Parent’s Handbook

Community Childcare

Suaimhneas

Portlaoise Family Resource Centre,
Harpurs Lane, Portlaoise
057 8686158

‘’Our children are watching us
live and what we are shouts
louder than anything we can
say’ “ W. Peterson

Suaimhneas Parent’s Handbook
We would like to take this opportunity to welcome all parents,
guardians and children to Suaimhneas Community Childcare.
This handbook was designed by our staff team to give a brief
overview and introductory guide to our service and the type of
childcare we aim to provide. Please ensure that you read this
handbook carefully and feel free to ask any questions about matters you do not understand. In addition, please familiarise yourself with the full details of our policy and procedures handbook
which is available from reception.
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Appendix: I

Preschool Regulations Information

Appendix I
Pre-School Regulations Information
There are specific legal requirements covered in the Preschool
Regulations for all the following areas:
•
Health, welfare and development of the child
•
First Aid and medical assistance
•
Management and staffing
•
Behaviour management
•
The number of preschool children who may be catered for
•
Keeping a register of preschool children
•
Records
•
Providing information for parents
•
Fire safety measures
•
Premises and facilities including heating, ventilation, lighting, sanitary accommodation
•
Equipment and materials
•
Food and drink
•
Safety measures
•
Facilities for rest and play
•
Furnishing of information to the Health Service Executive
(HSE)
•
Insurance
•
Inspection (which is carried out by Tusla)

Suaimhneas Community Childcare complies with the Early Years
Services Regulations 2016. For a full copy of the document please
contact a member of staff.
Suaimhneas Community Childcare
Treo Nua Resource Centre
Harpurs Lane
Portlaoise
Co. Laois
Tel: 057 8686158
Childcare Manager: Carol Donohoe

Section 1:

Mission statement and aim

Section 12—Fee Structure

Hours

Weekly
Fee

Daily Rate

Full Day Care

8am – 6pm

€185

€37

It is the aim of Suaimhneas Community Childcare to provide
childcare which values a home from home environment. We will
achieve this through providing childcare which is community
based, dependable, affordable and professional. Our staff aim to
create an environment which values diversity and equality, positivity, warmth, cognitive and sensory stimulation and which is
developmentally appropriate to each child’s individual needs.
Staff will also endeavour to provide a curriculum based on play
and directives from Síolta.

Part Time

9am—2pm
2pm—6pm

€95

€19

Section 2:

Table of Fee Structure
Type of Care

Playschool

9am – 12pm

12:15pm – 3:15pm

ECCE

ECCE

After-school

2:15 – 3:30hrs

€68

€13.60

Sessional
(Homework)

1 – 2 hrs

€37

€7.40

For information on CCS, ECCE and other Schemes please talk
to a member of staff.

About our service
Suaimhneas community childcare provides care for children
from 12 months right through to school age children. The centre is purpose built to cater for individual age groups through
the use of age appropriate rooms, such as our wobbler room,
toddler room, preschool and after school rooms.
The service receives funding from Pobal NCIP Schemes including the ECCE scheme, CCS and TEC schemes. These schemes are
incorporated into the fees policy to suit all personal circumstances. For more information on these schemes or to check
your eligibility please contact the childcare manager.

Section 3:
Waiting list

The waiting list for Suaimhneas Community Childcare will act as
follows: places for children will be allocated on a first-come firstserved basis. Places will continue to be allocated until the maximum number of children allowed for space and adult/child ratios is reached. Thereafter a waiting list will be compiled and places allocated as they arise. Expectant mothers can use the waiting
list system but cannot be guaranteed a place at a specific time.
No preference will be given to siblings of children already in attendance.

Section 4:
business hours / holidays / ratios
Suaimhneas Community Childcare will operate between 8am and
6pm Monday through Friday. However extended hours from 7am
to 7pm will be available should the demand arise.
Our service will close on December 23rd and reopen the first
working day of the New Year.
We will close all public holidays and Good Friday.

(13) Consent forms: as part of the registration pack all parents
will be given an overall consent form. This completed consent
form will permit staff to take photographs and pursue child observations. Reminders of any events will be delivered to parents
prior to the children’s participation in any of the above events.
(14) Nappy changing policy: Suaimhneas childcare has an in dept
nappy changing policy. Please see full details in the policy and
procedure handbook.
(15) Toilet training policy: toilet training is an important milestone for young children. Suaimhneas childcare recommends
that a combined effort is agreed between both staff and parents
before it is pursued. On occasions staff may recommend a child
commence or refrain from toilet training until the individual
child/parent is ready. Please see policy and procedure handbook
for full details.

Adult child ratios:
these ratios are in line will current recommendations and preschool regulations.

(16) Curriculum: Each individual room will have an appropriate
curriculum designed to cater for the specific age group and individual needs of the children, which will incorporate Aistear and
Siolta learning goals and quality assurance. For more information
please discuss with your child’s keyworker.

Babies over 12 months

1 adult to 5 babies

The Suaimhneas Policy and Procedure Handbook details each of
our childcare policies, above is a very brief introduction to each
policy

Children 1 to 2 years

1 adult to 5 children

Children 2 to 3 years

1 adult to 6 children

Preschool

1 adult to 10 children

After School

1 adult to 10 children

(17) Communication: Sharing information with parents is a priority at Suaimhneas. Staff will always be available to discuss any
issues concerning children. We will communicate through face-to
-face contact, text messages, notes, leaflets & bulletins to keep
parents informed of changes & events in the crèche.

