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WELCOME TO TREE HOUSE PRE SCHOOL & MONTESSORI  

  

 

At Tree House Pre School & Montessori, we are committed to providing a preschool service of the highest standard. We are 

notified to and inspected by TUSLA, (The Child and Family Agency) DES and POBAL.  

  

All our staff are fully qualified childcare practitioners, with full training and are a motivated and friendly team. We 

encourage a strong teamwork approach to help build and support our shared objectives. Tree House Pre School & 

Montessori is committed to equal opportunity in employment.  

  

Tree House Pre School & Montessori provides an excellent service for up to 35 children and aims to provide a home from 

home environment for children to develop their social, personal and educational skills and learn through a planned AISTEAR 

based curriculum.  

  

It is the policy our service that staff and parents work together to achieve the best possible learning experience for all of 

the children attending the service. It is our policy to involve parent/guardians at every level of their child’s development. 

 

Your child’s happiness and welfare and your peace of mind is most important to us. We provide a warm, loving, home-from-

home environment, where each child is treated with respect which will help them develop and learn as individuals while 

feeling safe and secure.  

  

Thank you for choosing Tree House Pre School & Montessori 

  

Elaine Dunne 

Owner 
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MISSION STATEMENT & AIMS 

 

 

TREE HOUSE PRE SCHOOL & MONTESSORI is committed to the best interests of the children, ensuring that all their 

physical, emotional, social, language and intellectual needs are met in a warm and welcoming atmosphere. 

 

 

Our aim is to support the learning and development of each individual child by providing a Montessori based integrated, 

balanced, broad and stimulating curriculum. Our Montessori Curriculum is guided by Dr Maria Montessori, creator of the 

Montessori Method of Education. Maria Montessori firmly believed that young children have incredibly absorbent minds, 

assimilating all that they see, hear and experience. The adult is formed through what he has absorbed through his 

environment. By thoughtfully planning the environment in which children live and learn, each child reaches his full potential. 

Our aim at Tree House is to encourage this method and for each child to reach its full potential. 

 

 

We aim to provide a secure learning environment which enables children to: 

 

 Be vibrantly inquisitive about new things 

 Acquire fine motor skills 

 Develop and analytical mind 

 Work independently 

 Work well with other as part of a team 

 Respect others 

 Feel purposeful and valuable 

 Derive satisfaction from achievements 

 Be happy and confident 

 Be tolerant and patient 

 Be appreciative and appreciated 

 

 

 

‘To assist a child, we must provide them with an environment which will enable them to develop freely’ – Maria 

Montessori 
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STATEMENT OF FUNCTION & PURPOSE 

 

 

At Tree House Pre School & Montessori, we are committed to providing a preschool service of the highest standard. We are 

notified to and inspected by Tusla, (The Child and Family Agency) DES and POBAL.  

 

All our staff are fully qualified childcare practitioners, with full training and are a motivated and friendly team. We 

encourage a strong teamwork approach to help build and support our shared objectives. Tree House Pre School & 

Montessori is committed to equal opportunity in employment.  

 

Tree House Pre School & Montessori provides an excellent service for up to 35 children and aims to provide a home from 

home environment for children to develop their social, personal and educational skills and learn through a planned AISTEAR 

based curriculum.  

 

It is the policy our service that staff and parents work together to achieve the best possible learning experience for all of 

the children attending the service. It is our policy to involve parent/guardians at every level of their child’s development. 

Your child’s happiness and welfare and your peace of mind is most important to us. We provide a warm, loving, home-from-

home environment, where each child is treated with respect which will help them develop and learn as individuals while 

feeling safe and secure.  

 

 

Address: The Minor Hall, Kilternan Centre, Enniskerry Road, Kilternan, Dublin 18 

 

Eircode: D18ET99 

 

Contact Person: Elaine Dunne 

 

Position in Setting; Owner 

 

Contact Telephone Number(s): 083 18512426 / 085 7250562 

 

Email address: elainetreehouse@hotmail.com  

 

Type of Setting:  Full Day Care - providing an Aistear based curriculum, with ECCE Scheme incorporated. 

 

Number of weeks open: 50 

 

Number of children and staff: 29 children, (aged 2½ -5) and 5 staff 

 

Person Responsible: Elaine Dunne 

 

 

This policy was adopted by TREE HOUSE PRE SCHOOL & MONTESSORI 

Date: 1st September 2019 

 

Signed by: ___________________________ 

Review Date:   30th August 2020 
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CHILD SAFEGUARDING SAFETY STATEMENT 2020 
 

 

Treehouse Pre School & Montessori offers pre-school and after school services to children in the Kilternan area of south 

county Dublin, operated by a group of fully qualified Montessori Childcare Practitioners, all educated to Fetac level 6. 

Treehouse offers a warm, welcoming environment for families and children tend to settle in quickly and easily to the 

routine. A full Montessori curriculum for 2.5 to 5 year olds, embracing the AISTEAR Curriculum is provided. An afterschool 

pickup service and an after school/homework club to parents of children attending local National Schools at our Kilternan 

location is also provided here from the following schools: 

 St. Patrick’s Glencullen, 

 Gaelscoil TC, Belarmine, 

 Educate Together, Stepaside 

 Kilternan Church of Ireland NS, 

 Our Lady of the Wayside Kilternan 

 Holy Trinity Leopardstown. 

 

We are committed to safeguarding the children in our care from any harm including, but not limited to accidents, incidents, 

and abuse of any nature. This is laid out in more detail in our Risk Assessment and policy Documentation. We have carried 

out an assessment of any potential harm to a child availing of our services, and we have identified policies and procedure to 

mitigate against these risks.  

 

Our Child Safeguarding Statement has been developed in line with requirements under the Children First Act 2015, Children 

First: National Guidance for the Protection and Welfare of Children (2017), and Tusla’s Child Safeguarding: A Guide for 

Policy, Procedure and Practice, in addition to guidelines set out in our own policies and procedures. All policies and 

procedures are available on request. 

 

Our Child Safeguarding Statement will be review every 12 months and the maintenance of same will be the responsibility of 

service owner. The overall accountability for the implementation of this statement lies with the service owner but is the 

responsibility of all staff to be familiar with and implement same.  

 

We recognise that implementation is an on-going process. Our service is committed to the implementation of this Child 

Safeguarding Statement and the procedures that support our intention to keep children safe from harm while availing of 

our service.  

 

This Child Safeguarding Statement will be reviewed on 1st October 2020, or as soon as practicable after there has been a 

material change in any matter to which the statement refers. 

 

 

 

Signed: ______________________________ Elaine Dunne 

 

For queries, please contact elainetreehouse@hotmail.com 
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PRIVACY STATEMENT 

 

 

We take protecting your data seriously here at Tree House Pre School & Montessori, and this how we collect, use, disclose, 

retain and protect your personal information.  The data we collect is information you have provided us with, to enable us to 

look after your children attending our service, and to communicate with you about what’s going on.  

 

Personal information we collect 

 

We collect information about the parents of children on our waiting list, this includes name, address, phone number, email 

address. 

 

We collect information about the children on our waiting list, this includes name, date of birth, gender, address. We also 

collect information about the school your child either is, or will be attending.  

 

We collect information about the children attending our service. This includes name, date of birth, gender, address, the 

school your child either is, or will be attending.   We collect medical and allergy history, immunization history, doctor’s name 

and number and information about any special needs and/or requirements that your child may have. We also collect an ECCS 

number. 

 

We collect information about the parents of children attending our service, this includes name, address, phone number, 

email address. 

 

We collect names and phone numbers of people, other than parents, nominated to collect children from our service.  

 

We collect information about our staff, name, address, email, phone number, previous employment, education, passport 

details and drivers licence.  

 

We use a Facebook communicate with the public.  

 

We have a website which we use to advertise our service.  

 

We take photographs, with your permission, of children during activities and we share these photographs publicly on our 

Facebook page and website.  Children are never identified by us when sharing photographs. 

 

Photographs are taken by staff from time to time during an activity.  Once viewed it is our policy to delete photos from 

private devices such as phones, iPad, laptops etc.   

 

How we use your personal information 

 

All of your information, including your child’s information, can be made available to members of staff involved in the care of 

your children as needed. 

 

We like to be able to keep in touch with you about the work we do with your children, so we also use your information to 

communicate with you by: 

 Email 

 Text 

 WhatsApp 

 Phone calls 

 

We never share your information with any third parties for sales or marketing purposes.  

Ways you can control and correct your personal information 

 

If you are concerned that your personal information is incorrect, or you have a query relating to your personal information 

you can email us at elainetreehouse@hotmail.com.  

 

 

 

mailto:elainetreehouse@hotmail.com
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How we might share your personal information 

 

We will never share your information with any sales and marketing organisations.    

We will never sell your data to any organization.   

We may, if necessary, share your child’s information with: 

- Paramedics 

- Emergency Services 

- Law Enforcement 

- Our insurers 

 

How long we keep your personal information  

 

We are obliged to retain your information for 5 years after your child has left our service. We will only keep information 

about children, we will destroy/delete information about parents.  

 

How we protect and store your personal information 

 

Securing data is important to us and we take all the necessary steps to protect it.  Personal Data is held in a secure, locked 

cabinet at Treehouse, Kilternan Community Centre. Our website is hosted by our Internet Service Provider HostPapa.  All of 

our technologies are protected and password controlled and we have procedures in places to ensure that we know who can 

access your data at any time.   
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OUR TEAM 2020/2021 

 
NAME        POSITION & QUALIFICATION 

 

 

ELAINE DUNNE       OWNER 

        CHILDCARE LEVEL 6 

 

ANNAMARIE FITZSIMONS     MANAGER, CHILDCARE LEVEL 5 

MONTESSORI LEVEL 6 

STUDYING LINK HIGHER LEVEL 6 

 

ALANNAH MORAN      ASSISTANT MANAGER 

MONTESSORI LEVEL 6 

 

JEANNE BROCK        CLASSROOM ASSISTANT 

CHILDCARE LEVEL 6 

STUDYING LINK HIGHER LEVEL 6 

 

LUCIA CANO       CHILDCARE PRACTITIONER 

        TEACHER LEVEL 9 

 

SONIA GARCIA       CHILDCARE PRACTITIONER 

        TEACHER LEVEL 9 

 

ABI ACHESON       CHILDCARE PRACTITIONER 

        TEACHER LEVEL 6 

        STUDYING LEVEL 7 

 
LAURA HILLIARD       CLASSROOM ASSISTANT & 

CHILDCARE LEVEL 5 

STUDYING LEVEL 6 

 

LYNNE O’MAHONEY      CLASSROOM ASSISTANT 
CHILDCARE LEVEL 5 

STUDYING CHILDCARE LEVEL 6 

 

AARON O’GORMAN      CLASSROOM ASSISTANT 

        SPECIAL NEEDS 

STUDYING CHILDCARE LEVEL 5 
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CURRICULUM 

 

Tree House Pre School & Montessori operate within the ‘Aistear’ framework. All staff have been trained in the ‘Aistear’ 

Training Programme and it is fully implemented within the classrooms. 

 

We have a developing curriculum that is aimed at: 

 

 Emergent and enquiring based 

 Specific topics are introduced through Aistear’s learning goals 

 Identity enquires and interests to become focus of learning 

 

The aim of Aistear is to ensure that children become competent and confident learners in a loving and caring environment. 

Our childcare practitioners are promoting reflective practice and will respond to children’s interests/questions, extend 

learning and promote challenge and engagement for all the children. Assessment and observation of children will be ongoing 

and this information will be used to develop rich portraits of children as learners in order to support and enhance their 

future learning. 

 

Observations 

Observations will be carried out dur5ing each month on each child, with a scrapbook created by the child to reflect their 

learning story. Photos will link in with all observations. A developmental observation will be carried out in accordance with  

 

Observations involve watching and listening to children and using the information gathered to enhance their learning and 

development. All observations are to be linked to Aistear. Watch the following video clip and complete your Aistear 

assessment based on what you see happening: https://www.youtube.com/watch?v=huADHsBLrrY 

 

These observations are to be carried out on all children individually and in a group situation. These should both have 

photographic evidence attached. These observations are done on individual children & in groups for their 

scrapbooks/learning stories. 

 

Observations will include:  

 Place it is at 

 Who is observing 

 What the child did 

 And then connect it to the 4 principals of Aistear 

 Photo attached 

 

A Curriculum timetable is used and Staff use curriculum planning sheets. Activities are age and stage appropriate and 

include a combination of child / staff- initiated, collaboratively planned and spontaneous activities. The Curriculum will 

ensure that children have a balance of activities from the 5 developmental areas. Activities may be “theme based” 

depending on the interests of the children at the time.  

 

In understanding children’s learning, we will plan activities based on the following significant characteristics of young 

children’s learning:  

 They learn though personal experience 

 Their understanding of other peoples talk is often at a literal level 

 They understand best what they can feel, see, touch, hear, taste and smell 

 Their attachment to particular adults and peers deepens their ability to learn from and with the, 

 They are egocentric and through experience and guidance, they learn how to cooperate, share and play collaboratively. 

 

Equipment 

All equipment and Montessori materials available are suitable, safe and age appropriate and provide new exciting challenges 

and experiences for the developmental needs of the children.   Equipment is chosen carefully and is appropriate for the 

early years and Montessori classroom. • The layout of the room is carefully designed and the equipment is low level and 

accessible for the children.  

 

 The environment will encourage free choice and teaches the children to select, use and replace the materials/equipment 

after use. 

 Some elements of the home environment will be established, our play will include clearly defined areas of interest (e.g.) 

https://www.youtube.com/watch?v=huADHsBLrrY
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eating area, home corner, sand/water play, art/creative area, construction play and a sensory area. 

 New materials will be introduced on a regular basis, based on the children’s developmental needs and interests 

 Staff are responsible for the materials ensuring that all materials/equipment used is clean, safe and well maintained at 

all times 

 Parents can feel confident that their child is being cared for in a safe, happy environment 

 We strongly advise parents not to let children bring their personal toys to school as they may get mislaid or broken and 

cause distress. 

 

Early Years Activities 

The early years learning environment is well planned and allows for choice and self-directed play.  The curriculum promotes 

independence and problem solving and prepares the children for school.  Staff will ensure that children are given 

opportunities to participate in a variety of activities including:  

 

 Language/library.  

 Maths- early counting, weighing, volume etc.  

 Construction.  

 Dramatic Play.  

 Art and creative expression.  

 Information Technology.  

 Sensory Area.    

 Science and discovery.  

 Music and movement.  

 Physical and active play.  

 Outdoor play.   

 

Home Corner 

The children will learn to play together, to share, to use their imaginations and to expand their vocabulary - this type of 

play encourages children to express their feelings and engage in imaginary situations such as different shopping 

experiences, caring for the environment and for themselves. This is a safe secure area where children feel supported in 

their play.  

  

Quiet Area / Library 

The children learn to listen when a story is being read.  Acting out or reading stories and describing incidents from their 

own experiences helps to develop their language.  Story telling is an activity, which fosters the enjoyment of books, and can 

be a motivating factor in learning to read.  The quiet area allows the child to explore and discover books on their own. 

  

Sand and Water Play 

Children have great fun with this while promoting development of manipulative and pre-math’s skills through exploring and 

experimenting. Many children can express their emotions and feelings when playing with sand and water as well as finding it 

a very relaxing and soothing activity.  

