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Hello and Welcome
On behalf of everyone at Newark Early Learning Centre, I would like to offer you a very warm welcome.  I hope you enjoy reading our Handbook and if you have any further questions about our Nursery, please do not hesitate to ask any member of our staff team. 
At Newark we want to support you in giving your children the very best start in life, we are committed to building positive relationships based on trust and respect. This involves working in partnership with you to support your child’s wellbeing, learning and development. Together we will support your children to achieve success and be confident in their play and learning. We will support them to develop the skills, which will enable them to contribute effectively to our community in meaningful way in the future.
 Our ‘School Improvement Plan’ and ‘Standards and Quality’ reports are available for you to read on our web site or in the corridor if you prefer a paper copy. These documents will inform you about our priorities and the impact of new strategies we have implemented in our Nursery.  
We are a Trauma Informed Staff team, we ensure nurturing relationships are at the heart of our interactions and offer an inclusive, safe environment. We look forward to getting to know you through a positive early learning and childcare experience to start your child’s education journey.   
Kind Regards
Fiona
(Acting Head of Centre)
Our Vision, Values and Aims

In April 2025 our nursery changed from a nursery school to an 
‘Early Learning Centre’ We asked our parents to give us words and statements that come to mind when they thought about NEWARK to re-evaluate our establishments vision, values and aims…
Our vision, values and aims ensure that our Nursery gets it right for every child and family. We endeavour to ensure that every child and their family is made to feel Safe, Nurtured, Respected and Included as well as given opportunities to be Active, Healthy, Responsible and Achieve best possible outcomes.

Nurturing place to grow and learn,

Endless possibilities await,

Warm, safe and welcoming environment,

All belong 

Relationships are key

Kindness is contagious. 
These are some other words you gave us…

Nurturing, Natural, Nurturing place to learn and grow, Neat Endless fun, Exploration, Educational, Enriching, Enjoyable, Excellent, Endearing, Efficient, Encouraging, Enthusiastic, Exciting, Endless possibilities await…Wonderful, Wonder, Welcoming, Wholesome, Warm, Wise Amazing, Affection, Approachable, Accepting, Awesome, Adaptable, Affectionate, Ambitious, Attentive – Available to help, All are welcome – all belong Respect, Rhymes, Respectful, Refreshing, Receptive, Reliable, Relationships, Resourceful Kindness, Kind, Kind-Hearted, Kick-Ass, Knowledgeable   
“All children and young people have the right to be safe, healthy, achieving, nurtured, active, respected, responsible and included”

(Getting It Right for Every Child – Well Being Indicators)

Our Staff Team
Fiona Brogan, Acting Head of Centre
Emma Love, Acting Deputy Head of Centre

Anne Marie Hughes, EYECO* white Group
Susan Given, EYECO Pink Group
Cherl Cameron, EYECO Orange Group
Gillian Rodgers, EYECO Purple Group
Lucy Docherty & Kim Logan, Part Time EYECO Yellow Group
Pamela Watt & Joanne McEwan, Part Time EYECO Green Group
Heather McGill & Yvonne McCrone, Part Time EYECO Red Group
Carolann McPhee, EYSA**
Claire Dourish, EYSA
Chantelle Smith, Early EYSA
Lucy Metcalf, Secretary.

Lianne Reid, Janitor.
*EYECO - Early Years Education and Child Care Officer.
**EYSA - Early Years Support Assistant
All members of the team who work directly with children are registered with Scottish Social Services Council (SSSC).

Staff are employed by Inverclyde Council and are members of the Protection of Vulnerable Groups (PVG) Scheme.

You will find photographs of all staff displayed at the nursery entrance.
General Information
Newark is based in the heart of the upper Port Glasgow community, we are attached to Newark primary school however we have our own entrance and staff. We are non-denominational; we respect and welcome children and parents of all religions, faiths, beliefs and cultures.

We have space for 60 children between the ages of three and five. We Offer childcare and education of the highest quality to all young people within a developing culture of inclusion. We value and encourage the diversity of interests, qualities and abilities of every learner.
Parents are always welcome to spend time in the Nursery.  During the year, we will have activities for you to come and join in with such as Christmas and Easter craft activities.
All children are provided with a two-course lunch from the school canteen, we offer a choice of two hot options or a sandwich option. Children make their choice with the help of their parent when they arrive in the morning.

We follow the nutritional guidelines set out by Scottish Government. 
Nursery Hours / Holidays

The Nursery is open during school terms from 8.35 – 4.15, 

Almost all children attend 8.40-2.40. 

