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As this is a working document it may change from time to time. To access the most up-to-date version of
this Welcome to Pre-school booklet, please visit www.roscommonchildcare.ie
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Introduction
Starting pre-school for children is an exciting time. However, it is important to acknowledge that it can
also be a nervous and anxious time for children and their parents. This is particularly true for children who
find this transition difficult, or who may need a little extra support.
This Welcome to Pre-school booklet is designed to support parents and pre-school services; outlining what
supports is available for children with additional needs. It also outlines how parents, staff in Early
Childhood Care and Education services and others involved with the child will work together to support
him/her in an inclusive environment. This booklet is intended for use by Parents, Pre-school Staff,
Owners/Voluntary Management Committees, Roscommon Early Intervention Services team, Brothers of
Charity Early Childhood Services, Roscommon County Childcare Committee, Home Tutors, and
Support/Relief workers.
The Roscommon County Childcare Committee (RCCC), the Roscommon Early Intervention Services
(REIS), and the Brothers of Charity Services (BoC) compiled this Welcome to Pre-school booklet after
consulting with Early Childhood Care and Education (ECCE) services, Parents, Support Workers and
Home Tutors. We would like to thank everyone involved in giving feedback regarding the previous
Protocol for Inclusion guide; your opinions and suggestions have been invaluable. We look forward to
continuing to work together to best meet the needs of children in Co. Roscommon.
It is important that we all work together to support good inclusive practices and remember that children are
at the centre of this process. It is equally imperative to remember that pre-school experiences are unique
for every child and their family.

Not everyone highlighted in the diagram below may be involved with your child.
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Definitions & Acronyms used throughout this Booklet.
BoC: Brothers of Charity Early Childhood Services.
DOB: Date of Birth
Early Childhood Care and Education (ECCE) Services: this is the umbrella term for Full Day Care,
Part Time and Sessional Services.
Early Years Educator: refers to the staff member(s) who work directly with pre-school children.
EICN: Early Intervention Community Nurse
Mentor: A Brothers of Charity staff member who provides advice and works in partnership with preschools and Support Workers.
Parent: refers to the Parents/Guardians of the child.
Pre-school: refers to the ECCE service the child is attending.
PSAC: - Pre-school Support Allocation Committee, an interagency committee made up of members of the
Brothers of Charity Early Childhood Services and the REIS team, whose primary role is to consider the
applications for additional supports and the allocation of the resources available each year.
RCCC: Roscommon County Childcare Committee
REIS: Roscommon Early Intervention Service
REIS Key Worker: A member from the Roscommon Early Intervention Service team who works with
the pre-school child and family.
Relief Worker: A person employed for a specific period of time to allow the early years educator the
opportunity to work with a child with additional needs.
Siamsa/Lean Ar Aghaidh: Resource Centres within the Brothers of Charity Early Childhood Services.
Support Worker: A person employed to work on a one-to-one basis with a child for a specific period of
time.
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INFORMATION ABOUT ORGANISATIONS INVOLVED
Roscommon Early Intervention Services (REIS): a HSE / BOC interagency team for children from
birth to the transition to school age, who have been identified as having complex developmental needs and
requiring a team approach to meet their developmental needs. The team work with the child’s family,
preschool and school; providing support and advice on how the child’s developmental needs can be
supported in their natural learning environment.
Brothers of Charity Early Childhood Services (BOC): provide Pre-school supports for children who
are referred by the REIS team. We work with partnership with the REIS team to provide these services in
various settings.
Roscommon County Childcare Committee (RCCC): plays an essential role locally in identifying local
childcare needs and supporting applicants to maximise funding opportunities afforded by the NCIP
through the various schemes. Roscommon CCC will continue to be a leading source of excellence in the
field of Early Childhood Care and Education thus implementing its work in a collaborative and coordinated manner. Roscommon CCC will continue to be the lead local agency in County Roscommon to
deliver Early Childhood Care and Education Programmes on behalf of the Department for Children and
Youth Affairs (DCYA). Roscommon CCC will support all Childcare Services including community,
private, childminding and parent & toddler groups locally in all elements of the delivery of their services
for children and their families.
Pre-school Services support the active participation of children in their service in partnership with
children’s parents/guardians. They also support the inclusion of children with additional needs and work
with the REIS, the BOC and the RCCC in planning, implementing and reviewing programmes and
training, as appropriate to the individual and group needs. The role of RCCC is to co-ordinate the
implementation of the national childcare programmes locally on behalf of the Department of Children and
Youth Affairs.
Children First: National Guidance for the Protection and Welfare of Children
This document promotes the safety and well-being of all children. The main responsibility for the care
and protection of children rests with their parents/carers. Professionals working with children and their
parents/carers also have direct responsibilities under Children First so it is important for them to be
familiar with the requirements of the Guidance. The Child and Family Agency has a legal responsibility
under the Care Act 1991 to promote the welfare and protection of children. Source: www.tusla.ie
Child Protection Policy & Training:
It is the responsibility of all employers to ensure that all staff including support/relief workers, volunteers,
mentors and other support staff are familiar with the service’s Child Protection Policy, and who is the
Deputy Liaison Person in the event of a Child Protection issue.
Child Protection & Welfare: Basic Level is a three year, national, quality assured child protection training
course tailored to the needs of the ECCE sector. Roscommon County Childcare Committee is responsible
at local level for delivering this training to all early years’ service in Co. Roscommon. For more
information and to add your name to the waiting list, phone RCCC on 094 962 2540.
Confidentiality and Data Protection
All information with regard to the child’s programme, assessments, reports, diagnosis etc. is bound by
confidentiality and data protection policies of the agencies involved. It is vital that no information is
shared with third parties without parental consent. However, where there is a concern regarding child
protection, the best interest of the child overrides data protection.

