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MISSION STATEMENT
Our aim is to provide comprehensive assessments of the children referred to Linn PSADC.  This is carried out within a secure and supportive environment, involving parents, staff and other agencies, in order to devise Wellbeing or Child’s Plans, based on these assessments.
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LINN PRESCHOOL ASSESSMENT AND DEVELOPMENT CENTRE

Linn PSADC was established to provide a longer-term assessment of pre-school children, who require close observation within a small group setting.   This allows us to develop a profile of their strengths and developmental needs.  The Centre was formerly known as Parkhead PSADC, then St Raymond’s PSADC, until its name changed in April 2012 to Linn PSADC. Linn Pre School Assessment and Development Centre provides part-time short-term (10-12 weeks) placements which are additional to, and run concurrently with, Early Years Centre placements.  The placements are offered to children aged three to five, for whom additional support needs have been identified.  The service provided by Linn PSADC is part of Glasgow’s planned staged intervention process to support children with additional support needs.
The catchment area is South of the Edinburgh Road in Glasgow.  We are based in the South East of the city.
The Unit is within a wing of what was St Raymond's Primary School.  It consists of 3 spacious bright playrooms, toilets, a staffroom, and two offices.  There is a secure outside play area which is concreted. We are currently developing a new garden area.
Greenview Learning Centre share our building; however, they have a separate playground and entrance on Drakemire Drive. We have access to their soft play room twice a week.  Linn PSADC’s entrance is on Lainshaw Drive.
Within Linn PSADC a well-balanced range of activities in all key aspects of children's development and learning is provided.  The curriculum is adapted to take account of the complex needs of the children.

The staff in Linn PSADC work with a range of agencies to provide a comprehensive assessment of each child.  Many of our children also attend a mainstream Early Years Establishment and we aim to work in collaboration with staff in the dual placement.

Linn PSADC offers assessment in an educational context.  This assessment is planned and completed in partnership with parents and families and with the child’s Early Years Centre.  Linn PSADC works in partnership with other education, health and social work services to ensure a comprehensive and collaborative assessment profile.  Our role is to gather assessment information about each child’s strengths and development needs, and to trial and identify strategies to support each child’s inclusion.

Aims:

During the placement the child accesses both the mainstream Early Years Centre and Linn PSADC; this provides a broad and balanced educational experience, with additional support for learning and inclusion.  The child’s Early Years Centre provides Linn PSADC on pointers about the child’s prior learning. We aim to provide a secure environment for assessment and development work in which children are relaxed and confident.
Linn PSADC uses both the Curriculum for Excellence and the Pre-birth to Three Guidance to plan and assess the children’s learning, taking into account the priorities for assessment.  The priorities for assessment are identified and agreed by parents, Early Years Centres and involved professionals. Areas within the curriculum are prioritised to provide as much learning support and to build as holistic assessment profile as possible within the set timeframe of 10-12 weeks.  This means Linn PSADC focuses on and emphasises some areas of the curriculum over others.  Progress is tracked through assessment profiles, and is recorded and reported to parents and other professionals.  

To ensure clarity, it is worth noting that two services which Linn PSADC does not offer are medical diagnoses, and advice on school placement.

During the placement, strategies which have been found through assessment to support the child’s progress and development are identified and shared with parents, the Early Years Centres and other professionals.  These strategies are recorded in the assessment report and discussed at the assessment meeting.  The strategies are intended to support the child’s inclusion and continued progress, and can be used in Additional Support Planning. Linn PSADC shares information about the child’s learning with the Early Years Centre during and at the end of the placement to ensure progression.
We aim to work in collaboration with parents, encouraging their involvement in the assessment process and providing support and information as appropriate.
We aim to develop positive links with other agencies, working co-operatively and sharing expertise.
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Speech and Language Therapy Support at Linn PSADC 

Linn PSADC has a Link Speech and Language therapist, Lynette Crombie, who attends the centre on a regular basis. Her role is to be a support, when required, to the staff who work in the centre. The children who attend Linn might have their own SLT or may have been seen in the past and discharged from the service. Some children who come to Linn have never been referred to SLT services. The Link Therapist does not work directly with the children in the centre and would not give specific advice about children. She can give general advice around helpful communication strategies for children who do not have their own SLT and talk about ways to ensure the Linn maintains and develops their communication-friendly status – the centre achieved the Language and Communication Friendly Establishment accreditation in March 2016 which means they have demonstrated that they provide the ideal setting in which to support children with speech, language and communication difficulties.

