Accident Policy

· All staff receives training in the club’s emergency procedures in case of fire or any other situation requiring the evacuation of building.  Fire drills are held regularly in which children will participate.

·  Minor accidents ( cut; bruises etc) are treated by play workers trained and approved in First Aid.

· Health and Safety checks involving fire precautions, equipment, premises and other potential hazards are carried out regularly.

· All accidents, near missed, faulty equipment, and hazardous situations should be reported to the co-ordinator and entered in the daily logbook.

· In the event of a child/young person being seriously injured during a session, they will be transported to the nearest source of emergency care i.e. A&E room and their parent/career contacted and informed of the situation. The staff will complete an accident report form and record the accident in the daily logbook. Parents will be asked to sign the report.

· Any accident or emergency requiring treatment or action by the club staff will be referred to the Co-ordinator who will be responsible for whatever action is taken and ensure all necessary reports are completed.

The [name of naíonra/school] will follow the Social Service Guidelines regarding the reporting of any suspected child abuse or neglect. This is our legal, moral and professional obligation.

Admissions Policy

Being a committed provider of equal opportunities, we support the local community by providing access to our setting regardless of religions, disability, linguistic needs, sexual orientations, gender or age.

Statement of intent

The Cumann Iarscoile will ensure the setting is genuinely accessible to children and families from all sections of the local community.

Procedures

This will be achieved by:

· Ensuring the existence of the Cumann Iarscoile is widely known in all communities through advertising.

· Making our Equal Opportunities Policy widely known.

· Admitting children/young people according to the set criteria

· Admitting children/young people aged 4-12 years.

· Requiring parents to complete the cumann Iarscoile registration form.

· Arranging our waiting list in order according to our admissions criteria.

· Ensuring a maximum enrolment of 24 places per session.

· Monitoring admissions to our cumann Iarscoile to ensure no accidental discrimination is taken place.

Criteria for admission

Criteria for admission is on a first come first serve basis, with initial priority given to

· Children attending the Gaelscoil 

· Children of staff working in the setting

· Siblings of children attending the Gaelscoil 

· Other children from the area attending other Irish language schools

The Cumann Iarscoile  reserves the right to review your child’s place in the case of continual absenteeism, non-payment of fees or continual inappropriate behaviour by the child.

Aims and Objectives

The Cumann Iarscoile  is committed to providing high quality childcare provision for Irish speaking children and their siblings in a warm and friendly atmosphere. We aim to provide appropriate play provision that takes into account the seven play objectives as set out in Best Play 2000. We offer a child centred play environment and encourage the children/young children to freely choose which activities to participate. Children are in involved in the planning and evaluation of activities.

We also aim to promote a positive attitude to the language in the area by encouraging learning in both adults and children. We aim to involve parents and volunteers in the provision, providing training where possible, and are continuing to forge links with other groups and schools in the area.

The Cumann Iarscoile  is committed to providing a healthy and positive setting for children in our care and as such operates a strict no smoking policy. Smoking is not permitted in the setting and there is to be no smoking by staff or volunteers outside while children are present.

BEHAVIOUR POLICY

We believe that children/young people go through many stages as they grow.  They have to cope with establishing themselves as a person and then as part of a group.  

Policies Statement of Intent

We set high expectations of behaviour through encouraging and praising good behaviour and using the reward system – crann órga, parental involvement and certificates to praise good behaviour.  

We aim to work towards a situation in which children /young people can develop self –esteem and self-discipline in an atmosphere of mutual respect and encouragement.  We aim to provide a happy, caring environment with challenging activities. In the case of a particular incident or persistent unacceptable behaviour we always discuss ways forward with parents and other advisors.*  

In order to achieve this

· All adults will endeavour to provide a role model for the children with regard to courtesy, friendliness and care.

· Adults will encourage children/young people to take responsibility for their own actions, and learn respect for others.  This means that children/young people will be offered realistic goals based on reasonable limits.

· All adults will ensure that these goals are applied consistently to the children/young people acknowledging that they might have difficulty coping with group situations (sharing, following routines etc).  

· Adults in the setting will actively acknowledge the feelings that the children/young people may be expressing (anger, sadness, etc) while explaining that they must not hurt anyone else.  It is the after schools policy to explore and understand all feelings.