(7) Positive behaviour management: all staff in Suaimhneas
Childcare use positive behaviour management techniques
through the use of age appropriate reinforcement, praise and
distraction whilst using this simple but very effective verse: ‘be
nice, be good, be careful, be kind and don’t hurt anyone.’ Please
see full details in policies and procedures handbook
(8) Voluntry Workers/Students: both students and volunteers
are welcomed at Suaimhneas Community Childcare on the condition that they have current Garda clearance, however they will
not be included in ratios for any particular room.
(9) Medication policy: in exceptional circumstances staff will be
permitted to administer prescribed medication. This can only be
done with prior written consent from parents. Staff will only administer medication if it is labelled with the child’s name, is in
the original package and states the specified dose for the individual child. Again please see more in depth details in the policy
and procedures handbook.
(10) Sleeping/nap policy: staff will endeavour to fulfil parents
and child’s individual needs in relation to a sleeping and nap
routine. All children will be allocated personal cots/beds and
sheets. Staff will follow national guidelines in relation to the
prevention of SIDS, which includes the use of safety mattresses,
aerated blankets and children sleeping firmly on their backs.
(11) Use of the snoozle room: all children will be offered the
use of the snoozle room which, through use of appropriate sensory equipment, aids relaxation. Time will be allocated within
the curriculum for this sensory discovery and development.
(12) Withdrawal policy: for both voluntary and involuntary withdrawal two weeks’ notice will be required. Please see full withdrawal policy for further details.

Section 5:
Registration Pack
Upon acceptance of a place in Suaimhneas Community Childcare each parent/guardian will be given a registration pack
which will include the following:
Parent’s handbook, Policy and procedure handbook, Contract,
fees and payment details, authorised collector’s allocation, relevant medical information and other details about the child.
Section 6:
Information on fees
Please see the table at the end of this handbook to view the fees
for your individual childcare plan. The centre opens from 8am –
6pm and will facilitate parents childcare needs as far as possible within these hours. We will provide extended childcare if
there is a demand from parents, e.g. 7am to 7pm. Fees must be
paid in advance and the withdrawal notice is two weeks. Please
see full policy and procedure handbook for details on other fees
including late fees, holidays, etc.
Section 7:
Information on staff
It is the aim of Suaimhneas Community Childcare to provide
quality staff throughout the centre. Each room will work on a
keyworker and assistant system. Details on staff qualifications
and references can be found in the lobby area of the Suaimhneas Childcare Centre. The amount of staff present at any given time will be in line with recommended ratios in the preschool
regulations. Ratios will not include volunteers or students on
work experience. All staff have current Garda clearance and first
aid training. If you require any further details please contact the
Childcare manager.

Section 8:
Settling in policy
All children will be subject to a settling in period. This is a period of time in which children will be introduced to their keyworker and assistant and a time to adjust to other children and
the childcare setting itself. It is felt completely necessary that
each child / parent experience a settling period so both have a
successful and appropriate introduction into Suaimhneas Community Childcare. This is a time where children build up confidence in being separated from their primary carers and parents
adjust to any anxiety they may have during this time. Staff will
support both children and parents as far as possible, to make
the transition as easy as possible, for all parties. This can be
achieved through the use of positive encouragement and an
open door policy. Please see full settling in policy for in depth
detail.
Section 9:
Parent/keyworker communication
Both parents and staff will communicate on a daily basis in both
written and verbal formats. This is important so that parents
are involved in the daily activities of their children and so staff
can be updated and informed about necessary information on
the children. It is vital that parents and staff develop a good relationship as this assists in forming a trusting and caring relationship with the children.
Section 10:

Open Door Policy
Both keyworkers and the childcare manager will endeavour to
have an open door policy to discuss any issues or concerns parents have about their child/children. However, in the event that
a member of staff feels the safety and welfare of a child may be
affected, a suitable appointment will be made for a more appropriate time to discuss the concern or issue.

Section 11:
Overview of policies
(1) Authorized collections of children: if appropriate 3 people will
be allocated as authorized collectors of a child, details of each individual including relationship to the child, address and telephone
number will be kept on the child’s file.
(2) Signing in and out of the centre: Parents/guardians must ensure that they sign in and out of the childcare centre every day
stating both date and time.
(3) Menu/meal times/ feeding under ones: it is the policy of
Suaimhneas Community Childcare to provide a healthy and nutritious menu for children. Parents must provide formula or breast
milk for children if they wish for their children. The menu will be
posted in the lobby area of the Suaimhneas Community Childcare
centre and changed weekly.
(4) T/V and outdoor play: the use of TV and DVD will be limited to
educational programmes except in the circumstances of a special
occasion or treat for the children. If any parents have any concerns about this please inform staff as soon as possible. Outdoor
play will be an active part of the children’s curriculum and children will be encouraged to participate, if weather permits, all year
round. Again if parents have issues or concerns about this they
should speak to staff as soon as possible.
(5) Illness policy: this policy is extremely important and full details should be read carefully from the policy and procedure handbook.
(6) Severe weather notification: parents will be notified by phone,
with as much notice as possible, in relation to closures of Suaimhneas Community Childcare due to severe weather.

