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Welcome to Stepping Stones
torly) Learving Contre

Empower your child with a dynamic learning experience

Imagine empowering your child to be truly passionate about learning; watching them
soak up their surroundings, taking everything on board. Rather than a regimented
experience, they learn through exploration and discovery in a supportive and enriching
environment.

From the day they were born,
e2dxQf tf KI @S 1y
are keen to observe what
AYUSNBaidSR (KS
best learn! Place them in a fun
filled environment and voilg a
dynamic learning experience
occurs!

The potential of your child
stretches as far as their
imaginations will take theng but
only if they are given the
confidence to go there. The
unigque abilities that they develo)
from an early age form the very
makeup of who they are and wh

\ they will becone.




(ontre Locations

tepping Stones Early
g Centre

Re

rrrrrrr

Salleria
ent Store Fgura
Fgura Parish Church

Addressc 38, Triq
- ra C
Censu Busuttil, Fgura.™
) ' CentroModa Fgura
Q@ © Q@ croin
OMJls: Boni Consilii E’ B Q
3 3 Mate 5o, e .
5 Maypole Fgura -+
Fgura Pharmac G‘;”@E Fgu
Keyboard shortcuts  Map data ©2021  Terms of U:
-
QM,nw Dei Hospita!
o B
Stepping S!
irkirkara C|

Tel no.- 21803360

Addressg 182, Triq

Olaf Gollcher,
: = a o + .

Birkirkara.
Tel no.- 21440843

Address- 133, Triq e’ ...... ;
i |_Qa| et, ? = Childcare Marsaskala
Marsaskala. A
S +
Tel no_— 21633743 jF PAPERCLIPS & MORE a —
e = L e - WO — e
Address- 482, Triq o ,
. . g ey =7
it-Turisti, Qawra. N -
Tel no.- 21584353 *@;;;:Owge oA
»-)M G ey g,;": "‘ 3 —
Address SmartCity ¢ o
SCM 03, Rikasoli, oy @ QPR cuy
@ o @
Kalkara v
Tel no.- 21801434 +
= L
Addressg 29, Triq @e g it
Xandru Farrugia, g 714 Mater gy €

&2 @ Ken; &
':E- Qukoppla ’ﬁ

Tarxien
Tel no.- 21224991

@ Tarxien Temples




Our Philosoplny

At our Stepping Stones Early Learning Centre we strigectaie:-

1 A warm, welcoming home like environment that promotes secure, respectful and
reciprocal relationships and assists children, families and educators to gain a sense
of belonging.

9 A vibrant and flexible environment that is rich in choices and provides extensive
opportunities for learning amdividualsand as part of a group.

1 Opportunities to undertake collaborative group work and projects generated
0 KNRdzZAK OKAf RNByQa AyiaSNBada yRk2N Tl
initiation.

1 Opportunities for children to develop independence throwglery dayroutines.

1 An environment that is safe and promotes exploration, discovery, challenge and
understanding of our natural and physical worlds.

1 An environment and experiences that build high setteem and selivorth.

1 An environment and curriculum that promotes holistic development and high
expectations for children across all developmental domains through intentional
teaching and spontaneous learning opportunities.

9 Opportunities forchildren to express their knowledge and understandings through
each of their 100 languages e.g. art, music, story, dress up, construction etc.

1 Respect for diversity through acknowledging the cultural backgrounds, languages,
values and contributions of the families in the centre.

1 Opportunities for children, families and educators to develop cultural competence
through prompting positive attitudes, gaining knowledge and developing
communication skills and interactions across cultural groups.

9 Opportunities for children, families, and educators to share their ideas, knowledge,
skills, culture, language and experiences with the centre through regular
communication, involvement in the centre and program development.

TtFNIYSNBKALA gAGK FrYATtASA Ay Fft | &Ll
working with families to develop and evaluate goals for their child.

T hy3d2Aiy3a NBEO2NRa 2F OKAf RNByQa RS@St 2L
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1 An environment that promotes positive behaviours and-pazial relationships
between children and others.

1 Opportunities for educators to gain further knowledge, skill and competence in the
early childhood field through regular staff training amafessioal development.



Our Mission

OWe provi de
which all children are supy
toreachtheirfulo t e n

UN Our' Ualuos

CARE
LEARNING

We believe by remaining
constantly curiousgollaborating,
and communicating with children;, 8-~
educators, families and the wider
community we will achieve the
best learning outcomes for each
child and the highest quality
education and care.







er programs stem from the interests of each individual child. Spontaneous learning opportunities
aboundc children are encouraged to develop skills in:

1 Problem solving
1 Hypothesising

9 Critical reflection
9 Collaboration

Then, they are invited to document their ideas and understanding in a variety of ways.

How was the Reqqio Emilia Approach formed?

Following World War Il in the Reggio Emilia region of Italy, a group of committed parents, teachers and
the extended community believed that the destruction caused by the war necessitated a new positive
approach to teaching their children.

And co, under the leadership of educator Loris Malaguzzi, they agreed on the fact that children have
rights¢ indeed, they had overcome the same complexities of the war as the adults did. Because of this,
they agreed that children should be given uniqueogunities to further develop their potential

Malaguzzi believed that, due to their infinite imaginations, children have an extraordinary number of
ways they can express themselves. And so, the Reggio Emilia approach was born. Today it has been
adopted worldwide and Malaguzzi is lauded as a pioneedircation.

A positive learning environment

We are a private learning centre for children between the ages of 2 months to 3 years.

At Stepping Stones, we believe children are born with an amazing potential and a wide range of abilities.
By engaging them in a @wnstructed curriculum that makes learning enjoyable, we ensure that all the
right building blocks are in place to help yalild reach their full potential.

L {GSLIAYy3a {(G2ySaszx GKS SRgi@y diezaNdedrrieyatdicollébargtci.A RS N
Here:
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invited to explore, observe, hypothesize, question arstdss to clarify their understandings

1 We promote selworth and nurture a high sense of seléteem, but not at the risk of interactive
social skills. Relationships between children and others will be nourished, and your child will be
encouraged to relate as part of a community that spreadsléassmates, their family and their
wider community.

