Presentation
What you are holding is a “Charter of Service”. It is basically a contract between the
municipal administration of Pordenone and all those who are, for various reasons,
interested in the nursery schools and the educational activities that these structures
perform.
This charter was drawn up with a high level of participation by parents, educators,
health authorities, the representatives of those territories where the nursery schools
are located, cultural operators who are particularly interested in education in early
childhood, and representatives of the Pordenone city council.
The Nursery Schools and Childhood Office of the municipality has coordinated this
enormous task, which the city council approved unanimously. This document thus
constitutes a commitment to guaranteeing a level of quality in human relationships and
in the provision of the services that are described in detail in this charter.
When a child is introduced to the nursery school he becomes, along with his parents, part
of an educational community. The municipality sets the objectives: harmonious growth
of the child, his happiness, the ability to learn to recognise and evaluate the differences
between himself and his companions. The aims are integration, mutual respect, social
justice: factors which, if learned early on in childhood, become the substance of the
education received and therefore the wealth of our city’s community.
The municipality assigns a very important role to the nursery schools: determining the
basis for the education of the adult citizens of tomorrow. It is clear that this wonderful
educational process sees parent and educators playing a leading part, as they are
fundamental individuals both in the growth of the children as well as in the community
created in and around the nursery school.
The commitment that the municipal administration makes with this charter will need to
be constantly checked by the community of the nursery school and by all stakeholders
in the education of the youngest.
This check should conclude with the yearly preparation of the balance sheet of
the municipal nursery schools, which will constitute a tool for evaluation by the
administration and the city council.
I wish to thank all those who took part in the preparation of this charter.
Dr. Giovanni Zanolin
Councilman for Social Policies of the Municipality of Pordenone
1

INDEX

I. MUNICIPAL ADMINISTRATION GUIDELINES FOR NURSERY SCHOOLS

page 3

II. PRESENTATION OF SERVICE

page 6

III QUALITY MANAGEMENT IN THE NURSERY SCHOOL

page 17

IV KNOWLEDGE, VERIFICATION OF SERVICE AND USER PROTECTION

page 27

V. REFERENCE STANDARDS

page 30

2

I. MUNICIPAL ADMINISTRATION
GUIDELINES FOR
NURSERY SCHOOLS
AIMS
The nursery school is an educational service for small boys and girls from 3 months
to 3 years of ages. It is a place of everyday life, of play and active learning, of rich and
meaningful experiences and relationships.
It provides a response to the needs of families who are supported and assisted in the
education of their children.
The nursery school gives children a place to socialise and to stimulate their emotional,
social and cognitive potential, relying on educational activities that support the
expression of their initiative and creativity.
The nursery school favours educational continuity with families and other services
aimed at children.
The nursery schools looks to create a “culture” with respect to early childhood by
promoting meeting with the public, welcoming students in training and guided tours,
and implementing forms of tutoring for new services which start up in the territory.
The service pursues three different aims:
1) social;
2) educational;
3) support for the culture of early childhood.

PRINCIPLES
EQUALITY
Equality is based on the recognition of diversity. Being diverse is a wealth for all and therefore
it is in the spirit of diversity that everyone at the nursery school must be guaranteed the same
rights.
RIGHT OF ACCESS
The nursery schools are open to all residents of the Municipality of Pordenone regardless of
race, religion, sex, language, psycho-physical and socio-economical conditions, fostering the
insertion of socially, physically and mentally challenged children.
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The municipal administration defines transparent access criteria and ways in which the user
contributes to the cost of the service.
THE RIGHT TO BE LISTENEND TO
“ But...are you listening to me?”
A child, just like any other person, has the right to have his wants and needs heard. In the nursery
school, listening and observing each child is guaranteed so as to promote his well-being.
The nursery school meets the fundamental needs of the growing child by recognizing these
needs:
�
primary and physiological (air, water, food, warmth, rest);
�
of certainty and safety (protection from danger, illness and violence);
�
of love (of relationships, affection, belonging, intimacy);
�
of stimuli (activity, exploration, experimentation, manipulaiton, new things);
�
of esteem (self-esteem, aceepting oneself and being accepted);
�
of self-fulfillment.
At the nursery school, the groups of children of the same age work together, in a wider context,
to meet further needs of the children:
�
for contact and playmates;
�
for tenderness;
�
for acceptance;
�
for participation;
�
for intimate exchanges with friends.
THE RIGHT TO HEALTH AND WELL-BEING
The health of each child and of the community of children welcomed into the service is protected
by the information received from the families, the local health board and family pediatricians.
The nursery school promotes knowledge on the subjects of health, prevention and safety with
the children in attendance.
THE GUARANTEE OF CONTINUITY’
It is very important for the child to be placed in a social setting with stable emotional
relationships.
This is guaranteed by the stability of the group of peers and moreover by the constant presence
over time of the same educators. The educators work in close collaboration with the family and
not as an alternative to it.
Furthermore, the nursery schools service works in a relationship of exchange and cooperation
with other local services that deal with children and the family, especially with the pre-school so
as to promote a single education plan aimed at continuity.
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PARTICIPATION, INFORMATION, TRANSPARENCY
To ensure participatory management, cooperation with the family is encouraged in every
opportunity for meeting, planning and checking the service.
Meetings and conversations with the families are frequent, especially during the introductory
phase, to give the opportunity to know and share the educational project, and to discuss and
gain trust in the service.
In each nursery school there is a register, systematically updated, where the names of the
children who are absent or present are recorded.
The family/educator/administration relationship is realised in the Management Committee,
composed of parent representatives, staff and members designated by the municipal
administration.
The Municipality, in order to make “participatory management” effective, guarantees complete
and transparent information through the Charter of Service which is given to all involved
parents.
THE RIGHT TO PRIVACY
Personal data and images of the children are protected by privacy laws. Photos or films of
what the children can do may be used, with parental consent, only for cultural or educational
initiatives. All service operators observe a code of confidentiality.
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II. PRESENTATION OF THE SERVICE
A BIT OF HISTORY
The first nursery school in Pordenone was
opened in 1961 by the National Maternity
and Childhood Organization (ONMI) in the
“Mother and Child’s Home” in via Rivierasca.
In 1976, when the ONMI was dissolved,
responsibility for nursery schools fell to the
municipal administration, which immediately
started renovation of the buildings followed
by a training programme which involved
all professional staff working in the service.
In 1986, the municipal administration opened a second service, thus doubling the
availability of places in the two directly managed structures.
THE IDENTITY OF THE NURSERY SCHOOLS: WHO THEY ARE FOR AND WHAT THEY OFFER
The nursery school is an educational service for boys and girls between the age of three
months and three years. The first nursery school was dedicated to the memory of Adina
Galvano Adami, a person who dedicated a great deal to young children. Along with the
official names, there are the more popular names chosen by the parents: hence the names of
the nursery school in via Montecavallo (L’Aquilone) and in via Auronzo (Il Germoglio).
The sections by ages into which the two nursery schools are divided are called Red and
Yellow (L’Aquilone) and Buds, Leaves and Flowers (Il Germoglio), to indicate the growth
process that will lead to insertion in pre-school. No longer will there will be “big kids”
in the nursery school who go back to being “little” at pre-school, but Reds and Flowers
who meet a new service and new friends. This growth process of each child is followed
by meaningful adults: the parents, the educators and of course the grandparents.
The nursery school thus appears ever more complex and articulated:
� a place where needs and desires are placed and looked after;
� a place of relationships, affection, and multiple attachments;
� a place for socialising and meeting;
� a place of stimulation and creativity;
� a palce to create the culture of childhood.
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HOW TO ACCESS THE SERVICE AND WHERE TO GO
All children between the age of 3 months and 3 years, residents in the municipality
of Pordenone, have the right to be admitted to the nursery school. It is possible, on
an exceptional basis, to accept younger children based on special personal or family
situations.
Right to attendance ceases in the case of a move to another municipality with which no
special agreement exists.
In the enrolment application, the users may express their preference for more than one directly
operated nursery school or one with which a special agreement exists, in order of choice. This
request will be honoured withing the limitations of space of each one of them.