Over the last year the Link SLT has been involved in the following –

· Attending the general staff meetings where children’s progress is discussed

· Taking part in the admissions panels to consider children who have been referred to Linn and liaising with the children’s therapists if required to gain further information.

· Leading short information/training sessions within the children’s meetings to keep staff knowledge up to date e.g. assessing language comprehension, use of AAC (alternative and augmentative communication), speech sound therapy considerations. 

· Making staff aware of any new resources or courses which might be relevant

EQUALITY AND OPPORTUNITY
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In line with Glasgow City Council's Policies we aim to provide equal opportunities of race, sex and religion, for all children and their families 

A copy of Linn PSADC's policy is available on request
GENERAL INFORMATION
ADDRESS:

384 DRAKEMIRE DRIVE




GLASGOW




G45 9SR

TEL NO:

0141 634 4051

Head teacher Email: headteacher@linnpre-school.glasgow.sch.uk 
Going to School - web site: www.glasgow.gov.uk/en/Residents/GoingtoSchool 
STAFFING

HEAD OF CENTRE:
                                   
Fiona Moodie
CHILD DEVELOPMENT OFFICERS: 
    
Heather Kerr


Pamela Adam
                                          Susanne Barnard 

SUPPORT FOR LEARNING WORKERS:
   
Carol McGuire (Wednesdays – Fridays)



Evelyn Laughlan

   
Amanda Hammell 
CLERICAL ASSISTANT: 
       
                          Irene Livingstone 
SCHOOL ROLL: 



   
10 morning places/10 afternoon places

LINK EDUCATIONAL PSYCHOLOGIST: 
 
Larissa Cunningham 
LINK SPEECH AND LANGUAGE THERAPIST:

Lynette Crombie

ADMISSIONS AND REVIEWS
With your permission, your child will be referred by his/her Early Years Centre to Linn PSADC.  The reasons for this referral will have been discussed with you beforehand.  The Head of Centre will arrange to have an admissions panel meeting of those professionals involved with your child - these may include, the Head of Establishment, Speech and Language Therapist, Health Visitor, Social Worker.  If after discussion it is considered appropriate that your child should be admitted to Linn PSADC, his/her name will be put on the Waiting List and you will be invited to visit Linn PSADC.  During this visit you will be able to meet the staff, talk about how we carry out assessments, view the playrooms and ask questions.  It is during or shortly after this visit that you inform the Head of Centre whether or not you wish to accept the place offered to your child.  If you do accept the place the preference for a 10-12 weeks’ morning or afternoon place is discussed and arrangements are made for a starting date.

Admission takes place as soon as possible after the visit but some children have to wait for a few weeks until a place becomes available.

Transport will be provided for all children by Education Transport, usually in a taxi. (See details of Transport under the heading ‘Transport’)
A parents/carers night is held in the Centre about halfway through the placement to give parents/carers an opportunity to discuss their child’s progress with their key worker, view a short film about the life of the centre and meet other parents. Children do not attend this evening as we have no crèche facilities. We aim to plan a mutually convenient time with each parent.

A review meeting is held about 10- 12 weeks after admission (this can vary because of holidays).  At this meeting the information gathered about your child during his/her time here, is presented in the form of a report, written by Linn PSADC staff and discussed.  You will be asked to this meeting along with professionals involved with your child.  You may also wish to invite someone else to this meeting.

SETTLING PROCEDURE
Parents make an initial visit to Linn PSADC with their child. The parents will decide at this point whether or not they want to accept the place offered to their child. Parents will complete a comprehensive questionnaire with Linn staff at a home visit arranged after the initial visit to Linn. 
The Head of Centre will arrange transport and an escort for the child.

Each child will be settled with two key workers.  The key workers will maintain contact with parents using the Seesaw application. Parents will be provided with details how to access this.
There will be an Open Evening held halfway through your child’s placement where their progress is discussed. Parents may also email and phone the Centre with any questions/comments whenever suits.  Letters and monthly newsletters are issued in your child’s bag- please check regularly for information sent home this way.
HOURS OF ATTENDANCE

Normally children attend Linn PSADC for 5 morning or afternoons each week.  There are no full-time places.  There are places for 10 children in the morning and 10 in the afternoon.  Most of our children, but not all, also have a place in an early years establishment. Every effort is made to enable a child to continue with the mainstream placement whilst attending Linn PSADC. Children attend for 10-12 weeks.
MORNING SESSIONS

Transport is arranged so that children arrive here by 9 am.  The session ends at 

11.20 am.

