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WELCOME
Welcome to Wellington Children’s Centre. Within this handbook we hope to give you some insight into the way we approach the care and education of your child. 
We aim to provide a safe, relaxed, happy and caring environment for children, parents, staff and students.
We believe every member of our community not only has the right to be respected but also the responsibility to respect the right of others and that all children have the right to the highest quality childcare and educational experience they can, where they are encouraged to reach their full potential.

We look forward to working in partnership with you and we hope you enjoy your time with us. Our centre has an Open Door Policy in place and you will find that all our staff are approachable and you will be made welcome at any time. 
MISSION STATEMENT

Wellington Children’s Centre will provide a caring, relaxed, safe and stimulating environment catering for all areas of the individual child’s needs.
ESTABLISHMENT INFORMATION
We are a Voluntary Sector Establishment with a Scottish Incorporated Charitable Organisation Status (SCIO) in Partnership with Inverclyde Council and we are based in Gourock Youth Athletic Club, George Road Gourock.  We can be contacted on Mobile No:07398768840
We have been operating an Out of School Care in Gourock since January 2013 expanding numbers over the years from 24 to 32 children each day. We have now opened our new nursery provision in partnership with Inverclyde Council in August 2020 catering for 24 children from 3 – 5 years of age.
CENTRE’S HOURS AND FEES
Centre hours are 8.00am – 6:00pm
Hours of sessions are as follows:

· Breakfast Club (school)
8.00am – 8:45am
· Daily nursery session 
8:45am – 2:45pm
· Blended care session 
8:45 am – 11:45 am or 11:45am – 2:45pm
· Out of School Care

3:00pm– 6:00pm 

Holidays are as follow:

Early learning and childcare nursery places are available in accordance with School Term dates. Nursery is closed all in-service and school holidays (see our website for details)

We are open 52 weeks of the year for private nursery and Out of school care cover from 8am – 6pm in either our Gourock or Greenock Service.

We can be contacted by email as follows :  
 wellingtongourock@hotmail.com  
Early Learning and Childcare Places
The government offers an early learning and childcare place for 6 hours per day Monday – Friday during term time.  Lunch is provided each day. 

Fee Paying Guidelines
· If your child attends the Out of School Care Service you will receive a bill on the 19th of each month. This should be paid in full by the 28th of each month.
SERVICES PROVIDED

The centre provides a service for 24 children aged 3-5 years during each nursery session. Within our playrooms we follow a Curriculum for Excellence Guidelines, and each child has the opportunity to develop to his/her full potential. We have good links with the community and other professionals involved in the care and development of young children. As we are a non-denominational establishment we welcome and respect all children and their families of all religions, faiths, and beliefs.

The Out of School Care Service is provided during term time for up to 28 children of primary school age and 4 children nursery aged. This service consists of the child being collected from school and walked back to our establishment in George Road. Nursery aged children will remain in the building with qualified staff. They are looked after by qualified childcare staff until 6.00 p.m. at a cost of £16.00 per session. 
GREENOCK SERVICE

We also have a nursery and Out of School service open in Lynedoch Street Greenock collecting from various Greenock schools as follows:

Nursery Session 

8:00am – 6:00pm
Out of School Care

3:00pm – 6:00pm
CHILD PROTECTION
We follow Inverclyde Council’s Child Protection Guidelines and Procedures (see Child Protection Policy) and work closely with other agencies to support children. Child Protection Officer is Head of Centre.
ESTABLISHMENT AIMS

Establishment Aims:

· Every member of our community not only has the right to be respected but also the responsibility to respect the right of others.

· All children have the right to the highest quality nursery experience and are encouraged to reach their individual potential.

Our specific aims are as follows:
Curriculum

A broadly based, balanced curriculum, offering differentiation, will be provided to ensure continuity and progression. While providing each child with enjoyable and challenging experiences which allow them to become successful learners.