All Children have 30 hours per week / 6 hours each day.

We have chargeable childcare places available too, and can be flexible with the hours you want your child to attend

We operate the same holidays / In-service days as Inverclyde Schools and a copy of these days are available from the nursery or www.inverclyde.gov.uk.  

Telephone; 715602.

E-mail; INNewarkNursery@glowscotland.onmicrosoft.com
Visit our website ;  https://blogs.glowscotland.org.uk/in/newarknur/
Admissions

Parents can apply for their child’s 3-5 place at the Nursery in the January / February after their child’s second birthday. This is an entitlement of 1140 hours funded by the Scottish Government. You must complete the application form fully and all supporting evidence must be submitted at the time of your application. (Your child’s birth certificate and proof of address). Applications forms must be in by last day in February, any forms out with these dates will be processed and considered late applications. Application forms are available at any Inverclyde Council establishment, an approved funded provider Childminder or private voluntary or independent nursery. 
For up-to-date information on application windows, timelines, and the release of allocated places, visit the Inverclyde Council website.
All applications follow Inverclyde Council’s ELC Admissions Policy and decisions are made centrally.
	Eligible 3 -4 year-old intake 

	Birthday Month
	Intake Term

	1 March – 31 March 
	August Term                                                   

  

	1April – 30 April 
	

	1 May – 31 May 
	

	1 June – 30 June 
	

	1 July – 31 July 
	

	1 August – 31 August 
	

	1 September – 30 September
	January Term 

	1 October – 31 October
	

	1 November – 30 November
	

	1 December – 31 December
	

	1 January – 31 January
	April Term

	1 February – last day of February
	


The First Days
It may take a few days for your child to settle at Nursery and so to begin with, they will attend for an hour on the first day, gradually building up to a full session.  

It is expected that a responsible adult will bring and collect your child from the Nursery.  In the interests of your child’s safety please let staff know if someone new is collecting your child.  It must be someone over the age of 16 years old.

This is an important time of transition for you and your child. Using the ‘ALL ABOUT ME’ booklet which you will complete with your child and their keyworker, we will work together to create a personal learning plan (PLP) for your child in Nursery.  We will do this within 28 days of them starting nursery and share goals and skills to develop that we will work towards together.
Many of the activities we provide daily are messy and active so we ask that you dress your child in comfortable clothing. Please do not put expensive or new clothing on your child; there is every chance they will be stained with paint or mud. 
Emergency Contacts
Parents are asked where possible to provide the staff with the name, address and phone numbers of two contacts for use in case of emergency.

It is important for you to keep the Nursery up to date with any changes in this information, especially mobile phone numbers.

It is important that you contact the Nursery by 9.30 if your child is going to be absent any day.  If we do not hear from you, we will phone you or the emergency contact number on the enrolment form.  We really do appreciate a quick call to let us know if your child will be absent.
For everyone’s safety, we ask parents to come at your child’s allocated time to drop off and pick up.
Take your child’s hand and go to their keyworker where they will be marked in our register, choose lunch and put their name badge on.  At the end of the day on collecting your child, please leave the playroom taking your child’s hand to keep safe.

Emergency Information
We make every effort to maintain a full educational service, but on some occasions, circumstances arise which lead to disruption.  Establishments may be affected by, for example severe weather, temporary interruption of transport, power failures or difficulties with fuel supply.

In Such cases, we will do all we can to let you know about the details of closure or re-opening, usually by using texts, emails, letters etc.  

Medication
If your child needs medication during their time at Nursery, you should discuss the details with the keyworker or head of centre.  Prescribed medication will be given at the discretion of the Head of centre, and you will need to fill in a form, which authorises Nursery staff to administer medication to your child.  We will also ask you to sign a proforma with information that informs us you have given your child the first dose of any medication.  All medication must come in the original box with your child’s name and details.  Any child with an inhaler for asthma must have a spacer too. 
Illness at Nursery
The safety of your child is of paramount importance to us and although every care is taken, accidents do occur.  If a child becomes ill or has a bump to the head, we will immediately contact you and if unable to reach you we would use the emergency numbers on the enrolment form.

If your child has an infectious disease he / she should not attend the Nursery.

Transition to Primary 1.

We have very good working relationships with other local nurseries, partner agencies, the local and wider community and our cluster group. Our main feeder primary schools are Newark, St Michaels and St Francis Primary School; however we work closely with most schools in Inverclyde to ensure our children and their families experience a smooth transition when the time comes. Throughout the year we work closely with our Primary colleagues to plan events which enable the children to become familiar with the school environment and build relationships with staff and children in the school. A ‘Transfer of Information’ form is completed by keyworkers and parents/carers which will help the class teacher get to know them and provide continuity for your child.
Information on registration and enrolment procedures for schools will be given in the local press during January as well as the Nursery.