AFTERNOON SESSIONS
Transport is arranged so that children arrive here by 1 pm.  The session ends at 
3.00 pm.

TRANSPORT
Transport by taxi is provided by the Education Department.  Escorts appointed by the Education Department will accompany your child on the inward and outward journeys.  If you know in advance that your child will not be attending on a particular day, please inform the Head of Centre and the Transport Section on 0141 287 1056, so we will not be charged for that journey.
Please note that, unless in an emergency, at least 5 working days have to be given of changes to pick up and drop offs.  For these changes, please contact Linn PSADC in the first instance, alternatively the telephone number of the Education Department Transport Section is 0141 287 1056.   

Parents should note that it is their responsibility to ensure that a responsible person takes their child to, and collects him/her from, the transport provided.  Under no circumstances will the Escort hand over your child to a person not known to them or about whom they have not been informed. The person must also be over 16 years of age.
Escorts' guidelines state that if there is no one to receive a child then that child should be taken to the nearest Social Work Department and a note should be left at the child's home advising his/her parents of this.

· The reference number for the transport for your child will be supplied once admission has been agreed.

· Please ensure you keep a note of the reference number as you will be asked for this if you make any enquiries regarding your child’s transport arrangements

· As the parent/carer it is your responsibility to ensure your child is taken out to the taxi and collected from the taxi

· If you child misses the taxi for any reason, no additional transport will be sent and it is then your responsibility to ensure your child gets to the Centre.   If you take your child to the Centre please contact the Transport Co-ordination Centre on 0141 287 1056 to ensure that the return journey is activated as it will automatically be cancelled if the first run is not used

· If the taxi has not been used for 2 days the run will be put on hold and you will have to make arrangements with the education authority to request that the run is reinstated.   Please refer to the undernoted contact details to arrange this

· If you child will not be using transport for any reason it is important that you contact the Transport Co-ordination Centre on 0141 287 1056 to cancel the taxi for your child as this has a cost implication for the authority

· If an escort has been allocated to your child the escort will be picked up first and dropped off last

· Your child will be picked up any time between 8.00 AM and 8.45 AM or 12:15 and 12:45. It is not possible to give you an exact time at this stage as this will depend on how many other children have also to be picked up before or after your child, and is also dependant on the traffic on the day. We can advise that your child will be picked up in sufficient time to ensure they arrive at the Centre on time and we would ask that you have your child ready to leave promptly.

The taxi should not be kept waiting as there will be a knock-on effect on the rest of the run and this could result in your child arriving late for the Centre. The taxi will not wait any longer than 5 minutes before leaving.  If your child is continually requiring the taxi to wait, there will be a re-assessment of this service provision.

A more precise time will be established for you during the first few days of the Centre run, therefore we thank you for your patience in this regard.

· Glasgow City Council, Education Services has a Code of Conduct for pupils using free school transport and poor behaviour is not tolerated.    If you child misbehaves, causes damage or injury to the vehicle, driver, escort or any other pupils this could result in transport being withdrawn for your child on either a temporary or permanent basis

· If you have moved address at any time it is essential that you contact the Centre to advise them of the change for your child. Failure to alert the Centre of any changes will mean transport cannot be guaranteed for your child and you may have to make alternative arrangements to ensure your child gets to and from the Centre.

SNACK & TOY FUND
A snack is given to your child each day in the Centre. 
Toy Fund is a voluntary contribution of £2:00 per week per child. 
Could you please give £2.00 to your child’s escort every MONDAY. 

Toy Fund enables us to buy extras for the children, e.g. birthday presents, Christmas presents, art materials, books etc. Parents/carers are always welcome to discuss with us how it is spent and the monthly newsletter will tell you what was bought the previous month. 

Parents/carers are welcome to pay the full 12 weeks snack and toy fund by a ‘one off’ payment of £24.00 at the beginning of their child’s placement, if that is more suitable.

WHILST YOUR CHILD IS IN LINN PSADC
CLOTHING

Children have access to water play and messy activities in Linn PSADC and although we make every effort to protect clothes they can become wet or dirty.  Please do not dress them in their best!  You might like to leave a change of clothes in a bag on your child's peg - just in case of accidents.

There are forms of dress which are unacceptable in our centre such as items of clothing which:

· Potentially encourage faction (such as football colours)

· Could cause offense (such as anti-religious symbolism or political slogans)

· Could cause health and safety difficulties, such as loose-fitting clothing, dangling earrings 

· Carry advertising particularly for alcohol or tobacco

· Could be used to inflict damage on other children or be used by others to do so.

