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Building the foundations and the future…











CONTENTS


	


Welcome to Manor Park Early Learning and Child Care						
Early Learning and Child Care Staff Team									
School Aims										

Early Learning and Child Care Times									
Snack and Early Learning and Child Care Fund	

Clothing										

Starting Early Learning and Child Care									
Play and the Curriculum								

Assessment and Reporting							

Partnership with parents								

Positive Behaviour Management							

Equal Opportunities									

Health and Safety									

Transition to Primary 1							         	

Complaints Procedures							      	

Conclusion										




WELCOME TO MANOR PARK EARLY LEARNING AND CHILDCARE 



Welcome to Manor Park Early learning and childcare. We hope you and your child will be happy here.

We believe strongly that the experience your child gets in Early Learning and Child Care will be one which provides the foundation for their formal educational experience and help them to continue their learning and develop key skills for life, learning and work. 

Our aim is to ensure that your child has a positive experience within our Early Learning and Child Care setting where they feel valued, safe and secure. This encourages them to explore and learn whilst developing as individuals into confident learners. 

We aim to build on a child’s first hand experiences of belonging to a family and we want to work in partnership with you to extend your child’s learning experiences.

Parents are welcome at any time within our Early Learning and Child Care and we encourage you to come and share in the learning or to discuss your child’s progress with Early Learning and Child Care staff.  We hope to share information so that we can build the link between home and school.

Miss Graham, Mrs Wilson and the Manor Park Early Learning and Child Care Team. 


SCHOOL DETAILS

School Address			Manor Park Early Learning and Child Care
					Danestone Circle
					ABERDEEN
					AB16 7YB

					Telephone: (01224) 812060
					Email: @aberdeencity.gov.uk" manorpark@aberdeencity.gov.uk
          Twitter: @ManorParkSch
                                 Blog: www.manorpark.aberdeen.sch.uk



Senior LeadershipTeam

Head Teacher (Acting)	Miss Gill Graham 
Senior Early Years Practitioner 	Mrs Sharon Wilson 
Depute Head Teacher 	Mrs Ingrid Stanyer 
Depute Head Teacher (Acting)	Miss Ailsa Johnstone








EARLY LEARNING AND CHILD CARE STAFF TEAM

Responsibility for the day to day running of the Early Learning and Child Care, curricular planning and assessment is undertaken by Mrs Sharon Wilson (our experienced Senior Early Years Practitioner). Miss Graham (Acting Head Teacher) is the direct line manager of Mrs Wilson and will oversee the quality assurance for the Early Learning and Child Care and ensure that our Early Learning and Child Care provides the best standards of care for every child, ensuring their needs are met.  

Senior Early Years Practitioners 
Mrs Sharon Wilson

Early Years Practitioners:
Mrs Sandra Allardyce 
Miss Stacey Masson
Miss Laura Buchan
Mrs Gayle Pithe

Pupil Support Assistant: 
Miss Kim McIntyre





EARLY LEARNING AND CHILD CARE TIMES

The Early Learning and Child Care provides part-time places for children between 3 and 5 years of age.  There are 2 part-time classes offering sessions in the morning and afternoon. 

Morning Class				8.30 am – 11.40 am
Afternoon Class				12.20 pm – 3.30 pm

The Early Learning and Child Care Times are flexible but we ask you to bring your child between 8.30-8.45am for the morning session or 12.25-12.40pm for afternoon session.  Please then collect your child between 11.25-11.40pm for the morning session and 3.15—3.30pm for the afternoon session.  If you arrive at Early Learning and Child Care later than the above times, we ask that parents/carers report to the school office for security reasons.  












SNACK AND EARLY LEARNING AND CHILD CARE FUND

During each session, the children are given a small snack and this is a valuable part of the Early Learning and Child Care routine.  This is an opportunity to develop their independence and social skills.  Children are encouraged to use good manners, and help with preparation serving and tidying up.  We have taken on board the National Guidelines on Nutrition for children.  We promote healthy snacks and fruit is provided daily with a choice of milk or water to drink.  The menu for the week is displayed on our notice board. Pupils regularly decide on the snack they would like to try and this is taken into consideration during planning. 

Our policy regarding birthdays is that children enjoy the experience of icing and/making birthday cakes with friends.  We encourage parents to support this by not bringing any cakes to Early Learning and Child Care on their child’s birthday as they will be provided by us.

