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CHILD PROTECTION POLICY & PROCEEDURES


We intend to create in our pre-school an environment in which children are safe from abuse and in which any suspicion of abuse is promptly and appropriately responded to. In order to achieve this we will, without prior consent;


Exclude known abusers�
�
Make training accessible to all staff�
�
Prevent abuse by means of good practice�
�
Respond appropriately to suspicions of abuse�
�
Keep records�
�
Liaise with other bodies�
�
Support families�
�



OUR POLICIES


Our playgroup aims are displayed on the notice board.  We have a safe and friendly


environment at Lochgreen Playgroup and we wish to keep this.  We follow a strict


Anti-bullying and Harassment Policy, which is backed by our Behaviour Management Policy. Both are available at the signing in sheets.  Please make yourself familiar with these as we expect them to be followed at all times. All our policies are freely available to read and can be found by the signing-in sheets. Please ask a member of staff for further or any questions.





SICKNESS POLICY


Occasionally there will be times when you should not bring your child to Playgroup. If they are presenting any sickness/diarrhoea or any form of rash they should remain at home for at least 48hrs after their symptoms have cleared. Full details are on the board.





OPEN DOOR POLICY / COMPLAINTS


We hope you and your child will have a pleasant experience at Lochgreen Playgroup, but if at any time there is something that is troubling you, please do not hesitate to contact any of our staff members.


If the problem cannot be resolved by a member of staff, please contact either the Chairmum or Vice Chairmum.  If the matter is very urgent, please contact the Chairmum at home on 637684


If, after approaching the above personnel, the problem has still not been resolved please


contact the SPPA or the Care Commission.





SPPA Development Worker:  01324 474241


Care Commission:  01382 207100


Complaints:  0845 6030890 (lo-call)





Lochgreen Playgroup, Registered Office:


24a Slamannan Road, Falkirk, FK1 5LE


Tel: 01324 629676


Registered Charity No. SC008570




















SESSION TIMES











PLAYGROUP


Monday�
9:15am   – 11:30 / 11:40am collection (close 11:45)�
�
Tuesday�
12:45pm – 3:00 / 3:10pm collection (close 3:15pm)  �
�
Wednesday�
9:15am   – 11:30 / 11:40am collection (close 11:45)�
�
Thursday�
9:15am   – 11:30 / 11:40am collection (close 11:45)�
�
Friday�
9:15am   – 11:30 / 11:40am collection (close 11:45)�
�



2’s CLUB


Tuesday�
 9:00am – 11:00am�
�
Wednesday�
12:30pm – 2:30pm�
�
Friday�
12:30pm - 2:30pm�
�



TODDLERS





Monday�
 1:00pm – 2:15pm�
�
Tuesday�
11:15am – 12:30pm�
�









Welcome to Lochgreen Playgroup





Lochgreen Playgroup and Toddler Groups have been running as a self-funding organisation, for over 40 years.  In October 2002 we joined a partnership with Falkirk Council.  We are also a Registered Charity.  This enables the Playgroup 


to cater for children from Birth to 5 years.	





We have 5 Playgroup sessions on Monday, Wednesday, Thursday and Friday mornings, and on a Tuesday afternoon.  These sessions cater for children aged 3 


to 5 years, and are attended mainly by ante pre-school children.





Lochgreen run a 2’s Club on a Tuesday morning and a Wednesday and Friday afternoon.  These sessions similar to playgroup but parents/carers must accompany their children.  This group is open to children aged 1 year 10 months 


to 3 years.  Siblings are welcome to attend these sessions.





Monday afternoon and Tuesday morning is when Lochgreen caters for our younger children.  These sessions are open to children from birth to 2 years. 


Parents/carers are invited to come along and have a chat.  This is where new friends can be made.  These sessions cater for adults as well as their children, 


siblings are again welcome.





The Playgroup receives some financial assistance from the Council, but we still require help in fund raising and on cleaning nights.  Lochgreen belongs to everyone, this is your Playgroup and all contributions big or small are greatly 


appreciated. If you have any suggestions for fund raising, or you know of 


anything or anyone who could assist, please contact a member of staff or the Committee.  The committee are always looking for volunteers, so if you are 


interested please contact Lorraine Ferguson or Kerrie Hoggan.





OUR STAFF





Visiting Nursery Teacher�
Sheila Newton�
�
Play leaders�
Janet Brown, Caroline Weir & Lynne Craig�
�
Relief Playleader�
Lynne Shand�
�
�
�
�
RELIEF PLAYLEADERS


If you would like to become a relief Playleader and have the necessary experience please contact a member of staff or the Vice chairmum Kerrie Hoggan on 613542 .

















WHO RUNS LOCHGREEN PLAYGROUP?