TOILETING
Because of the physical layout of the building children have to be taken to the toilet.  If your child has a special word or sign that he/she uses to indicate that he/she needs to 'go' please let us know.

If your child is still in nappies or pull-ups please send in a supply, also bottom wipes if there are special ones you need to use.

SNACKS AND HEALTH EATING
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Snack time is part of the Centre routine late morning and late afternoon. It is not a substitute for breakfast or lunch. Please ensure your child has eaten and drank before they enter the taxi.  A simple snack is offered - often bread in some form, with a choice of spread, e.g. cheese or jam, cereal and fruit, with milk or water to drink.  
We encourage and promote Healthy Eating.  
ALLERGIES
At admission it is very important that you inform us of any allergies which your child is known to have and any special dietary requirements.  Please also let us know about particular food dislikes.

MEDICATION
If your child needs medication while in Linn PSADC you should discuss the requirements with the Head of Centre.  Prescribed drugs will be given at the Head Teacher’s discretion and on completion of the form authorising drugs to be administered on your behalf.

If your child suffers from asthma you must tell the Head of Centre of any circumstances which are likely to bring on an attack.

If your child suffers from epilepsy you must inform the Head of Centre of what emergency treatment to give.

Please take note of Infection Control in Linn PSADC.

IF YOUR CHILD IS UNWELL
Please notify us as soon as possible.  It is useful, although not always possible, if you can give some indication of how long your child is likely to be absent.  When you know that your child is fit to return, please notify us before 3 pm so that transport can be re-started the following day.

IF YOUR CHILD BECOMES UNWELL WHILE AT LINN PSADC
The Head of Centre will use her discretion as to whether to ask to you to come and collect your child immediately, or if he/she is able to stay until the usual time to be taken home.  You will realise from this how important it is that we be kept informed of any changes in telephone numbers and emergency contacts.
MINOR ACCIDENTS AND UPSETS

When children are at play, running around, exploring they can get minor bumps and bruises.  Your child's Escort will advise you of anything minor which has occurred.  If anything of a more serious nature occurs or e.g. a bite or a bump with bruising or other noticeable injuries, you will be notified in writing of how the accident occurred and what first aid treatment was given.  Should you notice any unexplained marks on your child's return from Linn PSADC, please contact the Head of Centre. Please also inform us of any other injuries incurred at home or out with the care of the Centre.
There are no routine medical inspections in Linn PSADC
CONFIDENTIALITY
The Education Department and the Care Inspectorate are aware of the need to share information so that the needs of your child can be met.  They are aware that much of this information can be sensitive and you can be assured that this will be kept confidential.  You will be asked if information may be shared amongst those directly involved with your child.  
Please be aware that any grounds for concern about Child Protection will be reported to the appropriate agencies.  See Child Protection.

DAILY DIARY & SEESAW
Unlike mainstream Nursery, we will not see you every day, so we have to keep in touch somehow.  We will have talked about this when you visited, but just to remind you - we will write general things about your child and you can tell us about what is happening at home.  Things like visits to Gran's, going to the pictures, getting new clothes, having a sleepless night, watching television.  This sort of information is really helpful in encouraging children to talk to us.  It also means that you get an idea of what your child is enjoying here, and so you can talk to them about their day. Please could you share it with your child’s other nursery where applicable so that they may do the same. 
We use the Seesaw app to communicate with parents and you will be given your own unique QR code when your child starts Linn.
Please remember that if you have any concerns please phone or e-mail.  We do find it helpful when you share information with us.

ACCOMMODATION FOR PARENTS

We have no room to set aside an area especially for parents but please let us know if you wish to visit and we can arrange a mutually convenient time and space.
INSURANCE
We do make every effort to take care of children's belonging but please note the Authority has no insurance to cover the loss of personal items.  Claims submitted are only like to be met where the Authority can be shown to be negligent.

Should we take your child on outings, out with the immediate environs for which you may have given permission, you will be advised of appropriate insurance arrangements.

NO SMOKING POLICY

Please note that there are no areas in this building or outside in which you can smoke.

All buildings owned by Glasgow City Council operate a strict no-smoking policy both within the buildings and within the grounds.

INFECTION CONTROL IN LINN PSADC
It is the aim of all staff to provide a safe environment for children.