1 We encourage an appreciation of culture diversity, learning about the cultures of all the families in
the centre and surrounding community.



Brainstorming

CKAA AayQil 2dzad 6KFG KFLWISya Ay
What topics capture their interest?

What problems can they solve without the help of an adult?

More than you realise, you will be amazed! You will ble &b track your
OKAf RQa RS@St2LIYSyid FyR FaasSaa
20aSNUIF GA2ysiwolkyR OKAf RNBYQ

What topics
capture their
interest? What
problems can
they solve
withotit the

Yarning circle

Each morning, educatorsvite your child to engage in a safe space, in the form of a circle to share what
they would like to do for the day. This also demonstrates that all children have rights for their voiee to b
heard. From here, educatorecord what children communicated in their observation notes, and will then
add the experiences on their weekly planning to have the-plged experienced throughout the day.

Thereforeeducatorss N F2f f 2g6Ay 3 dzl) 2y OKAf RNByQa @2A0Sa
child to form the curriculum on a daily/weekly basis.




A typical Reqgqgio Emilia Project

The best way to explain our approach to leiamis via a redife example, 2 dzNJ OKA f RQa S R dz
open a forum where they identify their interests. For example:
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The frog project, as with all other projects, is documented in a variety of forms, so you can see the
learning process:

Our projects are driven by your child, and what youitctts interested in. Arough this, we invite your
child and their peers to both small group experiences where they can engage to further develop their
knowledge in a meaningful manner.

With our projects, we explore where it began, what children currently know as well as what new
knowledge we can introduce. Projects not only explore the surface topic but dive deepeating
connections with our environment and the world.

Forexample, a group project on fgg may begin by an interest your child has shared through a

statement, drawing or discussion. From here, educators will continue to extend on this moment and
begin to gather information on what your child and their peers may kriélay based experiences,

utilising factuabooks or technology will be implemented into the program to further extend and

introduce new knowledge to your child and their peers. This learning experience is then recorded through
a variety of methodsuch as Reggio reflection, Reggio Connects and/or Learning stories/Observations.

Educators then get together to brairmstm what new
knowledge they can introduce to your child and their
peers which related to the topic of frogs. This may
include branching off towards their habitat, different
types of amphibians, shades of colours of green, life
cycles, what else lives indtpond, plants in pons. With
some of these suggestions, they can branch off into
further topics. The topics on this brainstorm may not
ySOSaalNnfe F2ft26SRZ | a8 = , @ J OKA
interest. D i

t N22SO0ia FNBE RAaLI &SR A
may have more than one going on at the time, howev
there is always at least one current project
displayed.



¢tKS WYCNPRP3I tNR2SOUQF a4 $gAGK
a variety of forms, so you can see the learning process:

They live in Grow tadpoles.
water.
) Make frog ponds.
They jump.
yJ_ p How they breath Read books.
They live in underwater? .
ponds . Draw and paint
Food they eat?
They lay eggs. Y frogs.
Types and sizes.
Tadpoles are
baby frogs. Names.




TKS mannQ ftFy3dza 3Sa

For a child, language is never limited to just speech. They express themselves in a variety of ways. Some
2F GKS Wil y3adza 3SQ AyOf dRSY

1 Art

1 Music ¢KS 0SNY

{1 Story of languages of

1 Drama & dress up OKAf RNBYQ
' Construction the many ways that
f Movement children have of

. Messy play expressing

1 Outdoor play

Your child will be provided different avenues for thinking, revising, building, negotiating, developing and
symbolically expressing their thoughts and feelings.

These unique abilities that they develop from an early age will form the very makeup of wharthapnd
who they will become.

Educators that care

We hand pick only passionate and driven individuals who strive towards developing the bright minds of
tomorrow. We strive to workogetherwith all parensto develop suitable goals for your child.

All staff undergotraining programs, as well as mentoring and professionavélopment sessions so
that their skills are always to the highest possible standadll our staff members have a paediatric
first aid certificate, a food handling certificateglean policeconduct and arecleared from thePOMA by
the Maltese courts of law

See us iraction.

Our doors are always open for an orientation visit before yof;
child starts at any of our centres. Orientation visits include

@2dzNJ OKAf RQa SRdzOF G2NJ | yR 02
your child, together you will be able to enjoy many different |
activiied ¢ KAES IASGOAY3 (G2 (y20c¢ 0 2

the inside of our centres and observe how we work with yo
children.




Saff recruitment

When a suitable applicant with relevant childcare experience and/or qualifications contacts us we arrange
for the applicant to come to our office for an interview.

1. 5dzZNAy 3 GKS AYGSNWBASEG ¢S 3I2 GKNRdAdAK GKS | LILX A

2. We discuss with the applicant what employment he/she is looking for and find out any
aim/objectives.

3. The applicant must supply us with original certificates relating to any qualifications they state they
have.

4. Applicants must possess an MQF Level 4 childcare diploma, a paediatric first aid course, a food
handling certificate and a clean police conduct.

5. We take contact details for at least two different referees covering at least the past two gears
one of which must be a current or previous employer.

6. We confirm with colleges/past employers that all qualifications/employment history given by the
applicant is correct.

As recruitment policy, carers must first receive a number of training hours to familiarize oneself with the
premises and children to start working at Stepping Stones.

¢tKS OSYUiUNBQa O22NRAYIF{I2NE Ydzad ff KIF@S |y avcC
conduct, a food handling certificate and a paediatric first aid course.

Before staff is employed with Steppigonesfi KS& KI @S G2 aiady GKS o0St2g
adhere to work by the policies in this handbook.

Staff supervision

| RSIjdzZl §S &dzLISNBA&aA2Y SyidlAta GKFG adrFF FNB gl
this affects the way they interact with materials and equipment.

The centre coordinator conducts daily supervision with staff members throughout the day to ensure that
these needs are met.

We provide professional development in supervision and behaviour guidance for all staff members. A
supervision session is done every two months with the centre coordinator and staff appraisals are done
every six months with the manager. All sessions aredo a quiet area, free from any distractions as
possible.

During supervision sessions, the carers have the opportunity to discuss staff development, any anxieties
and suggestions regarding their work in the centre.