ENROLMENT METHODS
Each year, during the month of May, enrolment applications for the municipal nursery
schools are accepted. The application is presented in the form of self-certification in
the Nursery Schools and Childhood Office of the Councillorship for Social Policies. The
classification, also verified by the Management Committee, will be made public by the
month of July.
Applications received after the month of May and in any case by the month of December
will be inserted in the classification after that time.
Written communication of admission to the nursery school will be sent to families by the
month of July or January.
CRITERIA FOR FORMULATING THE CLASSIFICATION
If there is an excess of applications with respect to the number of places available,
a classification is drawn up in accordance with the criteria defined by the municipal
regulation for nursery schools adopted by the city council:
- Parental employment situation;
- Composition of family unit;
- Situations of social difficulties or physical impairments (evaluated in collaboration
with competent local authorities).
The Nursery School and Childhood Office, in collaboration with the nursery school
management committee and based on the above criteria, draws up the classification of
the applications recieved in June and December of each year.
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PRICES AND COST OF SERVICE
Around 26-28% of operating costs of the nursery school are covered by user payments,
in accordance with the system established by the city council. The municipal board deals
with annually updating the prices.
The system of price determintation is personalized and proportionate to the economic
conditions of the family. The evaluation is based on parental income and the composition
of the immediate family.
The price varies based on the time of use and includes a flat rate, to which is added a
charge for each day of attendance as set forth by resolution no.57 of the city council
dated June 3rd, 2002, “Nursery School Management. Approval of general management
of prices for nursery schools” and resolution no 247 of the municipal board dated July
2nd, 2002 “Nursery schools. General management of prices. Definitions of prices, daily
attendance charge, reductions”.
These are public acts and are available to whomever requests them from the Nursery
Schools and Childhood Office.
SCHEDULES AND CALENDAR
The activity of the nursery school starts in
September, ends in July and includes brief
breaks during the Christmas and Easter
holidays.
The nursery shcools are open Monday to Friday
from 7:30 a.m. to 5:30 p.m.
Arrival time is from 7:30 a.m. to 9:00 a.m.,
dismissal time is between 12:30 p.m. and
1:00 p.m. and from 3:30 p.m. to 4:00 p.m. It is
possible to extend the hours to 5:30 p.m. for
children whose parents both have documented
work needs.
It is possible to drop off and pick up children
at other times, maintaining meal and rest times
and agreeing on arrival and dismissal times with
the educators.
During the inital stages the arrival and dismissal
times are agreed upon between parents and
educators based on the needs for successful
introduction. After that special period, it is a
good idea to respect arrival and dismissal times.
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WHO WORKS AT THE NURSERY SCHOOL AND WHAT THEY DO
Nursery school staff hold the educational qualifications required by law and participate
regularly in professional training sessions.
Both educational staff and support service personnel work in the nursery schools. The
ratio between educators and children guarantees work in small groups and individualized
educational relationships.
The nursery school educators, who combine their efforts with the educational activities of
the family, build contexts, propose materials, observe, document, accept proposals from
and make proposals to the children, always being careful spectators and protectors, but
playmates as well.
Along with taking care of the children, the educational and support staff are also engaged
for a few hours a week in drawing up and checking the nursery school’s educational
project in collaboration with other professional figures. Time is also dedicated to meeting
the families, to connections with other services (especially the educational continuity
project with the pre-school) and finally participating in updating and training sessions. .
The support operators and the custodian take care of the cleaning and hygiene of the
places and objects that their little guests come into contact with every day.
The cook, based on the weekly menu and on the needs of the children of various ages in the
different sections, prepares dishes that not only satisfy the nutritional needs of the children
but are also a stimulus to learning (colours, matching, consistency, seasonality...).
The service is coordinated by a service supervisor with the assistance of a coordination
group that ensures continuous attention to the careful planning of the service, which is
the basis for an efficient educational offering, for the adoption of a shared and coherent
educational method, and for the promotion and evaluation of the quality of the service.
The service supervisor carries out the following functions:
• management of human resources and work organisation;
• user management: enrolment and attendance control, participation in social
management, relations with educational, social and health services;
• professional support of the activity of the educators, participation in educational
planning, planning and organisation of training, attendance at educator group
meetings, involvement of the public in order to promote the culture of early
childhood;
• management of economic aspects concerning the financial results in collaboration
with cost analysis administrative personnel.
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Administrative tasks concerning the nursery school service are carried out by the Nursery Schools and
Childhood Office. The administration, based on availability of staff, guarantees opening times to the
public in the morning and afternoon, as well as the opportunity to set up appointments at times to
be agreed upon. The office pursues the following quality objectives: transparency, rapid procedures,
computerization of administrative procedures.
The administrative personnel also handles relations with poltical management, becoming “the kids’
voice” in drawing up official acts.
THE EDUCATIONAL PROJECT AND ATTENTION TO THE CHILD
The “educational project” represents activity planning, timetables, and the aims of the service: it is the
hub around which all actions and all the people who work in the nursery school revolve.
The themes covered and collected in the project are:
awelcoming - introduction- orientation:
passage of the child from the home to the nursery school with the organization of times,
timetables and methods of introduction that take into account the needs of the individual;
bdaily/weekly routine.
Definition and description of behavioural and organisational standards that characterise
routine moments of the day:
• arrival (greeting and welcoming, information exchange)
• meal (quality and variety of foods, hygiene, adequate space, rules);
• changing (temperature, hygiene, interaction with the child in this intimate and personal
moment);