Do you know who the Child
Protection Deputy Liaison Person
is in the pre-school service?
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Section 1:
Choosing a preschool
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Choosing a preschool
When deciding on a preschool, parents will take many things into account such as proximity to home,
transport, where other family members attended, where their peers are attending, programmes the
preschool offer etc. When a child has additional needs parents may need to take a little extra time with this
decision. We have outlined below some items which we hope may help you with this decision.
We also ask that you work with your Key Worker from the Early Intervention them to complete an
“Information about My Child” which we hope will be of help you, the Preschool and your Early
Intervention Team identify what will help your child settle into and get the most from preschool.

Choosing
A
Pre-school

Parents
*In preparation for choosing a preschool, complete the ‘Information
about My Child’ appendix 1
form, with the support of the REIS
Keyworker.
*Visit pre-school/s. You may refer to:
Things to Consider When Choosing
a Pre-school (page 9)

REIS Keyworker
*Supports the parents to complete the
‘Information about My Child’
appendix 1 Form
*Discuss with parents the areas
covered in: Things to Consider
When Choosing a Pre-school
(page 9)
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Things to Consider When Choosing a Pre-school
 Staff/child ratio
 Which National Childcare Schemes are available
o Early Childhood Care and Education (ECCE) Scheme
o Community Childcare Subvention (CCS) Scheme
o Training and Education Childcare (TEC) Scheme
 Times of sessions
 Curriculum used in the pre-school
o Aistear
o Montessori
o High/Scope
o Steiner
o Play base
 Daily routine & types of play activities including outdoor play area.
 Consider space (equipment needs/activity levels).
 Toilet training requirements.
 Experience staff have in working with children with additional needs
 Staff qualifications – are they relevant to the early years sector
 The communication of information between home and pre-school.
 Flexibility in choosing days or increasing days attended throughout the pre-school year.
 Location of the pre-school, as this may have implications for supports.
 Use the ‘Information about My Child’ form (appendix 1) to consider other questions you may
have.

Note! As parents, you are likely
to have your own questions.
This list is only a guide.
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Section 2:

Working together to plan how to support
the child in preschool
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Working together to
plan how to support
the child in preschool
Key worker
*Goes through the
Welcome to Preschool
Booklet with the
parents and the
Preschool, explaining
the Daily Routine
Meeting, the process for
making an application
for preschool supports
if applicable and the
role of the Mentor
*Participate in Daily
Routine meeting if a
meeting is required
*Meets with Pre-school
to explain their role and
the role of REIS.
* Feeds-back daily
routine information to
REIS team
*Co-ordinates the
completion of the REIS
Profile of Needs for
Resource Supports and
submit to the Preschool
Allocation Committee

Pre-school
* Pre-school to
familiarise themselves
with content of the
Welcome to Pre-School
Booklet and process
* Arranges and chairs a
meeting, “Daily
Routine Meeting,”
appendix 2”, to review
the child’s support
needs in the preschool
setting. See also role of
the preschool in the
Daily Routine meeting
“Daily Routine
Meeting;
Responsibility of the
Preschool” (page 13)
*Submits “Daily
Routine” to Pre-school
Allocation Committee
(PSAC) if it has been
agreed that additional
supports will be
required to facilitate the
child’s developmental
/inclusion needs in the
preschool setting.

Parent
* Advise the preschool
of REIS involvement
*Complete (If the child
is just starting
preschool) the
“Information About
my Child” appendix 1
with the support of the
REIS Key Worker and
share this with the
preschool
*Familiarise yourself
with the Welcome to
Pre-school Booklet –
Supporting Children
with Additional Needs.
*Participates in the
Daily Routine meeting
with the Pre-School,
REIS Key worker and
or mentor
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Daily Routine Meeting; Responsibility of the preschool

Responsibility of the Pre-School
It is the responsibility of each Preschool to: 1. Ensure you have access to the most up to date copy of the Welcome to Pre-School
Booklet which can be accessed on www.roscommoncountychildcare.ie
2. Arrange a meeting to ascertain how the preschool may best support the child’s
individual needs. The Daily Routine form will be completed during this meeting.
Who should attend this meeting: Parents, REIS Keyworker, class room leaders.
Others that could attend: ECCE Manager, Mentor, other relevant people
involved with the child for example: visiting teacher for the deaf or visual
impaired
3. Chair the meeting
4. Assign someone from the pre-school to complete the Daily routine form
5. Provide copies of daily routine form to all attendee’s at the meeting
6. If necessary submit daily routine form to Pre-School Support Allocation Committee to
C/o Martina Campbell,
REIS,
Unit 4,
Racecourse Road,
Roscommon.
Completed Daily Routine forms must reach the Pre-School Support Allocation Committee
on the last day of the month in order to be discussed at the next Allocation Committee
meeting.
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Supporting the child in preschool
Children in preschool who have additional needs will in the main be supported through the existing skills
of the staff from within the preschool; however, occasionally it may be necessary to supplement this with
support through therapy programmes, and/or one to one support for a number of hours or over a period
time to achieve a goal.
Should there be a concern that a child may require support over and above that of another child REIS
together with the parents and the preschool will review the needs through completion of a Child’s Daily
Routine form and agree a plan to support the child. This plan may identify what can be achieved from
within the preschool itself to support the child and implemented accordingly with agreement to review if
required.