· Behaviour, which may be acceptable in the child’s/young person’s home environment, may not be allowed in after schools.  (It must however be stressed that it is the behaviour that is unwelcome and not the child/young person

· Adults in the setting will praise and endorse desirable behaviour such as kindness and willingness to share through crann órga, certificates for best Irish and behaviour.  

· In the event of a child/young person hitting out at another child, a staff member will explain to the child why we don’t hurt others and encourage the child to apologise to the child/that has been hurt.  

Procedures

Procedures for encouraging acceptable behaviour

· Crann órga – adapted and developed.

· Through induction all new staff are introduced to this policy and are asked to sign to say that they have read and agree to implement the policy.  

· Agreed rules/goals and boundaries are discussed with the children/young people and are also displayed on the parent’s notice board.  Displayed in photographs and discussed developed through role-play, drama, stories and discussion in circle time.  

Procedures for managing unacceptable behaviour

· Refer to roles/goals and photographic display.

· Give children the chance to resolve their own disputes with appropriate guidance and support.

· Calm intervention

· Encourage children/young people to express/discuss their feelings.

· Reinforce boundaries.

· Divert child/young people’s attention.  

· Use appropriate strategies, as follows.

· Specific goal rewards.

· Observation and monitoring.

· Meeting with parents/carers.

· Agreed Links with home, implement programme with review date.  To be signed by staff and by parents.

· Daily reward sheet between after schools and home in partnership with parents/carers.  

· Key worker support with focused reward programme.

· Review meeting in the event of goals not being reached.  

Further Strategies may explored including;  

· Parental/carer presence in play setting.  

· Temporary removal from play setting in the event of a further breach of health and safety guidelines.  

· A review of hours in setting.  

· Withdrawal of provision.

Parents or school will seek advise from a range of bodies including Health Visitor / GP / Social Services.                                

Promoting positive behaviour

The Cumann Iarscoile works closely with the Gaelscoil in promoting positive behaviour.

The Golden Tree reward system is used effectively throughout the school and Cumann Iarscoile . The rules are clearly explained and discussed and set by the children/young people.

· The staff will provide a positive role model for the children/young people relating to manners, courtesy, empathy, friendliness and care.

· Staff will encourage children/young people to take responsibility for their own actions. Children/young people will be disciplined by rules set by the children/young people and staff based on their aged and stage of development

· Staff will ensure that that these rules are consistently applied to the children/young people taking into account times in which children/young people may be ill, trouble, coping with difficult situations or have special needs.

· Staff in the setting will acknowledge the feelings that the children/young people may express (anger, sadness ect.) through it must be explained that they must not hurt anyone (physically or mentally), teaching them alternative way to express their feelings that feelings that is acceptable within the centre

· Staff will continue to praise the children/young people for acceptable behaviour, i.e. sharing, taking turn ect.

Dealing with unacceptable behaviour

· Physical punishment such as smacking or shaking will be neither used nor threatened

· Staff will not shout nor raise their voices in a threatening way

· Staff should avoid labelling children/young people. Labels can have undesirable long term effects and contradict anti-discrimination policies

· Any behaviour problems will be handled in a developmentally appropriate fashion respecting the child/young person and their level of understanding and maturity

· All incidents of unacceptable behaviour should be reported to the supervisor and recorded and reported.

Child Protection Policy

Staff and volunteers in the Cumman Iarscoile are committed to practice, which promotes the welfare of children/young people and protects them from harm. We wish to ensure that all children/young people participate in an enjoyable and safe environment in which they can have fun and feel valued.

Staff and volunteers in this organisation accept and recognise our responsibilities to develop awareness of the issues, which cause children harm, and to establish and maintain a safe environment for them. We are committed to reviewing our policy, procedures and practice at regular intervals.

We will endeavour to safeguard children by

· Following carefully the procedures laid down for recruitment and selection of staff and volunteers.

· Providing effective management for staff and volunteers through supervision, support and training.

· Reporting concerns to statutory agencies that need to know and involve parents and children appropriately.

· Adopting child protection guidelines through a code of behaviour for staff and volunteers.

· Sharing information about child protection and good practice with children, parents, staff and volunteers.

· Ensuring safety procedures are adhered to.

If you suspect abuse or a child/young person discloses abuse you should

· Act promptly

· Record concerns or disclosures within one hour. All concerns, disclosures and allegations should be recorded on forms provided and passed to the designated officer.