Our Curriculum,
The early year’s curriculum is based on offering children learning experiences through which they not only acquire knowledge and skills but also ‘learn how to learn’.

In Newark, the curriculum is managed through a daily programme of planned activities designed to encourage language & communication, motor skills, imaginative and creative play, independence and social interaction.  

A Curriculum for Excellence for children aged 3 – 18 years is the curriculum that the children follow.  The children will experience activities designed for the ‘early level’ in all curricular areas – there are 8 areas altogether.  Throughout all their ‘work’ in the Nursery, the children will become Successful learners, Confident Individuals, Responsible Citizens and Effective Contributors.
Indeed, we are preparing our very young children for the future – possibly for jobs that don’t even exist yet!  We will always have a particular focus on Health and Wellbeing, Literacy and Numeracy.
The academic year is divided into three Learning Blocks and can last up to 12 weeks.  The children will choose what it is that interests them and what it is they would like to learn more about, children will lead their own learning, this can and will change as it is fluid and moves with the interests of the children. Staff and parents meet regularly to discuss how we can support and challenge their child’s learning. Following A Curriculum for Excellence and using Inverclyde’s Early Level Developmental Tracker, individual learning targets are set relating to Literacy, Numeracy and Health & Wellbeing. Our approach is child centered and this is encouraged and supported by all staff in partnership with parents/ carers and other agencies where appropriate

You can find out more about A Curriculum for Excellence at: https://education.gov.scot/education-scotland/scottish-education-system/policy-for-scottish-education/policy-drivers/cfe-building-from-the-statement-appendix-incl-btc1-5/what-is-curriculum-for-excellence/
Assessment
Once enrolled at nursery every child will have a ‘My First 28 Days’ meeting to discuss how your child has settled. Individual Targets will be discussed and set which becomes a part of their Personal Learning Plan. Parents/carers and key workers will discuss progress, review previous targets (if required) and agree new targets. This will be recorded on their Personal Learning Plan. Any changes or updates in a child’s life that has an impact on their learning, development, routines and care both at home and nursery is recorded on the ‘Significant Events’ sheet in child’s Personal Care Plan.

We will ask you to sign up to online Learning Journals. We use this to record, track and assess our children’s learning, progress and next steps through Inverclyde’s Early Years Developmental Tracker. We will ask you to complete a form at enrolment, which will enable us to set this up for you and allow you access to your child’s Learning Journal account. Here you will be able to see your child learning progress through photographs and observations; you will also be able to share achievements, experiences and stories from home.

'Realising the Ambition: Being Me' provides staff with guidance to support and deliver a responsive, child-led curriculum which builds on children's interests and focusses on the importance of learning through play. It is based on the themes of: Wellbeing, Movement and Co-ordination, Confidence, Curiosity and Creativity, Literacy and Numeracy.

Each child's individuality is celebrated, their care & learning needs, support and challenges are nurtured and met through; high-quality play and care spaces, positive and sensitive interactions, stimulating and fun experiences and close partnerships with parents, carers and the community. Staff encourage children to explore, discover and investigate their world as they become more independent and support children in developing confidence, enthusiasm and a love of learning

You can find out more information about the Realising the Ambition: Being Me and access the document at: https://education.gov.scot/improvement/learning-resources/realising-the-ambition/
Supporting your child’s needs as an individual. 
Every member of staff has a responsibility to support the learning of all pupils in their care.  The type of support offered will vary according to the needs of our children.  This includes consideration given to children who have a disability, children with social, emotional and behavioural difficulties, children with learning difficulties of a specific or general nature or children who are exceptionally able. It also includes those who demonstrate underachievement relating to gender issues, children whose learning has been interrupted through absence or illness, bilingual children who have English as an additional language, travelling children and those children whose family circumstances impact on attendance and learning.  Partner Agencies may be asked to offer support where necessary.

The head of centre is always available to discuss any concerns. If you are worried about any area of your child’s development, please bring it to the attention of your child’s keyworker or the head of centre.

Education (Additional Support for Learning) (Scotland) Act 2009.