Should it be identified, through the Daily Routine, that additional support may be required for this child
the Preschool Manger should submit The Daily Routine, as way of application for additional supports, to
the

Preschool Support Allocation Committee (PSAC) (see address on Daily Routine form) for

consideration at their next meeting. .
The PSAC in consideration of the request will review the child’s eligibility and the criteria for the
preschools as laid out below, and will base their decision of allocation of additional supports on the child’s
needs and the resources available at the time. It must be noted that as the allocation of supports is based on
the child’s needs no two children’s support needs will look the same.
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Supporting the Child in Pre-school

Existing Supports and Resources
These supports / resources are available from: * Within the pre-school
* REIS team.
* Training/ Workshops and/or Networking for pre-school staff by the RCCC, BoC, REIS and is
dependent on funding and resources.

Additional Supports
If a child’s needs cannot be met within the existing supports and resources an application for additional
supports may be considered.
Further information is found in: Section 3: Applying for Additional Supports

Monitoring and Review of Each Child’s Needs in Pre-school
Each child’s progress and support needs will be monitored and reviewed on an ongoing basis by the preschool staff, the Mentor and the REIS team members.
The Pre-school Staff may re-visit the ‘Pre-school Daily Routine’ form to assist with this.
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Section 3:

Applying for Additional Supports
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Please Note

If a plan is being put in
place for the child using
existing supports and
resources, you do not
have to proceed any
further.
Nevertheless, you are
more than welcome to
read the rest of the
booklet.

Should the child’s needs change
please refer to section 8
“Reviewing Support Needs”
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Who is eligible to apply?
What is the criterion?

Grant Available for Additional Supports
Children from County Roscommon who need additional supports in pre-school may be able to access a
grant through the Brothers of Charity pre-school supports resources. Applications for this grant are made
by the Pre-school in conjunction with the REIS team. This grant facilitates the pre-school to employ a
support/relief worker.
The overall budget available to the Brothers of Charity for this grant is fixed from year to year regardless
of the number of children/pre-schools that need to access it, i.e. it is not a demand led budget. Therefore,
allocation of the grant is based on the number of applications and the identified needs of the child.
It is not possible to provide a grant to employ someone for the full pre-school hours. However, parents and
pre-schools are welcome to add to the grant if they are in a position to do so in order to pay for extended
support hours. This can be arranged between the pre-school, the parents, and the relief/support worker.

Eligibility for Children Accessing Additional Supports:Applications for children to access additional supports will be considered:


If they are receiving interventions from the Roscommon Early Intervention Service



From the September after their third Birthday (i.e. 3rd Birthday falls on or before 30th September)



If they are less than 5 years of age on/before the 30th September after the application is submitted.

Note: if a child reaches 3 years of age between the 1st of October and the last day of February during the
pre-school year consideration will be given to providing supports at some stage during that pre-school
year- depending on the availability of resources.
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Criteria for Pre-schools Accessing Additional Supports
In order to access a grant each Pre-schools must agree to all of the following:


Be registered with the Child and Family Agency and participate in one of the National Childcare
Schemes.



Employ the relief worker/support worker as a member of their own team under their own recruitment
and selection policy.



Ensure that the relief worker/support worker has signed up to the pre-school’s policies and procedures.



Sign a Service Agreement with the Brothers of Charity



Submit invoices and work records each month for payment of the grant



Ensure the role of the relief/support worker is to facilitate the child who has been allocated additional
support.



Work in partnership with the mentor and visiting therapists.



Monitor and review the child’s progress and needs in collaboration with the BoC, RCCC and REIS.

IMPORTANT!!

Additional supports required by any child will be reviewed regularly and
are dependent on the child’s identified needs, resources and supports
available

Children may only require additional supports for a period of time to
address a specific need, or to support the development of certain skills.

Remember!! Some pre-schools may be able to meet those needs from
within their own resources or with the support of therapists involved with
the child.
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Section 4:

The Preschool Support Allocation Committee
Applications for Additional Supports in
Preschool
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The Preschool Support Allocation Committee
The preschool Support Allocation Committee discusses each application for additional supports made by
the preschool on the Daily Routine form/Review Form. All applications are considered and once a
decision is made the preschool, parents and keyworker will be informed by letter.
Factors taken into by the Preschool Support Allocation Committee when discussing applications for
additional supports.
 Resources available


Resources being applied for



The individual needs of the child



Years of pre-school left before starting Primary School



Previous supports/grant or Home Tuition Grant accessed



Expected duration the additional support will be required



Age of the child



Location of pre-school



Other educational options available to the child

Recommendations
by PSAC may
include

Existing supports from
within the preschool
and from the REIS team
will continue to support
the child and the
preschool.

Existing supports to
be enhanced by
support staff from
Lean ar Aghaidh
/Siamsa

Existing supports to be
enhanced by a grant
provided to the
preschool to employ a
support worker/relief
worker.

Appendix 3

(Further information on grant
available in next section)
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Preschool Support allocation Committee Recommendations may
include: -

Existing supports from within the preschool and from the REIS team will
continue to support the child and the preschool.


Should it be identified from the application that the support needs of the child may be met through
support from therapy programmes, the appropriate REIS therapist will link with the preschool
staff. Together they will identify targets and draw up a plan on ways to support the child’s
developmental needs, inclusion, and access to the curriculum.



The Preschool Support application committee may recommend that this support be continued, as
is, or enhanced to meet a specific identified.

Existing supports to be enhanced by support staff from Lean ar Aghaidh
/Siamsa


Following consideration of the child’s needs from the Daily Routine application and consideration
of the resources available the PSAC may offer the support of a member of staff from LAA or
Siamsa to work as support worker for the child.