 

Arts and Crafts Area 

The children paint, draw, print, use scissors, glue and use clay. This allows the children to develop their creative and pre-

writing skills.  All this work gives the child a different medium to express their feelings, thoughts and emotions.  

 

Construction Area 

This area is full of lego, building blocks, roads & cars etc. This allows the children to develop their imagination in building 

and working in the world around them. 

 

Sensory Area 

We have created the sensory area through Alannah’s participation on the LINC Programme course. This course empowered 

Alannah to create an area in the classroom that would be sensorial and inclusive to all of the children. Its an area where 

they can explore  

 

Jig Saw Construction 

In this area children’s pre-reading pre-writing, hand eye co-ordination are developed.  The development of reasoning and 

problem solving is also developed and encourages small motor movement.  
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Music 

The children enjoy singing songs, using instruments and listening to a wide variety of music, from rhymes to classical and pop 

music. This helps to stimulate their awareness and enjoyment of music and gives them an opportunity to use music as a form 

of expression.  

 

Play Dough 

This is not just a fun activity for children; it can also help strengthen muscles in their hands and develop hand eye co-

ordination.  Once again this is an activity where the children’s imagination can be encouraged and developed.  Play dough also 

allows the child to manipulate the material, which may relieve such emotions as anger/frustration.  

  

Energetic Play 

Organised energetic activities, such as running, jumping and skipping, will be a part of the Curriculum. This encourages large 

motor development as well as promoting physical growth. These activities can be a learning area and a great reliever of built 

up stress or tension. Our play area allows us to encourage these activities on a daily basis. 

 

MONTESSORI CURRICULUM 

The Montessori approach was designed to help children grow by letting them explore the world. The classrooms are called 

“prepared environments” where children a given an array of stimulating learning and purposeful activities  

 

The Montessori Curriculum is based on the research and findings of Dr. Maria Montessori (1870- 1952). Montessori’s 

method is structured around, and promotes, the child’s natural, self-initiated impulse to become absorbed in an environment 

and to learn from it. Based on her observation Dr. Montessori developed specific materials techniques and curriculum areas 

that assist each child in reaching his/her potential.   

 

In Montessori class, the children follow a set programme of tasks or exercises. They learn everyday life skills such as 

dressing themselves, washing themselves etc. They learn social graces and manners but also cover a wide range of subjects 

including Mathematics, Reading and Writing, History and Geography, Science, Biology, Music, Irish, Art, Drama and 

Literature. Subjects may vary slightly.  

 

Practical Life 

The Practical Life section lays the foundation for all other work to be done in the classroom. The activities are everyday 

tasks that a child needs to learn to master the care of self and care of the environment. Such activities include pouring, 

sweeping and tying, as well as courtesy. The activities are presented to the child in such a way that concentration, 

coordination, independence and order are developed.   

  

Sensorial 

The goal of the Montessori Sensorial Section is to educate the child’s senses. The curriculum area contains Montessori-

specific materials that help the child refine his or her experience of sight, sound, touch, taste and smell. In addition, the 

materials of this section are modelled on scientifically based concepts. Sensory experience, with these specially selected 

materials provides children with the first step in understanding abstract concepts.   

  

Maths 

Maths in the Montessori classroom can be separated into a few major categories: beginning counting, advanced counting, the 

decimal system, rational numbers (fractions) and the operation of addition, multiplication, subtraction and division. Concepts 

are presented in a very concrete way so that children are not only able to count but work with square numbers and 

thousands.   

 

Language 

Montessori language curriculum is an integrated approach that combines phonetics and whole language. The child is 

introduced to letters and sounds. After several sounds, he can begin to spell and read words by linking these sounds 

together.    

  

Culture 

This topic integrates geography, history, Science art, music etc. The children study different areas of the world, and 

experience concrete examples of that area’s language, literature, dress, food, artwork and music, both past and present. 

This increasingly important area introduces that child to our planet’s great diversity of people.   
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AFTERSCHOOL CURRICULUM 

 

After School caters for children for out of school hours operating from 1.10pm to 6.00pm, Monday to Friday, over the 

school calendar year. 

 

 The After School Programme provides a comfortable, relaxed, safe and secure environment for children. The children’s 

welfare and development will be the first consideration of our service and they will be treated and respected as 

individuals. Every effort will be made meet their individual needs and to gain insight into each child needs by talking and 

listening to them 

 The children will be provided with a quiet, well-equipped space for homework, the purpose of which will be to reinforce 

the value of education and the importance of good study habits.  The work carried out in the After-School Programme 

will strive to compliment the work done in school 

 Positive play opportunities will be encouraged, which offer children support to develop, learn and have fun.  Activities 

will be pre-planned.  Planning will also allow for free flowing spontaneous play/activities, as well as more structured 

activities. Creativity in play and learning will be encouraged at all times. Cooperative games will be encouraged. In such 

instances children must work together to accomplish the objective of the game. This leads to increased self esteem and 

the development of social and communication skills. 

 Children will be involved in the care and tidy up after each session, thus encouraging a sense of responsibility towards 

their surroundings. The involvement of parent/guardian in the programme will be encouraged as much as possible. 

 

 

HOMEWORK POLICY  

Children will be provided with a space and time to do some homework during School term.  They will also be allowed time for 

relaxation and recreational activities.  Homework will be facilitated as much as possible in a quiet area away from other 

activities.  

 

 Children will be supervised during the homework session 

 Support will be given if a child asks for it, however individual attention cannot be guaranteed 

 A maximum time will be allocated to homework completion.  This is at the discretion of childcare staff and based on the 

needs of the whole group of children attending. 

 Where a child has a large amount of homework staff will encourage children to complete written homework first. 

 Parents/guardians must check their individual child’s homework and sign their child’s homework journal, we will sign the 

homework that they complete while with us. 

 We reserve the right to defer homework at any given time to facilitate participation in special activities or events.  

Where possible parents will be notified in advance. 

 Any child who is overly disruptive or who is not interested in completing his/her homework will be asked to tidy up and 

return to regular activities and his/her parents will be advised accordingly. 
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ADMISSIONS POLICY 

 

The Admissions Policy will always be followed and will be reviewed annually.  

  

It is the policy of Tree House Pre School & Montessori to offer equal access to all children from the community and 

surrounding areas, including children with a disability or special requirements irrespective of their cultural, religious or 

economic background. (Child Care (Pre-school Services) (no 2) Regulations 2006 and Child Care (Preschool Services (No 2) 

(Amendment) Regulations 2006 Part IV 13 (1) Register of Pre-School Children) (Síolta Standard 10: Organisation, Síolta 

Standard 12: Communication) (National Standard 1: Information, National Standard 2: Contract, National Standard 4: 

Records, National Standard 12: Health Care, National Standard 16: Equal Opportunities) 

 

Policy and Procedures 

 Children must be between the ages of 2 years and 5 years.  

 Parents seeking to secure a place for their child must complete an application form, which must be lodged with us prior 

to the child attending the service. There is a €100 non-refundable deposit required to secure a place. 

 Children will be admitted on a “first come first served basis” following submission of the application form.  

 If there are no remaining places a waiting list will be drawn up.  

 Tree House Pre School & Montessori operates the ECCE Scheme (Free School Years) Scheme.  

 Tree House Pre School & Montessori operates an open door policy, especially during the settling in period. The child may 

stay for a shorter day until the parents agree the child has settled in.  

 Children with special needs and disabilities are welcome. Parents need to be aware that it may be required for them to 

provide a special needs assistant when necessary. Funding may be available and the school will endeavour to provide 

whatever necessary support is needed. 

 We reserve the right to refuse admission.  

 We reserve the right to terminate our services.  

 Parents should familiarise themselves with our policies and procedures; they will be reviewed and changed accordingly 

to incorporate any new developments from TUSLA. 

 We do not issue a uniform but we do ask that all children wear suitable, comfortable clothes (ideal for 

messy/art/outdoor play). Velcro shoes are preferable. We would request no ‘good’ clothes are worn and that long hair 

must be tied up. 

 

The following are required with the child’s name clearly written on all items 

 A bag containing a change of clothes, i.e. underpants, socks, top and pants  

 Wellies, coat, hat  

 Sun cream, sun hat  
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FEES POLICY 2020/2021 

 

The management of fees for Tree House Pre School & Montessori endeavours to reflect best practice with regard to budget costs for the 

provision of a quality child pre-school service and to ensure the long term sustainability of the service. (Child Care (Pre-school Services) (no 

2) Regulations 2006 and Child Care (Pre-school Services (No 2) (Amendment) Regulations 2006 14.(1) (g)(h) Records) (Síolta Standard 10: 

Organisation) (National Standard 1: Information, National Standard 2: Contract)  

  

This policy applies to all parents/guardians who use our service for their children. 

  

General Fee Payment Information  

Parents/Guardians are required to sign a Parent Agreement in relation to payment of fees. Fees must be paid as agreed in the parent’s 

terms and conditions. 

 

 We are a full time day care centre and once hours are booked in September, the fees will apply for the whole year. 

 Fees are due to be paid for all booked hours, holidays, sick leave, play dates etc. incur full fees, all year round.  

 For a child leaving the service, a one month’s notice is require and fees will apply for this month. 

 Changes to a booking throughout the year will also incur one month’s notice and the month’s fees.  

 Fees must be paid by cash /cheque / standing order / Bank transfer.  

 If fees are being handed to a member of staff, they must be in an envelope, with the child’s name and the amount of fees clearly 

written on the outside of the envelope. 

 An invoice will be issued upon request.  

 Fees are reviewed annually by the management.  

 Parents/Guardians/Carers will be given at least one month’s notice of any increase in fees.   

 Fees do not apply for Bank holidays.  

 Fees apply for ALL scheduled school holidays. If extra hours are required, then they must be booked in, in advance.  

 Booked hours cannot be swapped e.g. an afternoon booking cannot be transferred to a morning booking during school holidays. 

 If parents take their children on holidays during their booked term, full fees will still apply and the place will be kept for your child.  

 If your child is absent for any reason, including illness or unexpected play dates etc., the full fees will be due to be paid. Pick up 

charge will not be billed, if pick up is not done.  

 In the event of an unexpected closure of our service, which may be beyond the control of the Management, fees will still apply. 

 If our service is open during any shutdowns and your child does not attend full fees will apply. 

 

Withdrawal of Children from the Service/Payment of Fees 

 Parents/Guardians are required to sign our Parental Agreement and are required to agree to give one month’s written notice for 

cancellation of a child’s place. Fees will apply for this month’s notice. 

 Non Payment of Fees may result in Tree House requesting an alternative service for a child. 

 Repeated failure to pay fees will result in suspension or withdrawal of your child’s place until the matter is resolved. Any delays in 

payments must be discussed in advance and agreed with the Manager 

 Children attending on a full time basis, will pay full time fees, with the relevant grant deducted (ECCE, NCS etc). 

 Children attending on a part time basis, will pay the part time fees, with the relevant grant deducted (ECCE, NCS etc.) 

 Late fees will incur a late fee payment charge.  

 

Extra Childcare Services 

 Parents/Guardians are required to book places if they require childcare outside of the school calendar (Easter,Summer etc). These are 

separate fees from any booked hours. 

 These fees will be added to your monthly fees. 

 Tree House is open all year round, other than two weeks at Christmas and the first two weeks of August, when we close for Annual 

Leave. 

 Fees are due to be paid for all booked hours - holidays, sick leave, play dates etc. incur full fees.   
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FEES 2020/2021 

 

 

9am – 1pm   €560.00 

9am – 2pm   €700.00  (5 hours) 

9am – 3pm   €840.00  (6 hours) 

9am – 4pm   €980.00  (7 hours) 

9am – 5pm   €1120.00 (8 hours) 

9am – 6pm   €1260.00 (9 hours) 

8am – 6pm   €1400.00 (10 hours) 

 

Breakfast Club 

8am – 9am   €8 per hour 

 

 

ECCE    €256.00 per month (deducted from above fees) 
ECCE grants €12.90 per day (€64 per week) to any child who qualifies, this is deducted from the monthly fees. 

 
 

Montessori Fees   

3 days per week  9am – 1pm     €332 per month 

2 days per week 9am – 1pm    €224 per month 

 

 

Other Charges 

5 days per week 8:30am - 9am     €100 per month 

5 days per week 8am - 9am     €150 per month 

5 days per week  12 – 1pm     €150 per month 

 

 

Other fees are available on request 

 

 

AFTERSCHOOLS 

Afterschools  between 1pm and 6pm   €7.00 per hour.* 

Pick up from Schools  per family   €5.00 per day 

Drop to Schools  per family   €5.00 per day 

Breakfast Club         €7 per morning 

 

*Fees are due to be increased on January 1st 2021, to €8 per hour. 

 

 

LATE FEES 

A late fee of €10 will apply to any late collections, after 6pm. A further €10 will apply for each 15 minutes after 6:10pm. A phone call or a 

text to us is required so that we can notify and alert staff to a late finish. 

 

 

BANK DETAILS 

 

Bank of Ireland, Beacon South Quarter, Sandyford, Dublin 16 

 

IBAN: IE76BOFI906160 12672293 

 

BIC: BOFIIE2DXXX 

 

Please put your child’s name as the reference. 
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COLLECTIONS & ARRIVALS 

 

Tree House Pre School & Montessori is committed to ensuring the safety and care of the children when arriving and leaving 

the service. All parents must follow the collections and arrivals policy and procedure. (Child Care (Pre-school Services) (no 

2) Regulations 2006 and Child Care (Preschool Services (No 2) (Amendment) Regulations 2006 Part IV 13 (e) Register of 

pre-school children, 14.1(j) Records)(Síolta Standard 10: Organisation, Síolta Standard 12: Communication) (National 

Standard 1: Information, National Standard 2: Contract, National Standard 3: Working in Partnership with Parents or 

Guardians, National Standard 20: Safety.  

 

Car Park 

 We currently share the car park with the Kilternan National School, Kilternan Centre and the Church of Ireland. We 

request parents to use the allocated spaces in the main car park and walk to the building. Staff are requested to park 

outside of the building to to the right in front of the tennis courts. 

 The Kilternan Centre is open from 8am – 10pm each day and all weekend. Patrons attending the Centre, Church and 

School are directed to park in the main car park. The School is open from 8:30am – 3:10pm Monday – Friday. 

 As there can be traffic to the other premises, we request that all parents dropping or collecting children from our 

facility, walk carefully on the allocated pathways between the car park and the building. All children are collected from 

the door to the left of the entrance and parents are reminded to go immediately to their cars. The car park is not a 

playground and it is essential for the health and safety of the children, that parents keep children under control at all 

times, when walking to their cars. Children are also reminded of the risk involved in the car park and to take care and 

not run around the car park. 

 There is two allocated invalid parking spaces to the right of the Church Cottage. These spaces are reserved for those 

requiring easy access and are not to be used by parents or staff. 

 

Arrivals & Collections 

 Please ensure you drive safely and slowly into the premises and park safely, reversing into spaces so that you can drive 

out. 

 Please hold your child/children’s hands while walking to the building. 

 Approach the building up the ramp and please give immediate access keep to those requiring wheelchairs or buggies. 

 A member or staff will sign your child in and help them to their classroom. Please ensure that a member of staff has 

registered your child’s arrival before you leave them. 

 Please ensure you drive safely and slowly into the premises and park safely, reversing into spaces so that you can drive 

out. Do not cause an obstruction, even for a very short time.  

 Please wait outside of the door. A member of staff will bring the children to the door when class is finished. 

 Children must be signed out by the parent/carer.  