Our staff have “Food and Hygiene Certificates”, so we can ensure there is a high standard of hygiene in our Early Learning And Child Care.  We also review our infection control policy regularly.  

It is important that you let staff know of any foods your child is not allowed through religious beliefs or for medical reasons.

The cost of snack is £2.00 per week.  Parents/carers can pay this weekly or termly if they wish.

CLOTHING

We encourage children to be independent when dressing and going to the toilet.

Please dress your child in suitable clothes for Early Learning and Child Care School. Outside play is usually always available, so please ensure that suitable outdoor clothing is left at all times. Children have the opportunity to use lots of different materials in Early Learning and Child Care and sometimes get messy.  With this in mind, we would encourage you to avoid wearing ‘best clothes’ to Early Learning and Child Care.  

Children are encouraged to make independent choices and for this reason we do not require aprons to be worn throughout the session.  We ask that you provide your child with Velcro shoes and a pair of welly boots for our outdoor play.
 
We provide suitable overalls for the children whilst they are engaged in water, paint, or cooking/baking activities.  We also have a number of outdoor suits, which can be worn so that children have the opportunity to play in all weathers.

It is helpful if children have a change of clothes.  These should be brought in daily and left in a bag on your child’s peg.

SAFETY NOTE: Plastic bags and drawstring bags must not be left in the cloakroom area.




STARTING EARLY LEARNING AND CHILD CARE

Children in their pre-school year are offered Early Learning and Child Care places first, according to Aberdeen City Council Early Learning and Child Care Admissions Policy.  Then the remaining places are offered to younger children.

When your child is offered a place, you will be invited to visit the Early Learning and Child Care.

It takes time to settle into the routine of a longer day and the staff will advise you on how long your child ought to stay.  This time will gradually be increased until your child is settled and ready to attend for a full session.  

Your child may stay for a full session almost immediately or it may take a few days or even weeks for him/her to settle.  Don’t worry – all children do settle but in their own time.  Each child will be given the time he/she needs.  

You are welcome to spend sometime in the family area in the first few days when your child is settling.  It is important not to leave without saying goodbye properly and this should become part of the normal routine for you and your child

PLAY AND THE CURRICULUM

The Early Learning and Child Care curriculum is based on the firm belief that young children learn best from first-hand experience – ‘doing’ rather than being ‘told’.

The children are fully involved in planning their learning with staff.  Planning is designed to support children’s development of the four capacities of The Curriculum for Excellence as:-
·	Successful Learners
·	Confident Individuals
·	Responsible Citizens
·	Effective Contributors
 

Your child’s activities and experiences will cover all aspects of The Curriculum for Excellence:
·	Expressive Arts
·	Health & Wellbeing
·	Literacy & Language
·	Numeracy & Mathematics
·	Religious & Moral Education
·	Sciences
·	Social Studies
·	Technologies

These experiences are offered in a context appropriate to your child’s age and stage of development.

In the Early Learning And Child Care your child will learn to socialise with others (find a friend); to co-operate with others (adults and children); to listen to adults/children talk; to make choices; how to be independent; how to use good manners; how to respect others; how to share; how to use their imagination; how to help each other; how to learn through their mistakes; how to help adults.

Some of the activities that your child may participate in are:
* Outdoor Play Baking * Block Play * Computer * Construction * Craft * Cutting * Gluing * Gym/Movement * Music/Singing Time * Painting * Play dough * Puzzles * Role Play * Sand Play * Snack Time * Story time * Water Play * 

All the children develop at different rates and staff observe your children in order to plan the next stage of their development.  Areas within the Early Learning and Child Care are changed regularly to support this learning and stimulate an interest in their environment.


ASSESSMENT AND REPORTING

Much valuable information about children’s learning is gained when members of staff take time to observe children when they are playing without support.

We keep records of observations and of children’s developmental progress. Each child has an online learning journey which can be accessed by parent’s, staff and children.  They also have a folder in the Early Learning and Child Care that contains samples of their work and other information central to planning their learning experiences.  

We are continuing to develop as an Assessment is For Learning establishment.  This means a place where everyone is learning together.  Children are involved in discussing and planning what they are going to learn and what success would be like.