Once agreed with the preschool a member of staff from LAA/Siamsa will link with the preschool
to draw up a plan for this support. See Appendix 3 for further information

Existing supports to be enhanced by a grant provided to the preschool to
employ a support worker/relief worker.
While children in school may access an SNA through the National Council for Special Education, there is
no national programme similar to this for funding support workers in preschool. However in Roscommon
some funding in the form of a grant may be available to preschools through the Brothers of Charity
Services Roscommon Early Childhood Resources.
Following receipt of application for supports on the Daily Routine form, the PSAC may allocate a grant to
the preschool.
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Section 5

Overview of the Grant to the preschool
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Overview of the Grant to preschool
What is the aim of the Grant?
The aim of the grant is to facilitate a child with additional needs reach their potential in the preschool
setting by assisting the preschool to employ a support worker, or employ a relief worker to replace a
current member of staff who takes on the role of support worker, so that the child will receive one to one
support. The role of the support worker will be to support the child’s developmental skills, inclusion, and
access to the curriculum.

How much of a Grant is Available?
The grant is paid directly to the preschool at €10 for every hour, as allocated by the PSAC, worked by the
support/relief worker. Please note that the overall budget available for this grant is fixed from year to year
regardless of the number of children/pre-schools that need to access it, i.e. it is not a demand led budget.
Therefore, allocation of the grant is based on the number of applications and the identified needs of the
child. It is not possible to provide a grant to employ someone for the full pre-school hours. However,
parents and pre-schools are welcome to add to the grant if they are in a position to do so in order to pay for
extended support hours. This can be arranged between the pre-school, the parents, and the relief/support
worker

How will the preschool and Parents know if a Grant has been allocated?
Both the parents and the preschool will receive a letter from the PSAC informing them of the outcome of
the application.

What happens after the Preschool Support Allocation Committee inform the preschool and parents that a
Grant has been allocated?
If a grant allocation has been agreed the preschool may then proceed to recruit a support worker with the
assistance of the Roscommon County Childcare Committee.

What paper work is involved?
Prior to the agreed start date the preschool must sign a Service Agreement for accessing the Grant. A
Mentor who is a member of member from LAA/ Siamsa will meet with the preschool to complete this.
This Service Agreement (see sample copy appendix 4) will include information on the dates for which the
grant is payable, and information on how to submit invoices to the Brothers of Charity Services
Roscommon to receive payment etc.
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How will the Grant be paid?
The Grant will be paid each month directly to the Preschool by the Brothers of Charity Roscommon
Services once they are invoiced by the preschool. Note: - The Invoice must be accompanied by a
completed Work Record Sheet, appendix 5. (See also sample invoice appendix 5a)

Who are the Mentors and What is their Role?
This Mentor (See Role of the Mentor appendix 6) will be available to support the preschool throughout the
timeframe of the grant allocation.

How will the Grant be monitored and reviewed?
The allocation of the grant will be reviewed ongoing through feedback to the Preschool Support Allocation
Committee (PSAC) from the Mentors, the staff in the Preschool, the Therapists involved and the child’s
Parents and may be increased or decreased depending on the child’s additional identified needs, progress
made, and the resources available to the PSAC. A Daily Routine review can take place if required to
highlight further needs or progress made.

What happens if there is more than one child in the preschool who needs additional support?
Where more than one child with additional needs is attending a pre-school consideration will be given to
shared hours where appropriate.

RECRUITING?
Roscommon County Childcare
Committee will support you
through the Recruitment and
Selection process.
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Allocation of Grant

Pre-school Support Allocation Committee
(PSAC)
(REIS / BoC)
* Considers the application for Additional Supports
* Informs the Parents, Pre-school and REIS Key Worker of
the outcome

Pre-school
*Recruit a Relief / Support Worker
See Sample Job Description
(Appendix 5)

Resource Centre Team Leader
*Allocates a mentor from the Brothers
of Charity Staff
See Role of Mentor Appendix 6
(Appendix 1)
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How the Grant works


Grant will be provided as per Service Agreement and is subject to review



Payment excludes the week of the midterms in October and in February, for two weeks at
Christmas and two weeks at Easter.



The grant will only cover dates as per agreement and days are not transferrable. However you are
free to come to your own arrangement with the family regarding funding if you are open for days
outside of these periods.



Payments to pre-schools will be in the form of a grant which will be paid monthly.



The grant is paid at €10 for every hour worked, which allows for weekly costs incurred.



If the Support Worker is absent/sick, they can be replaced if another person is available.



If the child is absent/sick, payment through the grant will not be made for this period of absence.



The pre-school must invoice the Brothers of Charity Services before the 7th of the following
month at the latest.



Due to strict deadlines from the HSE in relation to monthly returns, forms must be received by the
agreed monthly deadline or payment will be affected.



The invoice must be accompanied by the completed worksheet. - see samples attached.



Grant will be paid by Cheque after the 22nd of each month.



Where there is a request for support for more than one child in a pre-school consideration will be
given to shared hours where appropriate.

Provision of the Grant to
Preschool is dependent on the
continued availability of
allocated funding
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What Happens Next?

REIS

Mentor

*Liaise with RCCC to
recruit a support/relief
worker

* Continues to support the
child to prepare for preschool if needed.

