older children how to use it, both boys
and girls. Examine different styles of clothes through the ages. Make costumes for the
drama group. Make a large patchwork quilt of your logo. Find people in the community
who are able to teach some dying crafts e.g. crochet, knitting, tapestry, net making.
▪ Community Development & Support - Find out and list the community projects in your
area. Brainstorm ideas as to how your community could be improved, e.g. polluted rivers &
streams, derelict recreation areas, litter problem, etc…
See Unit 3, Partnerships & Links - Building Partnerships with Communities
Skill-Building and Self Development
▪ Homework support projects
▪ Learning games
▪ Quizzes
▪ Reading time
▪ Children and young people read alone
▪ Children and young people read to each other
▪ Children and young people listen to staff and volunteers reading stories
▪ Create forums for discussing life-skills and relevant issues e.g. alcohol, sexual relations,
drugs, etc… Parents will need to be informed that the service is going to discuss these types
of issues
▪ Encourage interactive activities that help children and young people to develop or enhance
leadership and social skills, self-esteem, conflict resolution abilities.
Meals and snacks
Young people have opportunities to eat nutritious meals / snacks and informally socialize with each
other and with adults.
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Evaluation of the Activity Programme
Regularly evaluate the effectiveness of your programming through focus groups and surveys. Make
changes according to suggestions of staff, parents and children. Evaluate activities during and
afterwards. What was particularly popular, why did a certain child come to the craft table but then give
up and wander away after two minutes? Go out of your way to ask children and this will inform future
planning.
Staff should evaluate briefly at the end of sessions to help them decide what does and doesn’t work,
what extra equipment is needed, how the game or activity needs to be adapted to include a particular
child who appeared excluded the first time it took place and so on.
For a full and thorough evaluation tool refer to the BCCN Service Evaluation System (SES).

Flexibility
Always be prepared to change your plans if no one is interested in what you have proposed, don’t be
afraid to do something else however well planned it was.
If a craft activity does not work like the book said it would just abandon it and do something else. If it
is possible for the staff to try out the activity in advance there is less likely to be problems. If
something has to be changed don’t get flustered as the children pick up on this. If children say they
don’t like an activity you have planned, don’t be offended but try and find out why. If the children
suggest something try your best to accommodate them as if you don’t they will be discouraged from
contributing in the future. Having a folder of quick games that don’t need equipment to hand is
extremely useful.
Remember, if staff put pressure on children to join in when they don’t want to they will not feel
comfortable attending the service, however this could also be the result if staff do not actively
encourage and support children to interact. It is crucial for all adults working with children to get this
balance right.
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Summary of Things to Consider When Planning Programmes
Choice / consultation / flexibility
Ages of children / abilities and needs
Appropriateness of activities, equipment and materials
Possible numbers / staff ratios / safety
Space available / equipment
Weather options
Budget
Staff expertise
Parental involvement
Evaluation
Types of activities to make available
Indoor and outdoor
Large/ small group
Paired and individual
Child lead / adult lead / adult monitored
Co-operative / competitive games and sports
Creative arts, crafts, drama, dance
Large scale constructions / installations
Small scale projects
On-going longer term projects
Quick one-off activities
Games with and without equipment
Entertainers/ specialist visitors / trips out
Themed days / weeks
When planning your programme of activities consider and document:
- Activity
- Aim
- Staff
- Children / Young People
- Area
- Equipment / materials

~
~
~
~
~
~

- Procedure

~

Activity

Aim

Name of the
activity

Development
& learning
intentions

What is the name of the activity?
What are the development / learning intentions?
Name the staff member (s) responsible for this activity
Who is the activity aimed at?
What area will be used for this activity?
What equipment will be required?
Do materials need to be collected or bought?
Describe the procedure
Staff

Staff
member(s)
responsible
for this
activity

Children /
Young
People
Age
Numbers

Area

Equipment
/ materials

Procedure

Where will it
take place

What’s
required and
who’s
responsible for
ensuring it’s
in place

Describe what
you intend
to take place

See Appendix for template
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Quick List of Activities for After School Programme
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

Music / Playing Instruments / Listening to various types of music / Dance / Drama
IT Skills / Use of Internet
Arts & Craft
Cookery / baking
Flower Arranging
Clay – Pottery
Jewellery making
Dressing up / Modelling
Sewing / Knitting / Crocheting
Woodwork
Construction – Lego etc…
Board games
Various other games e.g. Twister
Books
Television / Videos / DVDs
Languages through use of Headphones
Science & Nature Projects – Mini beasts etc…
Recycling projects
Trampoline
Keep fit
Climbing Frame
Football / Basketball / All ball games
Traditional Street Games e.g. hopscotch, hide & seek, etc…
Gardening – Vegetable Patch / Flowers
Field visits / Outings – Planned
Skipping
Bat & ball games
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Quick List of Outdoor Activity Ideas
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪
▪