 Parents/guardians must collect their child by the agreed collection time.   

 Parents will be asked to give the names of at least two other people who are authorised to collect the child. If the 

parent is late arriving to collect the child the Manager will endeavour to contact the parent. In the event of being 

unable to contact the parent the Manager will contact the other named persons to collect the child.    

 If children are being collected by anyone other than the people named on their application forms, we must be notified 

and a password must be given to both the person collection and to us so that there is no confusion at collection times. 

We will not give a child out to anyone other than the allocated person. 

 Children will not be released into the care of a person under the age of 18 years or to a person who appears to be 

incapable of caring for the child. Should this situation arise the staff will contact an authorised collector.  If no one is 

available to collect the child then the staff should contact the Tusla social work child protection team.  

 We would ask that parents do not collect their child from the service while under the influence of alcohol. This can lead 

to embarrassment and worry within the team. If parents feel that this situation may arise they should arrange for an 

authorised collector to collect their child.  

 In the event of a parent collecting another fellow child a prior arrangement must be made.  

 In order to comply with childcare legislation which determines the staff/ child ratios and in the best interest of the 

children (children can become distressed when no-one comes for them when all the others have been collected) it is 

important that children are collected on time from the service.  
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RISK ASSESSMENT OF CAR PARK 

 

Activity Risk To Risk Level 

 

Action Taken 

Parking 

 

Employees 

Visitors 

 

 

 

 

 

Parents & 

Children  

Medium Parking is provided for staff at the Service in the main 

car park or the spaces in front of the tennis courts, if 

available.  

Travel at a slow speed and maintain good vision at all 

times. 

Secure your car and do not leave valuables in the car. 

 

Parking is provided for parents in the main car park.  

Travel at a slow speed and maintain good vision at all 

times. 

Secure your car and do not leave valuables in the car. 

. 

Walking in the Car 

Park 

 

 

Parents  

Children 

Employees 

Visitors 

Medium As we share the car parking facilities, caution is required 

when walking from the car park to our building. Please 

ensure you hold your child’s hand and you walk on the 

allocated pathways, using the pedestrian crossing at the 

top of the car park. 

 

Walking in the Car 

Park 

 

Parents  

Children 

Employees 

Visitors 

Low The Kilternan Centre is open from 8am – 10pm every day. .  

Walk carefully through the grounds, taking the allocated 

footpaths and using the pedestrian crossing at the top of 

the car park to access the area nearest to our building. 

Be aware that there are cars arriving and departing every 

day at different times. 

Hold children’s hands at all times, once out of the car and 

until they have reached the door of the school and been 

signed in by a member of staff. 
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SECTION 11 POLICY STATEMENT RE DAY TRIPS & COLLECTIONS Dropping Off UPDATED 

 

  On arrival to the service, there will be no entrance at the front door. Parents are asked to follow the 

directional signage to the rear of the building. Children will enter through the rear door. Parents are asked to 

accompany the children to the door, using the safe distancing queue to the side of the building and exit through 

the gates at the far side of the garden, using a one way system around the Parish Centre. 

 

  Parents will leave their child in the care of the manager or staff member on duty at the door, who will escort 

the child to their designated care rooms, after they have washed their hands. Collections When collecting your 

child, we would ask that you wait outside of the allocated POD door at the front of the building. All children will 

wash their hands before leaving the service and put on their outdoor shoes. A member of staff will bring the 

children to the door and will sign your child out. If children are being collected by anyone other than the people 

named on their application forms, we must be notified and a password must be given to both the person 

collection and to us so that there is no confusion at collection times. We will not give a child out to anyone other 

than the allocated person.  

 

 

Outings School Outings are an important part of our calendar. We feel it is important for children to 

experience different environments and play experiences. Anytime a child leaves the school with a staff member 

is considered an outing. The following guidelines will apply for all outings: 

  Parents will be given consent forms before every outing and these forms must be signed and returned to the 

school before the date of the outing. 

 Each parent will be informed in writing of the destination, method of transport, times of departure and 

return, planned activities and supervision ratios. 

 All outings will be planned in advance with the designated leader. 

 A risk assessment of the outing will be carried out and recorded.  

 The adult to child ratio will be set at 1:2 for all outings. Parents or extra responsible adults may attend on 

outings.  

 Each adult will be made aware of their role/responsibility during the outing and have the ability to identify 

any hazards or risks to the children on the outing and must be aware at all times of the dangers children are 

exposed to on outings e.g. water, traffic, animals, strangers etc.)  

 Transport must comply with safety requirements and insurance cover and all drives must be assessed for 

suitability to transport children. 

 A qualified first aider must be appointed and a fully stocked first aid box must be taken on each outing. 

 A mobile phone with all emergency phone numbers must be taken by a responsible adult. 

 Role Book must be brought on all outings and must be called, before, during and after each outing. Frequent 

head counts must be carried out.  

 Children must be supervised at all times.  

 Parents will be notified regarding appropriate clothing, accessories and food required for each outing. 
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ATTENDANCE 

Tree House Pre School & Montessori is open from 9am – 1pm. We also operate an after school service from 1pm–6pm, daily. 

Parents/Guardians should note that due to legislative requirements under the Childcare (Preschool Services) Regulations, 

2006 and Children First – Child Protection Guidelines.  Two members of staff are required to be with the child/children at 

all times. 

 

 It is essential to the efficient running of our service that you inform the Manager or any other member staff if your 

child is unable to attend the service within an hour of your child’s normal start time and follow up with a telephone call 

to inform the service when the child will be returning. A register of the times and days that children attend is kept. 

 Children will not be released into the care of a person under the age of 18 years or to a person who appears to be 

incapable of caring for the child. We would ask that parents do not collect their child from the service while under the 

influence of alcohol. This can lead to embarrassment and worry within the team. If parents feel that this situation may 

arise they should arrange for an authorised collector to collect their child. If an alternative arrangement cannot be 

made, then the staff will contact the Tusla social worker. 

 In the event of a parent collecting another fellow child a prior arrangement must be made.  

 In order to comply with childcare legislation which determines the staff/ child ratios and in the best interest of the 

children (children can become distressed when no-one comes for them when all the others have been collected) it is 

important that children are collected on time from the service.  

 It is the policy of the service not to allow children to walk home unaccompanied. 

 The service does not provide a home collection/drop service. 

 

Late Drop Off 

We ask parents to drop children off at the correct time to avoid disrupting the class once they have started and so that 

your child benefits from our full daily programme. It is important for the efficiency within the classroom, that children 

arrive and are collected at their allocated times. We would discourage a ‘drop in’ system, where children arrive during the 

classroom cycle, as this causes disruption and upset to both staff and other children. 

 

Early Collection of Children  

We ask that parents let us know if you will be picking up your child early so that we can have the child ready for you and to 

minimise disrupting the rest of the class.  

 

Late Collection of Children 

We understand that sometimes a parent is unavoidably delayed when coming to collect their child. We will ensure that the 

child receives a high standard of care in order to cause as little distress as possible. Parents in this situation must contact 

the Manager to say that they will be late and arrange with staff what to do. If a child is left after 6 o’clock the staff will 

try to contact parents / guardians, a late fee of €10 will also apply. If all attempts are unsuccessful and the child is still 

here after 6.30 pm the staff will contact the Gardai.  

 

Separated/Divorced Parents 

We cannot refuse either parent to collect their child unless a court order is in place. We ask that parents give us 

information on any person that does not have legal access to the child. If custody of a child is granted to one parent, we 

would ask that’s this information is made know to us. All information will remain confidential and will only be made known to 

the relevant staff. Any legal documents i.e. custody order, barring order we would ask you to provide us with a copy to keep 

on file.  If a parent who has been denied access becomes threatening or violent and insists on removing the child from the 

service this will be viewed as trespassing. If this occurs, we will contact the Local Gardai.  

 

After School Care Service 

 If a child has not attended school due to appointment, illness etc. we should be informed no later than 10:30am. This 

policy also applies to un-notified changes of collection times. This should also apply in any event where by the child does 

not need to be collected. Failure to do so can waste valuable time and causes undue concern for staff collecting the 

child from their school.  Normal fees apply for any short notice of unattendance. 

 If a child is booked into our afterschool service and they are not at their relevant collection point when we arrive, we 

will speak with the school to find out if the child was in school and then contact parents. If the child was in school and 

the parent cannot be contacted we will contact the local Garda station to report the child missing.  

 Where the service agrees to collect the children from the school, signed consent will be sought from the parent / 

carer.   

 The children will be escorted by a known staff member who will always carry proof of identity. Prior contact will be 

made with the children and the school for new staff members.  
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 The children will be collected from their collection point/teacher and register will be taken. Should a child be missing, 

the staff member will confirm with the school if the child was absent from school that day. This will cause delays for 

the staff and other children therefore we would request that the parent informs the service by telephone if a child will 

not be attending on any day.  

 The children will go in a group directly from the school to the service by the safest most direct route.  

 In the interest of child protection and to comply with legislation child / staff ratios will be adhered to at all times.  
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SETTLING- IN   

Settling-in is an important stage, where the child transitions from home to school. The management of the settling in period 

is important for the child’s experience and how it will embrace new experiences in the future. 

 

Tree House Pre School & Montessori endeavours to ensure that every effort is made to assist a child’s need for time to 

settle into our service. We are committed to making this a smooth transition for all of our children and their parents. We 

would encourage all parents to introduce their child to the service and to our staff before our open day so that they can 

familiarise themselves before they start in the service. (Child Care (Pre-school Services) (no 2) Regulations 2006 and Child 

Care (Pre-school Services (No 2) (Amendment) Regulations 2006 Part II, 5 Health, Welfare and Development of the Child) 

(Síolta Standard 9: Health and Welfare, Síolta Standard 13: Transitions) (National Standard 1: Information, National 

Standard 3: Working in Partnership with Parents or Guardians, National Standard 6: Evaluation, National Standard 8: Care, 

Play and Learning, National Standard 9: Nurture and Well-Being)  

  

We recognise that some children have great difficulties during the settling-in period and we will work with 

parents/guardians and staff to consider ways of settling children into our service. As each child is uniquely different, we 

will endeavour to meet all their needs and resolve any difficulties quickly and smoothly.  

 

We would ask parents/guardians to please note: 

 

 It can take up to six weeks for children to settle in to a new environment. 

 During the child’s settling in period, if it is suitable for parents, the child can stay for shorter periods of time. This 

sometimes reduces the stress for the child and helps the child to settle quicker. Children and parents will be 

accommodated as best as possible to during this time.  

 Parents should try to have a positive manner and ensure they interact with staff, other parents and their own child, 

especially during this settling in period. This will reassure your child that they are in a safe environment. 

 On booking in, you will be requested to visit our service so that the child can see and experience our environment and 

the parents can talk about their concerns and needs.  

 Parents/Guardians need to give their child time to adjust to their new environment. . Our staff are here to make your 

child’s setting in period as smooth as possible and will support both child and parent when saying goodbye. We will 

encourage parents to stay with the child for the shortest possible time, this is not to rush or hurry a parent but 

delaying the separation process can sometimes make things a lot harder for both child and parent. 

 Each child will be given a Key Worker and you will be introduced to this staff member.  

 On the rare occasion, there may be a need to move a child from one classroom to another. This will be discussed with 

the parents, prior to any decision being made 

 Parents may call us at any time during the day, to discuss how their child is settling. 

 

Where English is not the first language of a parent/guardian, staff will make every effort to communicate with you and will 

undertake to learn key phrases in the child’s language so that communication can be promoted. Parent/guardians will be 

asked to help with this and share information regarding the child’s culture and language. 
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STAFF RATIOS   

Tree House Pre School & Montessori will ensure at all times that there is a sufficient number of suitably qualified and 

competent adults working with the pre-school children. The adult/child ratios are governed by the Childcare (Preschool 

Services) Regulations, 2016   (Child Care (Pre-school Services) (no 2) Regulations 2006 and Child Care (Preschool Services 

(No 2) (Amendment) Regulations 2006 Part II, 8 (1)(a) Management and Staffing, Part V, 18 (b) Premises and Facilities) 

(Síolta Standard 15: Legislation and Regulation) (National Standard 5: Organisation and Management, National Standard 17: 

Premises)  

  

 

We have one POD with 2 smaller bubbles in our service. The area caters for 29 children in total. 

 

BUBBLE 1 is a full class of 1 year ECCE Qualified Children and we run a 1:11 ratio in this room. There is 1 Montessori 

Teacher and 2 classroom assistant in attendance. There are 16 children in this BUBBLE. 

Regulation Ratio: 1 adult: 11 children  

 

BUBBLE 2 is a class of mixed 2 year ECCE Children, aged 2– 4 years and we run a 1:6 ratio here. There is a Montessori 

Teacher and a classroom assistant in attendance. There are 13 children in this BUBBLE (12 on any one day) 

Regulation Ratio: 1 adult: 6 children 

 

 

Please note that we operate as low as ratio as possible, as we feel that this works better in our environment. 

 

 

All staff have a recognised Level 6 qualification  

 

For afterschool children we will follow good practice, 1:12 is our practiced ratio. 

 

 

  

SERVICE AGE ADULT/CHILD RATIO  

 

SESSIONAL ECCE PLACES  

  

FULL/PART DAY CARE 

2.5 - 6  YEARS 

 

3.2 – 5 YEARS  

  

0 - 1   YEARS  

  

1 - 2   YEARS  

  

2 – 3  YEARS  

  

3 – 6  YEARS 

 

6 + YEARS 

1:10  

 

1:11  

 

 1:3  

  

1:5  

  

1:6  

  

1:8 

 

1:8 
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EQUALITY & DIVERSITY  

  

Principles The UN Convention on the Rights of the Child (1991) states: “It is the States obligation to protect children from 

any form of discrimination and to take positive action to promote their rights”. (Child Care (Pre-school Services) (no 2) 

Regulations 2006 and Child Care (Pre-school Services (No 2) (Amendment) Regulations 2006 Part II, 5 Health Welfare and 

Development of the Child) (Síolta Standard 14: Identity and Belonging) (National Standard 3: Working in Partnership with 

Parents or Guardians, National Standard 8: Care, Play and Learning, National Standard 9: Nurture and Wellbeing, National 

Standard 15: Children with Disabilities, National Standard 16: Equal Opportunities)  

  

Equal opportunity for children to learn is a fundamental aspect of our curriculum. Equality means open access for every child 

and family to participate in the activities provided by our service. We are committed to promoting equality of opportunity 

and will promote equal opportunities through a wide range of policies and procedures which are reflected in the practice of 

our early years setting.    

  

We provide equal opportunities by ensuring that:  

  

 We are aware that everyone’s tastes vary and each of us has a different way of doing things. We all have different 

interests and ways of expressing ourselves.  

 All staff have a responsibility to show clearly, through their work, that they respect all children and their families 

regardless of ability, culture, beliefs and traditions.   

 Staff are non-discriminatory, and we believe in equal attention and care for all children without regard to race, gender, 

national origin, ancestry or special needs. Standard.  

 

Favouritism (National Standard 9.8) 

We will ensure staff will not demonstrate favouritism towards any child. Staff are not permitted to develop favouritism or 

become over involved with any one child. The children in our service should be comfortable in the care of any of our staff as 

there may be different staff working each day. Children can be made to feel resentful or isolated if staff favour one child. 

 

Meetings with Parents: 

We will try our best to organise meetings at a time and venue that will enable the majority of our parents/guardians to 

attend and to ensure equal access to information and involvement in our service. 