Staff development

We recognise the importance of continuous training and development of our employees. In order to
provide the best possible service members of staff are encouraged to attend training programmes and
conferences that will broaden their skills and knowledgetiter education is highly advised in order to
provide promotional opportunities within our centre.
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Our holistic pogramme

Childcare involvethe holistic development of children including their social, language, cognitive,
emotional and physical development. Our creative curriculum is based on-disasivery concept where
children are given the opportunity to be messy, creative, curious seeltb try it all!

Activities include messy play, cooking club, craftstructedcreative arts, gardening, puppet shows,
physical exercise and dancing, dressing up, painting several objects and hands, outings, storytelling and
outdoor activities.

During our hot summer days, the children have the opportunity to play in fresh water pools under
protective canopies of an outdoor area. With such a varied program, everyday children are learning
something new with planned and purposeful activities whiobmade opportunities for teaching and
learning, both indoors and outdoors.

Our staff is very well cared for and we encourage team work all year round through team building
SESNDOA&SE YR &G FF 2dziAy3ad D22R AYyiGSNIOGAZ2Y 6
happiness and stability both at home and in the ClatddCentre.

A daily routine is carefully planned to ensure that all children have the opportunity to develop through
play children are divided into separate areas according to differengamgps, partly so babies are not
distributed by our active toddlers and also because there is different carer to child ratios according to the
age of the children.

It is our policy to respect the individuality of all children and adults involved in our service and to promote
positive attitudes of culture, race, gender, language, financial circumstances or membership of a minority

group.

Our goups

We aim to position children in different groups according to age, while keeping in mind their individual

aiFr38S 2F RSGSt2LIVSYyid ¢KAa SylofSa dza G2 OF G§SNJ
T .I06ASaQ I NBF

Babies have their daily routine which is planned by our educators although any routines that babies are

used to at home, can be adapted into the routine at the centre. Babies attending the centre will have

everything documented on their pro care applicatipage covering what the child did that day, hours of
sleep, breakfast, lunch and snack times, nappy changing and bathroom, observations, photos and videos.

T ¢2RRf SNEQ | NBI

Toddlers are very lsy here at Stepping Stones with many activities going on throughout the day.
Through these activities and experiences children are supported into a larger group whilst encouraging
individual abilities, enabling all children to develop and grow at their pace. Throughout the day, the
SRdzOI 62NAR ¢Aff 0S NBO2NRAY3I lye 20aSNBIGA2ya 6K
learning.

1 Preschool area

tfFe& Aad OKAfRNBYQa yliddz2NFf fy3dzZ3IS FyR G {GSL
and our special programmes and sessions.



Safety first

We take safety of the children very seriously:

T
T
T
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All of our centres have closed circuit television (CCTV) or a video intercom.

You will be issued with a fob tag to sign in and out every day.

We would ask you to provide details of persons other than yourselves who have the authority to
collect your child. If necessary, educators ask for identification.

It is our policy to provide a healthy and safe environment for staff and children.

We expect our employees to take responsible care of their own health and safety at all times.

The staff is responsible for locking cupboards and the store room, reporting broken locks or
missing keys.

The management and staff at stepping Stones is provided with a first aid course.

A first aid box is always available which is stocked on a regular basis.

The premises are equipped with a fire safety equipment. In case of a fire the staff are to follow the
fire drill that is practiced twice a year and evacuate the children accordingly. The children are the
first priority and immediate action is to be takea $afe guard the children and staff. We have a

daily register with all the children attending on that particular day; this is to be taken out with the
carer to head count all the children. All rooms will be re checked after all the children are safe. The
carers willcall the fire department od12which is written near the telephone

Medication

Only medicines that have been prescribed by a doctor and provided by parents can be given to children in
our care. A medical care plan will be completed by parents, recording the timing and dosage of medicines
to be given to their child as requested by theThese instructions will be signed, dated and the time

noted each time the medication is administered. All medicines will be stored in the fridge in the centre.

Sanitary

T

T

The premises are kept well maintained and cleaned on a daily basis rad@amgtenance and

health and safety inspections are done on a regular basis.

Washing of the premises and toilets are disinfected daily with wiping of all objects used by the
children and staff.

Staff uses disposable gloves in assisting children during potty training and the chanugpgpies

or dealing with vomit or blood. Nappies are put in nappy disposable bags and in an air tight
recipient. Garbage is taken out every evening and nothing is left inside the bins.

Hand washing is strictly noticed at all times and children are encouraged to wash their hands after
each activity, especially before eating. Children have appropriate charts in the premises to
promote hand washing.



Emergency preparedness plan

Below are the emergency & evacuation plans of all our centres. In case of an emergency, all centres are
bound to follow the following instructions:

In case of emergency;

* If a fire is noted, sound the alarm

» Evacuation all the children to the front garden

» Do not take children out on the street

e Call 112

* |f possible, a fire warden should try and control the fire
« [f fire gets out of control, exit the building

« All doors and windows should be close

* Do not stop to collect personal belongings

* Walt for the necessary assistance

* Do not re enter the buiiding before given
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Immunization

The table below illustrates the Mtese vaccination schedule. Thable will

introduce you to the vaccinations that are currently recommended during the first
years ofe 2 dzNJ O KAls par Ofdur imiihiadion policy, all vaccinations in the
table below are mandatory.

AGE VACCINE

From 8 weeks DTaP-Hib-IPV-HepB (6 in 1)
1+PCV1+MenB1

3 months DTaP-Hib-IPV-HepB (6 in 1)
2 + Men ACWY (1)

4 months DTaP-Hib-IPV-HepB (6 in 1)
3+PCV2+MenB2

12 months PCV 3 + Men B (3)

13 months MMR1 + Men ACWY (2)

18 months DTaP-Hib-IPV-HepB (4)




Our buildings

All our buildings have:

T

T
T
)l

l
T
T

Wellappointed activity rooms that are stocked with a full range of educational resources.

Outdoor areas that are dominated with outdoor play equipment.

All our outdoor areas have fitted high quality shade eliminating sun rays.