‘A child or young person’s needs are identified at the earliest possible stage and can be met in several ways, for example by adaptations to the curriculum for learning environment, as well as input from the Support for Learning Teacher and on occasion support from visiting specialists.  The appropriateness of the support is determined through a process of assessment, planning and monitoring, working jointly with parents and carers and is regularly reviewed.   Learning outcomes for children and young people with additional support needs are set out in a plan and all educational establishments hold regular review meetings with parents and carers to determine the needs and the most appropriate supports.  Everyone’s views are equally important in order to consider what is currently working and how to determine next steps.  Children and young person’s needs are identified in a number of ways, and the process of assessment is an ongoing, shared process with partnerships with parents and carers at the forefront.  Other additional support needs may be notified to Education Services by parents themselves or identified by one of a range of staff working closely with the child.

Some children and young people will have additional support needs arising from complex or multiple factors which require a high degree of co-ordination of support from both education and other agencies in order that their needs can be met.  In these cases, the school will hold a meeting to decide whether the child or young person meets the criteria for a co-ordinated support plan.  The co-ordinated support plan is a statutory document which ensures regular monitoring and review for those children and young people who have one.

You have the right to ask the Education Authority to establish whether your child needs a coordinated support plan.  Your child can make this request themselves, if they are aged 16 or over.  You and your child, if they want to, will attend a meeting with staff at their school.  Other professionals from different agencies who may be involved in providing support for your child will also attend.  If your child does not want to attend meetings, or feels unable to, their views must still be sought and considered.’

Inverclyde’s mediation service can be accessed by contacting Tony McEwan, Head of Inclusive Education, Culture and Corporate Policy at:

Education Services

Wallace Place

Greenock.

PA15 1JB

Telephone:  01475 712850

Further advice about Additional Support Needs can be found at:

www.enquire.org.uk
www.siaa.org.uk
www.scic.org.uk
www.parentzone.gov.uk
Visitors
We have a variety of people who visit the Nursery during the year who are part of our wider community and from time to time, the children will take part in short outings.

The photographer usually visits the Nursery in May and takes individual and family group photos.  We also have visits from a variety of specialists depending on the needs of the children e.g. speech therapist, psychologist, health visitors etc.  Throughout the year we help train a variety of students from West College Scotland, Strathclyde University, Glasgow University and University of the West of Scotland.  Pupils from our local Secondary Schools also come for their work experience.

The children take part in a toothbrushing programme and will have a visit from an Oral Health Educator.

Representatives from the Police visit the Nursery to help promote positive attitudes and reinforce ‘stranger danger’.

Throughout the year, we also have visits from authors, entertainers, and Morton. 
Equality Statement for Inverclyde Establishments

Inverclyde Education Service is committed to ensuring that no children or members of staff or service users receive less favorable treatment on any ground including gender, race, disability, age, sexual orientation, religion or belief. We have a moral, social and legal obligation to mainstream and put equality at the heart of everything we do. We aim to promote a culture in which equality of opportunity exists for all. We are opposed to all forms of discrimination, direct or indirect, and aim to eliminate all discriminatory practices. We will ensure that, in our schools and other educational establishments, equality permeates the curriculum and underpins all our policies and practices in terms of access to education.  We must ensure that all our children achieve their full potential to develop physically, emotionally and academically. Finally, we believe that equality and inclusion should be a given right, where everyone is valued and treated with respect.’
Clothing & Jewellery
 As the children have lots of physical play, they should not wear jewellery at nursery. Health and Safety requirements state that jewellery of any kind must not be worn where children are undertaking physical activities.  This includes piercings.
 Please note the following information given by Inverclyde Council …

There are forms of dress which are unacceptable in School, such as items of clothing which could;

· Potentially encourage faction (such as football colours)

· Cause offence (such as anti-religious symbolism / political slogans)

· Cause health and safety difficulties, such as loose-fitting       clothing, dangling earrings, or clothing made from flammable materials.