· All concerns should be recorded and passed to the designated officer, no matter how insignificant they may seem, whether they relate to situations internal or external to your organisation. For instance concerns connected to a family or school situation should be noted as well as concerns related to your organisation.

· If a child/young person makes a disclosure, you should reassure them, let them know that they done the right thing by telling you. Do not ask questions just listen to what they want to tell you.

· The designated officer must make detailed notes from the member of staff involved. These notes must be recorded on the Confidential Suspected Abuse Forms. 

· The designated officer should then plan a course of action. If there are concerns that the child may be at risk, there is an obliged to make a referral to social services. Unless there are concerns that a parent is the abuser, the parents will be informed immediately.

CODE OF CONDUCT

· No foul or abusive language or behaviour.

· No bullying

· Respect for others

· Staff are advised not to spend excessive time alone with children/young people.  Do not go into the toilet alone with children.

· Meetings with individual children should take place as openly as possible. If privacy is needed, the door should be left open and other staff or volunteers informed of the meeting.

· Never take or make arrangements to meet a child/young person alone in your home.  

· Staff should not meet with children/young people outside organised activities, unless it is with the full knowledge and consent of the parents and Cumann Iarscoile supervisor is aware of the meeting.

· Staff and volunteers are advised not to make unnecessary physical contact with children and young people.  However there may be occasions when physical contact is unavoidable such as:

- A distressed child/young person may need comfort and reassurance such as a parent would give;

- In the course of activities or games, there may be a need for physical support and for demonstration of exercises.

In all cases, physical contact should only take place with the consent of the child or young person.

· If a child/young person touches you in an inappropriate place record the incident and report it to another adult.  While the incident could be purely innocent or horseplay, efforts should be made to inform the child that this behaviour is not acceptable in a manner that does not intimidate the child/young person.

· It doesn’t make sense to take children alone in a car on journeys, however short, or to take children to their home.  Where occasions arise where it is unavoidable the car journeys, however short should be with the full knowledge and consent of the parents and management.  It is not good practice to be alone with the child in the car and if possible make your pickup point or drop-off point with at least two children.

Complaints/Comments Policy

Statement of intent

The Cumann Iarscoile aim to provide the highest quality care and play provision for all children/young people attending the group.

We aim to provide a warm welcome and caring environment within which all children/young people can learn and develop as they play.

We welcome comments/suggestions on how to improve the cumann iarscoile.

We endeavour to quickly and informally resolve concerns through discussion with the appropriate member of cumann iarscoile staff.

All comments and complaints will be taken seriously and dealt with fairly and confidentially.

If a parent/carer is not happy with any aspect of the provision and cannot informally resolve the issue they them follow the complaints procedure.

Procedures: We will seek parents view by:-

Comments:

· Encouraging parents/carers to place comments in the in the suggestion box which can be found in the hall.

· Ensuring comments are shared with staff and management committee on a regular basis.

Complaints

· Ensuring parents/carers are aware of the following steps to take if they feel a complaint is necessary.

· Concerned parents/carers should firstly speak to the cumann iarscoile supervisor.

· If the issue is not resolved or reoccurs the parent/carer should put their complaint in writing to the cumann iarscoile supervisor.

· If this fails to resolve the issue a meeting may be requested with the committee and supervisor (if appropriate) by writing to the committee chair.

· Both parties may have a friend/partner present and a written record of the meting will be kept.

· Most complaints are resolved at this stage – however should the parent/carer and cumann iarscoile fail to reach agreement an external mediator may be invited to help resolve the issue.

· In some circumstances it may be necessary to involve social services if a child appeared to be at risk or there was a possible breach of registration requirements. In this case a further investigation of the complaint would be carried out.

Confidentiality Policy

Principles

“Young children and families are entitled to expect that information about health, family circumstances, children’s development and behaviour shared with, or observed by, staff or volunteers will be treated in the strictest confidence”

Statement of intent

The Cumman Iarscoile respects the right for all information, records and observations to be treated with respect and with due attention to confidentiality and privacy.

However, the legal principle that “the welfare of the child is paramount”(Children Order NI) means that confidentiality comes second to the right of the child to be protected from harm.

Procedures

We will ensure that:-

· All registration forms and records of children attending the afterschools will be kept by the Afterschools supervisor in a secure place for 1 year and then destroyed confidentially. The Accident/Incident book should be retained indefinitely.

· Parents may have access to the records of their own children but may not have access to information about any other child.