All our outdoor areas include a vegetable patch, where children are encouraged to enjoy the
experience of planting and growing their favourite veggies. This encourages them to adopt healthy
eating habits and an appreciation for the natural environment.

All our centres have CCTV cameras installed.

lff 2dzNJ OSYyiNBa KIFI@S '/ Q& FyYyR FNB SljdzA LIISR 5
All our centres are certified by a Health & Safety officer.

We also lead by example, encouraging the children to understand the importance of recycling and the
value of water within our environment.




Our program

Critical reflections are maddailyd wS ¥t SO0 A2y &z FYyR GKS LINRPIANIY Aa
interests, needs and developmental milestones. It is thropigly-basedexperiences that educators invite
your child to increase their learning opportunities.

The program is guided by the Early Years Learning Framework learning outébess are:

Children who develop a strong sense of identity.

Children who have a positive séifiage.

Children who are socially adept.

Children who are effective communicators.

Children who nurture positive attitudes towards learning and become engaged and confident
learners.

a b

Working in partnership with parents

We strive to make sure all our centres feel like a home away from home. And so, we workeardl
GAGK ff 2dzNJ LI NBydas Fye FlLYAfe YSYOSNAR FyR (K
social and cultural life are an important part of yddkK A f RQ&4 RS @St 2LIYSy (o

The lines of communication remain open between parents, children and our centre.

1 The Coordinator/Manager in charge is always available for discussion with parents. Parental
meetings are held on a regular basis on appointment. Since parents are very busy, arrangements
can be made for more private discussions at agreed times.

1 Information provided by parents about their children will be kept confidential and treated on a
strict need to know basis.

1 Information regarding the children's activities throughout the day is always available to parents on
a daily basis through the procare application, our outdoor notice boards, through verbal
communication and through the newsletter which is delivered togpds every term.

1 We work with families to develop and evaluate goals for your child.

1 Parents are encouraged to come to our outings, induction meetings, orientation sessions and
LI NBy G Qa Of dzo a @

1 If we have any concerns about a child's viseling during the day, every effort will be made to
contact the parents or their emergency contact.

1 When possible, to further encourage the children's development, parents will be asked to send in
objects from home, e.g. photographs, old boxes and cartons, cereal boxes, egg cartoons etc. to
involve them in our activities.

1 Parents are requested to keep us informed of any changes to personal circumstances which may
have an effect upon a child, e.g. change of address, telephone number, doctor, emergency
contact.

1 The educators at Stepping Stones consult with parents the progress and development of the
children daily and maintain a good and friendly relationship with them.

1 The staff ensures that all the children feel included, secure and valued. They build positive
relationships with their parents on order to work effectively with them and their children.

1 Parents are also requested to keep us informed of any circumstances which could have an effect
on a child's emotional wellbeing, e.g. bereavement, separation or illness in the family.



1 To ensure your continued satisfaction, we conduct parental meetings a minimum of two times per
year as part of our quality improvement process.

1 An evaluation sheet is given to parents every parental meeting and can be filled anonymously
from our website.

We also acknowledge that all parents within the cerfteye an amazing We would
setof skillsand interests, and children love learning about these experie love you to
And so, we woul@ncourage you to share thesettithe children and
educators.

be part of the
curriculum!

Working in partnership with early years professionals

Here at Stepping Stones, we make sure to observe children throughodiatherhiletaking note of any
20aSNDFGAZ2yad hyOS S asSS GKIdG F OKAfR OFy o6SyS
developmental report, we will organise a referral with the parent and give them references of different
early years professionalg/e alschave an operdoor policy to any professionalorking with our

students who wish to observe and organise sessions at any of our childcare centres.

Commitment to sustainability

We encourage educators, children and families to reduceise=and recycle. Each centre has a recycling
box where children can bring items from homectaft.




Our learningprograms

2SS 2FFSNIF Nry3aS 2F aLISOAIfAATN LINEINIF O
development.

Arts ¢ Through exploration of a wide range of art works, styles and techniques
children learn how to observe and translate their thoughts into the 100 languages
and listen and respond to multiple perspectives.

Fitnessg An innovative program that teaches children to love physical activity,
develop motor and cebrdination skills and stresses the importance of being healthy.
Dancing, Yoga, Outdoor games and sport skills are taught within this program.

MusiccadzaA A O A3IyAdSa it NSlIra 2F GKS OKA
readiness: Intellectual, social and emotional, fine/gross motor, language and overall
literacy. It helps the body and mind to work together allowing children to practice
selfexpressin.

Earth¢9 I N &8 OKAf RK22R SRdzOF 42N& KI @S | W]
'y FTOUAGBS YR aAIYAFAOLIY (G NRESQ AYy | &z
sustainability issues, concepts and practices. The children will further develop their
awarenesf their impact on the environment and ways to minimise it.

Assessment practices

As part of our practices, all our childcare educators conduct observations throughout the day to be able

to give a detailed child developmental report to parents during our parental meethgsh are held

every six monthsChildcare educators also semibnthly observationsvhichalsoinclude photogo all

parents to give parents an overlook on how their child is progressact month Our developmental

reports and monthly observations all follow and include the five learning outcomes‘\¥énke&rning
Ooui02YS CNIYSH2N]l Q Aa48dzSR 608 (GKS WS5ANBOGl2NIGS F72




Internal Review Process

At Sepping Stones, we take regular evaluations, monitoring and in depth reviews.
This process is done step by step (Diagram and explanation below).

STEP 5

MONITORING
AND

EVALUATING

STEP 1

. NOTICING
LEARNER-FOCUSED
EVAULATION

PROCESSES
\ WE CAN DO BETTER

N \1:3\'
O
STEP 3 > / STEP 2

NVESTID

Step 1¢ The process starts with noticinglhe review may start whean issue is
noticed or a question may be chosen for revi@lese reviews are done every six
months.

STEP 4

PRIORITISING

TO TAKE ACTION

COLLABORATIVE
SENSE
MAKING

Step 2¢ This step involves the investigation. Investigating includes finding possible
evidence for example whileviewingour parental evaluation sheets, staff

evaluation formsfeedback fromstaff meetings, student evaluation sheets,
observation sheets and feedbaftkm our quality managethat goes around our
childcare centres to check the quality of each cent& make sure to look

thoroughly at what we already do and how well it works, we then investigate what is
considered to be good practi@nd what we can changgdter the review.