*Support the pre-school as
agreed in ‘Pre-school
Daily Routine’

* Provide the family with
the opportunity to meet the
assigned support worker

* Support the Pre-school as
agreed in ‘Pre-school
Daily Routine’

Pre-school

* Put in place agreed
supports and resources
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Section 6:
The First Few Weeks of Pre-School
The first few weeks of pre-school are a busy time for everyone. With this in mind and to support and
facilitate the settling in process we have included a brief description of the roles of the pre-school, the
Brothers of Charity Services Roscommon (BoC), the Roscommon Early Intervention Service (REIS) and
the Roscommon County Childcare Committee (RCCC).
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The First Few Weeks
of Pre-school

Role of the PreSchool

Role of REIS

Role of Parents

Role of Mentor

* Help the child settle
in

* Continue to review
child’s ongoing
developmental needs

* Continue to support
the child to settle in
* Liaise with preschool and REIS
team regarding
child’s needs and
progress

* Provide support for
the pre-school
regarding inclusion
of the child while
supporting the
implementation of
programmes into the
setting

* Complete the
Communication
Diary if used

* Liaise with REIS
team on child’s
ongoing needs

* Inform pre-school
and any therapists
planning to visit if
the child is not
attending on a
particular day

* Support the preschool in completing
documentation for b
the review meeting

* Induction of
support/relief worker
* Implement supports
and resources as
agreed
* Sign work records
and return with
invoice to the BoC
offices
* Liaise with Mentor
and REIS team as
needed

* Provide relevant
programmes/
interventions/advice
to the pre-school as
required
* Liaise with
mentors, parent, preschool and
colleagues on REIS
team and the wider
services involved
with the child

*Inform Mentor if
there is a change in
child’s planned
attendance
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Section 6:

Reviewing Support needs of a child in
Preschool
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Review of Additional Supports
Note
The allocation of resources to preschools will be monitored and reviewed
as required if the child’s needs change or there is a change in the
resources available.
Preschools may, but are not be required to, complete a full Daily Routine
to review the needs of a child already in receipt of additional resources.
A review form has been devised (see below) to facilitate this.

Review Meeting
Purpose
The purpose of the Review Meeting is to give those who are working with/supporting the child an
opportunity to:
o Review the resources currently in place
o Review the child’s progress and identify the future level of support needed

Role of the preschool
o The pre-school organise the meeting on a suitable date in collaboration with parents, Mentor and
others involved as appropriate, e.g. REIS team, visiting teacher for the deaf, family support etc
o Complete an updated ‘Pre-school Supports Review Form” (see appendix 8) and advise the PSAC
of any changes in the child’s support needs.
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Appendix
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Appendix 1
Information about My Child
Name of ECCE Service________________________________
This information will help your child settle into pre-school
Child’s Name_______________________________________

Date of Birth_________________

Parent/guardian’s/ Guardian’s Names_______________________________________
Address ______________________________________________________________________________
Phone Number(s) _______________________________________________________________________
Your Child’s Diagnosis __________________________________________________________________
Who provides your child’s early intervention services? _________________________________________

Are any of the following therapists working with Name
your child?
Early Intervention Nurse
Speech and Language Therapist
Occupational Therapist
Psychologist
Physiotherapist
Other
Medical
Does Your Child have any medical problems?_______________________________________________
Is your child on any medication? _________________________________________________________
Is your child receiving any treatments for a medical problem? ____________________________________
Does your child have any food allergies? ___________________________________________
Interests
Does your child have any particular interest or attachments? _____________________________________
What activities does he/she like to do? ___________________________________________________
What activities does he/she not like to do? _________________________________________________
How long would your child stay at an activity? ________________________________________________
Other Relevant Information______________________________________________________________
Physical
Does your child have difficulty with mobility and /or balance? ___________________________________________
Does he/she use aids (e.g. walking frame, wheelchair) for mobility?
_______________________________________
Are there times in day when he/she does not need to use their aids? _______________________________________
Are there adaptations or changes needed to be made to the pre-school premise? _____________________________
Other Relevant Information ___________________________________________________________________
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Play and Socialisation
Who does your child like to play with (friends, cousins, neighbours)? _____________________________
What games or play activities does he/she enjoy? _____________________________________________
Does he/she play with other children? ______________________________________________________

Self Help Skills
Eating habits: _______________________________________________________________________
Self-feeding: Yes ____ No ____
Dressing: ____________________________________________________________________________
Toileting: _____________________________________________________________________________
Sleeping Patterns: _______________________________________________________________________
Other Relevant Information: ______________________________________________________________
Communication
How does your child make his/her needs known? ______________________________________________
What kinds of things does he/she communicate about? _________________________________________
What system of communication does your child use? E.g. PECS, LAMH___________________________
How easy is it to understand what he/she communicates? ________________________________________
Does your child understand and follow simple instructions? ____________________________________
Does your child have difficulty initiating/participating in conversations? __________________________
Does your child respond to his/her name ___________________________________________________
Any other Relevant Information__________________________________________________________
Emotional Development
Does your child have any fears or anxieties? __________________________________________________
Things that upset my child (noise, crowds, change etc._________________________________________
When your child is upset how do you reassure him/her? ________________________________________
What behaviours does your child exhibit that are cause for concern? _______________________________
Does your child have any fears of new situations or new people? _________________________________
How does he/she react when you leave him/her? ______________________________________________
Other Relevant Information_______________________________________________________________
Other
What are your hopes for your child while attending pre-school? __________________________________
Any other concerns or worries you have about your child attending pre-school? _____________________
_____________________________________________________________________________________

Signature of Parent/guardian

Completed with the REIS Keyworker
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Appendix 2
Pre-school Daily Routine (Page 1 of 6)
Child’s Name:

Date of Birth:

Address:

Parents Names:

Phone Contact Details:

Date Meeting took place

Days of the
Week and times
that the child
attends
preschool

Days
Times
Attending

Availing of the ECCE Scheme: -

Monday

________

Tuesday

Wednesday

Thursday

Friday

__________

__________

__________

______

1 full year_________

Pro-Rata over 2 years _____________

Preschool Details
Name of Pre-school:
Address:

Contact Person:

Pre-school Phone Number:

Pre-school Email:
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Pre-school Daily Routine (Page 2 of 6)
Attendance sheet for Daily Routine Meeting for (Child’s Name)Attendance Sheet:
Name of Pre-school:
Date:
Name (please print name)

Designated / relationship to child
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Pre-school Daily Routine (Page 3 of 6)