· Any confidential information given by parents/careers to the afterschools supervisor will not be passed on to other adults without permission.

· Any anxieties/evidence relating to a child/young person’s personal safety will be kept in a confidential file and will not be shared within the group except with the child/young person’s key worker/the supervisor and the chair of the group.

· Information may be shared with social services in accordance with their guidance and regulations. Parental consent to be obtained beforehand, if appropriate.

· All issues pertaining to the employment of staff, whether paid or voluntary, will remain confidential to those persons who are directly involved with personnel decisions. Records should be retained for 7 years.

· All Staff, volunteers, students, parents/carers and committee members will be made aware of this confidentiality policy. The policy implementation will be reviewed regularly at staff meetings and committee meetings.

All the above points are subject to the overall commitment of the setting which is to the safety and well being of the children who attend it.

Any breach of confidentiality by any member of staff or committee will lead to disciplinary action.

Equal Opportunities policy

The un convention of the Rights of the Child (1991) states:

Children and young people have

· the right to survival and development 

· respect for the best interests of the child as a primary consideration 

· the right of all children to express their views freely on all matters affecting them 

· The right of all children to enjoy all the rights of the Convention without discrimination of any kind.
Basic Rights of children

Decisions involving children are based on the best interests of the child and a balance of respect for parent responsibility, recognition of the child's evolving capacities, and respect for children's basic rights.  

Children's rights include:

· the right to live freely, and a legal identity which provides access to services and protection 

· self-expression and participation in decisions which affect them, to their developmental ability                             

· privacy 

· freedom from discrimination or exclusion based on family status or beliefs, or individual disability 

· leisure and play and protection from economic exploitation 

· protection from harm, abuse and neglect 

· rehabilitative care after abuse and neglect experiences 

· respect for the dignity of the child in the juvenile justice system 

· a safe and healthy natural environment and protection from the impact of natural disasters 

· an adequate standard of living, with government assistance when required 

· adequate health care, which includes preventative care, and government assistance when required 

· A free and appropriate primary and secondary education.

Policy’s statement of intent

The Cumann Iarscoile is committed to promoting equality of opportunity by providing activities which are open to all children and their families. We aim to ensure that all individuals who wish to work in our afterschools as staff or volunteers have an equal opportunity to do so.

We promote equal opportunities trough a wide range of policies and procures which are reflected in the practice of our setting. The following policies and procedures should be referred to:-

· Admissions

· Recruitment and selection

· Partnership with parents/carers

· Special needs

· Healthy eating

Procedures

We provide equal opportunities by ensuring that

Meetings

The afterschools club will convene meetings at a time and venue that enable the majority of parents/carers to attend and to ensure equal access to information and involvement in the afterschools club

Language and information

· Members of the community are informed of the location and opening times of our afterschools club through regular advertising in the local media and display of posters/leaflets in the local amenities e.g. libraries, health centres, shops and post offices

· Basic information, written and spoken to be clearly communicated in as many languages and mediums as is necessary and possible

· Efforts will be made to accommodate individuals who use sign language as a means of communication

Access 

Everyone in the community regardless of religious affiliation, political background, race, culture, linguistic needs, disability, sexual orientation or age, has access to the afterschools club.

Activities

· All children/young people are to be respected and their individuality and potential recognised, valued and nurtured

· Activities and the use of play equipment should offer children opportunities to develop in an environment free from prejudice and discrimination

· Through the proactive use of planning development opportunities will be given to children/young people to explore, acknowledge and value similarities and differences between themselves and others

Resources

All materials are to positively and accurately reflect cultural and racial diversity. These materials should help children/young people to develop their self-respect and respect other people by avoiding stereotypes. Boys and girls are to have equal opportunity, and be actively encouraged to use all activities.

Discriminatory Behaviour/remarks

Any discrimination (language, behaviour or remarks) by children, parents or staff/volunteers is unacceptable in the afterschools club

Discrimination will be positively challenged by supporting the victim and helping those responsible to understand and overcome their prejudices.

Festivals

We aim to show respect for and awareness of all major events in the lives of the children and families in the afterschools club and in the wider society.

Without indoctrination we aim to acknowledge festivals celebrated by both families in our local community and in wider society through stories, activities, special foods and clothing with reflect the diversity of life.

Fundraising Policy

Fundraising is an integral part of an afterschools setting that supports the overall development of the setting.