If your child has a particular barrier to learning or problems with speech, hearing, sight, or mixing socially with other children, we will share any concerns with you.  If appropriate and with your consent, we will consult the appropriate specialist, e.g. speech therapist, medical officer, educational psychologist.

Parents will be given a written report on their child’s achievement at the end of the year but we will meet with you on an informal basis throughout the session.



PARTNERSHIPS WITH PARENTS

Parents are always welcome in the Early Learning and Child Care and we consider our daily contact to be vitally important.  There will also be other opportunities throughout the year to discuss your child’s progress.

We have an Open Evening/Day, where you can visit the Early Learning and Child Care with your child and see the various learning experiences and activities the class have been doing. Stay and Play sessions are offered to all parents and you are encouraged to spend at least one session with your child so that you can share their experience at Early Learning and Child Care. 

It is helpful to share with staff any problems out with Early Learning and Child Care which may be upsetting your child e.g. a separation in the family or the death of a relative or pet, so that we can help your child to cope should he/she become unsettled.



We aim to work in partnership with parents and would welcome those who wish to help during the Early Learning and Child Care session.  If you would like to be a helper or join us on our Early Learning and Child Care outings please talk to any of the Early Learning and Child Care staff.  If you do wish to help on a regular basis, you can ask for a PVG (Protecting Vulnerable Groups) form from the main school office.
 
Don’t forget to look in the main entrance area as well as the classroom areas where we display important news items, photographs, and requests for help and children’s work. Both Early Learning and Child Care classes have a ‘Parents Board’, where we display weekly plans, snack lists and other information 

We also have a school blog that is updated regularly with information. 


PRAISE, DISIPLINE AND RULES

We do not have a lot of rules in Early Learning and Child Care, but those we do have are important for the safety and well-being of your child whilst in our care.  Since we are part of the Primary School, we must have consideration for the other pupils and teachers.

When we are in Early Learning and Child Care we:
	Walk -  we do not run in or around the Early Learning and Child Care area
	Choose, play and put away 

Use our quiet voices, not our outside voices 
	Look after the equipment and treat toys and other people with care
	Have fun and keep safe

We will deal with your child in a kind and caring manner.  We will give encouragement and focus on positive behaviour.  Children respond well to praise as it enhances their self-esteem and gives them confidence.

EQUAL OPPORTUNITIES

In line with Aberdeen City Council Policy, we are committed to a policy of multi-cultural and anti-racist education.

Activities that encourage cultural awareness are integrated into various areas of play especially in the use of music and books, in preparing foods from different cultures and in celebrating religious and cultural festivals.

 We encourage girls and boys to participate equally in the full range of learning experiences.  










HEALTH AND SAFETY

We operate a simple but effective security system within the Early Learning and Child Care.  Parents are asked to sign their child in and out of the Early Learning and Child Care.  For the safety and security of children in Early Learning and Child Care, adults who may be collecting children from Early Learning and Child Care should previously have been introduced to Early Learning and Child Care staff face to face. Parents are asked to complete a security form providing us with names of people who can collect their child.

In cases of emergency where your child is being collected by someone not known to Early Learning and Child Care staff you must notify the Early Learning and Child Care by ‘phone or a note and the person collecting must be carrying some form of ID.  This allows Early Learning and Child Care staff to corroborate who they are.  It is preferable that the ID is also photographic when possible.

It is not enough that your child knows the adult.

Children will not be allowed to leave the Early Learning and Child Care with anyone under 16 years of age or anyone appearing to be under the influence of drugs or alcohol.

ALL EXIT DOORS SHOULD ONLY BE OPERATED BY ADULTS.

Our main exit door has a hit bar which should only be used by adults. On collecting your child and signing her/him out of Early Learning And Child Care please ensure your child stays with you until you have left the Early Learning And Child Care premises. This is the only way to ensure that all children are leaving with an adult. If children operate the exit door this immediately puts other children at risk. It exposes them to the danger of leaving whilst their parent/ carer may be still in the cloakroom area. It is extremely important to think of the needs of others and to ensure that your child stays with you and that no other child leaves with you.

Additionally, if you wish to pick up your child earlier than usual, please inform the Early Learning and Child Care team.  