Time

Activity

Child’s Name
Possible Challenges

DOB

Date Completed
Possible solutions within the Pre-school
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Pre-school Daily Routine (Page 4 of 6)

Time

Activity

Child’s Name
Possible Challenges

DOB

Date Completed
Possible solutions within the Pre-school
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Pre-school Daily Routine (Page 5 of 6)
Child’s Name
Challenges that remain after existing supports
and resources have been identified

DOB
Plan to Support these Challenges

Date Completed
Person with
responsibility to follow
up on plan

Additional Comments:

This plan must be completed by the Pre-School Manager
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Print Name: ___________________________

Signature: _____________________________
Date: ___________________
Pre-school Daily Routine (Page 6 of 6)

It is the responsibility of the Preschool service to submit the completed Daily Routine to the:
Pre-School Support Allocation Committee,
C/o Martina Campbell,
REIS,
Unit 4,
Racecourse Road,
Roscommon.
Completed Daily Routine forms must reach the Pre-School Support Allocation Committee on the last day of the month in order to be discussed
at the next Allocation Committee meeting.
Please Note: 

Additional supports required by a child will be reviewed regularly and are dependent on the child’s identified needs and resources or
supports available



Children may only require additional supports for a period of time to address a specific need, or to support the development of certain skills.



Some pre-schools may be able to meet those needs from within their own resources or with the support of the therapists involved with the
child.
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Appendix 3

Role of Staff Member from Lean Ar Aghaidh or Siamsa when assigned to a preschool
to support a child
Depending on the needs of the child, the preschool and the resources available there may be occasions
where a preschool is allocated a member of staff from Lean Ar Aghaidh or Siamsa to support the child.
This role of this “support worker” is no different to the role of a support worker which may be engaged
through the preschool support grant. (See Sample Job Description Appendix 6).
♦ The Support Worker will attend the Service Agreement meeting with the preschool and the Mentor
which will provide an opportunity for all to clarify mutual expectation of the role and confirm the
hours/days of support.
♦ The preschool will be responsible to ensure that they facilitate the support worker through an induction
process for the preschool which should include an opportunity to meet with the child’s parents and the
other preschool staff members.
♦ This Support worker will also be responsible to report any concerns/updates regarding the child to the
Preschool Leader and their own supervisor with the Brothers of Charity.
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Appendix 4
Service Agreement for Grant to Preschool

Early Childhood Resource
Services
Lanesboro Street Roscommon
T: 090 66 28500 Email: gbarrett@roscommon.brothersofcharity.ie

Service Agreement for grant to pre-school
Child’s Name: __________________________ Date of Birth: _________________
This agreement is between __________________________ (name of Preschool) and
The Brothers of Charity Services, Roscommon.
The following Preschool Support has been allocated:
Period of Support: From ______________ to week ending __________________
No of hours per week: _____________ Grant amount per week: €____________
Name of Support Worker: _____________________________________________
Monday

Tuesday

Wednesday

Thursday

Friday

Days
supported
Times
supported
Name of Mentor: ___________________________________________
Contact Details:

Tel: _______________________________________
Email: _____________________________________

Signed: ____________________________________
(On behalf of Brothers of Charity Service)
Signed: ____________________________________
(On behalf of ECCE Service)
Date: __________
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Appendix 5

Work Record for Preschool Support
This must accompany Monthly Invoice
Child’s Name:
Address:

Name & Full address of Pre-School / Cheque Payee:

Month: _________________
Please fill in details on back of this form.

Total No. Of Hours: __________________

Authorised Signature of Co-Coordinators: ____________________________________
(Office Use)

This completed form should be returned by the 7th of the following month to Gabrielle Barrett,
Brothers of Charity Offices, Lanesboro Street, Roscommon, to enable payment to be issued after the

23rd of the month.
Failure to fill this form completely may result in delayed payment as it will be returned for completion.

Office Use Only:

Cheque No: ____________

Amount € ____________

Accounts Dept Initials: _______ Cost Centre: _______

Date: _____________

Rate: _____________
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Weekly Work Record Form
MONTH DAY/DATE TIME:
FROMTO
Monday
Tuesday
Wednesday
Thursday
Friday

DAILY
WEEKLY DUTIES:
Brief Description- no need to repeat if same
HOURS
HOURS
WORKED WORKED for each week

TOTAL
Monday
Tuesday
Wednesday
Thursday
Friday
TOTAL
Monday
Tuesday
Wednesday
Thursday
Friday
TOTAL
Monday
Tuesday
Wednesday
Thursday
Friday
TOTAL
Monday
Tuesday
Wednesday
Thursday
Friday
TOTAL
TOTAL
FOR

MONTH

I confirm that the above hours have been worked.
Support Worker’s Name: _______________ Support Worker’s Signature: ________________
Early Years Educator Name: ____________ Early Years Educator Signature: _____________
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Sample Invoice
Sunnybee Preschool
Boyle,
Co. Roscommon.
Tel:
Email:
Contact person:
Tax ref number:

Invoice number: 001
Date: 04.10.14

FAO: Gabrielle Barrett,
Brothers of Charity Services,
Lanesboro Street,
Roscommon.

Description

Total

42 hours Preschool support for Month of September 2014

€420

Total

€420
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Appendix 6

Role of the Mentor
In supporting Preschools Services
Purpose of the Role
To work in partnership with the Pre-School Team to ensure inclusion for the child in the preschool setting.
A mentor will be assigned to each preschool that is in receipt of a grant allocated by the Preschool
Supports Allocation Committee (PSAC).
The role of mentor may include the following:


Complete the Service agreement with the preschool.



Provide recommendations for inclusion, (if not previously done).



Decide how the multi-disciplinary programmes can be incorporated into the routine of the preschool day.