Lochgreen is a committee-based organisation run by parents/carers & guardians, who have children currently attending Toddlers, 2’s Club or Playgroup.  We cannot run without a Committee and so rely upon volunteers to help with the day-to-day running, building maintenance and all fund raising events. If you feel you could help in any of these areas, please contact any of the committee members listed at the bottom of this page.  The committee meet on a monthly basis please check the committee notice board for the minutes of the last meeting and the date of the next meeting.


We are very fortunate at Lochgreen to now be part funded by Falkirk Council, but this money only covers the staff costs and training. We have to fundraise for the children’s parties, presents, building maintenance and the replacement of equipment.


Please check the events notice board as we have regular events or just a social get together in the Playgroup.  Don’t worry the children are not left out!  They have Halloween, Christmas and end of term parties, as well as a trip at the end of their Playgroup year.





	


LOCHGREEN COMMITTEE MEMBERS 2010/2011





Lorraine Ferguson�
Chairmum�
�
Kerrie Hoggan �
Vice Chairmum�
�
Gail Ray�
Secretary�
�
Graeme Minto�
Treasurer�
�
Keli Ann Martin�
Events Coordinator�
�
Nicola Toland     �
Events Coordinator�
�
Tracey Collard�
Events Coordinator�
�
Clare Robertson�
2’s Rep�
�
Arlene Robertson�
Toddler Rep (Mon)      �
�
Janine McGregor�
Toddler Rep (Tue)�
�
Zita Wesselenyi�
Ordinary Member�
�
Victoria Kinloch�
Ordinary Member


�
�
�
�
�
HIRING THE PLAYGROUP


The playgroup can be hired for a charge of £30.00 for 3 hrs. If required please contact any of our Events Co-ordinators. 














CLOTHING


Children enjoy messy activities, so please bear this in mind when dressing them for Playgroup.  Please provide soft shoes (slippers/gym shoes), which can be left at Playgroup.  To enable your child and staff to identify clothing, please label/write his/her name on all items of clothing – including soft shoes. Your child will have his/her own coat peg and tray, and after signing in will be asked to find his/her snack card, and place this on the snack tree.  This task encourages the children to recognise their own name. (It would be appreciated if you could provide a spare set of clothes, in case of accidents.  These can be left in a bag on your child’s coat peg).


Lochgreen Polo-tops are available to order and cost £7 and sweatshirts £8.


Please see notice board for details on how to order. 





SIGNING IN


Children must be delivered to and collected from the Playgroup by a 


responsible adult known to the child.  All children must be signed in and details of who will be collecting them noted on the signing in sheet.  If there is to be a change of person collecting the child, please telephone the Playgroup first on 629676.  Please be aware that, in the unlikely event of a child not being 


collected from Playgroup within a reasonable time, and every attempt has been made to contact each number supplied on the child’s application form, then the Playgroup will contact Falkirk Police (634212).





What we do at Lochgreen Playgroup


Curriculum for Excellence


We provide a variety of stimulating experiences and activities for each child within our playgroup which follows Scottish Government guidelines and the Curriculum for Excellence.  We will be developing your child’s skills in 8 key areas:


Expressive Arts�
Religious and Moral Education�
�
Health and Wellbeing�
Science�
�
Literacy and English�
Social Studies�
�
Mathematics�
Technologies�
�



SNACK & TOOTH BRUSHING


A healthy light snack, including a drink and fruit is provided daily.  Children are encouraged to have a snack as this is a social activity giving them an 


opportunity to sample a variety of different foods.  Your child will be 


encouraged to choose and serve the food independently.  PLEASE 


NOTIFY US OF ANY SPECIAL DIETRY REQUIREMENTS.  We also operate The Forth Valley Tooth brushing Dental care scheme.  As a result, your child will be given the opportunity to brush his/her teeth after snack time








CREATIVE WORK


A large selection of resources are available for creative play. Also the children are invited to visit the art room on a daily basis enabling them to make a model, paint, and play in the water trays or to create their own masterpiece.  The Playgroup would be grateful of any supplies of wallpaper, material, boxes, etc to help us make wonderful models!	


TRAYS


Paintings, drawings, newsletters & fee slips will be deposited in your child’s tray.  At the end of each session, these trays will be emptied by your child.


COMPUTER


We have a computer in the Playgroup which is available to the children on a daily basis.


TOGETHER TIME


Children will be involved in together time during each session.  This activity is fun and motivates the children to learn through their own discovery. It allows them to explore interaction in a group situation.


BOOK CORNER


The Playgroup has a large selection of books located in the book corner.  The children are encouraged to choose books to explore or listen to stories being read in this area.