• sleep (quality of environment, surveillance, “cuddles”);
• dismissal (summary of the day, dialogue with parents, salutations)
ceducational method:
• free and structured play activities, the proposals and the rules that accompany them;
• artistic, musical, movement and eye-hand activities to favour new learning,
with special attention to the narration and interpretation of images, and to the use of
language and of books;
• the sharing and socialization of the day with the group of peers, interaction and
complicity between children;
• methods of adult intervention, methods for controlling “difficult” situations;
• the observational method used to know the children and hence set up a
made-to-measure work plan.
The general service project is then realized in the theme-based micro-projects carried out in the course
of the school year by the single sections.
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THE SPACES
A good structure is born from the way it is thought out and designed. It is necessary to
put oneself in the children’s shoes and to see this “big house” through their eyes. All these
spaces together represent “the nursery school”, the “child’s home away from home” and
as such they have requirements which can not be ignored.
The two municipal nursery schools consider educational contents in the way they are
organized, including in terms of space.
Both are located far from areas of heavy traffic and can count on equipped green areas,
shaded and safe with an internal kitchen.
Both guarantee the utmost safety to children and adults, and meet all standards
concerning:
- space standards set forth by regional law;
- electrical systems;
- fire prevention standards;
- safety requirements set forth in Legislative Decree 626/94 and the elimination of
architectural barriers;
- authorisation of the kitchens to produce meals. To this end, the application of selfcontrol procedures (Legislative Decree 155/97) are also applied and equipment in
compliance with current standards is used.
- the respect of that set forth in Legislative Decree 277/91 concerning toxic materials.
The furniture and play equipment purchased are in complaince with current legal standards
and the Municipality is committed to gradual replacement of all “worn” equipment.
The operators are peridoically trained on safety and first aid, and check evacuation plans
annually.
All children attending the nursery school are insured with a special policy for civil
responsiblity which covers any damage incurred during activities performed while at the
nursery school.
Routine and special maintenance is taken care of by the public works department of the
municipality. Special work is planned based on the financial forecast of the municipality
based on criteria of priority and budget compatibility.
The nursery schools are kept clean, welcoming and safe every day. Rooms to used by the
nursery school may only be used for educational activities, for the
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realisation of additional services, for service and management committee meetings, and
for initiatives for the promotion of the culture of childhood.
Each structure has highly visible spaces for the display of informational material concerning:
• staff organization;
• management committee organizational chart;
• daily menu;
• daily schedule;
• annual activity planning and section projects;
• evacuation plan in case of fire or hazard
There are also areas and furniture to contain each child’s personal belongings and
spaces at a child’s height to display images and works that stimulate positive sensations
(colours, animals, photographs, etc…)
THE ENVIRONMENT AND EXPERIENCES AT THE NURSERY SCHOOL
The nursery school is structured so as to allow the child do and experience different
activities. The space is divided up into small corners which are set up according to the
children’s ages. The little ones can find soft corners for moving around in and then, as
they get bigger, corners for building, for toy cars, play house corners, for reading, etc.
Some of the areas in the nursery school are organised so as to allow the child to play
with colours, water, flour, dough and other moldable materials. A complete approach
to these elements is important because they are a source of sensory experience and
physical knowledge. The aim is to offer a positive setting for socializing and play that
makes it possible for the child to have meaningful experiences in exploring the world of
objects and in relationships with others.
The ability of self-organization in play is fostered by an organisation of space that
guarantees the child predictability and thus a sense of security, with time frames suited
to the child and with the possibility to repeat meaningful experiences.
There is an outdoor area that offers the child motor experiences, games of imagination,
and contact with the elements of nature: it also offers the chance to run, jump, climb,
swing, push, pull...for this reason the gardens of the nursery schools are equipped with
slides, swings, climbing equipment, balancing paths, tunnels to hide in, wooden houses
and sandboxes.
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HEALTH AT THE NURSERY SCHOOL
Supervision of health and sanitation is carried out by the local health board through
their own technical and health care staff.
The health board provides:
1) instructions on hygienically proper behaviour to be applied inside the community;
2) information to staff on compulsory vaccinations;
3) instructions on the basics of a healthy diet, the menu, serving sizes, etc.;
4) instructions on administering pharmaceutical products in the community and on
admission and re-admission certificates, etc.
Each child can count on a pediatrician of his choice whose duties are certifying whether
the child can frequent the community, re-admission after illness, requests for special
diets, the existence of allergies, etc.
The health of each single child and of the group of children is protected both by the
respect for some parameters suggested by the health board and by proper hygiene of
rooms, playthings, foods, etc.
If the child should be unwell while in attendance, the family is promptly informed.
Smoking is prohibited in the nursery school.
DIET
The diet of each child is carefully looked after. The menu is put together with biological
foods which respect the self-regulatory plan set forth in Legislative Decree 155/97.
Each child is guaranteed daily:
at 9:15 a.m. a snack based on blended or diced fruit;
at 11.15/11.30 a.m. lunch in accordance with the menu agreed upon with the health
board;
at 3:15 p.m. a snack based on grains, milk, etc.