As far as reducing infection is concerned, considerable importance is made of HANDWASHING - by staff and children.  It is known that effective hand washing is 
the mainstay of infection control for most germs, regardless of the way they are transmitted.

Hand washing after children uses the toilet and before they have a snack is closely supervised in the Centre.  We ask that you support us by also encouraging your child to wash his/her hands properly, by washing both hands fully using soap.

INFECTIONS

We know that it seems obvious, but please DO NOT send your child to Linn PSADC if he/she is unwell in any obvious way.  This includes diarrhoea, fever, coughing spells and untreated skin or eye conditions - particularly if the skin is 'wet' or the eyes ‘runny’ or ‘itchy’.

ALL CHILDREN WITH DIARRHOEA OR SICKNESS SHOULD BE KEPT AWAY FROM OTHER CHILDREN UNTIL 48 HOURS AFTER THE DIARRHOEA DRIES UP AND THE LAST BOUT OF SICKNESS HAS PASSED.
THE CURRICULUM

OUR AIMS

We aim to provide a secure environment where children are relaxed and confident and happy to participate in activities appropriate for them.
We aim to provide a reliable assessment in a setting where the individuality of each child is respected, giving due regard without discrimination, to disability, gender, religious persuasion, racial origin and cultural and linguistic background.

We aim to assess children using the ‘curricular framework’ as described in the document ‘A Curriculum for Excellence' produced by the Scottish Office in 2009.
HOW WE PROMOTE LEARNING
It is important that children feel secure and are happy in Linn PSADC.  They should be confident that their approaches to staff will be acknowledged and that staff, (with their understanding of the needs of individual children), will support them.

Staff, are aware that children learn in different ways and of the need to present the curriculum according to individual styles of learning.

WHAT WE DO
We provide an environment, the purpose of which is to encourage children to use their abilities to their fullest potential.  We foster situations, in which children can interact and develop relationships with staff and other children, bearing in mind that for some children, this is one of the hardest things for them to do.
ASSESSMENT
We aim to carry out an assessment of each child's strengths and developmental needs.  It is a comprehensive assessment covering all areas of development and strategies for learning.

Assessment is carried out during play situations, initially facilitated by the staff.  

Our findings give us Strategies for Learning and guidelines for development work and further assessment. If there is anything in the above, on which you wish more information, or want to discuss, please feel free to contact Fiona Moodie, Head of Centre
DAILY ROUTINE 

Morning         09:00 – 9:45   
Settling and free play

Individual/group session, supported play

                     09:45 – 9:50      Tidy up time

              09:50 – 10:10      Story time/music

       10:15 – 10:35     Group time




   Formal Group games, adult supported activities.

                     10:35– 10:45      Handwashing /toilet time *

                     10:45 – 11.00      Snack time
                     11.00 - 11:15
 Free Play/Ring games

               11:15 – 11:20
 Home time


 Home song and cloakroom time

DAILY ROUTINE

Afternoon    

                    1:00 - 1:40 
Settling and free play

Individual/group session, supported play


          1:40 - 1:45          Tidy up time

              1:45 – 2:05       Story time/music

       2:10 - 2:25         Group time




    Formal Group games, adult supported activities.

                     2:25 - 2:30         Handwashing /toilet time *

                     2:30 – 2:45         Snack time
                     2:45 - 2:55
  Free Play/Ring games

               2:55 - 3:00
  Home time


  Home song and cloakroom time

* Times are flexible to accommodate the children’s specific needs.

CHILD PROTECTION POLICY

[image: image7.jpg]



It is the policy of Glasgow City Council that all educational establishments and services, must take positive steps to help children protect themselves, by ensuring that programmes of health and personal safety are central to the curriculum, and should have a place in the curriculum that ensures that children have a clear understanding of the difference, between appropriate and inappropriate behaviour, on the part of another person, no matter who.

The health and personal safety programme for this establishment will be fully discussed with you when you wish.

Schools, establishments and services must create and maintain a positive ethos and climate which actively promotes child welfare and a safe environment by: -

Ensuring that children are respected and listened to:

Ensuring that programmes of health and personal safety are central to the curriculum:

Ensuring that staff, are aware of child protection guidelines and procedures:

Establishing and maintaining close working relationships and arrangements with all other agencies to make sure that professionals collaborate effectively in protecting children.

Should any member of staff have concerns regarding the welfare or safety of any child they must report these concerns to the Head of Centre.  The Head, or the person deputising for the Head, after judging that there may be grounds for concern regarding the welfare or safety of any pupil, must then immediately advise the duty senior social worker at the local Social Work Services area office, of the circumstances.