Step 3¢ This step involves collaboraé sense making. This step involves us

validating and engaging in the process of making sense of the information we

I 0KSNBR® 2SS &l ljdzSadA2yw&Kl iA RESW2 KKA :
Step 4¢ This step involves prioritising to take action. This step involves us seeing
what actions need to be taken and have willbe taking these actions.

Step 5¢ This step involves monitoring and evaluatiiyis step involves us
Y2YAG2NAY3 YR S@lfdzr dAy3a GKS GF 1Sy I (
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Procare agplication

Procare is a free app that families can download a
from it you will receive photos, news, reports on
RSOSt2LIYSy Gt YAfSailzy
and observations, projects children have been
involved in and centre updates.

Stepping Stones proudly introduced the procare application to all the centres to provide our families with
IANBFGSNI I 0O0Saa (2 GKSANI OKAfRQA fSEFENYyAy3a yR RS
Procare provides a secure way to share information with families, through realia&tes. Posts are

only shared with invited family members and educators and cannot be shared across the web.

Parents can request and approve for family members, such as grandparents who live away to connect to
GKSANI OKAft RQa LINBOFINB LI IS YR &aKIFENB Ay GKSANJI f

| KAf Ri@BetNa LJ
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Child observations9 I OK Y2y 0K SRdzOF 12N& gAff 6NARGS KAIKEA:
throughout the week on procare. This will be tagged as an observation. Parents are encouraged to read
these observations and communicate with the centre coordinator if theydny difficulty in

understanding.

Stepping Stonedlewsletters-h dzNJ 6§ SNY ySgat SGGSNI FNBRY (KS 2FFAO
KFELIISYAY3a gAGKAY (GKS OSYiGNBo LG AyOfdzZRSa Ay T2NY
and all upcoming events. Parents will also receive daily notifications abSAtNJ OKA f RQ& OF N&
transition.

| KAt RQ& edolfNR 2y I £ NJ
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correspondence concerning the child or family, an ongoing record of relevant contact with parents, and
observations by staff on any confidential matter invotyihe child, such as developmental concerns or

child protection matters.

These confidential records are stored in a lockable cabinet and are kept secure by the Manager in a
suitably safe place.

Parents have access to the files and records of their own children but do not have access to information
about any other child.

Staff will not discuss personal information given by parents with other members of staff, except where it
affects planning for the child's needs. Staff induction includes an awareness of the importance of
confidentiality in the role of the key person.



Child potection

Our Centre follows the child protection policies and procedures as established by the National Standards
for Child Day Care Facilities and each member of our staff is bound to compthegthstandards. Our
staff are trained to recognize signs of suspected abarsgare bound to report any suspicions to the
managementwho in turn, is obliged to report said suspicions to the appropriate authorities after the
investigation is undertaken in a confidential manner. Agenzija Appogg@283 9000 or Freephonk/9
and theMinistry of Education, Sport, Youth, Research and Innovation (MEEY:R26890000

CKS O2YYAA4aA2YSNI T2NJ OKAf RNByY | f
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Behaviour ranagement

Stepping Stones staff is trained to be very positive at all times towards the children, towards each other
and towards the childcare centre. Any issues or problems arising with children, other members or staff or
parents should be discussed in private wille manager. The passing of negative comments about

parents, other staff or children is not acceptable in any other forum.

We notice that sometimes children will pick up speech habits from theroundingsand may use
speech which is inappropriate. If this happens the parent must be contacted immediately and the
difficulty pointed out. The parent must be requested to work with the child to show the child that the
comments the child has made are not accdpéawithin the school.

All ourstaff membersare trained toensure that children are not bullied or threatened while in their care.

Children are not given physical punishment nor are they exposed to intedle&motional or verbal
abuse.

The staff members work in a respectful and coorte partnership with parents anchildren to promote
positivebehaviour

When a child does something inappropriate:

T ¢KS OIF NBENBE gAff | RRNXB & abehayiderinBim, lcadingRnd Sensitive O K A
manner that promotes positive interactions between the carer and child and between the child

and the other children.

The carer explains to the child why, what he/she was doing was wrong.

Shows positive guidance.

The child will be relirected © other positive behaviours.

The carer helps the child to foster the ability to become-datiplined.

Children will receive positive reinforcement when the show posibtekaviout

= =4 4 -5 A

Prohibited Behaviour:

No corporal punishment such as hitting, spanking or beating.
No negative reinforcement.

No threats of corporal punisnents.

No abusive language.

No force feeding.

No form of public humiliation.

No emotional, verbal, physical or any form of abusk be tolerated in any centre.



Sick and accident management

Sick children will not be accepted in the centre and will be sent home, a medical certificate needs to be
presented to confirnwhen child is fit for school.

If a child becomes idlt the centre we will take every step possible to contact parents. In the meantime,
the sick child will be kept in a sick bay while being taken care by a carer until the parents collect their
child.

We will expect parents to cooperate with us by not bringing children to the centre if they have any
infectious or contagious illness such as fever, cough, runny nose, rdiskesnd nitsvomiting, diarrhoea,
sore throat.

Parents need to chthe centre before 8am to adweshat the child will not be attending the centre
Parents also need to call to let their centre coordinator know when the child will be returning.

Staff will also be asked not to attend work under the same circumstances.

In any cases of accidents:

1 Anychild will receive first aid by a member of staff.
1 Gloves will be worn when dealing with blood or any other bodily fluids.
1 The wound will be cleaned with sterile cloths or a cold compress applied. No ointments or plasters
can be used.
1 If hospital attention is needed, then theentre coordinatoror the supervisor will make that
decision and will take the necessary action and call 112 for an ambuRlease keep in mind
that 112 is first called by our staff so that an ambulance can quickly make its way to our centres.
1 If the accident has happened to a child and the child need medical assistance, the parents will be
informed immediately by theentre coordinatoror supervsor.
1 The accident will beecorded on our procare applicatioit will state the time it happened, the
date, how it happened, first aid given and will be signed by the staff and parent/carer.