The menu differs based on the age, the digestive capacities and the ability to chew of
each child.
Instructions from the pediatrician for personalised diets are accepted when necessary.
Special diet needs connected to culture and religion are also accepted.
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INTRODUCTION AND ORIENTATION
Introduction means the time when the child, accompanied by his mother or father,
enters the nursery school for the first time. The need for gradual orientation comes from
the observation and comprehension of the child’s needs.
It is important for the parent to meet and get to know the service ahead of time, because
during the introductory phase the parent will be the link between the family setting and
the nursery school: the role of the parent is to transmit knowledge and security to the
child with respect to the new, to reassure the child with his presence, his expression,
and his smile to ease oreintation, that is, to instill a sense of emotional calm for the child.
For the first few days the child will stay at the nursery school only for a short while.
In subsequent days the length of the child’s stay will increase and gradually he will begin
to experience his parent’s leaving the section: both parent and child are supported in
serenely experiencing this first separation.
The educator, on the other hand, deals with gradually introducing places, materials,
children, and adults in a predictable climate that favours a relationship of trust. During
this transition period it is a good idea for a parent or a person the child knows to be
available for a couple of weeks. More specific methods concerning orientation are
agreed upon on a case by case basis between educators and parents.
While still respecting the schedules of each single child, lunch time and rest time will
be introduced.
The first times the parents leave the nursery school, there is an area reserved for
them. This place allows them to be available for the child’s needs, but also to have an
opportunity to exchange experiences with other parents.
THE DAY AT THE NURSERY SCHOOL AND THE IMPORTANCE OF ROUTINES
The changeover from home to the nursery school is an important moment which we
try to make as peaceful as possible in a variety of ways. Times, games, spaces and
the repetition of rituals were all thought up exactly for this reason. The moment of
welcoming aims to suggest continuity between the home and the nursery school, a place
where you don’t just hurry through, but where you feel welcome and you can pleasantly
stay a while.
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Each child meets his friends and educators, who will be with him during play and during
the moments of routine.
During the day there are both free play activities (which let the child have a direct and
independent contact with different possible experiences), as well as those in a more
organised form, coordinated by an adult, favouring small groups.
The organisation of the day is as follows:
•
7.30 – 9.00 children’s arrival and play;
•
9.00 – 9.30 snack with fruit and blended fruit and vegetables;
•
9.30 – 11.00 play activity;
• 11.00
preparation for lunch, and lunch;
• 12.30
preparation for rest time and first dismissals by 1:00 p.m.
After nap time, play starts again and there is a snack at 3:30 p.m. Dismissal is by 4:00
p.m. (For children whose parents both have job commitments past that time, there is an
extension until 5:30 p.m.).
The routine moments (welcoming, lunch, rest time, changing, dismissal) are activities
that are repeated every day, thus structuring the educational day, accompanied by caring
gestures designed to promote and sustain the child’s independence.
There are also special moments of interaction between the educator and the single child
that foster proper “adaption” with a continual alternation of repetition and change,
known and new, routines and the unforeseeable.
The repetition of actions allows the child to memorise certain sequences, to foresee
them, to anticipate them, thus becoming moments he can recognize. He can exercise
his abilities to the utmost, and establish a meaningful relationship with the adult who
looks after him.
The relationship between educator and child, if reinforced, allows the child to accept
that which is new, even if it is highly emotional.
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PROPOSALS FOR GETTING ALONG TOGETHER - THE RULES OF THE GAME
Freedom to act and experiment while respecting the others
Identity and learning in play and relationships can occur in a setting which is free, creative, not
standardised yet not chaotic, a setting that respects the rhythms of development but requires the child to
grow, to become independent, to take on some responsibilities.
The presence in the sections of so many corners and so many people, the variety of materials available and
their use by the children, require the sharing of a few rules that help children and adults live together and
which instill children with respect they need to have for peers, adults, and the materials.
Transmitting rules takes place verbally, but also through the example set by the adult educator at the
nursery school.
This is one of the major educational challenges of our time: which rules will not be an impediment to
exploration and affection, but guarantee an ordered, foreseeable, reassuring environment that evolves
and changes?
This is why it is important to share some rules between the adults of the nursery school and the family:
few, sensible, that do not limit affection and playfulness, but that help the child to recognise his own
emtions, his own desires and to gradually control them. This also makes it possible for the child to
perceive the exchange that exists between the two emotional spheres into which his day is divided.
There are some common rules of living that we ask the children to follow and which we feel it is helpful
to communicate:
the child may use all of the available toys as long as he puts them back when he is finished playing
with them. This lets other children find and use the toys
To conserve the pleasure of using toys and materials that are in good shape, the child is asked to take
care of them and not to damage the books, toys...
Other proposals include:
• not disturbing those who wish to be left alone;
• talking without shouting;
• tasting foods that are offered, which may then be refused;
• not throwing objects or food;
• not hurting oneself or hurting others.
The rules thus designed and agreed upon have the purpose of avoiding and if necessary managing
aggressive behaviour (which are in any case typical at this age) or conflicts over toys.