Review supports for the child (e.g. visual timetables, break cards).



Follow through on suggestions made on previous visit- using mentors preschool visit form.



Agree a schedule of visits.



Ensure that monies allocated are being used to include the child.



Review Daily Routine forms where needed for ongoing planning.



Review the best use of allocated hours in terms of times and days of support. (If not previously
done).



Attend review meeting.
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Appendix 7

Sample job description for Support Workers working with children
that have Additional Needs within a pre-school setting
Roles and Responsibilities of a Support Worker
Job Title:
You will be employed as a Support Worker in Early Childhood Care and Education Services to promote
the Inclusion of Children with Additional Needs.
Details of Service:
The Support Worker will work as part of the ECCE Services Team to promote the Health, Welfare and
Development of the Child in an Inclusive environment.
Criteria, qualifications and work experience:


FETAC level 5 or equivalent and above and /or at least 2 years experience working with children
with additional needs.



Be available for the identified days and hours that the child requires support as outlined in the
contract supplied.



Meets the employment requirements in line with all current and relevant legislation of the ECCE
which must include Garda Clearance.



Adheres to all Policies and Procedures of the ECCE setting including the ECCE services Child
Protection Policy

Roles and Responsibilities of the Support Worker


Promote the Health, Welfare and the Development of the Child in the Indoor and Outdoor
environment



Assist in the implementation of age appropriate activities for the child/children which offers a wide
variety of play activities. This will allow for the creative, physical, imaginative, social, sensory,
emotional, intellectual and linguistic development of the child.



Provide opportunities where social interactions with their peers are positive and encouraged which is
age appropriate for the child
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Assist in the implementation of programmes / interventions as recommended by the REIS team to
support the child’s identified developmental needs.



To work cooperatively with the Mentor to ensure Inclusion for the Child



Be attentive to the child/children in your care



Communicate to child/ children at their level



Provide personal care to the children where appropriate which ensure the child’s dignity is
respected at all times



Serve meals/snacks to children while encouraging independence, good eating habits and personal
hygiene.



Ensure that the principle of confidentiality is fully observed in relation to any personal details
regarding the child/ children and the service and in keeping with the services Child Protection Policy
and procedures, confidentiality policy and procedures and Data Protection Management policy and
procedures.



To work in partnership with the ECCE team to ensure the Health, Welfare and Development of the
child/children in your/ their care



To work in partnerships with parents to ensure the child’s/children physically and emotional wellbeing
is paramount at all times.



Attend update meetings when required to update the Individual Educational Plan of the child / children
in your care



To work in partnership with the agencies involved with the individual child’s holistic needs



Any other duties that may be assigned by management

This job description may be reviewed, updated and/or amended from time to time in line
with the needs of the of the individual child/children you are supporting
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Appendix 7

Pre-School Supports Review Form (page 1of 2)
To be completed by the Preschool Manager
Name of Child: _________________________ D.O.B.:__________ Name of Pre-School:_____________________ Date of Review: _______
Attendance Sheet
Name
Signature
Designated /Relationship to Child

End date of current service agreement________________________
Current school year
Days Attending
Times Attending

Monday

Tuesday

Wednesday

Thursday

Friday

Times Supported
Days child plans to attend for
next school year
Progress made by the child since support started:
__________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________
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Pre-School Supports Review Form (page 2of 2)
Child’s Name___________________________ DOB_________ Date completed______
Possible challenges

Possible solutions from within the
preschools own skills and resources

Additional supports identified
that may be required in addition
to preschools own skills and
resources

Who is to follow up

Print Name: ___________________________
Signature: _____________________________
It is the responsibility of the Preschool service to submit the completed Review Form by the last day of the month to the:
Pre-School Support Allocation Committee,
C/o Martina Campbell,
REIS,
Unit 4,
Racecourse Road,
Roscommon.
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Sample Daily Routine Forms
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Daily Routine Form; Sample 1
Time
9.30-10.00

Activity
Drop off

Possible Challenges
Cries when mum is leaving

Freeplay

Short attention span
Flits from one activity to another

Has difficulty sharing
10.00-10.30

Circle time

Can’t sit for long

10.30-11.00

Table top

Tom will sit for approx. 5 minutes

Fine motor activities can be difficult

11.00
11.30

Snack time

Grabs and eats his own and other children’s foods

11.30-11.40

toileting

Needs help with clothing

11.45-12-15

Outdoor play

Waiting his turn

12.15-12.45

Home time

Waiting to be collected

Possible solutions within the Pre-school

Offer him his favourite toy

Mum to leave immediately

schedule his drop off time (to arrive earlier or after others)

















Use first & then card (L)
use a timer to build up length of time at an activity (L)
give him choice, turn taking, wait card & timer (L)
reward him when the timer goes off (L)
Position Tom near the leader
Comfortable seating/right chair size
Hold a distractor
Short session
Ensure that session is of interest to him
Build up the time for him to sit
Use a timer &/or re-enforcer
Use first/then
Build up the time (timer)
Use a break card
Use reward
Base line assessment of fine motor skills












Gradual introduction of more difficult activities
First/then
Break card
Offer a variety/choices
Staff to stay near the child
Offer a small amount of food
Offer a mini snack bread (could be hungry)
Position child a short distance from others food
Social story around snack time
Reward system








Wear loose fitting clothes
Reminder/prompt to pull pants up & down
Turn taking
Wait card
Praise
Wait card





Wait card
Provide a distractor
Parent to arrive on time
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Sample Daily Routine in Preschool Cont’d
Challenges that remain after existing supports and
resources have been identified

Plan to support these challenges

Person with responsibility to follow
up on plan

Speech delay

Contact Speech and Language Therapist for update on
progress and plan for supporting child’s speech
development

Pre-school manager

Fine motor skills delayed

Contact Occupational Therapist for update on progress Pre-school manager
and plan for supporting child’s fine motor skill
development.