 

Access: 

Everyone in the community regardless of religious affiliation, political background, race, culture, linguistic needs, disability, 

sexual orientation or age, has access to the service.   
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INCLUSION OF CHILDREN WITH ADDITIONAL NEEDS   

  

Tree House Pre School & Montessori is committed to providing all children with the opportunity to access our service 

regardless of their ability within the expertise and resources available and in accordance with the best interests of the 

child. We are committed to: 

 Respecting the rights of all children to participate in a quality children’s programme  

 Providing a family-based approach which recognises that parents know their children best and want the best for their 

children   

 Recognising that families are different and unique  

 Recognising that all children learn in different ways and at different rates  

 A child’s right to social inclusion. 

 

 (Child Care (Pre-school Services) (no 2) Regulations 2006 and Child Care (Preschool Services (No 2) (Amendment) 

Regulations 2006 Part II, 5 Health, Welfare and Development of the Child) (Siolta Standard 3: Parents and Families, Siolta 

Standard 9: Health and Welfare, Siolta Standard 8: Planning and Evaluation) (National Standard 1: Information, National 

Standard 3: Working in Partnership with Parents or Guardians, National Standard 5: Organisation and Management, National 

Standard 8: Care, Play and Learning, National Standard 9: Nurture and Well-Being, National Standard 10: Behaviour, 

National Standard 15: Children with Disabilities, National Standard 16: Equal Opportunities)  

Tree House Pre School & Montessori will provide guidelines for the successful inclusion of children with additional needs 

into our service. Our policy will apply to all children with additional needs, as defined below, who are attending or whose 

parents/guardians are seeking for them to attend the service.  

  

Tree House Pre School & Montessori is responsible for:  

 Providing clearly defined enrolment procedures, which endeavour to facilitate access for all children within the 

resources and expertise available.    

 Identifying children with additional needs during the application process. 

 Regularly reviewing with staff, the planning and resourcing provided for children with additional needs 

 Linking with other groups that support the child, HSE, Tusla etc. 

 Working with the staff and families to identify and apply for additional resources/support for children with additional 

needs.   

 Providing appropriate physical and staffing resources within the budget constraints of the service.  

 Supporting staff to gain the appropriate knowledge and skills for the implementation of this policy.  

  

We will work in consultation with the staff, the parents/guardians of the child, and other professionals and/or agencies 

working with the family to determine additional resources required to meet the functional and developmental needs of the 

child and to determine the suitability of our service in meeting the needs of the child.  

 

We provide a Sensorial Area for children with any potential additional needs. 
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BEHAVIOUR MANAGEMENT 

 

 

Positive Behaviour Management 

The methods used in this service will only be methods that promote the development of self-discipline and will be 

developmentally appropriate. We believe in promoting positive behaviour. Parents may be asked to meet with staff to 

discuss their child’s behaviour, so that if there are any difficulties we can work together to ensure consistency between 

home and service. By positively promoting good behaviour, valuing co-operation and a caring attitude, we hope to ensure that 

children will develop as responsible members of society. 

 

 

Discipline/Behaviour Management Policy 

 Children are encouraged at all times to behave in a caring responsible way. 

 We encourage turn taking and sharing. 

 Positive behaviour is always reinforced to encourage and build the child’s self-esteem. 

 Rules of play and the playroom are clearly explained to the children. 

 Difficult behaviour is dealt with by distracting the child, changing the activity/environment or quiet time in the Library. 

 As children imitate behaviour, the adults in this playroom will lead by example. 

 Misbehaviour will be logged in the child’s journal and if continuous, discussed with the parents. 

 

 

Challenging Behaviour 

We will use an appropriate response to challenging behaviour depending on the type of behaviour being exhibited by the 

child. Any response to challenging behaviour will be consistent, fair and be the least disruptive response necessary to 

manage the behaviour. We believe a considered, proactive response is likely to be more effective than one which is merely 

reactive, and which may be influenced by an emotional response to the incident.   

 

Our first response to particular forms of challenging behaviour is to distract them. These behaviours are generally aimed at 

getting something, such as an object or attention and this approach, combined with positive reinforcement of appropriate 

behaviour generally works.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

28 

 

HEALTHY EATING 

 

We promote a healthy lunch policy for the children. We have a treat day on Friday’s, where children can, if they wish, bring 

a small treat to have after their lunch. We would suggest that lunch boxes and beakers are provided for each child so that 

everything can be tidied away without spillage. Please label all items. 

 

A Healthy Lunch Box includes some of the following: 

 

 Sandwiches, pitta pockets, wraps, rice/pasta bowls etc. 

 Two pieces of fruit 

 Cheese 

 Homemade popcorn, buns biscuits, flapjacks, muffins and scones 

 Fruit Yoghurt 

 Raisins, dried fruit, seeds (pumpkin, sunflower etc.), boiled eggs, carrot sticks, cucumber or peppers. 

 Grapes (these need to be sliced up/cut in half) 

 

Crisps, chewing gum, sweets, bars (to include cereal bars as they have a very high sugar content), lollypops, chocolate, 

chocolate spread, winders, biscuits, fizzy drinks are not permitted.  

 

Healthy choices of drinks include water, milk and unsweetened natural juice. Cans and bottles are not permitted.  

 

Many children have nut allergy, and therefore we cannot allow nuts or food including nut (peanut butter, cereal type bars, 

chocolate spread) to be included on our policy. 

 

Please note that all children are encouraged to bring whatever is left in their lunchbox home with them. This is school policy 

and will continue through to their Primary School. 

 

We will encourage each child to open their own lunches, to eat properly and in an orderly manner, sitting correctly at the 

table and using knives, forks, spoons where necessary. 

 

 

Drinks will be available to the children at all times. Snacks are also provided, these include Fruit and Yogurts. 
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CAMERA & PHOTOGRAPH USE 

We aim to use photographs and cameras for assessment and observations, classroom activities, birthday banners etc. 

(Child Care (Pre-school Services) (no 2) Regulations 2006 and Child Care (Preschool Services (No 2) (Amendment) 

Regulations 2006 Part II, 9 (2) Behaviour Management) (Síolta Standard 8: Planning and Evaluation, Síolta Standard 9: 

Health and Welfare) (National Standard 1: Information, National Standard 3: Working in Partnership with Parents or 

Guardians, National Standard 4: Records)  

 

We are aware of the need for sensitivity when taking photographs and observe the following: •  

 Parental permission will always be sought before photos are taken.   

 Only the services camera/video camera may be used to take pictures.  

 The camera will remain on the premises all times and is stored in the store room.  

 Staff are not allowed to take pictures with picture phones or their own personal cameras 

 The child does not object to having his/her photograph taken  

 Parents are made aware of our use of cameras, and the location of this policy through the parent’s handbook, and have 

the opportunity to voice any concerns.   

 

We ask parents to bring in a family photo for our Identity Wall. 

 

Photographs are used throughout our service for a variety of purposes.  

 Displays of children’s work  

 Examples of children’s play  

 As a part of an individual child’s profile   

 To show the range of activities   

 For children to look at and talk about  

 

Observation Books 

These books are presented at the end of the school year, to explain the work that the children partake in throughout their 

year. Birthdays and special events are recorded and displayed 

 

In the event that we no longer require a photo it will be disposed of as confidential waste. Where the image is kept 

electronically, it will be deleted from the device. 
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FACILITIES FOR REST AND PLAY 

 

REST 

We provide Wessco beds, with individual bed linen for each child in the smaller room, along with lots of beanbags and soft 

mats to play on.  We have a sofa and bean bags in the quiet area of the main classroom, located as our ‘quiet area’ where 

children can rest, read or sleep, if they wish to. 

 

 

INDOOR PLAY 

Our classrooms provide space for the children to play and interact. The equipment in both classrooms are designed to 

stimulate the child’s physical, intellectual, language, emotional and social wellbeing. We strive to encourage children to share 

and take turns and to have access to all of our equipment at all times. The classrooms are laid out in ‘areas’ so that the 

children can explore whatever area they wish each day. This encourages self – esteem and independent skills, as the 

children choose their own activity. There is a quiet area in each room, for a child to just sit and watch or read a book. 

 

 

OUTDOOR PLAY 

We believe outdoor play is important to children’s all round development. Through playing outside children gain experience 

of nature. Outdoor play is an active form of learning that helps the mind, body and spirit. We believe children learn well 

when the whole self is stimulated. Tree House Pre School & Montessori area committed to ensure that outdoor play is an 

integral part of the curriculum for children of all age groups and will provide it as part of our daily routine and as an 

extension to indoor play. We understand the importance of equal access to indoor and outdoor play as we develop our 

‘outdoor classroom’. 

 

We recognise that being outside; 

 Gives them the freedom to explore, use senses and be active. 

 Has a positive effect on their sense of well being. 

 Is great for children’s speech and language development and other areas of learning. 

 Gives them an opportunity to access space and freedom, to encourage their ability to free play and to explore 

boundaries within a safe environment. 

 Gives them experience of the elements of weather. 

 Encourages children’s need to discover and explore the natural world, for example, the weather, plants, bugs and 

insects etc. 

 Enables children to gain control of their body movements and embrace their limits. 

 Enables children to use materials and resources in a different way e.g. on a big scale. 

 Provides opportunities for movement which are restricted when indoors.  Movement helps the two sides of the 

brain to connect. 

 

Tree House currently provides an outdoor play area to the rear of the building. This area is fully covered with safety 

flooring for safe play.  of Classroom 1.  Children will spend on average 30 to 40 minutes per day in the outdoor area, all year 

round, where possible. Children are provided with wellies & rain coats so weather is not an obstruction to enjoy the outdoor 

area all year. Both classrooms will play together, where possible, so that the children will have the opportunity to play with 

different age groups. This will help to develop their social skills.   

 

The outdoor area is accessed two ways, through the doors at the nend of the toilet corridor and through the double doors 

from Classroom 2. 

 

The outdoor area allows the children to engage in many experiences  - a quiet area to sit and watch, areas to encourage 

gross motor movement, roll, jump, write, draw, read, crawl, run, skip, hop, climb, which all support children’s social and 

intellectual skills. During the year, they will also get opportunities to dig and grow plants,  

 

This area holds a climbing frame with slide and a separate slide. We bring water and sand activities to the area as required 

and we have outdoor games that the children can choose to play.  

 

We do not leave equipment outside overnight, all equipment (except the climbing frame are stored overnight in the storage 

unit outside of Classroom 2. 
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Weather & Sun Safety 

We have wellies and raincoats provided by parents and held in the buckets in the lobby, so that children can have outdoor 

play in all weather. We encourage parents to bring in hats and sunscreen in hot weather and we avoid going out during the 

hottest part of the day.  

 

In hot weather we would request that parents: 

 Apply sun cream to their child/children before they attend pre-school.  As in the first instance it is the responsibility 

of the parent to apply sun cream to their child/children.   

 If necessary put sun cream in the child’s bag and ensure to request the staff member to apply the sun cream, every 

effort will be made by the staff member to do this.  

 Parents provide a sunhat for children. 

 Parents sign a consent form so that staff can apply suncream. 

  

We will ensure that on very hot days the children will have reduced exposure to sunlight in the middle of the day.  We will 

ensure a shaded are is available when outside in the sun and we will ensure that children wear sunhats/suncreams provided 

by the parents at all times. 

 

The adult/child ratio for outdoor play will be in compliance with the Preschool Regulations, Staff will be vigilant about 

supervising children outdoors and a rota system will be practised by the staff in relation to each class getting outdoor time, 

Where there is exceptionally good weather all children may be outdoors at the same time and staff will be cognisant of this 

fact and give due consideration to the supervision and safety of the children. 

 

Outdoor Safety 

 When setting out the equipment each day and during sessions, staff must ensure any objects such as cans, bottles etc. 

which may have been left by others, are removed. 

 The area should be checked for animal droppings.  

 Before children go outside a member of staff must check the gates are securely closed.  

 Staff on duty outdoors must always be aware of the safety of the children in their care, be vigilant at all times and 

never leave the play area for any reason unless another member of staff has taken over responsibility.  

 There must be at least two members of staff on duty in the outside area.  

 It is most important for staff to move around the area constantly so that all areas are adequately supervised. Each 

person should position herself in separate areas so that no area is unsupervised.  

 At the end of the session the areas should be scanned carefully in case children should be left outside unsupervised.  

 Hot drinks should not be taken into the outdoor areas.  

 All equipment should be stored away sensibly and carefully, to allow for safe and easy removal next day.  

 If a child is injured he/she should be taken indoors for treatment, if necessary; if possible the child should be treated 

with the portable first aid kit outdoors. Both child and staff member should remain within sight of another member of 

staff while treatment takes place, The floating staff member should replace the staff member treating the child so 

that supervision of the areas is interrupted for as short a period of time as possible.   

 Details of the accident must be written up as soon as possible in the incident report book. The child’s parent must be 

informed of the accident and treatment.  

 Climbing apparatus should only be set out on the safety surface.  

 Children’s clothing should be monitored carefully e.g. unfastened shoelaces and buckles, scarves and ties on anoraks 

which are too long can easily cause accidents, particularly on wheeled toys and climbing equipment.  

 Encourage children always to look before they move on the slide, or when jumping off equipment. Also encourage 

children to leave space between themselves and the child in front.   

 When children are climbing on climbing frames, staff must be continually aware of any risks (e.g. objects left 

underneath). 

 Whenever children carry equipment (clearing away or carrying, blocks etc.) they should be shown how to do it and adults 

should be aware of the risks involved and minimise them to ensure safety.  

 At the end of the day if parents arrive while children are in the play area, staff should ensure that a member of staff 

is positioned near the gate to ensure no children leave unattended and that the gate is kept closed.  
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CRITICAL INCIDENTS 

 

A critical incident is any incident or sequence of events which overwhelms the normal coping mechanisms of our school. 

 

There are many critical incidences that could occur and be deemed an emergency situation.  

Some of these would include: 

 Medical Emergencies 

 Missing Child 

 Flooding, storms, snow or icy weather 

 Disruption of services - water, electricity, heating 

 Fire/smoke Emergencies 

 Potentially Violent Situations (unauthorized/ suspicious person/intruder) 

 Disgruntled Parent/Guardian  

 Gas leak  

 

 

Critical Incident Procedures 

 

When an incident occurs, staff will immediately alert the manager or designated person. It is the responsibility of the 

manager to determine whether the incident is deemed to be critical. The manager or designated person will lead the 

emergency response. 

 

The following steps will be taken by the manager: 

1. Identify the nature of the critical incident 

2. Implement the appropriate emergency plan 

3. Contact emergency services 

4. Delegate immediate first aiders 

5. If necessary, secure the area 

6. Ensure the safety and welfare of children and staff 

7. Speak with emergency services, hospital and medical staff 

8. Contact and inform parents and family members 

9. Identify children and staff members most closely involved and at risk 

10. Manage media and publicity 

11. Log all information 
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SCHOOL ILLNESS POLICY 

 

Our rules are strictly adhered to and are put in place to ensure safety of both your own child and all the children in 

the School. 

 

 Children who have been unwell during the previous 24 hours will be refused admission to the School.  

 It is important that children do not attend school for at least 48 hours after vomiting or diarrhoea to avoid 

the spread of infection to other children. 

 If your child is on antibiotics they may return to School only after 48 hours of medication has been given. 

 Children with a temperature cannot be admitted into the School.  