Copies of departmental guidelines (Management Circular 57) are available from the Head of Centre on request.  There is a copy for inspection in the big playroom.

As a condition of registration, the Care Inspectorate requires staff to comply with ‘National Care Standard 14, by having a clear understanding of their roles and responsibilities in relation to Child Protection.
ACCESSIBILITY
STATEMENT

The school has a duty to ensure that all our pupils have equal access to the curriculum, supported as appropriate, to their individual needs.  This covers not only the content of lessons and teaching strategies, but also minor adaptations to the physical environment of our building to address the needs of pupils with physical or sensory impairments, including the relocation of classes to the ground floor where feasible.  
We also need to ensure that parents who have a disability have equal access to information about their children.  This could involve, for example, relocating the venue for parents’ evenings or meetings or individual interviews; to facilitate physical access or provision of an interpreter for the deaf; or agreeing a telephone contact system to provide direct feedback to parents.
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Linn PSADC is situated on the ground floor and there is ramped access to the Centre.  The Centre has fitted toilets, wash hand basins and safety gates appropriate to the needs of our children.
Communication with parents is maintained through visits, telephone calls, home/school diaries and review meetings.  Linn PSADC will arrange for a language interpreter to attend review meetings, when appropriate.

Parents are also invited to Parents’ Evenings at the Centre, however, alternative arrangements can be made to accommodate, where necessary.

Linn PSADC uses the ‘Curriculum for Excellence’.  The curriculum is adapted and enhanced to meet the needs of our children as appropriate.

Staff, are made aware of issues relevant to the Accessibility Strategy through documentation and team meetings.

EDUCATION (ADDITIONAL SUPPORT FOR LEARNING) (SCOTLAND) ACT 2009

Glasgow City Council has a duty, as outlined in the ‘Standards in Scotland’s Schools 2000 Act’, to ensure that your child achieves their potential.  Glasgow’s Education Services is committed to the inclusion of all children and young people with additional support needs, where possible, within mainstream schools. This is in accordance with the statutory requirement 2000 Act. 
It is also part of Glasgow’s policy to maintain a range of special educational establishments. This recognises the key role to be played by specialist provisions in addressing, severe low incidence disabilities. The authority recognises that there are a wide range of factors, which may act as a barrier to your child’s learning. We are committed to working closely with parents and carers to ensure that you are fully involved in overcoming barriers to learning. Additional support needs may be linked to a learning difficulty or disability but could also apply to a child or young person suffering from bereavement, who requires pastoral support, or a more able child/young person or those with a particular talent, which needs to be fully developed. The policy requires all establishments to provide an environment where children and young people with additional support needs are actively encouraged to be effective learners and benefit from their school education.

Any parent/carer seeking further advice regarding this policy should contact the Head Teacher in the first instance. 

If a parent is unhappy with the support their child is getting they must first discuss this with the school, in order to seek a resolution at that very local level. 

Further information relating to Additional Support Needs is also available on the Glasgow City Council website 
https://www.glasgow.gov.uk/article/18941/Meeting-Additional-Support-Needs
THE FREEDOM OF INFORMATION (SCOTLAND) ACT 2002 
The ‘Freedom of Information (Scotland) Act 2002 enables any person to obtain information from Scottish public authorities. The Act applies to all Scottish public authorities including: The Scottish Government and its agencies; Scottish Parliament; Local Authorities; NHS Scotland; Universities and Further Education Colleges; and the Police. 

Public authorities have to allow access to the following information:
The provision, cost and standard of its service;

Factual information or decision-making;

The reasons for decisions made by it.
The legal right to access includes all types of ‘recorded’ information of any data held by the Scottish public authorities. From 1 January 2005, any person who makes a request for information must be provided with it, subject to certain conditions.
Further information is provided on the Glasgow City Council website

www.glasgow.gov.uk/en/yourcouncil/freedomofinformation
REVISED PRIVACY STATEMENT IN LIGHT OF GDPR.

Glasgow City Council Education Services
Privacy statement for an Application for our Centre  
Who we are: 
Glasgow City Council is a local authority established under the Local Government etc. (Scotland) Act 1994. Its head office is located at City Chambers, George Square, Glasgow G2 1DU, United Kingdom, and you can contact our Data Protection Officer by post at this address, by email at: dataprotection@glasgow.gov.uk, and by telephone on 0141 287 1055. 
Why do we need your personal information and what do we do with it? 
You are giving us your personal information to allow us to process your application for a place for your child in Linn PSADC. We also use your information to verify your identity where required, contact you by post, email or telephone and to maintain our records. 