Schools are now required to report if we think that any child or young person has come to harm as a consequence of possible abuse.  Each school has a named senior member of staff appointed for child protection matters.  At Manor Park Early Learning and Child Care there are four main people:

Miss Gill Graham (Acting Head Teacher) 
Mrs Sharon Wilson (Senior Early Years Practitioner)
Mrs Ingrid Stanyer (Depute Head Teacher) 
Miss Ailsa Johnstone (Acting Depute Head Teacher)

Should you wish to talk further about Child Protection and the safety of children, please feel free to contact the school. As a school, we work closely with Medical Officers, Social Workers and the Police – any or all of whom may become involved if there is a concern about the safety and wellbeing of a child. 



We will always try to involve you in matters concerning your child however there may be times when Child Protection Procedure has to be followed without first notifying you.

We will always ensure that you are informed and participate in any action which we may initiate regarding your child.

If your child is to be absent from Early Learning and Child Care it is important to let the staff know or phone the school office.  A sick child may still want to come to Early Learning and Child Care, but as adults, we know they will feel better with that extra bit of care and attention at home.  Sending a sick child to Early Learning and Child Care means putting all the other children and the staff at risk.  If a child has had sickness and diarrhoea, medical advice is to allow 48 hours after all the symptoms have settled before returning to Early Learning And Child Care.

Another way that we can ensure your child’s safety is to encourage good habits when coming to and from Early Learning and Child Care.  You should always hold your child’s hand firmly when around traffic.  We sometimes take groups of children out into the community and we take time to teach road safety.

We ask you to inform the Early Learning and Child Care if your child is found to have head lice, so that we can take appropriate measures.  If your child has long hair it is helpful if it is tied back.

We also ask for the name, address and telephone number of a relative or friend living in the area whom we can contact in an emergency, if the parent is unavailable

TRANSITION TO PRIMARY ONE

Early Learning and Child Care has access to all the schools facilities.  We also take part in assemblies and concerts with the primary children, have weekly gym and music sessions and regularly visit the P1 area.  We feel this is important as it ensures continuity between Early Learning and Child Care and primary and it helps children to gain confidence for the transition into primary.

During the summer term, links with Primary 1 will become more routine. Visits will be made to Primary 1 class and the children will also join older children in the playground. Every effort will still be made to ensure a smooth transition for the children and we ask for your support in this area.

If you require advice on early entry to Primary 1 or on deferring entry to Primary, you should discuss this with Mrs Wilson in the first instance.  













COMPLAINTS PROCEDURES

We operate an open door policy where staff and parents should feel free to discuss matters on a two-way basis at any time within the school setting.  Should there be a problem of a more confidential nature; arrangements can be made for discussion to take place with staff out with the Early Learning and Child Care setting.  Any matter requiring further clarification, any query or complaint would then be dealt with by the Head Teacher or Depute Head Teachers in the first instance.

We will endeavour to resolve any matter as promptly as possible and to the satisfaction of all concerned.

Aberdeen City Council operates a policy wherein any member of the School Community, including staff, should feel comfortable to approach the school or authority with regard to any issue/concern they may have.

Procedures

a)	Any problem should be raised in the first instance with 

Gill Graham  –  Acting Head Teacher 

IF the disclosure affects the Head Teacher, the member of staff or parent may raise the concern with:

Education and Children’s Services, Marischal College, Broad Street, Aberdeen.

b)	The Head Teacher will consider the information and decide how that matter should proceed
§	Investigated internally
§	Referred to the Quality Improvement Officer (Mrs Elaine Philips) 
§	Referred to an outside body e.g., Police

c)	If the person making the disclosure is not satisfied with the Head Teacher’s response he/she can raise the matter with the central team who will direct your concerns to the correct member of the team: 

	Please email any complaints or concerns, which have not been resolved by the Head Teacher and School staff to:  ECS@aberdeencity.gov.uk
	Alternatively you can contact the Education, Children’s Service central team by contacting them on 01224 523058


Or in the case of a concern with the Early Learning and Child Care

Care inspectorate, Johnstone House, Rose Street, Aberdeen. 
or access http://www.careinspectorate.com/index.php/complaints" http://www.careinspectorate.com/index.php/complaints




CONCLUSION

We hope you found the information in this booklet helpful.  It can only give you a brief insight into our Early Learning and Child Care, but you are welcome to talk to the staff at any time if you have any queries.

We look forward to getting to know you and your child and trust we will have a happy and fulfilling time together.		