Additional Comments:
As the child’s identified needs can be met from the skills and resources within the preschool the child will not need a support worker. Therefore an application for
additional supports is not required at this time. The child’s needs and progress will continued to be monitored.

Signed ____________________________

Date________________

Preschool Manager
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Daily Routine form; Sample 2
Daily Routine in Preschool Meeting for (Child’s name) _____________________(DOB)___________ (Date of Meeting)______________
Time
9:30

Activity
Entry and

10:00

Circle Time

Possible Challenges
 Separation from parent
 Coming into the building
 Unable to sit for longer than 5 minutes
 Difficulty following instructions


10:00
Free Play
11:00



Difficulty focusing on one activity-flits
from one activity to another
Play skills poor

Possible solutions within the Pre-school
 Parent to stay for short period of time then fade this out
 Have a toy/book she really likes at the door to entice her to come in
 Drop her off after all the other children are in
 Let her sit next to leader to help her understand what is happening
 Spend 5 minutes in circle time initially and increase this as she is
ready



Spend 5 minutes playing with activity she likes such as sand with
encouragement from staff- increase this time gradually
Organise small group activity to improve play skills

Preschool Routine Cont’d
Challenges that remain after existing supports and
resources have been identified

Plan to support these challenges

Person with responsibility to follow
up on plan

Additional Comments:

No expected challenges remaining after existing supports and resources have been identified. Child’s needs will continue to be
monitored.
Signed ____________________________

Date________________

Preschool Manager
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Pre-school Daily Routine Form; Sample 3

Activity
9:30

Entry and

10:00

Circle Time

10:00
11:00
11.00
11.30






Separation from parent
Coming into the building
Unable to sit for longer than 5 minutes
Difficulty following instructions







Parent to stay for short period of time then fade this out
Have a toy/book she really likes at the door to entice her to come in
Drop her off after all the other children are in
Let her sit next to leader to help her understand what is happening
Spend 5 minutes in circle time initially and increase this as she is ready



Difficulty focusing on one activity-flits from
one activity to another
Play skills poor



Spend 5 minutes playing with activity she likes such as sand with encouragement
from staff- increase this time gradually
Organise small group activity to improve play skills

Difficulty sitting for the duration of lunch
time
Finds it hard to open and close lunch box
Doses not always know what is expected of
her






If she can sit with verbal encouragement to eat her lunch then have an activity ready for
her
Use picture timetable
Use lunch box that is easy to open
Encourage peer interaction at this time




Cannot sit longer than 5 min
Does not like to get her hands dirty so avoids
creative play activities






Have shorter stories that reflect her interest
Sitting near the storyteller so she can see the pictures
Have wipes nearby
Encourage participation with sessions using props e.g. roller for painting

Free Play



Lunch time





11.30
12.00

Story time (15 mins)
Art Activity

Possible Solutions within Pre-school

Possible Challenges



12.00
12.30

Outdoor play



Runs aimlessly around the playground





Staff encourage and support her to engage in activities she may like e.g. swing/slide etc
Encourage her to follow the lead of other children
Have clear rules for outdoor play such as turn taking, buddy system, small groups

12.30

Home time



Difficulty knowing home time routine e.g.
putting on coat, forming line etc





Use of timer
Visual cues
Encourage to follow the lead of other children

General Challenges








Watch for signs that may cause upset
Consistent consequences and rules
Work with Speech and Language Therapist to develop communication system
Use clear simple language / instructions
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Challenges that remain after existing supports and
resources have been identified





Unable to engage with other children
Not able to calm herself if upset

Cannot communicate her needs and this
leads to frustration
Need for one to one support at all times

Plan to support these challenges
Work with the therapist to identify what further
supports the child may need
Submit application for grant for preschool support.

Person with responsibility to follow
up on plan

Class teacher to link with REIS
team re programmes to support
and facilitate the child’s needs in
the preschool setting.
Preschool Team Leader to submit
application to the PSAC

Additional Comments:
Daily Routine form to be submitted to PSAC as request for grants for supports
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Contact Details
The Brothers of Charity Early Childhood Service (BOC)
Siamsa Resource Centre – Frenchpark
Tel: 094 98 70203
E-mail: siamsa6@eircom.net
Or
Lean Ar Aghaidh - Roscommon
Tel: 090 66 25826
E-mail: aghaidh@eircom.net

Roscommon Early Intervention Service (REIS)
Tel: 090 6666100
Fax: 090 6627071
E-mail: martina.campbell@hse.ie

Roscommon County Childcare Committee (RCCC)
Tel: 09496 22540
Fax: 09496 20878
E-mail: info@roscommonchildcare.ie
www.roscommonchildcare.ie

Useful Resources
Children First: National Guidance for the Protection and Welfare of Children
A copy of this publication can be found on:
www.tusla.ie

Child Care Pre-school Services (No.2) Regulations 2006
A copy of this publication can be found on:
www.dcya.ie

National Standards for Pre-school Service
Further information can be found on:
www.dcya.ie

Permission has been sought for the use of all photographs throughout this booklet. This document is available for download on www.roscommonchildcare.ie
Disclaimer: Although every effort has been made to ensure the accuracy of all information published, Brothers of Charity Services, Roscommon Early
Intervention Services and Roscommon County Childcare Committee cannot accept any liability or responsibility for any errors or omissions. The agencies
named will bear no liability or responsibility, direct or indirect, for use or misuse, of any information in this publication. This is a working document in process,
and the RCCC, BoC and REIS reserve the right to amend and / or adjust the contents © RCCC/REIS/BoC 2015
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