ORGANISATION AND REGULATIONS FOR ”LES COMPTINES“

As from 1st September 2009

The “Comptines” play centre is managed by the « Collectif Petite Enfance » association. It organises group play sessions (3 hours at a time) for *pre-school children on a regular basis. 

*18 months to 4 years

The “Comptines” workshop has several aims: to respond to children’s various needs and wishes, to create opportunities for parents to meet and communicate with each other, to provide a bridge between home and starting school and to encourage the development of children’s social skills.

The centre is managed by the association « COLLECTIF PETITE ENFANCE » at 8, Allée de la Ponsonne, 04100 MANOSQUE – 04.92.72.80.41. Registered Association as from 3rd May 1988.

The association is insured by the MAIF Company. This insurance covers all children, employees and voluntary helpers during activities organised by the association.

The “Comptines” workshop opened on the 1st February 1989 after passing inspection by the PMI.

HOW IT WORKS

The “Comptines” workshop is an early learning centre which helps children’s first steps towards independence and gives a first experience of life in a group situation, but it is not a child-minding centre. This is why each child is only allowed 3 sessions a week maximum (2 morning sessions and 1 afternoon).

These regulations have been set out to ensure the efficient running of the centre:

· A maximum of 25 children may be enrolled for each session, aged from 18 months to 4 years old.

· All pre-school children are entitled to come to the “Comptines” including children with special needs or disabilities (in agreement with the team).

· Financial difficulties should not prevent any child from coming to the “Comptines”.
·  Opening times for the  “Comptines” :

	Monday
	8.45am to 11.45am
	2.30pm to 5.30pm

	Tuesday
	8.45am to 11.45am
	2.30pm to 5.30pm

	Wednesday
	8.45am to 11.45am
	CLOSED

	Thursday
	8.45am to 11.45am
	2.30pm to 5.30pm

	Friday
	8.45am to 11.45am
	CLOSED


The “Comptines” centre follows the school calendar. It is possible that the centre could remain open until the end of the week if school breaks up mid-week.

Children should arrive between 8.45am and 9.15am or between 2.30pm and 3pm.

Children may be collected between 11.15am and 11.45 am or between 5pm and 5.30pm.

PLEASE RESPECT THE TIMES MENTIONED ABOVE.
 The children’s structured play is organised from 9.15am and 3pm onwards. Any late arrivals or early pick-ups disrupt the organisation of the children’s activities.

We insist that you tell your child clearly when you are leaving them as finding that a parent has suddenly disappeared is always a painful experience for them.

At the end of a session children will only be allowed to leave with their parents or with those people named on the enrolment form (a child will never be allowed to leave with an older brother or sister who is not an adult). You will be given a code at the beginning of the year to open the gate. We have the right to ask to see formal identification from anyone coming to collect a child.

THE ACTIVITIES

Each session’s activities vary according to the children or the group present. The coordinators respect the individual needs of each child (transfer from group activities to individual play, alternating games and time to rest).

All organised activities are short and none of them are compulsory.

All activities are aimed to support the continuing development of the young child.

· Practising motor skills, dexterity, moving within a certain space, using rhythm, developing balance, construction games, water play, clay, painting....

· Developing communication and language skills, using nursery rhymes, songs and puppets.

·  Developing imaginative play as a means of expression (kitchen corner, dolls, cars, craftwork).

· Self discovery and world around us: tastes, smells, sounds, shapes, colours,

We occasionally take the children out of the centre for short visits (during the book festival, for example). All outside visits are organised with a ratio of 1 adult for 2 children and you will always be notified beforehand.

THE TEAM

There is a maximum of 5 adults with the group at any one time. The team members hold a variety of early years qualifications.

At the moment the workshop has 7 employees:

· 1 Nurse

· 1 Nursery nurse

· 1 motor skills specialist 

· 1 CAP qualification in Early years

· 1 assistant without a specific qualification

· 2 staff with a special contract aimed at giving practical experience to help return to work

We also work in partnership with several schools and colleges giving work experience to students throughout the year.