 If your child is diagnosed with an infectious condition, such as chicken pox, conjunctivitis etc please contact 

the School immediately to ensure the correct course of action can be taken for the well-being of the other 

children and staff. 

 Should there be an outbreak of an infectious disease (impetigo, chicken pox etc.), we will notify all parents and 

advise on precautions to be taken. 

 Should your child become ill with a temperature while in school, we will contact parents and you will be 

required to come and collect your child from the school immediately.  In the event that we cannot contact 

either parent or parents are not in a position to collect, we will administer calpol to the child. We will require 

written consent in this event and a letter stating the illness and required convalescent time will be presented. 

 Should your child have an injury or accident during school hours, we have qualified first aiders in each 

classroom and primary first aid can be administered while waiting for ambulance or medical staff to arrive. 

Parents will be immediately notified of what action is being take and a member of staff will accompany the 

child to the hospital and liase with parents at all times. 

 * Any child who has been in hospital, should be kept home for a minimum of 48hours after discharge 
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COVID 19 

 

The Service’s Infection Control Policy has been reviewed in the light of the COVID-19 pandemic and in accordance with 

HPSC and Tusla’s Early Years Inspectorate Guidance and Information on how to plan for re-opening and operating as safely 

as possible at this time. What is set out below is the additional enhanced procedures and should be read in conjunction with 

the service’s standard policy. 

 

Covid-19 is a new illness caused by a new coronavirus (SARA-CoV-2) which is spread mainly through tiny droplets scattered 

from the mouth or nose of a person with the infection. The droplets can be scattered when the infected person coughs, 

sneezes, talks or laughs. To infect you, it has to get from an infected person's nose or mouth into your eyes, nose or mouth.  

 

Anyone can get this illness but to date the evidence is that older people and those in at risk categories are most seriously 

affected.  

 

The most common symptoms are:  

● Cough - this can be any kind of cough, usually dry but not always  

● Fever - high temperature over 38 degrees Celsius  

● Shortness of Breath  

● Breathing Difficulties 

 

It can take up to 14 days for symptoms to appear. Some cases are asymptomatic, meaning there are no symptoms, however 

the individual is still infected with Covid-19. 

 

Children  

The current evidence suggests that children seem generally less likely to contract the virus and are not more likely than 

adults to spread the virus to other people. Children can get this illness but the current evidence is that they have no 

symptoms or a very mild disease.  

 

Symptoms in children include: 

● Cough 

● Fever  

● Runny nose 

● Sore throat 

● Diarrhea 

● Vomiting  

● Rash 

 

How it is transmitted or spread 

● COVID-19 is transmitted in breath, sneeze or cough droplets 

● The virus is transmitted through bodily fluids from an infected person's nose or mouth coming in contact with your 

eyes, nose or mouth. 

● Transmission can be directly from person to person, however it is more commonly transmitted indirectly, when you 

touch surfaces or objects where the virus is present, followed by touching your face, where the virus enters through 

the mucous membranes  

● Children are not more likely than adults to spread the virus 
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ALLERGIES 

 

Procedures for Children with Allergies 

 When completing the Application Form, it is vital that any allergies are recorded on it. If a child has an allergy, a 

risk assessment is completed to detail the allergen, the allergic reactions and what to do in case of an allergic 

reaction. Staff will be trained for any medication to be used e.g., EpiPen. A parent may train a staff member to 

administer medication. 

 This assessment is kept in the child’s personal file and a copy is displayed where staff can see it, along with a 

photograph of the child. 

 If a child is identified to have a food allergy, other parents are made aware so that no products containing the 

allergens are brought in.  

 The Manager must have: • A letter from the child's GP/consultant stating the child's condition and what medication 

if any is to be administered;  

 Written consent from the parent or guardian allowing staff to administer medication; and proof of training in the 

administration of such medication by the child's GP, a district nurse, children’s’ nurse specialist or a community 

paediatric nurse (a copy of such proof may be required by our insurance provider for appraisal so that our insurance 

can be extended if necessary) 

 All records kept by Tree House Pre School & Montessori are kept secure and confidential  

 

 

PLEASE NOTE THAT WE HAVE A CHILD WITH SEVEVE ALLERIGES ATTENDING THIS YEAR 

PLEASE DO NOT ALLOW CHILDREN TO BRING THE FOLLOWING TO SCHOOL: 

 

MILK 

EGG WHITE 

SESAME 

HAZELNUTS 

WALNUTS 

CASHEWS 

FISH 
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ADMINISTRATION OF MEDICINES 

 

In general, TREE HOUSE PRE SCHOOL & MONTESSORI try to avoid administering medication to children and would 

encourage parents or carers to ensure that they are administered before attending school. In circumstances where this is 

not possible, we must be provided with written consent from the child’s parents/carers to administer the medication during 

school hours.  

 

 Anti-febrile medication will be administered if and when required, once a consent form has been signed in advance by 

one or both parents. Parents will be phoned if a child presents with a temperature during class time and medication will 

be administered as required. 

 

 Staff will ensure a detailed account is kept on file of any medicine that is administered to a child in our service. 

 

 Any prescribed medications will be administered by authorised staff members only, in a way that ensures the safety 

and well-being of children.  

 

 All medications will be stored safely away from children’s reach and refrigerated if required. All medication 

administered will be accurately recorded.  

 

 In respect to those children who have long term medical needs, written consent from the parent/carer must be given on 

a monthly basis and a plan will be drawn up giving clear and accurate instructions that include details of the medical 

condition, medical needs, symptoms of condition and emergency contact details. 
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HYGIENE 

 

 Excellent hygiene standards will be upheld at all times. 

 It is the responsibility of all the staff members to maintain these high standards. 

 All staff members must be dressed appropriately for working with the children and meeting with the parents. 

 The school will be cleaned daily. 

 Tissues will be available in each room and bins are available for the hygienic disposal of tissues. 

 Staff will ensure all children wash their hands with soap and warm water after toileting children. 

 Hand Sanitizers inside the front door for all visitors to use to help reduce the risk of spreading infection.  

 Smoking is prohibited at all times in the Tree House Pre School & Montessori. 

 

 

TOILETS 

There are three toilet units on the premises. Two of the units have an option for the children to use either a small toilet or 

an adult toilet, whichever they prefer. The third toilet is an disabled toilet and is fully equipped for use if required.  This 

toilet is also equipped with a nappy changing unit, nappy disposal bin, nappy bags, nappies, wipes etc. All with the child’s name 

clearly marked on them.  

 

Staff use the toilet facilities in the community centre, which is accessed by a coded door from the toilet lobby, 

 

Potties/Toileting 

 Always inspect toilet area (including toilet seats) before use, and during the day to make sure they are visibly clean. 

 After the child has used a potty, put on gloves and apron and put contents of the potty into a toilet. 

 Remove residue with toilet roll and flush down the toilet.  

 Clean the potty with detergent and water or paper towels with detergent and water.  

 Dry with paper towels.  

 Put potty in a clean, dry area — do not store potties one inside the other. 

 If needed, help children use the toilet and wash their hands afterwards. 

 Wash your hands after helping the children use the toilet. 

 

Safe Nappy Changing Equipment  

 A clean nappy changing unit. 

 A clean disposable nappy bucket. 

 Water-based disposable wipes, or soap and water and disposable wipes. 

 The child’s own tub or tube of barrier cream. Do not use shared tubs or tubes of barrier cream. 

 A plastic bag (or nappy sack) for the used nappy 

 Personal Protective Equipment (PPE) for staff - a single-use disposable plastic apron and disposable gloves (on both 

hands). 

 

Changing Method 

 Wash your hands and put on apron and gloves.  

 Remove the used nappy and put the dirty nappy in a plastic bag, tie the bag and put it in a lined bin for used nappies. 

 The bin must be foot operated with a lid.   

 Gently clean the child’s bottom using warm soapy water or disposable wipes. Use wet wipes / disposable paper towels. 

 Dry the skin gently but thoroughly. Use the baby’s own barrier cream if necessary (New gloves should be used to apply 

cream if required).  

 Put on a clean nappy.  

 Remove your gloves, apron and wash hands.  

 Clean the baby-changing unit with detergent and water.   

 Wash your hands. 
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Daily Cleaning 

 

 This policy contains the General Cleaning and Disinfection and Advice as taken from HSE and HPSC documentation 

and adapted in light of COVID-19 

 Definitions: 

 Cleaning:  make clean; remove dirt, marks, or stains 

 Use of hot water and detergent, soapy water, to remove visible dirt and grime from surfaces. Scrubbing brushes, 

cloths, steel wool, Brillo-pads etc. 

Area is usually dried after cleaning 

 Disinfect:  the process of cleaning something, especially with a chemical, in order to destroy bacteria 

 Use of antibacterial sprays or wipes, either alcohol or chlorine based to remove germs and bacteria. Suggest using 

sprays and disposable paper towels, as they are better for the environment. Allow area to dry naturally after 

disinfecting 

 Sterilise:  the process of making something free from bacteria, or other living microorganisms 

 Use of sporicidal, antiviral, anti-bacterial, fungicidal sprays or wipes, either alcohol or chlorine based to remove not just 

bacteria, but other living organisms, such as viruses. Suggest using sprays and disposable paper towels, as they are 

better for the environment. Allow area to dry naturally after disinfecting. 

 

CLASSROOMS 

 

Both classrooms will be cleaned daily as follows: 

 Wipe down all shelves in warm soapy water  

 Wash all table tops and wipe down table legs with a mild disinfectant  

 Wash down sink and surrounding counter area  

 Clean fridge as required, check dates on food, and remove if necessary  

 The fridge should be wiped out inside with antibacterial spray The outside of the fridge is to be cleaned with a mild 

disinfectant  

 Wipe down window sills in warm soapy water. Clean windows with warm soapy water if necessary  

 Wipe all exposed woodwork with a mild disinfectant  

 Wash all skirting boards with warm soapy water  

 Empty bin and replace bag  

 Sweep/vacuum and wash floors with warm soapy water  

 

 

 

KITCHEN 

 

Both classrooms will be cleaned daily as follows: 

 Wipe down all shelves in warm soapy water  

 Wash all table tops and wipe down table legs with a mild disinfectant  

 Wash down sink and surrounding counter area  

 Clean fridge as required, check dates on food, and remove if necessary  

 The fridge should be wiped out inside with antibacterial spray The outside of the fridge is to be cleaned with a mild 

disinfectant  

 Wipe down window sills in warm soapy water. Clean windows with warm soapy water if necessary  

 Wipe all exposed woodwork with a mild disinfectant  

 Wash all skirting boards with warm soapy water  

 Empty bin and replace bag  

 Sweep/vacuum and wash floors with warm soapy water  

 

 

 

 

 

 

 



 

39 

 

INFECTIOUS CONTROL 

 

We will promote a healthy infectious control system. As good hand hygiene is the most effective way of preventing 

transmission of Infection, we ask staff and children to follow the following rules: 

 Wash your hands and children’s hands with warm water and liquid soap. 

 Dry properly with paper towels (fabric is dirty) - Alcohol hand rubs are useful, but they will not kill germs that cause 

diarrhoea. 

 Always cover cuts with water proof plasters. 

 Use a good hand cream to protect staff skin.  

 Wet wipes are useful for children’s hands. 

 Do not wear jewellery on hands, a plain wedding band is acceptable. 

 

It is vital to wash hands (you and children) 

 If your hands are dirty.  

 If you have been in contact with blood or body fluids (faeces, vomit, spit, nappies, pads, pus and urine). 

 If you use the toilet. 

 Before you eat. 

 Before you prepare food / bottles.  

 After you have touched raw meat.  

 After you have used cleaning materials. 

 After you feed or touch pets. 

 After you handle waste or rubbish. 

 After you wash soiled clothes. 

 After you cough or sneeze 

 

Gloves and Aprons 

 Disposable non powdered Latex free gloves and plastic aprons must be worn where there is a risk of contact with blood 

or body fluids (nappy changes etc). Gloves and aprons should be changed and hands washed between each nappy 

change/exposure to blood or body fluid. Gloves are not needed when there is no possible exposure to blood or blood 

fluids. 

 Gloves must be changed and hands must be washed after each episode of care. 

 Reusable household gloves are recommended for cleaning duties. Colour coded household gloves are recommended for 

different areas. Household gloves should not be shared and must be washed after each job. 

 All surfaces touched by hand on the premises must be kept clean and dry. 

 Hot water and detergent is usually sufficient for general cleaning purposes - It should be freshly prepared daily. 

 Household bleach may be necessary if there has been an Infection on the premises, but bleach will not be effective 

unless cleaning has occurred first. Always follow the manufacturer's instructions regarding diluting and contact time. 

 Chemicals should not be used on a regular basis, they are not usually necessary and can cause breathing and allergy 

problems in children and staff.  

 Always keep cleaning solutions locked away from children. 

 Cleaning is the physical removal of dirt. This is achieved by using hot water and detergent and elbow grease!  

 Cleaning cloths should be colour coded, 

 

 

 

Bathrooms 

The bathroom is a high-risk area for infection. There are a lot of things in the bathroom that carry germs and if you touch 

these things the germs can get onto your hands and move to another area, such as the kitchen or onto another person. 

Bathrooms and toilets should be cleaned last. To prevent infection you should: 

 Always wash your hands after using the toilet or bathroom. 

 Make sure you keep the bathroom clean. 

 Use hot water and detergent for cleaning the bathroom (Use separate cloths for cleaning the bathroom). 

 Clean the sink first and the toilet last.  

 Clean the areas that you touch regularly, such as the toilet, flush and taps. 

 Wear disposable gloves if you come into contact with faeces or body fluids and wash your hands after you’ve taken your 

gloves off. 

 Clean floors or other surfaces that have come into contact with faeces or vomit. 

 Get rid of as much of the faeces from the surface as you can using paper or a disposable cloth. 
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 Clean surfaces with hot water and detergent using a fresh cloth or paper towel to get rid of dirt, then put household 

bleach onto the surface using a fresh cloth or paper towel to kill any germs. 

 Never put bleach directly onto urine or vomit spills. You should clean them with hot water and detergent and then use a 

small amount of household bleach once you have cleaned the area. 

 

GENERAL SAFETY 

 

 There are 3 fully equipped first aid boxes, stored at high level in Classroom 1. 

 There is a first – aid manual available for staff.  

 Each staff member has an up to date First Aid Certificate. 

 A list of emergency phone numbers is listed on each classroom wall. 

 

 

First Aid Boxes 

 

Each box contains: 

 Sterile gauze pads of different sizes 

 Adhesive tape 

 Adhesive bandages in different sizes 

 Elastic bandage 

 A splint 

 Antiseptic wipes 

 Soap 

 Antibiotic ointment/cream 

 Antiseptic solution (like hydrogen peroxide) 

 Hydrocortisone cream (1%) 

 Ibuprofen 

 Extra prescription medicines (for any child that needs it) 

 Tweezers 

 Scissors  

 Safety pins 

 Disposable instant cold packs 

 Cooling lotion 

 Alcohol wipes 

 Thermometer 

 Plastic non latex gloves 

 Plasters  

 

 

Please ensure the Manager is notified if any of the supplies need to be restocked. 

 

Storage of Cleaning Materials 

 All cleaning or toxic materials will be placed out of rea ch of the children. 

 Cleaning utensils will be stored in their correct place out of reach of the children. 

 Ensure tops of all containers are closed correctly and tightly. 

 All doors on presses will be closed at all times. 

Care of equipment 

 All electrical equipment will be checked regularly to ensure it is in correct working order. 

