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School Contact Details


 Phone: (01592) 583432  
 
Email: kirkcaldywestps.enquiries@fife.gov.uk  
 
Kirkcaldy West Text Service: 07860 003779 
 
KWELC Facebook: Kirkcaldy West Early Learning Centre 
https://www.facebook.com/groups/2635406910011486 
  
Twitter: @Kirkcaldywestps  
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	Welcome to Kirkcaldy West ELC  (KWELC)

Our nursery was opened in 1989 and extended in 2000 to accommodate 
children from 3 years old until they join primary 1. 
  
Senior Leadership Team  
Headteacher                             Mrs E Thomson 
Depute Headteacher  (Upper)       Mrs L Rae  
Depute Headteacher  (Middle)      Mr S Thynne   
Depute Headteacher  (Infant)       Mrs T Westwater 
                                        
KWELC Team  
Peripatetic Nursery Teacher          Mrs L Sutherland  
Senior Early Years Officers         Mrs S Harley, Mr Coull  
Early Years Officers                       Mrs K Given, Ms O’Connor, Ms L Wardrop
(Keyworker)                             Miss M Young, Ms J Philips, Ms T Welsh,                                    
                                            Miss S Simpson, Miss L Robertson,
	                       Mrs K Shields, Miss C Clark
 
On entry to nursery, your child will be given a key worker who will liaise closely with you throughout your child’s time at KWELC.  
 
Educational Aims 
· To provide a secure, safe caring environment.  
· To build up each child’s confidence and self-esteem.  
· To help children become independent and make their own choices and decisions.  
· To recognise children as individuals and to encourage them, through praise, to reach their full potential.  
· To provide new experiences for children in an exciting, safe and stimulating environment.  
· To ensure we reflect and respect the many cultures in our society.  
· To work in partnership with parents for the benefit of each child.  
  
We follow the Early Level of Curriculum for Excellence and reference other supporting key documents.  These are Realising the Ambition and the Scottish Executive document “How Good is Our Early Learning and Childcare”. This can be found at  
https://education.gov.scot/improvement/Documents/Frameworks_SelfEvaluation/FRWK1_NIHeditSelf-evaluationHGIELC/HGIOELC020316Revised.pdf .


What to wear to KWELC 
Children should wear comfortable, easily managed clothes (e.g. not dungarees, belts, braces or tight buttons) to encourage independence and reduce the risk of “accidents” if rushing to the toilet. We have a nursery t-shirt that can be purchased. 
 
We use washable paint and glue. Children will have access to an apron for water or craft activities.
 
The children have free flow access to the garden throughout the session. Please provide a warm/waterproof coat, trousers and wellingtons in rainy weather. On sunny days, please put sun cream on your child before the session, provide a sun hat and avoid open toe/heel sandals.  
 
PLEASE make sure all bags, boots, jackets, hats have your child’s name on them.  

KWELC Voluntary Contribution 
Any voluntary contribution that we receive from parents, we use this to buy snacks, baking ingredients, bulbs, art and craft, toys and games.

Snack 
The school kitchen will prepare and provide a snack for your child each day.  This will consist of a filled roll or crackers and cheese, with a small selection of fruit, vegetables and a yoghurt served with either milk or water.  Children are never forced to eat or drink but gently encouraged to try different things. Other small snacks will be available in the nursery but we kindly ask that your child has breakfast or lunch before their nursery session.  Please inform us of any allergies that your child may have if you have not already done so.  

Tissues and Baby Wipes
[image: Boardmaker Achieve | Boardmaker, Cue cards, Autism learning]We greatly appreciate donations of boxes of tissues and packets of baby wipes at the beginning of each term. 











KWELC Times  
4 hours and 40 Minute Session - Monday to Friday  
Morning – 8.00am to 12.40am (collection time will open from 12.30pm)  
Afternoon – 1.20pm to 6.00pm (collection time will open from 5.50pm)  
 
Please contact the school (details on the back of this leaflet) if you are going to be late in dropping off or collecting your child from the nursery. If someone else is collecting your child, please speak to a member of the team or phone the school to advise them.  It is very important that your child is dropped off and collected by an adult. Please ensure your child is collected by 12:40am or 6pm as the team need to clean all the resources, pack them away and set up for the next session.  

Access to KWELC 
The children are now able to use the whole nursery and we are not required to have bubbles.

The AM nursery children will enter and exit the building from the P7 playground/nursery garden and the PM nursery bubble will enter and exit via the door in the car park.  Your child’s keyworker or a member of the team will collect the children at the start of the nursery session and will bring them out at the end of their session.

Our nursery sway contains pictures to show you where the entrance and exit points are. Please note parents should not park their car in the playground at any time of the day.  