Legal basis for using your information: 
We provide these services to you as part of our statutory function as your local authority. You can find more details of our role on our website at www.glasgow.gov.uk/privacy. Processing your personal information is necessary for the performance of a task carried out in the public interest by the council. 

If you do not provide us with the information we have asked for then we will not be able to provide this service to you. 

We may also need to process more sensitive personal information about you in order to protect your vital interests in circumstances where we will not be able to seek your consent. 
Who do we share your information with? 
We are legally obliged to safeguard public funds so we are required to verify and check your details internally for fraud prevention. We may share this information with other public bodies (and also receive information from these other bodies) for fraud checking purposes. We are also legally obliged to share certain data with other public bodies, such as HMRC and will do so where the law requires this. We will also generally comply with requests for specific information from other regulatory and law enforcement bodies where this is necessary and appropriate. Your information is also analysed internally to help us improve our services. This data sharing is in accordance with our Information Use and Privacy Policy and covered in our full privacy statement on our website. It also forms part of our requirements in line with our Records Management Plan approved in terms of the Public Records (Scotland) Act 2011. 
How long do we keep your information for? 
We only keep your personal information for the minimum period amount of time necessary. Sometimes this time period is set out in the law, but in most cases, it is based on the business need. We maintain a records retention and disposal schedule which sets out how long we hold different types of information for. You can view this on our website at www.glasgow.gov.uk/rrds or you can request a hard copy from the contact address stated above
Your rights under data protection law: 

• access to your information – you have the right to request a copy of the personal information that we hold about you. 

• correcting your information – we want to make sure that your personal information is accurate, complete and up to date. Therefore, you may ask us to correct any personal information about you that you believe does not meet these standards. 

• Deletion of your information – you have the right to ask us to delete personal information about you where: 
I. you think that we no longer need to hold the information for the purposes for which it was originally obtained 

II. you have a genuine objection to our use of your personal information – see Objecting to how we may use your information below 

III. our use of your personal information is contrary to law or our other legal obligations.

Objecting to how we may use your information – You have the right at any time to tell us to stop using your personal information for direct marketing purposes. 
Restricting how we may use your information – in some cases, you may ask us to restrict how we use your personal information. This right might apply, for example, where we are checking the accuracy of personal information that we hold about you or we are assessing the objection you have made to our use of your information. This right might also apply if we no longer have a basis for using your personal information but you don't want us to delete the data. Where this right is realistically applied will mean that we may only use the relevant personal information with your consent, for legal claims or where there are other public interest grounds to do so. 

Please contact us as stated above if you wish to exercise any of these rights. 

Complaints: 
We aim to directly resolve all complaints about how we handle personal information. If your complaint is about how we have handled your personal information, you can contact the Council’s Data Protection Officer by email at dataprotection@glasgow.gov.uk or by telephone on 0141 287 1055. 

However, you also have the right to lodge a complaint about data protection matters with the Information Commissioner's Office, who can be contacted by post at: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF. By phone on 0303 123 1113 (local rate) or 01625 545 745. Visit their website for more information at- https://ico.org.uk/concerns 

If your complaint is not about a data protection matter you can find details on how to make a complaint on our website at www.glasgow.gov.uk/
More information: 

For more details on how we process your personal information visit www.glasgow.gov.uk/privacy 

If you do not have access to the internet you can contact us via telephone to request         hard copies of our documents.

SUGGESTIONS AND COMPLAINTS
We are committed to providing high-quality customer service to you.

We value complaints and use information from them to help us improve our service.

If something goes wrong, or you are dissatisfied with our services, please tell us. 
Similarly, if you have a complaint about any aspect of the service, please contact the Head of Centre.  We will endeavour to respond within twenty-eight days, or sooner, to any complaints.  If you feel that your complaint has not been resolved satisfactorily 

please contact us by the following means: Write to us
 Customer Care team, Glasgow City Council, G2 9RZ
Use the online form www.glasgow.gov.uk/complaints

Phone us on 0141 287 0900

 or contact the Member of the Directorate who has responsibility for Early Years: -

Donnie MacLeod

Area Manager -South

Glasgow City Chambers East

40 John Street

Glasgow   G1 1HL


Tel No:  0141 287 4551
USEFUL NAMES AND ADDRESSES
Douglas Hutchinson
Service Director:  Education