The subject of rules rarely comes up between the family and the service. This may be a
first chance for exchanging views and agreeing on the topic.
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III. QUALITY MANAGEMENT AT THE NURSERY SCHOOL
SOME DIMENSIONS OF QUALITY’
In recent years much has been said about quality of services for children and individuals in general,
distinguishing between intrinsic educational quality, organisational quality, management quality and
perceived quality.
These can briefly be defined:
educational quality is what takes place in the nursery school, the activities performed by the
operators and their organisation, educational choices that support the “doing”, etc.;
organisational quality is the combination of relationships between the single nursery school and other
nursery schools, and their relations with the municipal organizations, both specific (Councillorship,
Nursery Schools and Childhood Offfice, coordination group, etc.) and general (maintenance service,
technical offices, personnel office, etc., but also political and administrative management)
management quality is the combination of the most structured amount indicators concerning costs,
use of structures, personnel presence - basically a good use of resources;
perceived quality is how the service is received and its suitability to the user.

The quality perceived by the user is not the only way to measure and evaluate the service,
but, if properly used, it offers good opportunities for modifying the relationships between
institution/service and user.
Further to this idea, it is indispensable for the families to be made aware of the standards and
indicators identified by the service in collaboration with the parents of children who currently
attend.
Dealing with quality in a service means thinking of it in terms of improvement and innovation.
The table hereunder shows only the strategic indicators. All the indicators that the work group
has identified as belonging to the service are instead collected in the “NURSERY SCHOOL
QUALITY NOTEBOOK” which is for internal use, but accessible to users.
To better highlight the objectives that the municipal administration is committed to reaching
and maintaining to insure quality in its nursery schools, various evaluation areas have been
identified, all closely related to one another.
Some areas are objective and concern the structures and their operation, food, safety, etc.
The last area deals with the educational relational component, concerning persons who
interact with the children and the programmes designed and structured for the growth of
the children.
What is more difficult to measure, yet clearly perceived by children and adults
who come to the nursery school, is the willingness to speak and listen to
17

others, the comprehension of “special” needs (concerning language, religion...), etc.
These factors can be evaluated in the field only by those who attend the service especially the children - and are shown in their well-being.
KEY WORDS :
Prerequisite

=

Dimension
Indicator

=
=

Standard

=

indispensable condition upon opening a service oriented to
early childhood
important aspect, basic element in the quality of a service
meaningful element or information that denotes the current
status of a given phenomenon
measurement of what is adequate, a defined performance level, a
useful criteria for obtaining accreditation of the service.

ENVIRONMENTAL QUALITY
Prerequisites The structure and the areas of the nursery school meet, in full application,
legal standards for childhood communities (Regional Law 32/87 attachment A), for the
respect of Legislative Decree 626/94 on accident prevention, of Presidential Decree
24/7/93 no.503 and its implementation regulation as set forth by law L13/89 and its
implementation regulation, Ministerial Decree 14/6/89 no. 236 on overcoming and
eliminating architectural barriers.
The service implements the self-regulatory plan for food packaging (HACCP – Legislative
Decree 155/97) with a copy of the manual, approved by the local health board, used by
each person engaged in the specific position.
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RELEVANT
ASPECTS

SIGNIFICANT
ELEMENTS OF
SERVICE

- Absence of architectural barriers
- parking adjacent to perimeter area
- gates with safety closing

ACCESSIBILITY

DIVERSIFICATION
OF SPACES

ROUTINES

QUALITY MEASUREMENT

Outdoor spaces

- Presence of perimeter fence
- surface area of more than 5 m2 per child with shaded areas over
at least 25% of the surface;
- presence of diversified play equipment. for movement,
handling, paths, etc. suitable to the age and number of children
attending.

Indoor spaces

- Separation of areas for different uses, under visual control of
operators
- presence of indoor services such as kitchen, laundry and
wardrobe;
- material displayed with care at a suitable height for children.