The weekly planning is organised and verified by the workshop supervisor. 

The “Comptines” workshop supervisor is Marie Annick KERGER. 

The President of the association delegates responsibility to the workshop supervisor to:

· Organise the running of the centre’s activities, supervising each team member’s role and other outside interventions.

· Organise the enrolments and reception of the children.

· Liase between the Advisory board and the workshop regarding the running of the centre.

· Inform parents of the educational aims and objectives of the centre.

· Encourage communication between the centre and the families, either on a general or individual basis.

· Suggest occasional events to promote communication within the centre in line with family’s particular needs.

· Keep the children’s files up to date and to keep an attendance register in line with regulations.

· Share responsibility for creating the centre’s Project Statement and how this is carried out.

In case of the workshop supervisor being absent, the secondary supervisor is Line MAES..
Doctor Pascal DECHELETTE, a paediatrician in Manosque, is the “Comptines’” medical advisor.

When requested he comes to advise the team on various medical questions (for example, allergies, insect bites, epidemics…) He also keeps the centre informed of various sanitary guidelines that need following and assists the centre in identifying any necessary medical material needed.

All children should be vaccinated according to current national health guidelines. Any exception needs to be supported with a doctor’s certificate.

In the case of a child showing signs of a contagious health problem we reserve the right either to temporarily refuse admission or to send for a family member to collect them. 

In the case of a serious accident during a session at the “Comptines” the only people allowed to take a child to hospital are the emergency services.

The parents will be informed immediately. 

THE FAMILIES INVOLVEMENT
Children are treated individually regarding their initial adaptation phase at the “Comptines” centre. This stage is organised in agreement with the parents and the team. Parents do not stay with their child in the centre during this phase.

All information is transmitted via letters, notices, or even meetings at the request of either families or team members.

It is always possible to speak to a team member at the beginning or at the end of a session. Parents may make an appointment to speak to the team supervisor if necessary. The team supervisor may also request a meeting with parents to discuss something in particular regarding their child.

Parents are invited to join either the governing body « Conseil d’Administration » or the voluntary support group « Commission des Comptines » at the yearly AGM.

The « Commission des Comptines »  is made up of voluntary parents and team members and its aim is to maintain the links between parents and professionals . This is a very delicate role as it involves evaluating the team’s work in order to ensure the needs of the children are respected in line with parents’ ideas. The final word concerning planned activities rests with the workshop’s professionals. The « Commission » aims to verify the efficiency of the workshop and to keep the governing body informed, regarding whether or not stated aims are achieved. The “Commission” carries out a survey to determine parent ‘s needs and wishes at the start of each school year and also carries out a satisfaction questionnaire at the end of the year. 

These surveys help to influence future planning within the workshops.

FINANCIAL INVOLVEMENT

When you first enrol your child at the “Comptines”, you will be asked to join the association which manages the centre, the “Collectif Petite Enfance”. Membership runs from the beginning of the calendar year to the end and the membership fee is fixed at the yearly AGM.

The fees for children’s participation in the centre’s workshops are fixed in agreement with the CAF (child benefit service) and the MSA . These fees are reviewed annually in January in relation to parents’ income.

For those families who belong to other agencies (Banque de France, EDF-GDF, SNCF, Iter), fees are set at 3.99 € an hour, i.e. 11.97 € a session.

In both cases these fees cover only 66% of the full cost of a session at the “Comptines”.

Each term needs to be paid for in advance no later than the 30th of the first month of each term.
· Places are reserved at the beginning of the school year

· The CAF states that if a place is reserved then it has to be paid for.

· Payments are to be made at the beginning of each term and there will be no reimbursement in the case of a child’s absence.  However, in the case of a prolonged illness (2 weeks continuous absence) individual cases of reimbursement will be studied when accompanied by a doctor’s certificate.
In the case of any unexplained absence, your child will lose his/her place after two weeks. To prevent this from happening please inform us as soon as possible of any absence at this number 04.92.72.80.41 (the answer machine will record any messages).

In the case of any planned absence, e.g. parent’s holiday, your place will be kept if you tell us about it beforehand.