Statement of intent

Within the Cumann Iarscoile fundraising is an integral part of our financial planning. Fundraising allows us to keep our fees to a minimum and enables us to make our cumann iarscoile accessible to all children.

Procedures

We will ensure that:-

· Through a sub-committee we will aim to organise e.g. four fundraising events throughout the year and apply to other sources of funding e.g. European funding, Lottery ect, to aid our fundraising efforts and help provide financial sustainability for the cumann iarscoile.

· We will encourage all our parents/carers, staff and the local community to support us in our fundraising efforts.

· In April the committee and staff will agree a fundraising strategy for the incoming year to meet financial commitments.

Health and safety policy

“Children have the right to be as healthy as possible, live and play in a safe healthy unpolluted environment and benefit from preventative health care and education.”(Article 24 U.N Convention on Rights of the Child)

Learning about health is an important area of learning. If good health habits can be developed early they are likely to be continued throughout life.

Statement of intent

The policy within the Cumann Iarscoile is to provide the children with a Healthy, Safe, Stimulating, Environment in which to work and play.

The Cumann Iarscoile promotes healthy eating habits, socialistion skills and healthy snacks.

Children/young people with special dietary needs are catered for

Procedures

We will endeavourer to maintain high levels of health and safety by ensuring that:-

Outdoors

· Parents will be advised of the groups’ safety precautions. E.g. shutting of gates, and car parking arrangements

· All outdoor areas, the play ground and equipment will be checked and cleaned before the children use them

· Checks will be made on the fencing around the grounds

Indoors

· The layout of the room will be safe for the children to move freely from area to area.

· The activities on offer will meet the needs of the group, providing the children/young people will challenge and the opportunity for success

· The room should be bright and well ventilated, providing the children/young people with a safe stimulating environment.

· The equipment and materials will be accessible and within all children/young peoples reach including children/young people with special needs.

· Dressing up clothes, blankets and aprons will be washed regularly.

· Children/young people will be encouraged to respect their environment and the equipment provided. Helping to tidy away at the end of the session can promote this skill.

· Staff and children will wear suitable clothing and footwear when in the setting.

· The art/sand/water areas will be kept clean with spillages being wiped up immediately in order to prevent accidents.

· The water in the children’s toilets is thermostatically controlled at a sfe temperature for their use.

· All staff should be aware of the correct procedure for lifting heavy equipment.

· If someone different is leaving or collecting a child from the setting patents/careers must inform staff beforehand.

· Due to insurance cover children may NOT enter the afterschools before 2.00pm and must be collected by 5.30pm.

· Written consent forms must be provided when children/young people are going on outings ect.

· Fire drills will be carried out once a month. These will be recorded and fire equipment checked and serviced frequently. New staff and volunteers will be made familiar with correct procedures in the event of an accident or emergency occurring.

· All staff should be aware of the assembly point in the event of a fire.

· When an emergency occurs workers should immediately cease what they are doing and assume their designated roles as quickly as possible.

· Fire exits must not be locked and access to them be clear at all times.

· Electrical plugs should be covered and power points sited in a safe place.

· First aid facilities must be provided. At least one adult on duty will be trained in first aid.

· The first aid box will be checked regularly by a member of staff.

· All staff must wear disposable gloves when dealing with an accident or when changing a child.

· All staff in the setting should be familiar with the process of dealing with inor cuts and bruises.

· All accidents must be recorded in the accident/incident book and signed by the person who witnessed the incident. The accident should be reported to the child/young person’s parent/career who must also sign the book. Accident books should be retained indefinitely.

Kitchen

· Children/young people will not have access to the kitchen.

· Kitchen areas and work surfaces will be kept clean and wiped daily with disinfectant.

· Covered bins in the setting and kitchen will be emptied daily.

· All tea towels and dishcloths will be changed daily.

· Any food required for the children/young people will be stored in a clean dry cupboard, or fridge. The fridge should be kept at the required temperature and foods stored separately to prevent cross contamination.

· Foods will be kept covered at all times.

· All fresh fruit and vegetables will be washed before use.

· Tables in the setting used for snacktime will be thoroughly cleaned before and after use. The floors should be swept when necessary.

· The children’s/young people’s cups, plates, bowls, jugs, knives, forks and spoons will be stored in the food preparation area.

· All potentially dangerous products including cleaning materials and medicines will be stored out of children/young people’s reach, in a locked cupboard.