Reception area

- Presence of a pleasant reception area, with chairs and armchairs
also for adults
- personal lockers to hold the personal effects of each child
- presence of bulletin board for the display of notices and
messages, periodically updated

Dining Room

- Dining area separated from play areas with washable furniture
and wall surfaces
- tables and chairs suitable to number and size of children
attending
- presence of support spaces with dishes easily reachable to avoid
leaving children unattended
- tablecloths and napkins provided clean and washed by the
nursery school after each use
- dishes adequate for the type of use and to favour children’s
independence

Rest area

- Soundproofed with possibility to darken
- personal, personalised bed for each child
- room cared for, tidy and cleaned daily, with special attention to
children’s personal effects
- linen provided by nursery school and periodically washed

Bathrooms

- Respect of daily work plan to ensure utmost hygiene of areas
and equipment
- use of paper for changing tables, disposable gloves, disposable
towels and bathroom linen
- diapers provided by nursery school with guarantee of at least
one morning and one afternoon change
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PLAY AREAS

SERVICES

Activity area Spaces and
furniture

- play areas separated and soundproofed between different
sections
- presence of at least 3 “theme” corners in the medium and big
children’s sections
- presence of soft corners in the small, medium and big children’s
sections
- presence of dens, houses, huts and places to relax and “be alone”
- child-size furniture to put toys in
- shelves to hold material to be kept out of the reach of children

Materials

- play and educational material suitable for number and age of
children for symbolic games, reading, cognitive and motor
games, etc.
- toys of wood or natural material are used, as are non-structured
and salvaged materials
- the safety of toys and materials is ensured (non-toxic, constant
maintenance, approved standards of objects purchased, etc.)
- toys in washable material are washed weekly, the others are
periodically replaced
- sand in the covered sandbox is replaced annually
- to complete and document activities, there are: at least one
camera, at least one tape recorder, at least one video camera
and video recorder, at least one photocopier per nursery school

Kitchen, service
areas, areas and
equipment for
adults

- areas for personnel separate from children’s areas
- dressing rooms and lavatories for adults in adjacent zones and
in adequate numbers
- internal kitchen, laundry and cloakrooms with approved equipment
- area for meetings and conversations
- library for adults

The service has local health board hygienic and sanitary authorization for opening.
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ORGANISATIONAL QUALITY
Prerequisites – The Regulation and the Charter of the nursery school must be accessible to the users.
The respect of that which is set forth in art. 12 Law 5.2.1992, no. 104 for full integration of impaired
children is guaranteed.
RELEVANT
ASPECTS

SIGNIFICANT
ELEMENTS OF
SERVICE

QUALITY MEASUREMENT

ACCESS

Classifications

-

Times

- The nursery school provides qualified service for 10 hours a day, 50
hours a week;
- there are several attendance options available, compatible with the
needs of children and families (until 1:00, 4:00 or 5:30 p.m.);
- arrival time is flexible (from 7:30 to 9:00 a.m.) with the possiblity
of postponing arrival, agreeing upon the details with the section
educators;
- extraordinary closing information is provided; if not due to urgent
situations, 5 days’ advance notice is given.

Calendar

- The school year calendar is communicated prior to place acceptance
and is on display at the nursery school locations;
- if additional summertime activities are organised, the nursery school
is committed to ensuring educational continuity to those children in
attendance.

Transparent admission criteria;
published admission classifications;
completion of classification within 40 days of closure of enrolments;
communication of admission to nursery school by letter to each
concerned family.

- The presence in reception of an area for communication between
family/nursery school and nursery school/family is guaranteed;
- some basic information which is useful to families is translated into
several languages;
- it is possibile to consult linguistic and cultural mediators.
- the daily and mutual information between the nursery school and the
family for each child is also guaranteed by the section notebook;
- there are clear and explicit agreements between the family and the
service, also by means of the charter of service, in order to make better
use of the service. .

COMMUNICATION

Due dates

- Due dates for organisational, administrative and educational activities
are agreed upon between educators, operators and administrative
personnel.
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HYGIENE, HEALTH AND SAFETY QUALTY
Prerequisites – Besides respecting those current laws concerning health and safety in
the work place which have alredy been identified, also respected are fire prevention
standards as verified by the provincial fire department, EC (European Conformity)
standards for play equipment manufactured in accordance with UNI-EN standards,
and directives for childhood communities concerning admissions, re-admissions and
vaccinations.
Furthermore, each nursery school holds hygiene and sanitation authorisation for upon
the opening of the service.
RELEVANT
ASPECTS

SIGNIFICANT
ELEMENTS OF
SERVICE

QUALITY MEASUREMENT

PROFESSIONAL
REQUISITES

Staff qualification

-

The municipality guarantees on-the-job
training and updating through a threeyear project that deals with various topics
including safety, health, and hygiene.
.

PREVENTION

Prevention of illness

-

A medical certificate is mandatory for
admission to the nursery school and readmission after illness (to be presented
after 4 consecutive days of absence from the
service);
parents are promptly informed of illness of
the child;
families are immediately informed, along with
the local health board, of measures which are
necessary in case of epidemic.

-

SAFETY

HYGIENE
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Evacuation plans

-

At least one simulaed evacuation is organised
per year.

Safety education

-

Information, including written, is guaranteed
concerning accident prevention methods.

Kitchen and room
hygiene

-

Daily cleaning of rooms, furniture and
equipment is guaranteed according to the
HACCP and the work plan foreseen for
support operators.

FOOD QUALITY
Prerequisites – Health authorization in both services for the preparation and serving
of foods in accordance with art. 2 Law 283/62 and Presidential Decree 327/80, in
respect of Legislative Decree and the adoption of a self-control plan manual approved
by the local health board;
- declaration of charcteristics called for in the contract for supply of food products
RELEVANT
ASPECTS

SIGNIFICANT
ELEMENTS OF
SERVICE

QUALITY MEASUREMENT

PROFESSIONAL
QUALITY

Qualified
personnel

- Basic and on-the-job training is guaranteed for
cooks, which includes periodic updating.