 Any electrical faults must be reported to the manager. All electrical equipment will be properly protected and earthed. 

 All defects in equipment and appliances must be reported to the school manager and must not be made available for use. 

 All electrical appliances must be unplugged when not in use. 

 All fire equipment will be checked regularly to ensure they are fully operational. 

 All fire equipment will undergo a maintenance check at least once a year. 

 All teaching materials will be checked and cleaned once a week. 
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PEST CONTROL  

  

We work hard to keep a clean and hygienic environment for children staff and parents. We will ensure children and staff 

are not exposed to pests (insects, cockroaches, rats, mice, etc.) pest residue, and the chemicals used to control them. (Child 

Care (Pre-school Services) (no 2) Regulations 2006 and Child Care (Pre-school Services (No 2) (Amendment) Regulations 

2006 Part V, 18, Premises and Facilities, 22 Sanitary Accommodation. (Siolta Standard 9: Health and Welfare, Siolta 

Standard 15: Legislation and Regulation)(National Standard 17: premises, National Standard 18: Facilities, National 

Standard 20: Safety)  

  

 Tree House Pre School & Montessori have a contract with Pestguard to monitor on a continuous basis, every six weeks, 

for any risk or discovery of pests inside and outside of the building.  

 In the event of an emergency where pests pose an immediate health threat to children and staff (e.g. wasps) and 

pesticides need to be applied, we will ensure that children will not return to the treated area within two hours of the 

pesticide application or as specified on the pesticide label, whichever time is greater.  

 Advance notice of pesticide application will be given to parents and staff, except in emergencies where pests pose an 

immediate health threat to children or staff 

 Parents and staff will be notified as soon as possible when advance notice is not provided and include an explanation of 

the emergency, the reason for the late notice and the name of pesticide applied.  

 Access to bait boxes and other forms of pest control will never be accessible to children at Banogue Community Crèche  

 A record of pest control measures will be kept   
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ACCIDENTS & INCIDENTS   

  

Tree House Pre School & Montessori will comply with the Safety, Health and Welfare at Work Act, 2005 and the Childcare 

(Preschool Services) Regulations, 2006, are the governing legislation (Child Care (Pre-school Services) (no 2) Regulations 

2006 and Child Care (Pre-school Services (No 2) (Amendment) Regulations 2006 Part II, 5 Health, Welfare and 

Development of the Child,8 Management and Staffing, Part V, 14 Records, 16 Fire Safety Measures, 18 Premises and 

Facilities, 27 Safety Measures) (Síolta Standard 2: Environments, Síolta Standard 9: Health and Welfare) (National 

Standard 4: Records, National Standard 12: Health Care, National Standard 20: Safety)  

 

It is our policy to promote the health, wellbeing and personal safety of all our children and staff. Through developing and 

regularly reviewing accident prevention procedures and fire safety.  

 

We will endeavour to ensure that: 

 Children will be adequately supervised in accordance with the recommended child/adult ratios dictated by the Childcare 

(Preschool Services) Regulations, 2006.  

 Each room is designed for easy and unobtrusive supervision by the adults at all times.  

 Our staff knows which children are present at any one time.  

 We ensure that no child can leave the premises undetected.  

 The main door is locked at all times.  

 Only suitable and age-appropriate materials and equipment are available to children.  

 Windows and doors have safety appropriate glass with restricted opening safety devices.  

 All electrical sockets are fitted with safety covers.  

 Furniture and equipment is arranged to minimize safety risks.  

 Sun block protection will be used during hot weather; parents will be advised to provide a hat that covers the head, 

neck, ears.  

 The First Aid box is always fully equipped, easily identifiable and location is known to all staff.  Any substances, which 

may cause an allergy, will not be included.  

 Medical supplies are checked regularly.  

 A designated First Aider (certified) is on the premises at all times.  

 Staff must wear protective clothing (disposable apron and gloves) to clean any bodily fluids or spillages.  

 If a child is involved in an incident or accident, they will be taken into a quiet area, if possible.  

 All accidents/incidents even minor ones, are recorded in an accident record book, minor accidents will be treated and 

parents informed of the injury. Records are accessible to all relevant staff in case of an emergency. Parents will be 

asked to sign off on the accident report and will receive a copy.   

 In the case of a serious accident, we have a local doctor on call, they will be called and the child’s parents contacted 

immediately or we will call an ambulance.  

 If the child has to go to the hospital immediately the childcare worker will accompany the child, if the ambulance 

personnel permit. The child’s record will be taken to the hospital.  

 The childcare worker will not sign for any treatment to be carried out on the child in the hospital. The childcare worker 

will wait with the child until the parent/carer arrives.  

 All serious accidents will be reported to the Insurance Company.  

 Parents are responsible for all doctors or hospital fees where applicable.  
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FIRE SAFETY 

Accident Prevention 

 The premises will be kept tidy at all times to reduce the risks of accidents occurring. This includes: 

 Coats and bags will be placed in their correct place at all times. 

 Teaching materials to be placed back on the shelves when not in use. 

 Hot drinks will not be consumed in the classroom. 

 Electrical appliances to be kept out of reach of the children with leads secured safely away. 

 All entry and exit areas will be kept clear at all times. 

 All accidents involving the children in the school will be recorded in the Accident Book and will be reported to the 

parents on the day the accident occurs. 

 All staff will be instructed and trained on the use of the fire equipment. 

 All staff will hold current First Aid Certificates and will be proficient in treating minor burns.  

 All fire safety equipment will be clearly marked and easily located. 

 All smoke alarms will be maintained in good order at all times and tested once every two weeks. 

Emergency Procedures 

 Safe evacuation of the building is of the utmost importance. 

 All exits must be kept clear at all times to ensure a quick and safe exit. 

 All staff must be familiar with the location of fire appliances and their instructions. 

 All staff must be familiar with the fire drill. 

 Fire Drills are carried out on the last day of every month. 

 

Designated Fire Drill Locations: 

 All children leave by the emergency exit in the rear classroom, out onto the side of the building and follow the laneway 

out and down the side of the church where the ASSEMBLY SIGN is located. 

 

Fire Drill Procedures 

 When the fire alarm sounds (3 long whistles) do not panic or frighten the children. Carry out the Fire Drill procedure 

that has been practiced with the children. 

 All children and staff should stop work and line up at the designated area practiced in the Fire Drill. 

 Where possible, staff members will take the class roll with them. 

 The teachers will check the toilets and any other areas to ensure no child or adult are unaccounted for.  

 The building will be evacuated through the Fire Exits closing all doors as you leave. 

 Staff members will lead the children to the Assembly Point Area, located at the side of the Church. Then call the roll 

ensuring all children are present and accounted for.  

 Without putting yourself or others at risk, if you feel the fire can be handled with either a fire extinguisher or fire 

blanket then do so. 

 If staff and children are at risk and the fire cannot be controlled by an extinguisher, the emergency services should be 

contacted immediately 999. 

 

 

Fire Safety Equipment Area Date Installed Date Serviced Due date 

AFFF Foam Extinguisher Classroom 

 

09/18 Installed 11/21 

Co2 Extinguisher Classroom 

 

09/18 Installed 11/21 

AFFF Foam Extinguisher Hallway 

 

09/18 Installed 11/21 

Co2 Extinguisher Hallway 

 

09/18 Installed 11/21 

Co2 Extinguisher Kitchen 

 

09/18 Installed 11/21 

Fire Blanket Kitchen 09/18 Installed 11/21 
 

 

A fully maintained fire alarm system is installed throughout the building and is serviced quarterly by Ideal Fire Safety.  

IR Woods services the fire extinguishers quarterly. Emergency Fire Call Points are located at each of the exits. 

A Fire folder is held in the Parish Office and is available on request. 
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          EMERGENCY AND EVACUATION PROCEDURES 

            DISCOVERING A FIRE 

 

 

What to do? 

Raise the alarm by blowing the whistle (on wall in lobby) and pressing any one of the emergency 

buttons, located in each area. 

Phone the fire brigade from the nearest phone (dial 112 or 999) giving the following details: 

Name of the Premises: (Tree House) 

Address of the Premises: (Kilternan Centre) 

Location of the Premises: (D18ET99) 

Nature of the Fire: 

 

 

 

ON HEARING AN ALARM OR OTHER WARNING 

 

What to do ? 

1. Ask the children to listen carefully. 

2. Instruct the children to gather at the fire door in a single line.  

3. Take the roll book and the hands of any children needing direction. 

4. Open the fire door and go directly to the Assembly Point in front of the tennis courts, to the right of Main Door 

5. Conduct a roll-call 

 

 

 

Remember 

• Do not return for anything that you may have forgotten. 

• Do not stop to collect personal belongings. 

• Do not open a door if you suspect a fire on the other side. 

• Do not re-enter the building until advised to do so by the fire brigade.  
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RECRUITMENT POLICY   

Child Care (Pre-School Services) Regulations 2006 Developed according to Tusla-The Child and Family Agency Procedure: 

Garda Vetting, Employee References [and recorded validations] & Qualifications.   

  

Tree House Pre School & Montessori will follow best practice in the recruitment and selection of staff.  

  

We will endeavour to recruit and select the best candidate for any vacant position within our childcare service.  Our staff 

are one of the key resources we have in achieving our aims and objectives of providing good quality care to the children in 

our service.  Our primary concern is selecting the right candidate that will cherish the children in our care and help each 

one of them to reach their potential. (National Standard 5: Organisation and Management, National Standard 11: Child 

Protection)  

  

Tree House aims to: 

 Deal with all applications with courtesy and efficiency;  

 Select candidates on the basis of their qualifications and/or experience for the vacancy concerned 

 To give every person interviewed a fair and thorough hearing.  

 Not discriminate unfairly against potential applicants on grounds of gender, civil status, family status, disability, sexual 

orientation, age, religion, race or membership of the Traveller community; or trade union membership / activity  

 Not discriminate unfairly against persons with a criminal record or make any false statements in recruitment literature 

of job advertisements.  

 All vacancies will be advertised both internally and externally.    

 Applicants will asked to submit a CV and Application Form  

 Every job applicant will be replied to without unreasonable delay.  

 Potential applicants will be informed about the details and conditions of the position advertised.  

 Candidates will be required to sign and declare that the information they have provided is true.   

 Candidates will be required to provide details of two previous employers for reference-checking. Successful candidates 

will have their references checked before an offer of employment is made. References will be checked by telephone or 

in writing to verify the candidate’s identity and to check their employment history, qualifications, experience and 

suitability for the role. References must be within the previous two years and relevant to the post advertised and 

should not be provided by family members. References will be held on the staff members’ personnel file.   

 

During the Interview, we will try to gather as much relevant information from each candidate as possible to enable us to 

make an accurate assessment of their suitability for the job.  

  

After each interview, each candidate is assessed against the criteria set out in the job description, personal specification 

and their own qualifications. There is an interview sheet and this will be signed off by the interviewers.  

  

We are required by legislation to keep certain records on our staff members. It is our policy to keep the following records 

for each staff member:  

  

 Completed Application Form & C.V. 

 Questions for Interview 

 Proof of identity (passport, driving license)    

 Two validated References (Verbal and Written)    

 Processed Garda Vetting Form       

 Contract signed by employee and employer    

 Sign Off sheet on all policies and Procedures   

 Copies of validated Qualifications   

 Copies of relevant Training Certificate 
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GARDA VETTING 

 

Garda Vetting will be carried out for each staff member in accordance with the Childcare (Pre-school Services) Regulations 

2006 and we will ensure that all staff members are Garda vetted through Early Childhood Ireland.  

  

TUSLA-The Child and Family Agency inspection standards require Garda Vetting forms to be held on site by childcare 

providers to ensure the service is compliant under childcare regulations and the National Vetting Bureau (Children and 

Vulnerable Persons) Act 2012.      

  

 

 

CONFIDENTIALITY   

Tree House Pre School & Montessori have a policy not to discuss details of any child or parent/family outside the service 

without written permission.  In the event of a suspicion of child abuse the manager will inform the parents that she will 

contact a Tusla duty social worker.  Confidential information is only shared with the relevant staff member(s).  Personnel 

details will not be discussed without consent. Parents and staff are within their rights to look at their own files.  (Child Care 

(Pre-school Services) (no 2) Regulations 2006 and Child Care (Preschool Services (No 2) (Amendment) Regulations 2006 Part 

IV, 13(2)(d-f) Register of Pre-School Children Part IV, 14 (1)(a-m) Records (Síolta Standard 12: Communication) (National 

Standard 2: Contract, National Standard 3: Working in Partnership with Parents or Guardians, National Standard 4: 

Records, National Standard 7: Confidentiality, National Standard 11: Child Protection)  

  

We confirm that all information, records and observations to be treated with respect and with due attention to 

confidentiality and privacy.   

  

Parents will be made aware of our records in relation to children, in order to comply with Child Care Regulations.  Parents 

will have access to any records kept in relation to their own child.  

  

We will not accept any discussion relating to children or their families outside of school, except in a situation of a child 

protection issue, where there is an obligation on the service to contact TUSLA. 

 

Breaches of confidentiality by any staff member will be dealt with under the service’s disciplinary procedures.  

  

Non-confidential information relating to children will be kept in the appropriate files within the child’s classroom and will be 

up-dated regularly under the supervision of the Manager or Owner of the service.  

  

Our designated officer is Elaine Dunne, Owner and it is her responsibility to deal with any confidential matters relating to 

child protection and it is to her, that any queries or concerns should be addressed.  

  

The importance of total confidentiality has been made clear to all our staff and volunteers and they have signed the 

confidentiality policy. All staff members must understand that anything relating to a child or a staff member must not be 

discussed outside of the school setting. The parent’s confidence in our service is very important to us and parents can be 

assured any discussion they may have will be treated in the strictest of confidence.  

  

 

All of our records and files are securely stored and staff only have access to our records if and when it is required. 
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COMMENTS & COMPLAINTS  

Tree House Pre School & Montessori welcome all feedback, good or bad, from parents. s made in relation to the service we 

provide. 

 

Complaints 

A complaint can be defined as ‘an expression of dissatisfaction, made by a parent, member of public or partner 

agency/organisation’. Complaints may be made in writing, by phone, or at a meeting. Complaints made about the service will 

be dealt with in an open and impartial manner according to the procedures advised. (Síolta Standard 3: Parents and Families, 

Síolta Standard 4: Consultation, Síolta Standard 10: Organisation) (National Standard 1: Information, National Standard 3: 

Working in partnership with Parents or Guardians, National Standard 4: Records, National Standard 7: Complaints, National 

Standard 11: Child Protection)  

  

Our children/staff/parents have the right to voice their opinions and concerns.  All comments or suggestions should be 

made to either the owner or the Manager, who will give a prompt and courteous response to any suggestions, comments or 

complaints.  All complaints will be dealt with in an open and impartial manner and will be documented and filed. All 

documentation will remain confidential. 

 

In the case of a complaint made against a staff member, the staff member involved will be informed that a formal complaint 

has been made and given full details.  

  

In the unlikely event of an unsatisfactory solution being reached, you will be referred to our governing body (TUSLA) for 

guidance. 

 

Compliments 

We are happy to get positive feedback also. We would encourage parents to express any compliments which are deserved 

towards any of our staff members for the care and attention in given to your child. Compliments are good for morale of 

staff and can contribute to stimulating a quality working environment.  
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AISTEAR 

Aistear is The Early Childhood Curriculum Framework. Our curriculum will embrace the Aistear guidelines and principles. 