Children’s Development and Progress

We aim to consider the needs of the individual child, setting goals for their learning and evaluating their progress.

Development and Learning Through Play

We aim to provide a challenging, stimulating environment which allows children to develop their full potential by building on existing knowledge and skills through play and having fun. 

Support for Children and Families

We aim to promote an equal partnership with parents, valuing the role that parents play in their child’s education. While responding positively to the needs of the children and their families by offering the appropriate help and support.

Ethos

We aim to create a welcoming atmosphere by encouraging mutual respect and trust, making our establishment a happy environment to be in.

Resources

We aim to offer a wide variety of good quality resources providing children with high quality learning experiences.

Management, Leadership and Quality Assurance
We aim to provide a quality service through self evaluation and monitoring which will involve all children, staff and parents.
CURRICULUM STATEMENTS
Curriculum

The nursery curriculum follows the national guidelines outlined in the Scottish Office Document ‘a Curriculum for Excellence.’ the staff use the experiences and outcomes for planned learning to ensure that all children have opportunity to have a broad general education. Staff have now implemented the outcomes and four capacities into their plans and are currently working on developing the 7 Principles.

Development and Progress

The nursery planning is child lead and through following the children’s interests we use Mind Maps to plan with children’s ideas and comments. These comments are then collated and displayed on the Mind Map for the parents to look at. We use learning stories to record their development and progress throughout the year and each child has an individual profile which parents are encouraged to access regularly. 

Quality of Learning and Teaching

The nursery is a bright and stimulating learning environment and provides opportunities for learning through play. There is recognition of the sensitive balance between children’s needs to explore independently and opportunities for staff to extend learning. Choices offered to children take into account the various ability levels of the children, with children being encouraged to make independent use of resources and whether they wish to play individually or in groups. There is a good balance of free play and adult led activities with staff interacting very effectively with the children.
Support for Children and Families

Staff are responsive to the individual needs of the children and their families. Support and working with parents is one of the strengths of the nursery. A healthy snack is provided daily, and we also take part in the Tooth Brushing Programme.

Ethos

The nursery is a welcoming, happy environment in which the children feel safe and secure. Staff encourage positive behaviour and promote this by effective use of praise. Children’s achievements are celebrated, and their work is nicely displayed to give them a sense of pride. Parents are encouraged to take an active part in the life of the nursery by being on the Parent’s Committee, helping with the lending library, assisting staff on outings and promoting fundraising.

Resources

Our nursery has a very good range of resources that are label and pictured to allow children access to them. Staff ensure these resources are well maintained and cleaned by rotation. We have very good physical play areas with access to Morton Physical Literacy Programme each month and daily access to the secure outdoor playarea in the front of the building. The layout of the nursery is reviewed regularly to ensure most effective use of space.

Management, Leadership and Quality Assurance

The last Care Commission Report highlighted the good leadership given to the nursery by the manager. There is also evidence of effective staff team work with the monitoring and evaluation policy now implemented into the running of the establishment. All staff work together to promote continuous improvement in all areas of the centre’s life with parents and children being consulted and their views valued.
STAFF INFORMATION

Management Committee

Chairperson 



Margaret Campbell -Black
Treasurer



Ann Stephenson
Secretary



Bryan Campbell-Black
Administrator 


Ashley O’Neill
Head of Centre (Greenock)        Elizabeth Jack
NURSERY AND OUT OF SCHOOL CARE STAFF

                   Gourock                      
Head of Centre



Natalie Jack                  
Senior           
 


Hayley McGeachy                   
Childcare Worker
         

      
Melissa McKenzie               

Senior Childcare Worker             
Debbie Stevens

Support Worker

                
Emma Ford    
Childcare Worker                                 Joseph Melvin

Childcare Worker                                Susan Flynn

Childcare Worker                                Mollie Henley

Childcare Worker                                Samantha Orr
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             Emma Ford