DRAWING TABLE


Here the children can write or draw choosing from a variety of media, and create their own art work, which they will bring home or will be displayed on the Playgroup walls.  Please take time when collecting your child to let them tell you what they have been doing and making at playgroup.


SONG TIME


The place `POPSTARS’ are born!!!  The children will really enjoy teaching you all the words and actions to new songs they have been learning at Playgroup.


PHYSICAL


Both indoor and outdoor activities are provided to assist with physical development.  Please ensure your child has outdoor clothes suitable for the weather. 


VISITORS


Throughout the year, we have many people visiting the Playgroup.  There are regular visits from the Dental Hygienist, Fire Brigade and Police.  We also welcome parents/carers as visitors.





Parental Involvement – We appreciate and need your help!


Anyone interested in coming to the Playgroup to talk to the children about their job or hobby or could help out in any other way, please let us know!  We need your support!  


























ROTA DUTY


We ask parents/carers to come along to Playgroup for a session usually once or twice a month on a rota basis.  During this time you will see what the children are involved in and can assist with activities before helping with snack and cleaning.  These duties are not hard and can be lots of fun!  These sessions enable you to be part of your child’s new life.  Please see notice board for duties and times, if you have any questions please ask a member of staff.


EMERGENCY CONTACT


If in the event your child becomes unwell at Playgroup, every effort will be made to contact you or your emergency contact number (given by you on the enrolment form).  If emergency medical assistance is required and contact cannot be made, your child will be taken to the Hospital by a member of staff.  All our Playleaders are trained in First Aid.


IF YOU CHANGE YOUR CONTACT NUMBER,


PLEASE NOTIFY A MEMBER OF STAFF IMMEDIATELY


ABSENCE


Please let the staff know if your child is unable to attend Playgroup for any 


reason Tel: 629676, to comply with Falkirk Council guidelines.  We will phone home if your child is absent without prior notification.  A summary of our policies can be found at the back of this information pack and our full policies are held for your inspection beside the signing-in sheets. 





FEES


Children not yet eligible for funding and those attending nursery elsewhere will be charged £5.00 per session. Funded children will be charged £2.50 per week (to cover activities provision).  


These fees are billed upon a monthly basis and prompt payment would be appreciated.  Please pay by cheque where possible to ‘Lochgreen Playgroup’, and place it in the bank bag provided or in an envelope clearly marking child’s name and amount on the front.  Deposit fees in the black box located in the main room.  An additional fee of £20.00 will be charged at the start of the Playgroup year, this is a membership fee which is charged to all children attending Lochgreen Playgroup





PERMISSION FORMS


Please make sure that all permission forms have been completed and 


returned.  We can then capture and record your children enjoying the above activities.





FIRE DRILLS


Fire drills will be conducted on a periodic basis to help familiarise the 


children and duty helpers should the event ever arise.	


  

















TODDLERS & 2’S CLUB


What do we do?


TODDLERS


Lochgreen Playgroup is a unique organisation as we cater for children from birth to 5 years.  Our children arrive as tiny babies and before we know it they are heading out to primary one!  At the Toddler Group, the children are just starting out but this environment gives children and parents/carers a good basis to form friendships and start on the Lochgreen trail.  Parents/carers are asked to prepare the snack and help with setting out toys and tidying up at the end. The costs for Toddler session are as follows: £1.50 per week (plus missed sessions) & 60p for any additional siblings.  A £10 membership fee per child will be requested when starting Toddlers.  This is a one off yearly fee and will be collected at the end of August every year.  





2’S CLUB


By the time the children have reached 2’s Club they are ready to explore and seek new adventures.  One of our Playleaders will be on hand to encourage children in all aspects of the Playgroup.  They will be given a chance to paint, draw, use the water and join in the ‘sing song’ at the end.  Parents/carers will be asked to clean and help tidy up on a rota basis.


The fees for 2’s Club will be £5.00 per session and you will be billed on a monthly basis, please make cheques payable to ‘Lochgreen Playgroup’ and place in the bank bag provided.  Then place your fees in the black box located in the main room.  Prompt payment would be appreciated.  If you have not already paid a membership fee this year, an additional £15.00 will be added to your first fee bill. (Additional siblings will be charged £1 per session to cover snack & resources).








STARTING PLAYGROUP





FIRST DAY





At Lochgreen Playgroup, we recognise that your child’s first day at Playgroup is a big step for both your child and you!  It is the first time many children have been away from their parents/carers.  We appreciate that children are all different, and some take longer than others to settle in and be left.  Please take as long as necessary before leaving them.  Always say ‘Goodbye’ to your child when you do leave and return on time. They will have an enjoyable experience at Playgroup, and the time apart is good for you both.




