KWELC Attendance 
It is important that your child attends nursery regularly in order to ensure his/her happiness, confidence and continuity in learning to maximise the benefit from the early years’ experience.  Please inform your key worker if your child is going to be absent for any length of time. 

If your child is absent for any reason, please phone the school office or send a message to the school text service, on their first day of absence, prior to the start of their session.  If your child is absent for more than two days and we are unaware of the reason, your child’s keyworker will contact you.  

	
	Toileting 
We have small toilets at KWELC to support children during their nursery sessions. We encourage the children to be as independent as possible and value your support in developing independence with toilet routines at home. 

We appreciate that some children may not be fully toilet trained when they start and we are happy to support your child with training, nappy/pull-up changing. In case of accidents, please provide a bag with changes of clothing.  If your child is in nappies or pull-ups, please provide them and your preferred wipes.  Please let us know if you have any concerns.  
  
Toys from Home
Toys and sweets should not be brought to nursery. If your child needs to bring a favourite toy whilst they settle into KWELC, please discuss this with your child’s keyworker. This will allow your child to have access to their special toy when they need it and the team will look after it the rest of the time.  

Complaints Procedure
If you wish to make a complaint about an aspect of our nursery, please inform a member of the KWELC team, Mrs T Westwater (Depute Headteacher) or Mrs E Thomson (Headteacher) in the first instance.  We will always take your concerns seriously and strive to resolve them quickly. 

We look forward to getting to know your child and family. We hope that your child will find Kirkcaldy West Early Learning Centre a stimulating, enjoyable and fun experience. Please share the Kirkcaldy West ELC sway story with your child, which will be emailed to you.

Successful Learners
Confident Individuals
Effective Contributors
Responsible Citizens















Learning through play 
Learning through play contributes to all aspects of a child’s development and allows children to express their feelings, ideas, use their imagination, learn to risk take and problem solve.  Play also provides opportunities for children learn in different ways: to listen, observe, talk, explore, investigate and experiment. 
 
Within the nursery children will be given a wide range of indoor and outdoor play activities including construction, woodwork, library, craft, snack, cars, doll’s house, home corner, Smartboard, computer, small world, trains, loose parts, table top games, puzzles, garden, sand and water.  KWELC also visit the woods and the beach as part of the curriculum. 
  
Within KWELC, we encourage children to develop their social skills and communication.  Language development will be constantly encouraged and supported.  The children will be encouraged to explore the local environment, developing an awareness of print and being encouraged to make marks using a range of media within emergent writing. 

For further information there are a range of parent leaflets available.  Please speak to your child’s keyworker if you would like a copy.

Enrolment to KWELC 
We want your child to be really happy and will have an initial visit of one hour to introduce them to the nursery environment, staff and other children.  We will continue to have staggered times, which means only a few children will start at each time.  This will allow time for the key workers to get to know new children and vice versa.  

You will receive an invitation sharing the date and time of your child’s first nursery visit. 

We have three intakes throughout the year: August, January and April.  Pre-school children will normally start in August.  Ante pre-school children start in August, January or April depending on their 3rd birthday.  
[image: C:\Users\pmarshall-bl\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\A3D15653.tmp]









Health/Illness  
Please do not bring your child to KWELC if he/she is ill or has something highly infectious such as diarrhoea/sickness (your child must be clear of symptoms for 48 hours before returning) or an eye infection.   
 
If your child requires prescribed medication this must be given to your child’s keyworker with a prescription label on the item.  A parental request for administration for medicine must also be completed. New medication will be requested before the expiry date and returned home before the Summer holidays. 
 
In the case of an accident or if your child becomes ill at KWELC, every effort will be made to contact you. Please keep your contact phone number and email address up to date with the office team.  
 
Headlice – Please check your child’s hair on a regular basis. It is no longer the policy to issue formal letters if there is a case at KWELC. 

Child Protection  
Our staff place a great importance on the safety and well-being of every child in our nursery.  All members of staff have completed Child Protection Training and receive regular update sessions.  Our Child Protection Co-ordinator in school is Mrs E Thomson (HT) and the Depute Co-ordinator is Mrs L Rae (DHT).  
  
Finding out about your child’s progress
We strive to make connections between KWELC and home, and to work in partnership with parents/carers.  Information about your child’s progress will be shared using different methods of communication.   
 
Your child will be given a Personal Learning Journal (PLJ) at KWELC.  This is a valuable document that shows what your child is learning, through the Curriculum for Excellence, Early Level, during their time at KWELC.  We will record observations, photographs and pieces of work your child may create. Learning will be shared through our: Seesaw platform and our KWELC Facebook page
https://www.facebook.com/groups/2635406910011486 . 
 
You will receive a ‘Parent/Carer Chats’ to discuss key learning that has taken place and about your child’s progress throughout the academic session. 
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