During the adaptation phase the cost of the session remains the same as a normal session, i.e. as for a 3-hour session.

For any child joining or leaving mid-month the fees will be paid according to the number of sessions concerned.

ENROLMENT CONDITIONS AND REGULATIONS
In order to enrol your child at the “Comptines” workshop you need to :

· Join the « Collectif Petite Enfance » association

· Fill in and sign the enrolment form and hand it in to the office

· Provide your CAF or MSA membership number

· Bring in your CAF income declaration, your last income- tax statement or non-taxable certificate (for those people arriving from another department or non CAF members)

· Hand in the personalised contract.

Any family who does not provide us with the necessary documents will be charged the full rate until we receive them.

Enrolments may be made throughout the school year if there are places available.

A waiting list will be made when all the places are taken, according to the child’s age and when enrolment is requested (if a place becomes available the first child of 18 months or older on the list will be contacted) or in function with a special situation.

SOME PRACTICAL POINTS

The mid-session snack is much appreciated by the children. It is also a special moment to help social skills: calling out children’s names, celebrating birthdays, welcoming new faces, learning to take turns...however, due to the increasing number of children with allergies or intolerances to certain foods (gluten, milk…) and various health authority guidelines, we have needed to change our organisation.

Our snacks are made up of fruit, (apples, pears, bananas…), dried fruit, fruit purée and occasionally yoghurts.

We would be grateful if you could bring in fruit donations for snack time every now and again…

Personal belongings:

All of your child’s belongings must have his/her name written on it somewhere.  You can put your child’s dummy/pacifier or cuddly toy/comforter in a bag with their name on if your child needs one. (The house is quite big and children leave their dummies all over. It’s sometimes difficult to find them all at the end of a session!). We advise you not to let your children wear jewellery for security reasons. We also advise you not to let them bring their own toys. The “Collectif Petite Enfance” refuses all responsibility for the loss or damage to personal belongings. 

For your convenience there is room to leave pushchairs under the steps at the front of the building, however, all affairs left on the grounds are left at the owners’ risk. We also ask you not to leave pushchairs on the premises when you leave.

ENDING OF THE CONTRACT

After two consecutive weeks of absence without notification we will cancel your child’s enrolment with the “Collectif” There will be no reimbursement for missed sessions.  (This regulation is to free a place so that another child can benefit).  Should a child wish to return to the centre, he/she will have to wait until a place becomes available.

ANNEXE :  National scale regarding families’ participation

The payment requested from families is calculated on an hourly base and concerns all families who use the centre on a regular basis.

It depends on the type of enrolment and the number of children per family. The monthly income is multiplied by the percentage corresponding to the number of children in the family.

	Taux d'effort 2009
	1 child
	2 children
	3 children
	4 children

	Accueil collectif
	0.06 %
	0.05 %
	0.04 %
	0.03 %


When your child comes for the first session please bring with you :

Enrolment :

           The completed information form





Income-tax certificate for those families not in the CAF 





de Digne les bains or the MSA





A doctor’s certificate ( to say child is able to join play group)

Hygiene :

           1 box of paper tissues





1 packet of wipes

                                            1 packet of nappies for those children who still need them 

(basic nappies rather than pull-ups please)

Snack-time :
Fruit,  fruit purée, yoghurts, biscuits, craquottes, cheese…


For workshops :
1 kg flour, a packet of fine salt for salt-dough



1 packet of broken rice (brisures de riz ) for playing

                                              (can be found in pet food part of supermarket)

DON’T FORGET TO MARK YOUR CHILD’S NAME ON HIS/HER BAG AND CLOTHES !

The regulation form needs to signed by both parents.

One person’s signature cannot cover for their partner if they are not married.

(Cut on the dotted lines)

“COMPTINES’” RULES AND REGULATIONS

I (print name)
as the legal guardian of (print name of child)


certify that I have read and accept the rules and regulations of the “Collectif Petite Enfance”.

Date 

Father’s or guardian’s signature



Mother’s or guardian’s signature
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