196

Large chalks on a part of pavement.
Large and small paint brushes with buckets in water.
Clothes horse – with a windsock and wind chimes.
Large piece of canvas – spray on paint in bottles with lots of water added, the colours run
and gives a fantastic effect.
Large black bin liner, use plaster of Paris or goop, add in twigs shells etc, looks great when
dry.
Clay imprints with shells, stones leaves, sticks, etc….
Temporary art – large piece of canvas or sheet outside. Leave out coloured beads, blocks
and other materials. Children can make their own patterns and designs, a photograph could
be taken for recording keeping and discussion.
The corner of a fence makes a great den, put a blanket over the top and fasten down;
children will have hours of fun.
A wheelbarrow in a digging area, tools to dig and plant.
Consider a snow day in winter, what could the snow offer for children’s learning
opportunities?
Rubbings outside on paper on different surfaces.
Teddy bears picnic – great for parents to join in.
Large blocks for outside play, props can be used to bring the imagination out in the play.
Investigation – A plastic shoe holder with different types of materials for investigation –
different stones, crystals, metals, plastics, wood.
Large tyre with sand inside and a canvas cover.
Children are read a story and this can be re-enacted in the home corner brought outside or
developed with other materials.
Warm clothing is needed for outdoor play for children and adults, make sure you are well
wrapped up too.
Pictures of birds found locally in your area – starlings, swallows, magpies, robin redbreast
etc. Laminated their pictures on to circles of card, give some information about the birds
on the back, leave beside a bird feeder, it may interest and stimulate thinking.
ESB reel, sand this down and use it outdoors for woodwork area, plastic shoe holder will
hold the tools. Name tools underneath. A tool belt can also be added.
Flat stones best picked up at the beach, round and flat, small and large. Make a family of
ladybirds for your garden, you can paint one and the children could do some too. Varnish
and leave outside in a grassy twiggy part.
Four buckets filled with cement, a shaft of a brush goes up the middle, a sort of ladder
made between each one, guttering place in different places as a water feature.
Belfast sink with peat and plastic containers.
Logs placed on a damp patch out of the sun, leave and then turn over to look at creatures
that live there using magnifying glasses.
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Appendix

Consultation Tool for After School
The questions for consulting with children / young people, should first of all, be agreed between all
stakeholders. Remember to ask the children / young people if there are any questions they think you
should ask in relation to their Service. There should be a balance between what you want to hear and
what they might want to say. Also agree who is going to carry out the consultation and when and
where it will take place.

SAMPLE QUESTIONS:
1. What are the good things about being a child / young person living in Ireland?
2. What are the bad things about being a child / young person living in Ireland?

3. If you had a magic wand, what changes would you like to see happen to
make things better for you?
4. What kind of things do you like about your After School?
5. What kind of things don’t you like?
6. What changes would you like to make?
7. What kind of activities do you like to do?
8. Are there any other activities that you would like to do here?
9. What kind of things do you learn when you are here?
10. What do you think the adults are here for?
11. What happens if someone is unkind or shows behaviour that staff or
other children feel is not appropriate?
12. What happens if someone is caring and helpful?
13. Is there anything else you would like to say about your After School?
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Action Plan Template
Activity

Aim

Staff

Children /
Young
People
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Equipment
/ materials

Procedure
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Monitoring
&
Evaluation
Unit Seven
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Monitoring & Evaluation
Introduction
All groups evaluate the service they provide, sometimes without realising. Staff, parents and children
are continuously and informally evaluating the success of their After School Service. This is generally
through comments made in passing or through simple conversation which unfortunately tends to go
unnoticed.
It is, however, valuable to firstly recognise the importance and usefulness of evaluation and then adopt
more formal methods to run alongside what is already in place.
Funding bodies invariably ask applicants how they plan to evaluate the service they provide and it is
recognised as a key element of high quality provision.
This information is aimed at helping After School providers to look at informal and formal methods of
evaluating all that they do and help them decide which ones would work best for them.
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Why Monitor and Evaluate?
Monitoring can be defined as the continuous collection of data; some forms of informal evaluation
such as verbal day to day feedback are also ongoing.
There are also other more formal methods of evaluation such as using a questionnaire at the end of a
term or the more detailed BCCN Quality Development & Accreditation Programme Service
Evaluation System, specifically designed to assist After School Services evaluate all aspects of their
service.
”Without customers a business will not flourish and without users a service is redundant. A
service exists to meet the needs of its users and potential users” Gerry Moan. Constructive
Intervention. In the case of After School, both children and parents are the users of the service so the
needs of both need to be considered on a regular basis.
The need for evaluation may not always be obvious but will occasionally be highlighted through
monitoring - for example, it may become obvious from attendance records over a long period that the
service has persistently falling numbers. If this is the case, the management need to know why in order
that they can remedy the situation. If there are problems identified in the service it is in everyone’s
interests to know why.
Ideally monitoring should be on-going and consistent and will therefore serve to highlight the need for
specific evaluation procedures.
Monitoring Tools
Registration forms
Registers of attendance
Accident book
Incident book
Income and expenditure records
Minutes of management and staff meetings
Records of meetings with parents
Co-ordinators reports
Record of complaints
Record of activity programmes
Staff journals
Observing children’s engagement in activities
It is important that someone, preferably a designated person is taking an overview of things. Keeping
day to day records is necessary but it is only when someone takes the time to deliberately look for any
recurring trends or patterns in these records that the need for action is really identified. This action
often takes the form of a specific targeted evaluation exercise.
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How to Evaluate
On-going collection of data or monitoring has already been mentioned, alongside this there are many
formal and informal methods of evaluation. Neither is more or less useful than another but the more a
service uses the better. Though, it has to be stressed that written records are essential.