· Carry advertising, particularly for alcohol or tobacco;
The Council is concerned at the level of claims being received regarding the loss of children’s clothing and / or personal belongings.  Parents are asked to assist in this area by ensuring that valuable items and unnecessarily expensive items of clothing are not brought to the Nursery.  Parents should note that the Authority does not carry insurance to cover the loss of such items and any claims submitted are likely to be met only where the Authority can be shown to have been negligent.
Bookbug
Bookbug is Scotland’s universal early year’s book gifting programme and aims to inspire a love of stories, songs and rhymes from birth. Bookbug gives every child in Scotland four free bags of books as babies, toddlers, three and five-year-olds. The bags contain books and other resources for sharing songs and rhymes that are suited to their age. Gaelic Bookbug Bags are also available.
The Bookbug Explorer Bag is gifted to all 3-year-olds at their childcare setting. It includes three lovely books, an activity book, pencils, and postcards to encourage mark making.
Every year, The Bookbug Picture Book Prize celebrates the best new Scottish picture books, and the winner of the prize is chosen by children across Scotland. All Primary 1 pupils receive the three shortlisted books in the Bookbug P1 Family Bag, given out in November during Book Week Scotland, and can vote for their favourite in school or at home with their families.
Check out the website for booklists, book sharing videos, activity ideas and much more.
The First Ministers Reading Challenge
The First Minister’s Reading Challenge and Reading Schools program provides a range of options and support on how to build a love of reading and/or develop a reading culture in your setting. These programs are brought to you by Scottish Book Trust.  Both programs are flexible to your setting and open to every stage of your reading journey. They have been proven to improve attainment in children and provide professional development opportunities.  At whatever stage you are on your reading journey these programs can help support you to get to the next level.
Read, Write, Count
The Read, Write, Count program aims to support parental engagement in literacy and numeracy. Gift bags are distributed annually to all P2 and P3 pupils in Scotland by Scottish Book Trust. The gift bags contain literacy and numeracy materials to support children’s learning, as well as advice and support to parents.

Studies show a direct link between a strong family learning environment and progress in reading, writing and counting. In addition to the activity booklet included in the bag Scottish Book Trust offers a range of hints, tips and advice to help parents engage in their child’s learning on the website.
Building and Maintaining Positive Relationships and Complaints
Positive and open relationships are important and key to us as an Early Learning Centre. Please inform us if you are unhappy with any aspect of the Nursery. We are always keen to ensure that parents/carers are aware of how we would prefer to handle situations when things maybe haven’t gone as any of us would have liked. Our initial hope is that we can resolve matters swiftly and informally. 
We are always striving to maintain and improve a high quality service, any suggestions or complaints about the service can be discussed with the Head of Centre in the first instance.  If this is not satisfactorily resolved, please contact: Yvonne Gallagher or Emma Picken
               Quality Improvement Officer
Education Services
Wallace Place

Greenock

PA15 1JB

Tel: 01475 712812
Regulation of Early Education and Childcare

Care Inspectorate
The Care Inspectorate is responsible for the registration and inspection of Newark ELC.  If you have any complaints, suggestions or comments then you are able to contact the Care Inspectorate, the nearest office is;
Care Inspectorate Headquarters,

Floor 4 No. 1 Smithills Street
PAISLEY, 
PA1 1EB, 
Tel: 0141 843 4230
Promoting Positive Behaviour at Newark 

At Newark Nursery, we want to ensure a happy and relaxed environment where every child is treated fairly and with respect and we want to ensure that every child has the right opportunities to achieve his/ her potential.  We will always encourage children to behave in a positive way and share this with you by telling you about your child at the beginning or end of session.

To do this, all staff will use praise and stickers to reinforce good behaviour and explain to children sometimes when a particular behaviour is unacceptable.  Being a responsible citizen starts at an early age!

If any concerns arise about behaviour staff and parents will work together to discuss and use strategies that will hopefully be effective.

Staff often use visual ‘emotion’ cards to help children talk through their feelings and to understand the feeling of others.
Child Protection in Inverclyde

Inverclyde Council Education Services has Child Protection Guidelines and Procedures which all schools and establishments are required to follow.  Education Services work very closely with other agencies namely Police Scotland, Social Work Services, NHS Greater Glasgow and Clyde and the Children’s Reporter to support children.  Common responsibilities of all staff are to protect children from abuse and exploitation, to respond appropriately when abuse is identified, and to ensure whenever possible that all children are able to exercise their right to be raised in a warm, stimulating and safe environment with the support of staff, their families and carers.  

Indeed, if you ever have any concerns about the care and welfare of a child, you can telephone Social Work Services to report your concerns.  The telephone number is 715365.  
Other Useful Addresses:
Michael Roach
Director of Education
Inverclyde Council

Municipal Buildings

Greenock

PA15 1HT

Tel; 717171

Councillor Stephen McCabe, Councillor David Wilson

Inverclyde Council

Municipal Buildings

Clyde Square 

Greenock.

Tel; 717171
Although this information is correct at time of printing, there could be changes affecting any of the matters dealt with in the document:

(a) before the commencement or during the school year in question.

(b) In relation to subsequent years.

Thank you for reading our Handbook, we hope you have found this information helpful. For more information, please get in touch:
Newark Early Learning Centre
Bridgend Avenue

PORT GLASGOW

PA14 5SU
Tel:  01475 715602
Email: Office@newark-nursery.inverclyde.sch.uk
X - @NewarkNursery 
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