Equipment

· Equipment is checked on a regular basis for any damage. If an item is considered unsafe it should be replaced.

· The children will be encouraged to respect materials and equipments. Children will be supervised at all times when using materials and equipment.

· Good teamwork is essential to ensure that all staff are conversant with health and safety issues and are able to follow the necessary checks and procedures.

· Staff and management committee members should be familiar with the Health and Safety Regulations agreed within Playgroup.

· The staff – child ratio will be adhered to in accordance with Social Services recommendations.

· Equipment and materials will be washed and sterilised weekly.

Hygiene

· All staff and children should wash their hands after using the toilet and before eating.

· Disposable towels will be provided for adults and children.

· Groups should have clear guidelines specifying the limitations on attendance of sick children. Provision should be made for the notification of the sick child/young person’s parents/carer, the comfort of the child and protection from infection of the other children/young people in the setting.

· If there is an outbreak of head lice all parents/careers will be informed and any necessary precautions taken.

· All records kept on individuals are strictly confidential and are accessible only to that named person. However the legal principle that “the welfare of the child is paramount” (Children’s Order NI) means that the confidentiality comes second to the right of the child to be protected from harm.

Health Promotion

Personal Hygiene

The staff in the cumann iarscoile will promote children’s understanding of the importance if personal hygiene. We will maintain high standards of personal hygiene and cleanliness and prevent the spread of infection by ensuring that;

· Hands are washed after using the toilet.

· Children are encouraged to shield their mouths when coughing.

· Tissues will be available and children will be encouraged to blow their noses when necessary. Soiled tissues will be disposed of hygienically.

· Hygiene rules with relation to bodily fluids will be followed and all staff and volunteers will be aware of how infections, including H.I.V. are transmitted.

· Any spills of blood, vomit or excrement will be wiped up and flushed away down the toilet. Floors and other infected surfaces will be disinfected. Staff must wear rubber gloves when doing cleaning of this kind. Any cloths used will be washed in the washing machine.

· Garments contaminated with bodily fluids and soiled garments will be wrapped in plastic bags and sent home. 

It is the policy of our cumann iarscoile to work with parents in dealing with illness in children and to prevent where possible the spread of infections in an cumann iarscoile by the following means;

· Parents are asked to keep their children at home if they have any infections, and to inform the afterschools staff as to the nature of the infection so that the cumann iarscoile can alert other parents, and make careful observations of any child who seems unwell.

· Parents are asked not to bring into the afterschools any child who has been vomiting or had diarrhoea until at least 24 hours has elapsed since the last attack.

Parents will have the opportunity to discuss health issues with cumann iarscoile staff and will have access to information available to cumann. The cumann iarscoile will maintain licks with our local Heath Visitor Ann O Callaghan- Contact Number 028 90327613.

Healthy Eating Policy

Children have the right to be healthy as possible, live and play in a safe, healthy, unpolluted environment and benefit from preventive health care and education.

Statement of intent

The Cumann Iarscoile is committed to promoting children/young people’s health and to encourage healthy eating habits.

Procedures

The cumann iarscoile will therefore endeavour to provide snacks, which are healthy and nutritious and help to provide children with the energy and nutrients they need.

Snacks and Drinks

· When snacks are provide they are healthy and nutritious and help provide children/young people with the energy and nutrients they need.

· Fresh fruit is always available.

· Sweets and fizzy drinks are not routinely offered.

· Where possible snakes are sugar-free to avoid causing damage to teeth. Fresh fruit is an ideal snack choice.

· Whole milk or water is provided for children as a drink

· If on occasions juices and squashes are given, these are well diluted and given only at mealtimes, to avoid causing damage to teeth

Rewards and Special occasions

· Praise and attention are use to help develop children’s/young people’s self esteem and to act as a positive reward for good behaviour.

· If other forms of reward are used, they support and do not conflict healthy eating principles. For example, sweets and fizzy drinks are not given as rewards.

· Celebration of birthdays and other special occasions e.g. Easter, New Year ect, focus on the sense of occasion rather than simply the provision of rich, sugary food and drinks.

Activities

· Healthy eating is promoted through arrange of activities for the children/young people including plays, stories, music, outings, cookery ect.

· The cumann iarscoile participants in special campaigns and initiatives such as healthy eating campaigns, healthy snacks awards ect.