Is there sufficient
openness and
commitment to
improvement
among the staff and
management to
enable them to take
part successfully in
self-evaluation?

What is the
service doing
already to
evaluate the
quality of its
own provision?

Has the leader planned
carefully to ensure that
self-evaluation can be
managed within the
service’s existing work
schedule and the time
available?

What steps has the
service taken to
ensure that all staff
and management
understand the
process of selfevaluation?
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How is good
practice shared
and spread
throughout the
service?

How does the service
intend to build selfevaluation into its
normal way of working
so that all staff are
involved continuously in
improving the quality of
the provision?

What guidance and
support will the
service need to help
it develop the
process of selfevaluation?
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Many of the ways listed below are suitable for parents and children alike.
Staff should have designated times to meet with their line manager and these meetings or supervision
times are probably a good forum for staff to feed back their views on the service in general along with
any other specific issues. These meetings, of course, need to be recorded.
Ongoing consultation / feedback channels involving children, parents and staff
Wall charts and displays
Suggestion boxes
Newsletter letters
Newsletter return slip
Informal day to day chats
Meetings
One to one contact with children and adults
Periodical feedback consultation exercises

Questionnaires
Open days
Open meetings
Surveys of the wider community and potential customers
Children’s activities e.g. Design a poster advertising what is good about the After School Service
Children’s meetings
Who should be involved?
The management should initiate the process and then everyone including parents, children, staff,
schools the wider community and all other stakeholders should be involved in evaluating the service
you provide.
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Consultation, Planning and Action
The three main elements of evaluation are consulting with all interested parties about the existing
service and how this could be improved and then planning for the implementation of any changes and
improvements if they are identified as viable. Evaluation is only truly valuable if you are prepared to
take action on what you find.
Example:
A trend of behavioural problems has been noted from the incident book, the individuals involved
are consulted on their view of the service, during which they all say they are bored with the
activities on offer. The evaluation has produced a probable root cause of the trouble but it is
important to decide how this knowledge is going to inform your future activity planning.
If monitoring and evaluation are built into the services procedures many problems will be detected
early on and may be addressed - before they become too serious. Time will be saved and stress
lessened. Children’s development and progress within the services will also be monitored to ensure it
is working in their best interests
Conclusion
The message that After School providers need to give out is that it is interested in listening to the
views of everyone involved. Effective and meaningful consultation therefore must be high on the
agenda and all channels of communication open. All those involved should see the service as being
managed professionally with reflection and evaluation taking place on an ongoing basis in order to
inform planning, future change and improvement.