MENU

Adequate diet

- The diet is balanced and varied, drawn up by
a dietician of the food and nutrition hygiene
service of the local health board, who takes into
account the digestive capability of each child,
seasonality, local tradition and different cultures.
- The menu is put together in accordance with that
set forth in the self-control plan (HACCP); regional
law 15/2000 is respected for the introduction of
biological, typical and traditional products.

EDUCATION

Education on
health and a
healthy diet

- Information, including written, is guaranteed on the
diet principles followed by the menu and on the use
of biological products, products of protected origin,
etc.

CARE FOR ROUTINES

Care at meal time

- Staff is of an adequate number in accordance with
an average numerical ratio of 1/6, know the child
and his uniques characteristics, and guarantee a
relationship of trust and educational continuity.

Respect for the
child’s rhythms

- The responsible educators look after lunch with the
children assigned to them, respecting their times,
thus building with the family a relationship of trust

Independence

- All actions are taken to favour the expression of the
abilities and independence of each child.
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SOCIAL, RELATIONAL AND EDUCATIONAL QUALITY
Prerequisites – Repsect of requisites required for employment of all educational staff
(possession of at least a high school diploma with an educational orientation);
presence of an adequately qualified coordinator/supervisor;
knowledge of and agreement with service policies by all operators.
RELEVANT
ASPECTS

SIGNIFICANT
ELEMENTS OF
SERVICE

QUALITY MEASUREMENT

PROFESSIONAL
QUALITY AND
SIZE OF GROUP

Adequate number
of staff;
respect of
educator/child
ratio as foreseen
by implementation
plan of regional
standards

The municipal nursery schools guarantee:
- an average of one educator for every 6 children;
- stable references for children and parents of a group
(every 6 children) and of the section, especially through
the responsible educator who knows the child and his
characteristics and guarantees a relation of trust and
educational continuity with special attention to meal,
rest and changing routines.
- Absent regular teachers will be replaced when the
established educator/child ratio is exceeded.
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RELATIONAL
QUALITY

Gradual insertion in
small groups

- Insertion is planned in advance;
- a setting for a relaxing and orderly insertion is
provided;
- personalised insertion is provided in order to ease
orientation;
- special care is given in proposing meal and rest
routines.

Time with parents

- The role of parents and educators in insertion is
defined;
- informational meetings on the nursery school are
guaranteed prior to insertion;
- presence of a parent at the nursery school is foreseen
for at least 2 weeks, with the possiblity to extend
this period based on the needs of the child and the
parents;
- the presence of one individual per section and a
“parents’ space” is foreseen, to inform parents in
real time on how their child is getting on during the
experience of the first separations;
- educators and the coordinator are available to parents
for any need or problem.

REINSERTION
IN NURSERY
SCHOOL

At the start of the
- Refreshments are offered at a welcome reception to
school year, there is
meet as a group;
a gradual reinsertion - orientation is also followed by means of an
of those children
observation card, which is useful later to verify with
who have already
parents the growth progress of each child during the
attended
year of attendance.

PROTECTION

Personalised
activities for single
children, especially
those in difficulty

- The speeds and habits of each child are respected (use
of pacifier, transitional objects, etc.).

25

EDUCATIONAL
ACTIVITIES

Educational project - The “Educational Project” is a planning document
and agreement on it
which states the educational objectives of the service,
with parents
activities, verification methods and the type of parental
involvement. It is given to everyone prior to insertion;
- it is divided into “Section Projects” which include
information for parents before, during and after the
experience. There are at least 2 meetings per year with
parents;
- along with free activities, structured educational activities
are proposed, in accordance with the defined project
and based on the needs of the children attending;
- the profile of each single child, with a description of the
educational path, is given to the educators who will be
receiving the child in pre-school;
- there are at least 2 individual conversations per year with
the parents, set up in respect of scheduling and work
commitments of the parents and of the educators.
Collaboration
- The sharing of educational projects by section allows
and coordination
educators to be exchanged within the section;
among staff so as to - a weekly meeting for section educators is foreseen (at
arrive at a common
least 1 hour);
educational method - the nursery school meeting is held at least twice a
(co-working)
month for all educators and at least 4 times a year with
all operators.

AWARENESS,
PARTECIPATION,
ADHESION
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Internal continuity
and between
reference
individuals

- the child is guaranteed a group to belong to and a room
of reference, so he can find his way around the nursery
school environment.

Besides the direct
relationship with
the children, each
educator currently
dedicates 210 hours
per year (105 for
part-time educators)
for social activities,
training, etc.

- educational coordination and planning meetings are held
(by nursery school, by section, among nursery schools);
- projects are documented and verified;
- organisation of and participation in moments for and with
the family are created;
- meetings are held with local specialised services, for
example to agree upon programs for children with special
difficulties;
- nursery school/pre-school continuity is guaranteed;
- on-the-job training and updating are guaranteed;
- the collaboration in projects aimed at furthering knowledge
of early childhood is developed;
- participation is guaranteed in the work of the study group,
the managaement committee and the regional education
coordination committee.