Aistear is Ireland’s curriculum framework for children from birth to six years. It is designed to work with the great variety 

of curriculum materials currently in use in early childhood settings. Using the broad learning goals of Aistear we will adapt 

our curriculum to make learning even more enjoyable and rewarding for the children at Banogue Community Crèche. Aistear 

contains information for parents and practitioners that will help plan for and provide challenging and enjoyable learning 

experiences that can enable all children to grow and develop as competent and confident learners in the context of loving 

relationships with others. Aistear describes the types of learning (dispositions, values and attitudes, skills, knowledge, and 

understanding) that are important for children in their early years, and offers ideas and suggestions as to how this learning 

might be nurtured. The Framework also provides guidelines on supporting children’s learning through partnerships with 

parents, interactions, play, and assessment.   Aistear is based on 12 principles of early learning and development.  

 

These are presented in three groups:   

1. Children and their lives in early childhood:  the child’s uniqueness, equality and diversity, children as citizens.   

2. Children’s connections with others:   relationships, parents, family and community, the adult’s role.   

3. How children learn and develop:  holistic learning and development, active learning, play and hands-on experiences, 

relevant and meaningful experiences, communication and language, the learning environment.  

 

Aistear also uses four themes that connect and overlap with each other to outline children’s learning and development. The 

themes are:  

• Well-being  

• Identity and Belonging  

• Communicating  

• Exploring and Thinking.   

 

Each theme includes aims and broad learning goals for all children from birth to six years (see Figure 1). The aims and goals 

outline the dispositions, attitudes and values, skills, knowledge, and understanding that the adult nurtures in children to help 

them learn and develop.  

Research that supports Aistear  

 

The Role of Staff through the Aistear Programme: 

 To be a positive role model 

 To offer guidance, support and encouragement 

 To be calm and gentle in approach 

 To plan collaboratively with the children as part of the curriculum decision making 

 To plan a responsive curriculum that reflects their needs and interests and to complete weekly curriculum planning 

sheets 

 To use a range of leaning methods, including free play, real life experiences, focused learning, routines, equipment and 

play material, outdoor play etc. 

 To organise environments that are dynamic and responsive to children’s needs and interests 

 To celebrate diversity and challenge/question any racism, inequality and negative attitudes. 

 To be non-judgemental and to be aware of our own values and assumptions 

 To work in close partnership with our parents 

 To collect evidence on how children learn and record this evidence through observation 

 

The NCCA reviewed national and international literature when developing Aistear. The curriculum experiences of other 

countries also provided valuable information, in particular New Zealand, Sweden and Scotland. Much of the research used to 

develop Aistear is presented in four papers which you can download at www.ncca.ie/earlylearning.  

 

 

 

 

 

 

 

 

 

 

http://www.ncca.ie/earlylearning


 

49 

 

SIOLTA 

 Early childhood is a significant and distinct time in life that must be nurtured, respected, valued and supported in its 

own right. 

 Early childhood, the period from birth to six years, is a significant and unique time in the life of every individual. Every 

child needs and has the right to positive experiences in early childhood. As with every other phase in life, positive 

supports and adequate resources are necessary to make the most of this period. Provision of such supports and 

resources should not be conditional on the expectations of the economy, society or other interests. 

 The child's individuality, strengths, rights and needs are central in the provision of quality early childhood experiences. 

 The child is an active agent in her/his own development through her/his interactions with the world. These interactions 

are motivated by the individual child's abilities, interests, previous experiences and desire for independence. Each child 

is a competent learner from birth and quality early years experiences can support each child to realise their full 

potential. Provision of these experiences must reflect and support the child's strengths, needs and interests. Children 

have the right to be listened to and have their views on issues that affect them heard, valued and responded to. 

 Parents are the primary educators of the child and have a pre-eminent role in promoting her/his well-being, learning and 

development.  

 Quality early childhood care and education must value and support the role of parents. Open, honest and respectful 

partnership with parents is essential in promoting the best interests of the child. Mutual partnership contributes to 

establishing harmony and continuity between the diverse environments the child experiences in the early years. The 

development of connections and interactions between the early childhood setting, parents, the extended family and the 

wider community also adds to the enrichment of early childhood experiences by reflecting the environment in which the 

child lives and grows. 

 Responsive, sensitive and reciprocal relationships, which are consistent over time, are essential to the wellbeing, 

learning and development of the young child.  

 The relationships that the child forms within her/his immediate and extended environment from birth will significantly 

influence her/his well-being, development and learning. These relationships are two-way and include adults, peers, family 

and the extended community. Positive relationships, which are secure, responsive and respectful and which provide 

consistency and continuity over time, are the cornerstone of the child's well-being. 

 Equality is an essential characteristic of quality early childhood care and education.  

 Equality, as articulated in Article 2 of the UN Convention on the Rights of the Child (1989) and in the Equal Status Acts 

2000 to 2004, is a fundamental characteristic of quality early childhood care and education provision. It is a critical 

prerequisite for supporting the optimal development of all children in Ireland. It requires that the individual needs and 

abilities of each child are recognized and supported from birth towards the realisation of her/his unique potential. This 

means that all children should be able to gain access to, participate in, and benefit from early years services on an equal 

basis. 

 Quality early childhood settings acknowledge and respect diversity and ensure that all children and families have their 

individual, personal, cultural and linguistic identity validated.  

 Diversity is a term which is generally used to describe differences in individuals by virtue of gender, age, skin colour, 

language, sexual orientation, ethnicity, ability, religion, race or other background factors such as family structure, 

economic circumstances etc. Quality early childhood environments should demonstrate respect for diversity through 

promoting a sense of belonging for all children within the cultural heritage of Ireland. They should also provide rich and 

varied experiences which will support children's ability to value social and cultural diversity. 

 The physical environment of the young child has a direct impact on her/his well-being, learning and development.  

 The child's experiences in early childhood are positively enhanced by interactions with a broad range of environments. 

These include the indoor and outdoor, built and natural, home and out-of-home environments. The environment should 

be high quality and should extend and enrich the child's development and learning. These experiences stimulate 

curiosity, foster independence and promote a sense of belonging. The development of respect for the environment will 

also result from such experiences. 

 The safety, welfare and well-being of all children must be protected and promoted in all early childhood environments.  

 The promotion of child well-being is a characteristic of a quality environment. This involves the protection of each child 

from harmful experiences and the promotion of child welfare. Additionally, the opportunity to form trusting 

relationships with adults and other children is a key characteristic of quality. Promotion of safety should not prevent 

the child from having a rich and varied array of experiences in line with her/his age and stage of development. 

 The role of the adult in providing quality early childhood experiences is fundamental.  

 Quality early childhood practice is built upon the unique role of the adult. The competencies, qualifications, dispositions 

and experience of adults, in addition to their capacity to reflect upon their role, are essential in supporting and 

ensuring quality experiences for each child. This demanding and central role in the life of the young child needs to be 

appropriately resourced, supported and valued. 

 The provision of quality early childhood experiences requires cooperation, communication and mutual respect. 
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 Teamwork is a vital component of quality in early childhood care and education. It is the expression of cooperative, 

coordinated practice in any setting. Shared knowledge and understanding, clearly communicated among the team within 

the setting; with and among other professionals involved with the child; and with the parents is a prerequisite of quality 

practice and reflects a "whole-child perspective". This also ensures the promotion of respectful working relationships 

among all adults supporting the well-being, learning and development of the child. Such teamwork, coordination and 

communication must be valued, supported and resourced by an appropriate infrastructure at local, regional and national 

levels. 

 Pedagogy in early childhood is expressed by curricula or programmes of activities which take a holistic approach to the 

development and learning of the child and reflect the inseparable nature of care and education. 

 Pedagogy is a term that is used to refer to the whole range of interactions which support the child's development. It 

takes a holistic approach by embracing both care and education. It acknowledges the wide range of relationships and 

experiences within which development takes place and recognizes the connections between them. It also supports the 

concept of the child as an active learner. Such pedagogy must be supported within a flexible and dynamic framework 

that addresses the learning potential of the 'whole child.' Furthermore, it requires that early childhood practitioners 

are adequately prepared and supported for its implementation. 

 Play is central to the well-being, development and learning of the young child.  

 Play is an important medium through which the child interacts with, explores and makes sense of the world around 

her/his. These interactions with, for example, other children, adults, materials, events and ideas, are key to the child's 

well-being, development and learning. Play is a source of joy and fulfilment for the child. It provides an important 

context and opportunity to enhance and optimize quality early childhood experiences. As such, play will be a primary 

focus in quality early childhood settings. 
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CHILD PROTECTION POLICY 

 

SECTION 1.1 CHILD PROTECTION & WELFARE POLICY STATEMENT 

Tree House Pre School & Montessori is committed to safeguarding the children in our care and to providing a safe 

environment in which the total development of the child, socially, emotionally, physically and culturally can be nurtured. We 

recognise the importance of a child’s environment in their development.  

 

Children First, the Department of Health and Children’s Guidelines on protecting children from abuse, clearly places a duty 

on our service to protect children in our care. The Child Care (Pre-school Services) Regulations, 2006 require us to develop 

clear written guidelines on identifying and reporting child abuse. 

 

Tree House Pre School & Montessori will ensure a safe and secure environment is provided for all children. We are 

committed to child centred practice in all our work and are in full compliance with Children First and Our Duty of Care. We 

recognise and accept our responsibilities to protect all children from harm, to ensure they are treated with respect, 

listened to and have their views taken into consideration in matters that affect them and in furthering our own awareness 

of the causes of harm. 

 

Management, staff, volunteers and students in our service recognise the welfare of children is paramount and we will 

endeavour to safeguard children in our care by: 

 

 Having procedures to recognise, respond to and report any concerns about children’s protection and welfare 

 Having a confidentiality policy 

 Having a code of behaviour for all staff 

 Having safe recruitment procedures 

 Having a procedure to respond to accidents and incidents 

 Having a complaints procedure 

 Having a procedure to respond to allegations of abuse and/or neglect against staff members. 

 

As part of our policy, Tree House Pre School & Montessori will: 

 Appoint a Designated Liaison Person and a Deputy Liaison Person. 

 Ensure all staff members are instructed with regard to our Child Protection & Welfare Policy 

 Ensure all staff attend any relevant Child Protection training. 

 Provide supervision and support for staff who are in contact with children 

 Ensure all parents are provided with a copy of our Child Protection & Welfare Policy 

 Ensure the DLP or DDLP reviews the Child Protection Policy any time an incident is reported to us or every 2 years 

otherwise. 

 Work and cooperate with any relevant statutory agencies if required. 

 

SECTION 1.2 RESPONSIBILITY OF ALL EMPLOYEES, VOLUNTEERS AND STUDENTS 

The Designated Liaison Person leads all issues relating to the protection and welfare of children. It is the responsibility of 

all staff to ensure the safety, protection and well-being of all children in the care of our service. All staff are required to 

read, understand and sign our Child Protection & Welfare Policy.  

 

We will ensure that all staff: 

 Read and sign this Child Protection & Welfare Policy 

 Are aware of their responsibilities and obligations under Children First 

 Attend child protection training 

 

This policy is applicable at all times when children are in our care, including day trips and outings. This policy will be shown 

to: 

 Staff 

 Special Needs Assistants 

 Relief Staff 

 Volunteers 

 Work Experience Students 

 Parents of enrolled children 
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SECTION 2: DESIGNATED LIASON PERSON 

The Role of the Designated Liaison Person (DLP) 

Children First requires that a Designated Liaison Person is appointed for reporting neglect or abuse. The DLP is responsible 

for dealing with child protection and welfare concerns in accordance with Children First and Our Duty to Care. There should 

also be a deputy DLP appointed to undertake the duties of the DLP if that person is not available. 

 

Designated Liaison Person: ELAINE DUNNE (OWNER) 

Deputy Liaison Person:  ANNAMARIE FITZSIMONS (MANAGER) 

 

The role of the DLP is to: 

 Provide information and advice on child protection and welfare concerns and issues to the staff. 

 Be available at all times to staff 

 Ensure that they are knowledgeable about child protection and welfare and that they undertake any training considered 

necessary to keep updated on new developments. 

 Ensure that the Child Protection and Welfare Policy and Procedures of Tree House Pre School & Montessori are 

followed. 

 Be responsible for reporting concerns about the protection and welfare of children to TUSLA – Child & Family Agency 

or to An Garda Síochána 

 Ensure the appropriate information is included in the report to the Child & Family Agency and that the report is 

submitted in writing (under confidential cover) using the Standard Report Form  

 Liaise with the Child & Family Agency, An Garda Síochána and other agencies as appropriate. 

 Keep relevant people within Tree House Pre School & Montessori informed of relevant issues, whilst maintaining 

confidentiality 

 Ensure that the individual case record is maintained of the action taken by the service, the liaison and the other 

agencies and record the outcome. 

 Advise the organisation of child protection training needs. 

 Maintain a central log or record of all child protection and welfare concerns in Tree House Pre School & Montessori. 

 

It is not the responsibility of Tree House Pre School & Montessori or its staff to carry out investigations. This is the role 

of the TUSLA and the Garda Síochána. 

 

SECTION 3.1 RECOGNISING CONCERNS 

Staff may be concerned about the general welfare and development of children they work with and you can discuss any 

concerns with the manager and/or DLP at any time. All staff should familiarise themselves with the definitions of abuse as 

outlined in Children First and the signs and symptoms of abuse. 

 

In accordance with Children First: 

 Tree House Pre School & Montessori staff must be alert to the possibility that children with whom they are in contact 

may be suffering from abuse or neglect. 

 The Child & Family Agency should always be informed when a person has reasonable grounds for concern that a child 

may be been, is being or is at risk of being abused or neglected. Child Protection concerns should be supported by 

evidence that indicates the possibility of abuse or neglect. 

 A concern about a potential risk to children posed by a specific person, even if children are unidentifiable, should also 

be communicated to the Child & Family Agency. 

 The guiding principles in regard to reporting child abuse or neglect may be summarised a follows: 

1. The safety and well-being of the child must take priority 

2. Reports should be made without delay to the Child & Family Agency 

 Any reasonable concern or suspicion of abuse or neglect must elicit a response. Ignoring the signals or failing to 

intervene may result in ongoing or further harm to the child. 

 Section 176 of the Criminal Justice Act 2006, introduced the criminal charge or reckless endangerment of children. It 

states:  

‘A person, having authority or control over a child or abuser, who intentionally or recklessly endangers a child by (a) 

causing or permitting any child to be placed or left in a situation which creates substantial risk to the child of being a 

victim of serious harm or sexual abuse or (b) failing to take reasonable steps to protect a child from such a risk while 

knowing that the child is in such a situation, is guilty of an offence’ 

 

The penalty for a person found guilty of this offence is a fine (no upper limit) and/or imprisonment for a term not 

exceeding 10 years. 
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SECTION 3:2 A CONCERN SHOULD COME TO YOUR ATTENTION IN A NUMBER OF WAYS: 

 A child tells you or indicates that she/hi is being abused. This is called a disclosure. 

 An admission or indication from the alleged abuser. 

 A concern about a potential risk to children posed by a specific person, even if the children are unidentifiable. 

 Information from someone who saw the child being abused. 

 Evidence or an injury or behaviour that is consistent with abuse and unlikely to be caused in any other way. 

 Consistent indication over a period of time that a child is suffering from emotional or physical neglect. 

 An injury or behaviour which is consistent with abuse, but an innocent explanation is given. 