The BCCN After School Service Evaluation System is a tool that has been developed to help you to
constantly review and evaluate your Service.
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The BCCN Quality Development CD for After School Services
The CD has been compiled to assist After School Practitioners access the various records that are
incorporated in this Information Pack.
All of the records contained on the CD are in Microsoft Word and can be adapted to suit your needs.
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References and Further Reading:
After School + A Practice Guide for Providers, Stephanie Holt with Esther Pugh - Barnardos 2004
After-School Programs: Keeping Children Safe and Smart - U.S. Department of Education 2000
A Step by Step Guide to Developing a School Age Childcare Service’ County Childcare Committees
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Co-ordinating Committee. Childcare Directorate, Department of Justice, Equality and Law Reform
Ireland June 2005
Fire Safety in Pre-schools – a guide to fire safety in premises uses for Pre-school services Department of the Environment 1999
Food and Nutritional Guidelines for Pre School Services - Department of Health and Children
Healthy eating for children pamphlet - HSE-NE Health Promotion Unit
Infection in school – a manual for school personnel
Inside Out: Creating Dynamic Environments for Children to Play and Learn DVD BCCN 2009
Legislation Handbook for Childcare Providers – BCCN & Barnardos, 2005
National Institute on Out-of-School Time - Wellesley College Centre for Research on Women, 2000
Our Duty to Care: The Principles of Good Practice for the Protection of Children and Young People
Department of Health and Children
Out of School Care: Guidance to the National Standards - Ofsted DfES 2001
Putting Children First - Quality Practices Guide - National Childcare Accreditation Council Australia
2003
PlayBoard - Pathways to Excellence - Quality Assurance Pack UK 2003
Safe Keeping - A good practice guide for health and safety - DfES 2000
School Age Childcare - Code of Practice, Mary Moloney - Limerick City Childcare Committee 2005
School Age Childcare - Network / Training Combined Report, BCCN 2003
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School’s Out - A Practice Manual for Providers, Mary Moloney, Limerick City Childcare
School’s Out - A Practice Manual for Providers - Video, Limerick City Childcare
Schools Out - Framework for the Development of Out-of-School Care - Scottish Executive 2003
School’s Out - The Development of the Out of School Sector in Counties Leitrim and Sligo 2005
Supporting Quality - Guidelines for best practice in early childhood services (second edition)
Barnardos 2003
Supporting the Development of Quality Childcare in County Monahan - video, Monaghan CCC Ltd
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County Childcare Committees
Carlow Childcare http://www.carlowccc.com
1H

Cavan Childcare http://www.cavanccc.ie
12H

Clare Childcare http://www.clarechildcare.ie
13H

Cork Childcare http://www.corkchildcare.ie
14H

Cork City Childcare http://www.corkcitychildcare.ie
15H

Donegal Childcare http://www.donegalchildcare.com
16H

Dublin City Childcare http://www.childcareonline.ie
17H

Fingal County Childcare http://www.fingalcountychildcare.ie
18H

South Dublin County Childcare http://www.southdublinchildcare.ie
19H

Dun Laoghaire/Rathdown Childcare http://www.dlrcountychildcare.ie
20H

Galway Childcare http://www.galwaychildcare.com
21H

Kildare Childcare http://www.kildarechildcare.ie
2H

Kilkenny Childcare http://www.kkccc.ie
23H

Kerry Childcare http://www.kerrycountychildcare.com
24H

Leitrim Childcare http://www.leitrim.ie/Community/childcare
25H

Limerick Childcare http://www.clcc.ie
26H

Limerick City Childcare http://www.limerickcitydb.ie/childcare
27H

Laois Childcare http://www.laoischildcare.ie
28H

Longford Childcare http://www.longfordchildcare.ie
29H

Louth Childcare http://www.louthchildcare.ie
30H

Mayo Childcare http://www.mayocdb.ie
31H

Meath Childcare http://www.community.meath.ie
32H

Monaghan Childcare http://www.monaghanchildcare.ie
3H

Offaly Childcare http://www.offalychildcare.com
34H

Roscommon Childcare http://www.roscommonchildcare.ie
35H
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Sligo Childcare http://www.sligochildcare.ie
36H

South Tipperary County Childcare http://www.southtippccc.ie
37H

Waterford City Childcare http://www.waterfordcitychildcare.com
38H

Waterford Childcare http://www.waterfordcoco.ie
39H

Westmeath Childcare

http://www.westmeathchildcare.ie
40H

Wexford Childcare http://www.wexfordchildcare.ie
41H

Wicklow Childcare http://www.wicklowcountychildcare.ie
42H
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Other Websites of Interest
Border Counties Childcare Network
www.bccn.ie
43H

Barnardos Ireland
www.barnardos.ie
Children's Right Alliance
www.childrensrights.ie
Department of Health and Children
www.doh.ie
Department of Justice, Equality and Law reform
www.justice.ie
Department of Education and Science
www.gov.ie/educ
Department of Social and Family Affairs.
www.dscfa.ie
European Forum for Child Welfare
www.efcw.org
International Forum for Child Welfare
www.ifcw.org
Irish Society for the Prevention of Cruelty to Children (ISPCC)
www.ispcc.ie
IPPA - the Early Childhood Organisation
www.ippa.ie
Irish Charities Tax Reform Group
www.charitytaxreform.com
Focus Ireland
www.focusireland.ie
National Children’s Nursery Association (NCNA)
www.ncna.net
National Children's Office (NCO)
www.nco.ie
National Youth Council of Ireland (NYCI)
www.youth.ie
Peninsula Business Services (Ireland)
www.peninsula-ie.com
Playboard Northern Ireland
www.playboard.org
UNICEF
www.unicef.org
VatCampaign.com , Help Irish Charities Reclaim VAT
www.vatcampaign.com
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Border Counties Childcare Network M:Tek Building, Armagh Road, Monaghan
Tel: 047 72469 Email: info@bccn.ie Website: www.bccn.ie
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