VI. AWARENESS, VERIFICATION OF THE SERVICE
AND USER PROTECTION I

“Awareness for choosing
Awareness for evaluating provided services
Awareness for demanding respect of rules and commitments
Awareness for participating”
AWARENESS FOR CHOOSING:
WRITTEN INFORMATION TO PARENTS
The information contained in this publication concerning the general presentation of
the service, information on the structure, the educational project, user protection,
etc. are given to families upon enrolment, at the start of educational activities, or
on request.
There is more specifically targeted and detailed written information on some subjects
aimed at families who intend to use the service (translated in some cases)- e.g. price
management - which is given out upon request for enrolment and insertion.
Specific publications are also available, aimed at those who use the service, for further
details on some of the contents and for information on some initiatives, available
at the nursery school and/or on display in the spaces dedicated to home-nursery
school communication, which are given out to attendees of the service on request.
Information is available on local services (with special agreements or not) with address,
phone number, etc.
The service regulation may be given out on request.
DIRECT PARTICIPATION IN THE LIFE OF THE NURSERY SCHOOL:
WHEN TO MEET PARENTS
Family participation in the life of the nursery school is supported and fostered by offering
various opportunities to meet, summarised in chronological order in the insert:
The following meetings are guaranteed to parents;
- conversation prior to insertion of the child;
- individual conversations during the year’s activity (at least 2: one in the first part of
the school year and one in the second);
- at least two section meetings (one to present the project and one to check its
progress);
- the annual meeting of the parents’ assembly.
There are other ways to learn of the service: telephone responses to requests for
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information, with informational material and with letters communicating admission,
re-admissions, waiting lists etc. sent by the administration office, and with initiatives
aimed at parents, including those in collaboration with experts from outside the nursery
school.
OTHER ORGANISATIONS OF PARTICIPATION
Besides direct participation in the life of the nursery school and the agreement upon the
educational project, parents can take on an even more active role in the service by means
of the parents’ assembly and the management committee.
The assembly of service user parents mainly has the task of discussing educational and
organisational guidelines of the nursery school, as it is a permanent organization of
participation in the life of the nursery school.
The management committe has the task of formulating proposals and expressing opinions
to the municipal administration on all managment aspects of the nursery school.
AWARENESS FOR EVALUATING PROVIDED SERVICES
The municipal administration, in order to better guarantee the quality of the service
offered to the user, must avail itself of quality monitoring and control systems so as to
identify strengths, limitations and weaknesses of the experience in progress.
This monitoring is carried out by the management control office, by the activity of
the service supervisor and with periodic surveys (through questionnaires) aimed at
identifying the perceived quality of the service (that is, its suitability to needs) by both the
parents of attendees as well as the operators who work there.
QUALITY EVALUATION TOOLS
- annual report of the management control office;
- annual report of service activity prepared by the supervisor;
- result of periodically proposed questionnaires to measure perceived quality;
- written informational material on the various activities of the service.
AWARENESS FOR DEMANDING RESPECT OF RULES AND COMMITMENTS:
SUGGESTIONS, RECOMMENDATIONS AND COMPLAINTS FROM USERS
By filling out the appropriate forms, located in places that are easily visible to the family,
parents can express their ideas, make suggestions, formulate requests, etc.
If there are cases of poor service or lack of respect of standards contained in this charter,
parents may present a complaint, which is meant to be an easy and immediate way to
make a recommendation to the Administration.
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Complaints may be made verbally, in writing, by telephone, by fax, or by e-mail. They
must include the name, address and contact information of the person making it.
Anonymous message are not taken into consideration.
Verbal or telephone complaints must be followed by written communication on the
specific forms available at the nursery school locations.
The administration, after making necessary investigations, will respond in writing,
reporting the results of the investigations within 15 days of receipt of the complaint,
taking action in the meantime to remove the causes.
The administration periodically informs the management committee on complaints
received, on responses sent out and on measures taken.
If the complaint is not the responsibility of the municipal administration, the user is
informed of the correct destination.
The complaint does not substitute legal petitions.
CARRYING OUT THESE COMMITMENTS
The contents of this document are applied until the intervention of
1) modifying instructions contained in collective contracts or in legal standards;
2) requests for additions, modifications, etc. forwarded to the management committee
by parent representatives or by the parents’ assembly.
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V. REFERENCE STANDARDS
Law dated 7 August no. 241 containing “New standards concerning administrative
procedure and right of access to administrative documents”;
Presidential Decree dated 27 June1992, no .352 containing “Regulation for the
management of operating methods and cases of exclusion from the right of access to
administrative documents”;
Directive of the President of the Council of Ministers dated 27 January 1991 containing
“Principles on the provision of public services”;
Directive of the President of the Council of Ministers - Public Sector Department 28/11/
2000 “Code of Behaviour for employees of public adminsitration”;
Directive of the President of the Council of Ministers 7 June 1995, General reference
scheme of the “Charter of Scholastic Services”;
Outline law for the realisation of the integrated system of interventions and social
services 8 November 2000 no.328;
Regional law no.32/1987 “Management of municipal nursery schools” and its execution
regulation;
Municipal regulation for management of nursery school service.
It is easily possible to consult the standards on the website of the Municipality of
Pordenone (www.comune.pordenone.it), or to request them from the Office of Public
Relations, the Youth Information Centre, the General Secretary or at the city library.
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FOR AN IDEA OF A CHILD
For an idea of an enriched child
at the crossroads of those possibile
whcih lie in the present
and change the present into future.
For an idea of an active child,
guided in the experience
by that extraordinary kind of curiosity
dressed in the desire for pleasure.
For an idea of a strong child,
who refuses to barter his own identity
with that of an adult
to offer it, rather, to games of cooperation.
For a sociable child
able to meet and measure himself
along with other children
to build new viewpoints and awareness.
For an idea of a competent child,
craftsman of his own experience and his own knowledge
beside and together with an adult.
For an idea of a curious child
who learns to know and understand
not because he gives up, but because he never stops
opening up to the sense of awe and wonder.
Aldo Fortunati
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