Glasgow City Chambers East

40 John Street
Glasgow G1 1HL

Tel No:  0141 287 4551

Catherine Gallagher 
Head of Inclusion and Equalities
Glasgow City Chambers East

40 John Street
Glasgow G1 1HL

Tel No:  0141 287 5442
Heather Douglas

Early Learning & Childcare Manager

Education Services

Glasgow City Council

40 John Street

Glasgow G1 1JL

Tel No: 0141 287 4493/ 07827305357
Quotes from parents:

‘’I would like to take this opportunity to thank all the hardworking, patient and caring staff at Linn.  Your influence, teaching and love of the job show each day.

My child has become more confident and independent in your care and will miss all of you greatly.  Your role is so important and makes such a difference.   
Keep up the good work!’’
To all the staff at Linn: “Thank you so much for everything you have done for my son!   He has enjoyed his time at Linn and both me, and my husband are grateful for the time and attention dedicated to him.  We wish everyone success and keep up with all the hard work that you do”.  
Social Care and Social Work Scotland are very interested in your comments, suggestions, criticisms, complaints.  You can contact them at:

Headquarters

SCSWIS
Compass House

11 Riverside Drive

Dundee DD1 4NY

Tel No:  0845 60308909 (To call)

enquires@scswis.com
www.scswis.com to view Inspection reports

Or at

SCSWIS
Central West

The Piazza

Smithhills Street

Paisley  PA1 1DD

Tel No:  0141 843 4230
Our most recent inspection report can be found on the SCWIS website.  


 






School term dates 2022/23


August


Monday, 15 August 2022 (Return date for Teachers & In-Service Day)


Tuesday, 16 August 2022 (In-Service Day)


Wednesday, 17 August 2022 (Return date for Pupils)


September


Friday, 23 September and Monday, 26 September 2022 (September weekend holiday)


October


Friday, 14 October 2022 (In-Service Day)


Monday, 17 to Friday, 21 October 2022 (October Week)


December - Christmas and New Year


Schools close at 2.30 pm on Thursday, 22 December 2022


Friday, 23 December 2022 - Tuesday 3 January 2023 (Christmas holidays)


January


Schools return on Wednesday 4 January 2023


February mid-term break


Monday, 13 February 2023


Tuesday, 14 February 2023


Wednesday, 15 February 2023 (In-service day)


April - Spring Holiday (Easter)


Schools close at 2.30 pm on Friday, 31 March 2023


Monday, 3 April - Friday, 14 April 2023 (Spring Break)


Schools return on Monday, 17 April 2023


May


Monday, 1 May 2023 (May Holiday)


Thursday, 25 May 2023 (In-service day)


Friday, 26 May 2023 and Monday, 29 May 2023 (May Weekend)


June


Schools Close at 1.00 pm on Friday 23 June 2023























School Term Dates 2023


August


Monday, 14 August 2023 (Return date for Teachers & In-Service Day)


Tuesday, 15 August 2023 (In-Service Day


Wednesday, 16 August 2023 (Return date for Pupils)


September


Friday, 22 September and Monday, 25 September 2023 (September weekend holiday)


October


Friday, 13 October 2023 (In-Service Day)


Monday, 16 to Friday, 20 October 2023 (October Week)


December - Christmas and New Year


Schools close at 2.30 pm on Friday, 22 December 2023


Monday, 25 December 2023 - Friday, 5 January 2024 (Christmas holidays)


January


Schools return on Monday, 8 January 2024


February mid term break


Monday, 12 February 2024


Tuesday, 13 February 2024


Wednesday, 14 February 2024 (In-service day)


April - Spring Holiday (Easter)


Schools close at 2.30 pm on Thursday, 28 March 2024


Good Friday 29 March 2024


Easter Monday 1 April 2024


Monday, 1 April - Friday, 13 April 2024 (Spring Break)


Schools return on Monday, 15 April 2024


May


Thursday, 1 May 2024 (In-service day to coincide with UK Parliamentary elections, but may be subject to change)


Monday, 6 May 2024 (May Holiday)


Friday, 24 May 2024 and Monday, 27 May 2024 (May Weekend)


June


Schools Close at 1.00 pm on Wednesday 26 June 2024


August - Thursday, 15 August 2024 (Teachers return)











LINN PRESCHOOL ASSESSMENT AND DEVELOPMENT CENTRE