Food and drink policy

At Stepping Stones eating represents a social time for children and adults and helps children to learn
about healthy eating.

Before a child starts to attend our childcare centre, we find out from parentaregivers about any
dietaryneeds, including any allergies ané wecordthis information about each child's dietary neents

her/his registration record. Parents are asksagn the recordo signify that it is correct and we urge

LI NByda G2 Ffglea dzZZJRIGS GKSANI OSYiNB O22NRAYI{
we display current information about individual children's dietary needs so that #ilestd students are

fully informed about them, we also implement systems to ensure that children receive only food and

drink which is consistent with their dietary needs and their parents' wishes.

Childrenhave meatimes during the day to eat but a child is hungrg/he will be provided with foodat
any time during the daywWe organise meal and snack times so that they are social occasions in which



children and staff participate all together. These lunch breaks also help children to develop independence
through making choices, serving food and drink and feeding themselves. We provide children with
utensils which are appropriate for their ages andgets of development.

During our birthday parties or any party throughout the year, we always make sure to provide nutritious
foods, drinks an@gnacks, avoiding laegquantities of fat, sugasalt, artificialadditives, preservatives and
colourings.

We welcome foods from the diet of each of the children's cultural backgrounds, providing children with
familiar foods and introducing them to new ones. Through discussion with parents and research reading
by staff, we obtain information about the dietaryles of the religious groups to which children and their
parents belong, and of vegetarians and vegans, and about food allergies. We take account of this
information in the provision of food and drinks.

We require staff to show sensitivity in providing for children's diets and allergies. Staff do not use a child's
diet or allergy as a label for the child or make a child feel singled out because of her/his diet or allergy.

We have fresh drinking water constantly available for the children. We inform the children about how to
obtain the water and that they can ask for water at any time during the day and during activities.

We inform parents who provide food for their children about the storage facilities available in the centre

We have rules about children sharing and swapping their food with one another in order to protect
children with foodallergies.

Uncollected aild

All of our centres obviously have an obligation to stay with any uncollected child at the end of the day,
until that child is collected.

Educators from every centmaust not release any child to an unauthorized person, even if the collection

is late, unless an authorized person telephones to state that because of an emergency a different person
will be collecting. In this case, the authorized person should givedheerand address and an ID card
number of the unauthorized person and the carer in charge should check this description before
permitting the child to leave.

A record will be kept in the register of all children who are not collected by the due time. This will note
the date, the time at which the child was collected, who collected the child, and the reason given.

In the event that a child is not collected by the due time on three occasions in onglyeaarent will be
written to by the centre, pointing out the diffictiés late collection causeithe centrewhile also
informing the parent that the child witiot be able to attend the centrany further if this happens again

In the event of a parent or designated person failing to collect a child, every effort must be taken by the
educatorto contactauthorized personads soon as possible. If all attempts to contact a parent/guardian,
designated person or emergency contact fail, dtricator will theninform the police to become in

charge of the situation in helping to trace the parent/guardian of the child.

There will be a late feeharge ok 15for every hour that the child is left at the premises after the final
collection time.



Whistle blowing

This policy is aimed to safeguard children from any type of abuse at the centre. Neglecting serious cases
2T 06dzaS YSItya yS3atSOuAy3da 2ySQa LINRPFSaarazylt Rd
which might be committed within the centreybany other staff member or student the staff member has

the rightful duty to report the incident to thenanager child protection serviceAPPOGG Tel 22959000

or Freephone 179) and EYR Ministry for Education, Sport, Youth, Research and Innovéglieh

20953753 / 25982853 Thus,it is imperative that carers take the appropriate action when there is a

strong probability of abuse. The staff may be assured that management will not take any action against
any staff member reporting such instances of inappropriate behaviour

Complaints

At Stepping stonesye believethat children and parents are entitled to expect courtesy and prompt
attention to their needs and wishes. WWsowelcomeanysuggestions on how to improvaur centre
these can be sent via email to our officasroaltasteppingstones@gmail.coon call on 21803360.

We anticipate that most concerns will be résed quickly by an informal approach butthis does not
achieve the desired result, we have a set of procedures for dealing with concerns.

1 The parentgpass thecomplairt to the centre coordinator.
1 The complaint is discussedpnvate at the centre

1 1f this does not have a satisfacyooutcome or if the problem reoccurhie complaint is maifested in
writing to the managing directa¥irs. Michelle Spiteri (B. PSY, Hons) Child Play Therapist.

1 1f the complaint isstill not resolved the complaint will enter into a centre complaint form aad
meeting will beheld with the parent, manager and the director.

{ Themanagingdirector will take the final decision afsly & dzZNBX G KIF G GKS OKAf RQa
the complaint

1 In any case that the parent feels that toemplaint is still not resolved, the parent can also refer to
MEYRMinistry for Education, Sport, Youth, Research and InnovaGomplaints Proceduréleephone
Numbers20953753 / 25982853 Complaints can be filed using the following link
https://dgse.gov.mt/en/complaints/
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Equal opportunities and children with special needs

At SteppingStoneswe provide equal opportunities for all children regardless of their race, culture,
religion, language or ability. Children of both sexes are positively encouraged to participate in all
activities. We positively welcome children and their families ofealés, languages, beliefs and
backgrounds and strive to provide all children with positive-se¢fges and values and to help them feel
included.

1 Every entre promotes positive recognition, understanding, knowledge egldbration of
differences.

1 Toys and equipment are chosen with the differing needs of the children in mind.

Displays will show and reflect a positive image towards the world in which we live.

1 Books are chosen to meet all the children's ages and abilities and to reflect the many differing
lifestyles in society.

1 Home corners will be changed regularly to show different cultures, races and the world around us.
We will ensure that the opportunities and activities in the learning environment are available to all
children and their families.

=

It is our policy to positively value and respect people regardless of their gender, ethnic origins/racial
groups, religions, cultures and linguistic backgrounds.