                                Support Worker
 Child Protection Officer





       Natalie Jack




     Head of Centre
DAILY ROUTINE

Daily Programme

8:45 – 9:10
Free play, toothbrushing, self-registration, feelings chart and outdoor picture
9:10 - 9:30



Circle Time

9:30 – 11:30
Snack, free play, outdoor play, planned activities 






11:30 – 11:45



Group time
11:45 – 12:30


Lunch
12:30 – 12:40


Story time
12:40 – 2:00

                    Free Play, outdoor play, planned activities
2:00 – 2:30



Large group time
2:30 – 2:45


          Home time and free play
POLICIES AND PROCEDURES

ADMISSIONS

Early Learnng and Childcare funded places are allocated in line with Inverclyde Council Admissions Policy. The normal pattern of attendance is 5 sessions of 6 hours per day. However blended approach is available if required. 

	ADMISSION TO NURSERY

	Children who are 3 years of age between
	Admission Date



	1st March – 31st August
	children will be commencing ELC in August

	1st September – last day in February
	children will be commencing ELC the month after their 3rd birthday


CHILD PROTECTION

Inverclyde Council Education Services has Child Protection Guidelines and Procedures which all schools and establishments are required to follow. Education Services work very closely with other agencies namely Strathclyde Police, Social Work Services, NHS greater Glasgow and Clyde and the Children’s Reporter to support children. Common responsibilities of all staff are to protect children from abuse and exploitation, to respond appropriately when abuse is identified, and to ensure whenever possible that all children are able to exercise their right to be raised in a warm, stimulating and safe environment with the support of staff, their families and carers. 

Child Protection leaflets are displayed in the Centre for your information.

TRANSPORT from SCHOOL TO ESTABLISHMENT (term time)

Your child may need to be collected from school by car on occasion depending on staff issues. If this situation is likely for your child you will be asked to complete a parental consent form confirming this is acceptable to you and your child. A copy of the staff members Car Insurance Policy is kept on file for you to access.
EQUAL OPPORTUNITIES and SOCIAL JUSTICE
We are committed to a policy of equal opportunities, taking account of gender, race, religion and ability/disability. This applies to staff, students, children, parents and carers alike. We follow Inverclyde Council Education aims as follows:
We aim to: 

· offer education of the highest quality to all young people within a developing culture of inclusion

· endorse the principles of inclusion, entitlement and equality of opportunity in the development of best practice.

· value the diversity of interests, qualities and abilities of every learner.

· believe that every child and young person is entitled to educational opportunities which enable the achievement of success and further development of the individual’s learning potential within the least restrictive environment.

· affirm the right of all young people to have access to the highest quality of educational provision which is appropriate to learning needs, is supportive of the young person and is delivered in partnership with young people, parents and the wider community.

· in meeting the needs of all our pupils we will demonstrate no discrimination on the basis of race, gender, disability, sexual orientation, religion or belief. This encompasses curricular, extra curricular and playroom activities and is foremost in the attitudes which we develop in our pupils.

We believe that equality and inclusion should be a given right, where everyone is valued and treated with respect.

HEALTH AND SAFETY

Our aim is to protect the health and safety of the children, parents, carers, students, staff and visitors within the Centre. Parents and carers are responsible for their children whilst the children are not in the care of the staff. All accidents are recorded and reported to parents/carers who will be asked to sign the appropriate accident form by staff members only. Students should not deal directly with accidents but should inform a member of staff. Children should only be given over to the parent/carer unless the parent/carer has specifically identified another adult to pick the child up.
CURRICULUM

We have embedded the Curriculum for Excellence Outcomes and Four Capacities as well as Assessment is for Learning Strategies into the plans of the establishment and have successfully introduced the 7 Principles of the curriculum to staff, children and parents through a Principles of the Curriculum wall. This has now been extended to include the entitlements as well. Opportunities are provided for free play as well as more structured activities and we endeavour to respond to the needs and interests of individual children by being as flexible as possible. Children are encouraged to be involved in their own learning and are supported by staff in this area.