 Concern about the behaviour or practice of a colleague (All staff are expected to consult Children First and the Child 

Protection & Welfare Practice Handbook for detailed information on the signs and symptoms of abuse). 

 

SECTION 3:3 PROCEDURES FOR RESPONDING TO A CHILD PROTECTION OR WELFARE CONCERN 

 Under no circumstances should a child be left in a situation that exposes him or her to harm or risk pending Child & 

Family Agency intervention. In the event of an emergency and the unavailability of a Duty Social Worker, the DLP 

should contact the Garda. 

 If the child has made a disclosure, a written record will be made. If there are other grounds for concern that the child 

has been abused or neglected, a written record will be made. 

 If there are reasonable grounds for concern, the DLP will complete the Standard Report Form without delay and sent it 

to the Duty Social Work Team in the Child & Family Agency. 

 If the concern is urgent and the child is in immediate danger, the report to the Child & Family Agency will be made by 

telephone and followed up with the completed Standard Report Form. 

 In the event of an emergency and the unavailability of a Duty Social Worker, the DLP will contact An Garda Síochána. 

 The DLP may use the process of information consultation with the Duty Social Work Team to discuss the response to a 

child protection and welfare concern and whether or not it warrants reasonable grounds for concern, informal 

consultation is carried out without providing the name of the family of the child. If advised to do so, a formal report 

will be made. 

 The DLP will record information about the concern, information consultation (if carried out) and details regarding if and 

when the parents were informed. 

 

Duty Social Work Team Contacts: 

Name: 

Telephone No: 

 

Procedure when a referral is not made to the Child & Family Agency 

 Not all concerns will meet the reasonable grounds for concern. In this case, the concern and any informal consultation 

will be documented and kept confidentially and securely. 

 The DLP will inform the member of staff who raised the concern that it is not being referred in writing, indicating the 

reasons. The DLP will advise the individual that they may make a report themselves or contact the Duty Social Work 

Team and that the provision of the Protection for Persons Reporting Child Abuse Act 1988 will apply. 

 

SECTION 3:4 INFORMING PARENTS ABOUT CHILD PROTECTION & WELFARE CONCERNS 

 Good communication with parents is very important in ensuring best outcomes for children and any concerns about 

health and well-being of a child will always be discussed with parents from the outset. 

 When a child protection concern is being reported to the Child & Family Agency, good practice indicates that parents 

should be informed about the report unless doing so may put the child at further risk. The DLP may seek advice from 

the Child & Family Social Work Department in relation to this. 

 

SECTION 3:5 RESPONDING TO A RETROSPECTIVE DISCLOSURE BY AND ADULT OF ABUSE AS A CHILD 

 In relation to retrospective disclosures, it is imperative that all child protection concerns are examined and addressed. 

 If a staff member becomes aware of a retrospective concern they should follow the reporting procedure and speak 

with the DLP. If any risk is deemed to exist to a child who may be in contact with an alleged abuser, Tree House Pre 

School & Montessori DLP will report the concern to the Children & Family Agency without delay. 

 Information about relevant support services may be provided to the adult if appropriate. 
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SECTION 4 CONFIDENTIALITY STATEMENT 

 All information regarding a concern or assessment of child abuse or neglect should be shared on ‘a need to know’ basis in 

the interests of the child with the relevant statutory authorities. 

 No undertakings regarding secrecy will be given. Those working with a child and family should make this clear to all 

parties involved, although they can be assured that all information will be handled taking full account of legal 

requirements. 

 Ethical and statutory codes concerned with confidentiality and data protection provide general guidance. They are not 

intended to limit or prevent the exchange of information between different professional staff with a responsibility for 

ensuring the protection and welfare of children. The provision of information to the statutory agencies for the 

protection of a child is not a breach of confidentiality or data protection. 

 It must be clearly understood that information gathered for one purpose must not be used for another without 

consulting the person who provided that information. 

 

SECTION 5 ALLEGATIONS OF ABUSE OR NEGLECT AGAINST EMPLOYEES 

The protection and welfare of the children attending Tree House Pre School & Montessori is paramount and their safety 

and well-being is the priority. However, Tree House Pre School & Montessori has a duty and responsibility, as an employer, in 

respect of all our employees. Should an allegation of abuse or neglect arise against an employee of Tree House Pre School & 

Montessori, the following procedures will be put in place: 

 Two people will be nominated to manage the procedure, the DLP and Deputy DLP. The DLP will be responsible for 

reporting the matter to the Child & Family Agency. 

 If the concern meets reasonable grounds for reporting, it will be referred without delay to the Child & Family Agency. 

An informal consultation may be used to determine if reasonable grounds are present. 

 If a disclosure is made by a child, a written record of the disclosure should be made as soon as possible by the person 

receiving it. Where an allegation of abuse or neglect is made by an adult, a written record of the allegations should be 

made and a written statement should be sought from that person. 

 If Tree House Pre School & Montessori becomes aware of an allegation of abuse by an employee while executing their 

duties, the DLP will privately inform the employee that an allegation has been made against them and the nature of that 

allegation.  

 The employee will be given an opportunity to respond to the allegation, this will be noted and passed on to the Child & 

Family Agency with the formal report. 

 All stages of the process will be reported 

 An investigation will be carried by the DLP. The DLP will notify the employee of the time the investigation will take and 

the appeal process relevant.  

 The principle of confidentiality – only those that need to know should be told of a suspicion/allegation/disclosure of 

abuse and the number of people to be kept informed should be kept to a minimum. 

 Parents have the right to contact the Child & Family Agency to report an allegation of abuse of neglect about the 

employee or about Tree House Pre School & Montessori. 

 Parents of children who are named in an allegation of abuse or neglect will be kept informed of actions planned and 

taken, having regard to the rights of others concerned. 

 If there is any concern that a child has been harmed, parents will be informed by the DLP immediately. 

 

SECTION 6 RECORD KEEPING 

 Tree House Pre School & Montessori will keep accurate and up to date records in relation to children, staff and service 

provision, as per the Child Care Act 1991 (Early Years Services) Regulations 2016. 

 Parents may have access to our files and records of their own child/children on request. They cannot have access to any 

files or information about any other children. 

 Only staff involved with each particular child will have access to those confidential files. 

 All records will be stored in compliance with the Child Care Act 1991 (Early Years Services) Regulations 2016. 

 Where there are child protection or welfare concerns, observations and records will be kept on an on-going basis and 

this information can be shared with the Child & Family Agency as appropriate. 

 All records are managed in line with Date Protection Policy. 
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SECTION 7 CODE OF BEHAVIOUR 

We recognise the importance of a Code of Behaviour between staff and children as recommended in Our Duty of Care. Our 

Code of Behaviour is kept under regular review and supports all staff to have a clear understanding of what is acceptable 

with respect to their behaviour with children.  

 

Tree House Pre School & Montessori undertakes: 

 To value and respect each child in our care. 

 To listen to the children in our care and to involve them in decision making as appropriate. 

 To ensure each child is under the care of a specific adult and the adult knows where the child is at all times. 

 To allow Parents/carers allowed access to their children’s rooms at all times. 

 To ensure children do not leave the service unaccompanied. 

 To ensure that it is possible to view each room through a window in the doors or walls. 

 That nothing is placed over windows to prevent or obstruct viewing. 

 That children’s arrivals and departures are supervised. 

 That staff never physically punish or are in any way verbally abusive to a child. 

 That children are encouraged at all times to behave in a caring responsible way. 

 To encourage turn taking and sharing. 

 To promote positive behaviour to encourage and build the child’s self-esteem. 

 To explain the rules of play and the playroom rules clearly to the children. 

 To manage difficult behaviour by distracting the child, changing the activity/environment or giving time out. 

 As children imitate behaviour, the adults in the classrooms will lead by example. 

 To ensure physical contact is used as a valid way of comforting, reassuring and showing concern for children but should 

only take place when it is acceptable to all persons concerned. All children are different and may need assistance in 

different ways. Children should be assisted with toileting and dressing based on individual needs. 

 To ensure touch and physical contact is open and not secret and that resistance from a child will be respected at all 

times. 

 To respect the personal space, safety and privacy of all individuals in our service. 

 That all records are kept accurately and up to date. 

 To provide training on child protection and insist that all staff members attend. 

 To supervise staff and support them. 

 To ensure the use of mobile phones is prohibited in the classroom at all times and restricted to break times. 

 To ensure our ratios are adhered to at all times. We work on a 1:8 and 1:11 ratio in our classrooms. 

 

SECTION 8 RECRUITMENT POLICY  

We will ensure that: 

 All employees are suitable to work with children. 

 All employees are carefully selected and vetted through Garda Vetting Forms. 

 All employees are adequately supervised. 

 

Personnel Files  

Up to date and accurate personnel files are kept for each member of staff and include the following: 

 Proof of identity 

 Proof of approved Garda Vetting 

 Two validated references, including a reference from the most recent place of employment, where applicable. 

 Proof of qualifications 

 Investigation of any gaps in employment. 
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SECTION 9 TRAINING AND SUPERVISION 

Tree House Pre School & Montessori will require all of its employees to complete an induction day where they will be briefed 

on all the elements of the Child Protection & Welfare Policy including our ethos, our practices and policies and our Code of 

Behaviour. 

 

 All management, staff, volunteers and students will be required to commit to and abide by the Child Protection & 

Welfare Policy and are required to read the policy and sign the bottom of it once they fully understand it. 

 The DLP and Deputy DLP will be released from duties to attend any Children First training or other relevant training 

required. Child Protection training must be undertaken every 3 years. 

 All management and staff will be encouraged to attend child protection and other relevant training if required. 

 All staff will be provided with any information on skills training to encourage professional development and best 

practice in our service. 

 Regular supervision and support is available to all staff, either one to one or group staff meetings. 

 Staff will be supported while dealing with a child protection concerns and any support required will be provided for by 

Tree House Pre School & Montessori. 

 

SECTION 10 RESPONDING TO COMPLAINTS 

Tree House Pre School & Montessori work in partnership with the parents by seeking their views and encouraging parents to 

participate in any decision making in relation to our service.  

 

 We welcome suggestions on the delivery our service provides. 

 We undertake to ensure all complaints are taken seriously and dealt with fairly, impartially and confidentially. 

 We will endeavour to quickly and informally resolve complaints through discussion with parents and member of staff. 

 Parents will be made aware that there is a complaints procedure as part of our enrolment policy. 

 If we find that we have made a mistake or that something could have been done better, we will change the way we do 

things to avoid making the same mistake again. 

 Complaints can be made by parents, guardians or any other advocates on behalf of the children in our service. 

 If a parent is not satisfied with any aspect of our service, we would request that they try to resolve the issue 

information through discussion with the manager or owner. 

 If a problem persists, re-occurs or the parent is not satisfied with our response to them, the complaint should be put in 

writing to the owner. Elaine Dunne – elainetreehouse@hotmail.com and it will be taken up by her. 

 Most complaints can be dealt with in this manner, however if it cannot be resolved then both sides will requested to 

agree on a third party to mediate and try to resolve the issue. 

 All discussions and agreements will be recorded in writing and kept in safe keeping and copies given to all relevant 

parties. 

 All complaints will be dealt with in a timely manner. 

 

SECTION 11 POLICY STATEMENT RE DAY TRIPS & COLLECTIONS 

 

Outings 

School Outings are an important part of our calendar.  We feel it is important for children to experience different 

environments and play experiences. Anytime a child leaves the school with a staff member is considered an outing. The 

following guidelines will apply for all outings: 

 

 Parents will be given consent forms before every outing and these forms must be signed and returned to the school 

before the date of the outing. 

 Each parent will be informed in writing of the destination, method of transport, times of departure and return, planned 

activities and supervision ratios. 

 All outings will be planned in advance with the designated leader. 

 A risk assessment of the outing will be carried out and recorded. 

 The adult to child ratio will be set at 1:2 for all outings. Parents or extra responsible adults may attend on outings. 

 Each adult will be made aware of their role/responsibility during the outing and have the ability to identify any hazards 

or risks to the children on the outing and must be aware at all times of the dangers children are exposed to on outings 

e.g. water, traffic, animals, strangers etc.) 

 Transport must comply with safety requirements and insurance cover and all drives must be assessed for suitability to 

transport children. 

 A qualified first aider must be appointed and a fully stocked first aid box must be taken on each outing. 

 A mobile phone with all emergency phone numbers must be taken by a responsible adult. 

mailto:elainetreehouse@hotmail.com
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 Role Book must be brought on all outings and must be called, before, during and after each outing. Frequent head counts 

must be carried out. 

 Children must be supervised at all times. 

 Parents will be notified regarding appropriate clothing, accessories and food required for each outing. 

 

Collections 

When collecting your child, we would ask that you wait outside in the Car Park. A member of staff will bring the children to 

the door, where they must be signed out by the parent/carer. If children are being collected by anyone other than the 

people named on their application forms, we must be notified and a password must be given to both the person collection and 

to us so that there is no confusion at collection times. We will not give a child out to anyone other than the allocated person. 

 

SECTION 12.1 POLICY STATEMENT 

It is our policy to promote the health, well – being and safety of all the children in Tree House Pre School & Montessori 

through the implementation of robust policies and procedures and by developing and regularly reviewing accident prevention 

and fire safety. Although we adhere to all safety precautions and guidelines, accidents may occur.  

 

SECTION 12.2 PROCEDURES FOR RESPONDING TO AN ACCIDENT/INCIDENT 

 We will ensure that all personnel are aware of emergency numbers and that they are prominently displayed. 

 We will ensure that all relevant personnel have up to date First Aid Training and that a complete First Aid Box is 

accessible at all times 

 The safety and welfare of the child is always the first consideration if a child is injured or an accident occurs. 

 After an accident, as soon as is possible, the accident Report Form is completed and recorded in the Accident Log Book. 

 The manager/owner is informed of serious incidents or accidents 

 Parents are always informed of accidents or incidents involving their child and requested to sign the relevant form. 

 The manager will review the accident and incidents reports annually. 

 

SECTION 13 SOCIAL MEDIA USE 

Tree House Pre School & Montessori have Facebook page, which is a closed group, consisting of our parents and staff. We 

also have a website. It is against policy to put any photographs of the children in our care up on our social media pages, 

unless consent has been given by the parents of the child. Likewise, we request that any photographs taken by parents of 

their children during activities in our service be excluded from their private social media sites.  

 

We use social media to promote our own service and consent is required from each parent if we wish to include any of the 

children on this site. 

 

Photographs are taken by members of staff for use within our classroom environment, for birthday collages, coat hooks, 

helper of the day photos etc. Each parent is required to sign a consent form agreeing or disagreeing to this photography on 

enrolment. 

 

The use of private mobile phones in the classroom is prohibited at all times. 
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STAFF CONFRIMATION OF ROLES AND RESPONSIBILITIES 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _______________________________________ Date: _________ 

 Elaine Dunne (Owner) 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: ______________________________________ Date: _________ 

 Annamarie Fitzsimons 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: ______________________________________ Date: _________ 

 Alannah Moran 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Jeanne Brock 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Laura Hilliard 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Lynne O’Mahony 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Aaron O’Gorman 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Lucia Cano 
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I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

Sonia Garcia 

 

 

I confirm that all policies and procedures have been presented to me and that I fully understand its content and the role 

and responsibility I have in the protection of children in my care. 

 

Signed: _____________________________________ Date: _________ 

 Abi Acheson 

 

 

 

 