The implementation of this Healthy Eating Policy will not only relate to the provision of healthy foods and drinks within the setting, in order to promote the nutritional and general well being of the children, but it will also address food related activities involving the children/young people which should encourage and enable them to make healthy choices in the future.

Medication Policy

The member of staff who takes the Medication slip from the Parent MUST CHECK that written permission forms are filled in correctly and clearly.

Before administering any medication:

· Written permission forms MUST be filled in from Parent/Guardian. [Date, child`s name, Parent/carers name, name of medication, dosage, instructions, signature].

· Long term medication forms [ e.g. for a week] should clearly state the dates the medication is to be administered, for example: 1st November 2004 to 5th November 2004 INCLUSIVE.

· Ask about any possible side effects.

· Check medication for date/name.

· Have some one at hand to witness you administering medication and sign that the correct dosage was given.

· Follow Parents instructions.

· Record in childs Medication Record:

1. Date.

2. Time.

3. Medication.

4. Amount.

5. Signatures given by witness and Parent.

Do Not give medication if the permission slip 

· Is not filled in correctly or clearly

· Is not signed

· Is out of date

· Has a different name than that on the medication.

Ask Parent to read and sign at the end of the day and return medication to Parent.

KEEP PERMISSION SLIP IN CHILDS PERSONAL FILE

Partnership with Parents/Carers Policy

Statement of intent

The Cumann Iarscoile recognises the importance of working in partnership with parents/carers to promote the best interests of children/young people and that parents play a key role in the education of their children. This afterschool will work in partnership with and support parents in the role.

Procedures

To achieve this the Cumann Iarscoile will follow the following procedures:

· Ensure parents/carers are given regular information about their child/young person progress through informal and formal feedback- verbal and written.

· Welcome the contribution of parents/carers and consult with parents/carers on a regular basis e.g. questionnaire, comments book.

· Have meetings at times and venues which are accessible and appropriate for all.

· Ensure that all parents/carers are informed about meetings and any other activities being organised by the setting.

· Encourage parents to be actively involved in the management committee.

· Inform parents/carers of the procedures for registering comments or complaints.

· Ensure all parents/carers are aware of the settings policies and procedures.

· Encourage parents/carers to contribute their own skills, knowledge and interests through activities in the setting.

· Encourage parents/carers to help with playgroup outings and fundraising events.

· Provide parents/carers with regular updated information by way of parents booklet, notice board, newssheets ect.

Polasaí Bailiú / Collection Policy

From school:

· Children will be escorted by a known member of staff who will always carry proof of identity and produce it when required.  Prior contact will be made with the school regarding staff identity and pick up arrangements.

· The children will meet the staff in an arranged place and a register will then be taken.

· Should a child be missing, the staff member responsible shall confirm with the school secretary that they were absent from school that day.

· The children will then be taken directly to the Club.  The staff member shall ensure that the children are kept in a group and the safest route is taken.

· Supervision ratios are in accordance with the Children’s Order (NI) 1995 guideline

Polasaí Bailiú / Pick up Policy

· According to Social Services guidelines, all adults collecting a child/children from an Cumann Iarscoile must present themselves to a member of staff.

· Children WILL NOT be released to adults for collection with out written or oral permission from a Parent/guardian.

· Pick up of the child / children should be no later than the time stipulated unless pre-arranged with staff.

Promoting positive behaviour

The Cumann Iarscoile  works closely with the Gaelscoil in promoting positive behaviour.

The Golden Tree reward system is used effectively throughout the school and Cumann Iarscoile . The rules are clearly explained and discussed and set by the children/young people.

· The staff will provide a positive role model for the children/young people relating to manners, courtesy, empathy, friendliness and care.

· Staff will encourage children/young people to take responsibility for their own actions. Children/young people will be disciplined by rules set by the children/young people and staff based on their aged and stage of development

· Staff will ensure that that these rules are consistently applied to the children/young people taking into account times in which children/young people may be ill, trouble, coping with difficult situations or have special needs.

· Staff in the setting will acknowledge the feelings that the children/young people may express (anger, sadness ect.) through it must be explained that they must not hurt anyone (physically or mentally), teaching them alternative way to express their feelings that feelings that is acceptable within the centre

· Staff will continue to praise the children/young people for acceptable behaviour, i.e. sharing, taking turn ect.