OBSERVATION AND ASSESSMENT

Individual observation records and discussions amongst staff ensures that each child’s stage of development can be monitored effectively.

REPORTING TO PARENTS/CARERS

Parents/carers are given the opportunity to discuss their child’s development and progress at anytime through the session. Your child’s profile is available for you to view when you wish to and your child’s keyworker is available to discuss these profiles with you at the end of each block or at your request.

TRANSFER FROM PRE-5 ESTABLISHMENT TO PRIMARY SCHOOL
Children are normally transferred between the ages of 4.5 and 5.5 years although this may be negotiated in exceptional circumstances.

The key to effective communication between the early years establishment, school and parents. The transition process will begin early in the pre-school year and continue into early primary 1.

ADDITIONAL SUPPORT NEEDS
The nursery will work in partnership with parents/carers and other professional agencies to ensure that all children’s additional support needs are met.

Every member of staff has a responsibility to support the learning of all children. The type of support offered will vary according to the needs of children. This includes:

· consideration given to children who have a disability, 
· children with social, emotional and behavioural difficulties, 
· children with learning difficulties of a specific or general nature, 
· children who are exceptionally able, those who demonstrate underachievement relating to gender issues, 
· children whose learning has been interrupted through absence or illness, 
· bilingual children who have English as an additional language, 
· travelling children and those children whose family circumstances, impact on attendance and learning.
 Partner agencies may be asked to offer support where necessary.

HOME LINKS

We encourage home links through monthly newsletters, questionnaires, discussions with parents/carers, letters to parents about specific outings, lending library and fundraising activities. Other relevant information such as parent’s days are displayed on our notice boards in the Hallway.

Our Establishment is run by a Parent’s management Committee and all a parents are welcome to join and be a part of this committee. 

ATTENDANCE

To ensure that you child receives the best quality care and education we ask that he/she attends regularly. If your child is ill or not able to attend nursery we would appreciate if you could telephone on first day of absence.

COMMUNITY LINKS

We have developed links with the community and have very positive relationships with the other local nurseries and feeder schools. We either invite a variety of visitors to the centre including the fire, Police, Postal Services and Rangers from Cornalees to share their knowledge with the children or we go to visit them. We also visit other local places of interest such as The Vet, Pet Shop, McLean Museum, Cardwell Nurseries, local parks to enhance the children’s knowledge of their environment. We also work closely with the Speech and Language Unit, Eye Screening, Nutritionist and Psychological Services.
POSITIVE BEHAVIOUR

It is our aim to have a positive ethos in the centre where the individual child feels safe and happy. We aim to promote positive behaviour, ensuring that limits are clearly defined and adhered to and to promote good social skills. When dealing with the individual child, good behaviour is encouraged through positive reinforcement and working with parents/carers where appropriate. 
SUITABLE CLOTHING

The following is a brief statement about the need for suitable clothing to be worn including Inverclyde’s Policy on the wearing of jewellery.
There are forms of dress which are unacceptable in school such as items of clothing which:

· potentially encourage faction ( such as football colours)

· could cause offence ( such as anti-religious symbolism or political slogans)

· could cause health and safety difficulties ( such as loose fitting clothing, dangling earings, or clothes made from flammable material)

· could cause damage to flooring

· carry advertising, particularly for alcohol or tobacco 

· could be used to inflict damage on other pupils or be used by others to do so.

Parents are asked to ensure that valuable items and unnecessarily expensive items of clothing are not brought to the establishment. Parents should note that the authority does not carry insurance to cover the loss of such items and claims submitted are likely to be met only where the authority can be shown to have been negligent. 