At Stepping Stones children with special needs will be given extra help in areas of their development such
as communication, physical skills, learningpehaviour Early identification is essential in order to

support children and help them achieve within our early learning centre. We aim to adapt our routine,
activities and environment to allow all children to participate and reach their full potential.

Through detailed planning and organization of resources, we aim to make all activities available to all
children throughout the centre at a level appropriate to theavélopmental need. All our centres are
alsowell structured to cater for persons withhysical disallities and wheelchair users.

Data protection

All our centres maintaigonfidentiality with allservice useré line with the Data Protection Act. Any
information and records concerning children or their families will only be shown to the appropriate
authorities in this instance the Department for Social Welfare Standards, or in the case of suspected child
abuseto the Child Protection ServiceBhe use of photographs of the children will not be permitted

without the expressed consent of the parents in the registration form.

Relevant details of all members of staff @leoheld in confidence and therefore with access limited to
only the management and the individual themselves. Details of all unsuccessful applicants for posts are
held for a period of three months after the post is filled.

Once in post, staff details, appointed position and salary are kept by the management in the office.
Details of salary amendments are also held by the manager in the office.

Records of individual members of staff are held for ten years after their departure.

Roasters, sick leave and leave papers are all treated with confidentiality and kept in the office. Due care is
taken to proceed in accordance with the Data Protection.






Admission to Stepping Stones

When an interested parent calls our centres, an email with all the information needed iSs®d.the

parent gets the confirmation that there is availabilithetparent then has 48hte register their child at

the interested centre against a registration fee.

t NA2N 02 + OKAf RQa I G0 Sy R Hiagh©rBustlampleiekadd sigrSogeiitid S § K S
applicationform, free governmentscheme applicatio® 2 NY | yR FAff Ay GKS OKAf
sheet.

This will provide the centre with the following vital information:

fName, home address and date of birth of each child.

{ Starting date and number of houper week required.

1 Arrangements for payment of fees and registration.fee
1 Name, address and telephone numbers of parents or guardians
9 Emergency telephone numbers.
9 Pick up authorisations

1 Special diets.

1 Health history

1 Details of any allergies.

{ Parental consents on emergency procedures.

Preparing your child for their first day

Prepare your child beforehand. Talk about the centre, the activities, new friends, new toys etc.

Drive past the centre onthe weekendst K2 6 FI YAf & YSYOSNE &2dzNJ OK

[ SG 82dzNJ OKAfR LI O]l GUKS olF3zx AG gAft GSIFOK 0

Label all clothing, shoebats, bottles, lunchboxes, jackets, school bags, dummies and dummy

chains(this helps both us and your child).

1 Prepare a set of bedding to bring with you to the centre, these will be used to cover the bed
YIGGNBaad ¢KS 60SRRAYy3 gAaftf o0S aSyid oF O] Ay @
the next day.

1 If your child is over one year of age, you can show him/her the uniform.

Prepare two sets of change of clothespacket of nappies and wipasleave at the centre.

1 Make sure to prepare and send indoor comfortable shoes which must also be labelled. (No shoes

with laces or fligflops are allowed.

= =4 4 4
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Induction meeting

'Yy AYRdzOGA2Yy YSSGAy3a gAftf 0S KSt R 0SHhenmilagenentdzNl C
team will give an informativenductionto all parentsincluding our policies, procedures and all
information regarding our services.




Orientation session

1 Families must complete a background information sheet, pay the registration fee and return it to
the centre within 48hours of acceptance befargentation can take place.

1 Itisrecommended that youchild attends the one orientations session in order to meet the
educator.

1 Families must book the orientation session to ensure the educator is available to organize this
session.

1 A green fob keychain is given to each family to sign in antheuthild this will be done by the
centre coordinator.

1 During the orientation sessions, families should stay in the room with their child to familiarise
themselves with the environment and routines to support their child.

1 Orientation children are not included in the ratios until official start date of service.

1 Parents are to take full responsibility of their child during the orientation session.

91 During the orientation sessions encourage your child to join in the activities which will be
prepared by our carers. It would also help to use positive and encouraging phrases for example:
W2 25 A0Qa t20 2F TFTdzy KSNBQ
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areas of learning you want educators to focus on with you and record these on the background
information sheet

Settling in period

The settlingin period is a gradual introduction of the child to the centre, children, activities, routines and
staff. The child needs to become familiar with the centre in order to feel confident and safe within it. The
process can take up to two weekslonger, depending on the age of the child and his/her previous
experience of being away from home. For this settling in petioel centre coordinator will set up a

starting date and your child will sty G KS OKAf ROl NB OS yyuhtibs/h&i@riddy? y S
to stay his/her full hours

2dzNJ OKAf RQa FANRG RI &
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parents, so we encourage all families to pap#te in an orientation program.

1 Often, arriving a little earlier for the first few days allows you to prepare your child for the first day
of childcare.

1 We think it is important to say goodbye to your child so they know you are going and that you will
be coming back, even if this initially upsets them.

9 Itis normal for children to be upset and have mixed emotions during drop off. It is very important
that parents/caregivers show support and encouragement, assuring them that everything will be
fine.

1 You can rest assured that our educators are very skilled in settling children and will spend time
building a relationship with them.

T ., 2dzNJ OKAf RQa SRdzOI (i 2 tNughitlieforodare dpglicatio8 S LJ & 2 dz dzLJR



ORIENTATION TIPS
FOR PARENTS

Dear new families,

Welcome to our Stepping Stones family! We understand that starting care for your little treasures
can be an exciting and anxious time for all.

Please note that we are a part of this journey with you and do not hesitate to come into the office
for support, chat or a cry.

Tips to help parents prepare:

f Practice packing up, leaviigk S K2 dzaS 2y GAYS>S GKS RNRAR@S
involved. Time this and allow yourself some flexibility for traffic and unforeseen events.
Planning is the key to staying calm and in control.

1 Be clear about drop off and pick up times. What arrangements are in place for late pick
dzLJK ¢KSNBE YI& oS | WwilFdS ¥FSSQ 6KAOK Aa LI
15euro an hour.

1 Speak with our educators. They may have some tips on what has worked with other
children of the same age and stage.

What to do if your child is not adjusting to child care:

1 Remind yourself that this unease will pass. Most
children go through adjustmermassesvhen

making any change.