Dealing with unacceptable behaviour

· Physical punishment such as smacking or shaking will be neither used nor threatened

· Staff will not shout nor raise their voices in a threatening way

· Staff should avoid labelling children/young people. Labels can have undesirable long term effects and contradict anti-discrimination policies

· Any behaviour problems will be handled in a developmentally appropriate fashion respecting the child/young person and their level of understanding and maturity

· All incidents of unacceptable behaviour should be reported to the supervisor and recorded and reported.

Recruitment & Selection Policy

Statement of intent

The Cumann Iarscoile is an equal opportunities employer, who is committed to recruiting, appointing and employing staff in accordance with all relevant current legislation provide opportunities for ongoing training and protecting the rights of its employees. Actively seeking to offer job opportunities equally to both women and men, with and without disabilities from all religious, social and cultural groups.

Procedures

The Cumann Iarscoile will:

· Provide at least one member of staff to each 8 children/young people

· Advertise all jobs locally and externally ensuring their availability to the whole community

· Provide up to date job descriptions/specifications regarding vacant post, when the need arises

· Set up short listing panels, interview panels, seek at least 2 references from the applicant. One from previous employer

· Appoint  the best person for each job and will treat fairly all applicants for jobs

· Ensure all pre employment checks in conjunction with Social Services and Police are satisfactory

· Provide a Contract of Employment detailing terms and conditions, grievances and disciplinary procedures to each member of staff.

· Provide an induction for all new staff

· Introduce a probationary period for all new staff employed with a review period of 8 weeks.

· Review wages of staff on an annual basis each September/October.

· Ensure consultation with relevant agencies – Social Services, Playboard, equality Commission and Labour Relations Agency.

Settling-in policy

Statement of intent

At the Cumann Iarscoile we aim to ensure children/young people feel safe and secure in the absence of their parents/carers.

We will therefore endeavour to make the settling-in process a positive experience for children and will work closely in partnership with parents/carers to ensure this is achieved.

We recognise that in some cases there may be particular difficulties experienced by children/young people, parents/carers, and staff during settling-in period. All children are individuals and we plan to meet their individual needs and resolve any difficulties quickly and smoothly.

Procedures

We aim to provide an atmosphere in which parents and children are happy to use our centre. However, in the early stages of settling a child in these pointers are helpful.

· Encourage parents to visit the setting with heir child/children before admission

· Parents/carers are encouraged to provide cumann iarscoile staff with information on their child/young persons likes/dislikes, interests, achievements ect. 

· If a child/young person is taking a longer period to settle, the parents are encouraged to leave the child/young person for a short period, showing the child that the parent/career will return.

· Each child/young person will have a key worker who will support and encourage the child/young person and their parent/carer in settling in and becoming familiar with the surroundings and during their time in the setting.

· Parents are discouraged from calling in to see their child/young person during a session as this can cause upset for the child/young person.

· If a child becomes overly distressed the parent/carer will be contacted immediately.

· Parents are encouraged to bring children to all booked sessions as a good routine will help the child/young person settle.

Staff Development & Training Policy

Statement of intent

The Cumann Iarscoile recognizes the importance of lifelong training and believes that all adults working with children/young people should be committed to continuing learning and professional development. The Cumann Iarscoile will endeavourer to support all staff in their further development.

Procedures

To ensure this we:

· Will encourage all adults who are working with children/young people to be trained to the highest level.

· Believe that adult learning is a continuous process and value the variety of experience obtained from parents, committee members, staff and the wider community.

· Will ensure staff undertake relevant and up to date training where appropriate.

·  Will encourage all staff to take responsibility for identifying their own training and personal development needs.

· Will support staff to continue to up grade their knowledge by whatever means possible.

· Will provide funding for all approved training within financial constraints.

· Will provide support and supervision of staff on a monthly basis.

· Will support staff by means of regular appraisals (annual).

· Commit to promoting further training for parents and staff, through advertising and providing courses in which they can participate.

Staff Training and Induction

The Cumann Iarscoile  is committed to furthering the training for staff and volunteers in the setting. We will continually update staff/volunteer training needs and access training where possible in conjunction with training providers, i.e.: Broom Hall, Social Services, Health and Safety and Child Protection providers, First Aid, Playboard, Volunteer Development Agency and Nippa. New volunteers will be provided with initial induction and policy training in conjunction with the Gaelscóil. We also aim to provide language support for all our workers, in the form of hand-outs, classes and modelling.

1