PHYSICAL DEVELOPMENT

We recognise the importance of physical play to promote good health and general well being. Physical play takes place either indoor in the playroom, or outside daily. We go out in all types of weather therefore would ask parents to make sure their child has on suitable clothing such as hats in the summer, coats in the winter.
MEDICINE AND HEALTH CARE

Only prescribed medicines can be administered. Parents/carers prior to the medicine being given must complete a parental request form. A strict record is kept of medicines administered.
 In the event of an accident your child will be attended to by an appointed first aid person and if further treatment is required you will be informed immediately. 
If your child takes ill whilst in our care we will inform you or your emergency contact immediately. We will ensure your child is comfortable ad comforted until collection.

HEALTHY LIVING

It is our aim to promote healthy living through all areas of the curriculum. We implement healthy eating through planning an appropriate choice of snack menu, where the children choose from a variety of healthy foods and either water or milk to drink. If your child is staying all day any appropriate food will be stored in the fridge. We also encourage basic hygiene such as hand washing before eating and after using the toilet.
NO SMOKING 

There is no smoking any where in the premises. If you wish to smoke you must go outside and away from the main entrances to the establishment. This is in accordance with Inverclyde Council’s Smoking Policy.

DATA PROTECTION ACT 1998

Information on children, parents and guardians is stored on a computer system and may be used for teaching, registration, assessment and other administrative duties. The information is protected by the data Protection Act 1998 and may only be disclosed in accordance with the Codes of Practice. For further information please contact the establishment.

STAFF CARPARK

Our staff carpark is for staff only. Parents are encouraged to use the carpark on Drumshantie road, adjacent to St Ninians Primary School and enter through the bottom gate of the nursery. The staff carpark is for staff and disabled badge holders only. 
COMPLAINTS PROCEDURE

Complaints may be resolved by speaking to nursery staff or a committee member. A list of committee members can be found in this book. Complaints may be given verbally or in writing, we realise that it can be difficult and worrying to complain, however we will try to help you as much as we can to resolve any problems. Letters of complaint should be addressed to:
The Chairperson


or 

Wellington Children’s Centre,


Care Inspectorate







11 Riverside Drive
19/21 Lynedoch  Street



Dundee
Greenock







PA15 4 AB





DD1 4NY
Tel. No 07852772887



Tel No. 0345 600 9527
And Marked ‘Personal’ on the reverse side of the envelope.

EMERGENCY CLOSURE

We make every effort to maintain a full educational service, but on some occasions, circumstances arise which lead to disruption. We may be affected by severe weather, temporary interruption of transport, power failures or difficulties of fuel supply. 
In such cases we shall do all we can to let you know about the details of closure or reopening. We shall keep in touch by using letters, Facebook Page, notices in local shops and community centres, announcements in local churches, local press and local radio stations.

FIRE EVACUATION

Fire Drills are carried out on a weekly basis to ensure that children are aware of the procedure and kept safe at all times. The fire alarms are tested weekly to ensure working order. In the event of a fire, we will ensure that all children and staff are accounted for prior to exiting the building and also on arrival at the designated area (the play area in front of the establishment).  In the event of a fire students are asked to assist staff in evacuating the children from the establishment. Parents are not responsible for their child at this time.
All our policies are available in the hallway for you to read and if you would like more information, please ask a member of staff.
USEFUL ADDRESSES AND TELEPHONE NUMBERS

Education Services 
MSP – Stuart McMillan


105 Dalrymple Street


      9 Argyle Street

Greenock



                Greenock

PA15 1 HT



                PA15 1XA
Tel: 01475 712888


              Tel: 01475 720930
Cllr Lynne Quinn


Cllr Sandra Reynolds



Municipal Buildings


Municipal Buildings
Greenock



Greenock
01475 717171


01475 717171
Cllr Chris McEleny


          
Municipal Buildings





Greenock






01475 717171





Although this information is correct at time of printing, there could be changes affecting any of the matters dealt with in the document:

a) before the document commencement or during the course of the school year in question.

b) in relation to subsequent years.