TLYGNRBRdzOS I WINIYaAdA2Yyl
rest, doll, muslin cloth or special toy which your

child can snuggle up with. Some kids are more open

to these than others.

fTellyourselfi K i @ 2dzNJ OKAf RQa L
RSY2YAGN)I A2y 2F K2g (GKSE
doing this to make your life hard.

TWSYAYR @2dz2NESE T GKIFIG &2d
a snapshot of how they will always be. With time

and maturity, patience and reassurance, they will

( evolve out of this upsetting time.
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How to manage your own day care emotions

)l

)l
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feelings themselves but may just be demonstrating them in a different way.
Allow yourself to enjoy your work or whatever you are doing whilst your child

Is at the childcare centre. Guilt, whilst a powerful emotion, is not a default
position for parents when their children are at childcare.

Rely on our updates on procare, these will put your mind to rest as educators
gAff 0S dzLJRFGAYy3 e2dzNJ OKAf RQa LJ 3S
has been up to.
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the night before if possible.
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happy and content and you are given positive feedback about their progress,
then feel reassured.

Give yourself time to adjust to your child going to childcare.

WSYAYR @2dzNBESE T GKI G @2dz NB adAff
your place.

Feel confident that you have made the best choice for you and your child.
Doubts can be exhausting and distracting.

{LISIF] 6AGK @2dzNJ OKAf RQa SRdzOI G2N&A |
to talk to other parents who are undoubtedly going through the same range of
emotions as you.



SEPARATION ANXIETY
IN CHILDREN

Separation anxiety in children is when children fear being parted from their

LI NByda 2N OFNBENE® LUIQa O02YY2Yy |YyR y2I
schoolers and schoedge children develop a more serious form of the condition,
called separation ariety disorder.

What Is separation anxiety in children?

Separation anxiety is the common and normal fear that children have of being away from their
parents or carers.

Separation anxiety can start at around nine months and reach its peak in babies ages 14
18months. It usually goes away gradually throughout early childhood.

{ OGN y3ISNI FYEASGE Aa AAYATI NI G2 &SLINIYGA2Z2Yy |
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birthday.

These anxieties are a normal part of development and are nothing to be concerned about.
Children are starting to move at this stage, so these anxieties make sense from a survival point of
view. That is, if children could crawl or walk away from their edugaN& 06 dzi ¢ SNBy Qi
ASLI NFGA2Y 2NJ aidNIy3ISNARZ (KSeQR 384G fz2aid Y2

Helping children with separation anxiety

If your childis suffering from separation anxiety, there are lots of things you can do to help.

AT HOME:

1 No matter how frustrated you feel, avoid
ONAGAOA&AAYT 2NJ 06SAYy3T yS-:
difficulty with separation. For example, avoid
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IN NEW PLACES:

)l

Let your child take something they love from home, like a teddy bear, pillow or
blanket. These objects will help your child feel safe, and you can gradually
phase them out as your child feels more settled in the new place.

¢Stf @2dzNJ OKAf RQa OKAf ROFNE OSyiNB
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important to give positive experiences of separations and reunions. Avoiding
separations from your child can make the problem worse.

WHEN YOU AREEAVING YOUR CHIED
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with the babies. Sneaking out without saying goodbye can make things worse.
. 2dzN) OKAf R YAIKG FSSt O2yFdzaSR 2 NJ dz
and might be harder tgettle the next time you leave.

Settle your child in an enjoyabéetivity before you leave.

Say goodbye to your child briefyR 2 y Qi RNJF 3 A 0 2 dzi @
YSSLI I NBtFESR FYyR KFLILE 221 2y &2
G2NNASR 2NJ aFRX &2dz2NJ OKAf R YAIKO (K
too.

Read books or make up stories with your child about separation fefans

SEI YL ST WhyOS dzaal2y | GAYSE G(KSNB ¢
his mummy in the hutch. He was afraid of separating from their parents.

Make a conscious effoit 2 T2 & 0 S NJ &efaaNbyOdmplinéhing & S
and giving lots of positive attention.

Read about the stepladder approach, a gentle behaviour technique that can be
used to help children who suffer from separation anxiety.



Separation anxiety disorder inhgldren

As children reach preschool and school age, they less likely to have separation

| YEASGE@d hT O2dzNASS GKSNBQftf | fglé&a o
your preschoolage or schochge child seems particularly and regularly upset
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disorder. About 4 percent of preschoolers and schoedge children develop this
condition.

SEPARATION ANXIETY DISORDER IS WHEN:
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91 Your child has more severe anxiety than other children the same age
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If your concerned your child might have separation anxiety disorder, look out for
time when they:

9 Dislike being separated from you

1 Worry that you or they might get hurt or have an accident

1 Refuses to go to child care
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9 Complains about being sick when separated
At around 10 months, most babies get upset if a stranger comes up to them in an
unfamiliar room. Only 50% get upset if they time to get used to the room. This means
that in new situations, babies cope better when they come across new things
gradually.

PROFESSIONAL HELP FOR SEPARATION ANXIETY AND SEPARATION ANXIET
DISORDER
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professional help. Here are some places to start:
. 2dz2NJ OKAf RQa Dt 2NJ LI SRAIFGNROALI Y
T, 2dzNJ £ 20t OKAf RNByQa KSIFfaGdK 2N 02Y
1 Child counsellor



A typical day at Stepping Stones Childcare Centre

Children generally feel more securad learn better when there is a predictable
routine to the day. We display the routine in each room, however it may vary
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engagement in a project.

Each room follows the general child care routine:

Arrival

Breakfast

Indoor/outdoor playexploration

Nappy Changing and bathroom routinkecks
Circle time

Main Activityin coordination with the Emergent Curriculum
Lunch Time

Nappy Changing and bathroom routinkecks
Indoor/ outdoor play

Special sessions

Quiet experiences

Nap time

Nappy Changing and bathroom routine checks
Indoor/ outdoor play

Afternoon Activities

Nappy Changing and bathroom routine checks
Departure
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Children generally
feel more secure
and learn better
when there is a

predictable routine

to the day!






