Welcome To
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1.
“Who will be looking after my child?”

Head of Centre



Sandra Ferguson


Depute Head of Centre

Karen Gibb


Senior Early Years Worker

Lorraine Pretswell

Early Learning Practitioner

Kirsty Pickering


Early Learning Practitioner

Karen McGowan


Early Learning Practitioner

Gillian Barr
         Early Learning Practitioner         Emma Jane Robertson

Early Learning Practitioner

Julie Tyrie


Early Learning Practitioner

Shirley Campbell


Early Learning Practitioner
     
Julie Thompson



Early Learning Practitioner

Gillian Cameron

Early Learning Practitioner

Charlene McGilvery 
         Early Learning Practitioner          Ruth Maxwell

         Early Learning Practitioner          Carol Rodgers

         Early Learning Practitioner          Claire Quinn

         Early Learning Practitioner          Kirsty Johnstone

         Clerical Assistant                         Alison Stevenson

         Clerical Assistant                         Wilhelmina Weir

         Cleaning Staff                              Nan Wetherspoon

         Cleaning Staff                              Mary Smart


“Where is the nursery?”
    
Newmains Family Learning Centre


School Road
Newmains
ML2 9BE

        Telephone Number

01698 274979
E-mail



newmains@ea.n-lanark.sch.uk
2.
“When will my child start?” 
Not every child will start on the same day.  The intake is “staggered” to ensure that every child and parent feels happy and secure within the nursery.  Please remember all children are different, some children settle very quickly others take longer.  
· You will receive confirmation of your child’s start day by letter which will also identify a Home Visit appointment during this home visit staff will complete an enrolment form with you. 

· On their first day, children stay in the playroom for one hour with their parent/carer, if the child settles the parent/carer can spend the remaining time within the parent’s room where tea or coffee is available. This is to welcome them to the nursery environment and routine this is inline with our Settling In Policy.
3.
“What are the session time(s)?

Morning Session:
9am-11.30am – Monday – Friday


Afternoon Session:
1pm – 3.30pm – Monday – Friday

If you require flexibility out with these times i.e. early drop off/late pick up, please speak to Sandra or Karen. We will try our best to accommodate you.

All information regarding your child is confidential and is available only to nursery staff.  It is held securely within the nursery under the Data Protection Act.

4.
“How long is my child’s place for?”
 In accordance with North Lanarkshire Councils Admission Policy, your child has received a high priority place in respect of a request for assistance from your child’s referrer. This place shall be reviewed every 12 weeks to ensure that both the nursery and the referring agency are continuing to meet your child’s needs.
5. “What happens in the nursery?”
The early year’s curriculum Birth to Three: Effective Early Development and Learning – the critical period from birth to three, is based on the concept that care and learning are inseparable.  Within the nursery your child will experience opportunitities to play, to interact, to explore, to create and to problem solve in a safe, secure, caring, respectful environment.
A Treasure Basket shall be introduced to babies who can sit up but are not yet mobile.  The basket is filled with objects which are made mainly of natural materials and not plastic.

The areas of development which are promoted through the Treasure Basket are:

· Hand Eye Co-ordination

· Concentration

· Stimulating The Five Senses

· Decision Making

· Exploration/Discovery

Heuristic Play will be offered to mobile children between 10 and 18 months.  Heuristic play will provide experiences to satisfy your child’s curiosity in a positive atmosphere.  The areas of your child’s development which will be promoted through Heuristic Play sessions are there:
· Hand Eye Co-ordination

· Gross and Fine Movement Skills
· Concentration

· Decision Making

· Exploration of Senses

· Mathematical Understanding

· Co-operative Play with their Peers

Children between the ages of 18 months and 3 years development shall be promoted whilst using Perceptive Play.  During the session materials and activities on offer shall be provided to give your child time to explore, discover, to remember, to adapt ideas, to acquire language, to solve problems to relate to experiences and discoveries to existing knowledge.

Improvement Plan
As requested by NLC Learning & Leisure Services, the nursery must produce an “Improvement Plan” which identifies strengths and developmental areas within the service, which we provide.

The plan details the tasks, which we as a nursery team must address if our service is to improve.

Details of our “Improvement Plan” will be given through the nursery newsletter, displayed on our website and wall with a full copy being available in the Parent Room.

6.
“Who will be working with my child?”



Your child will be assigned a specific named person.  
This staff member will act a “Keyworker” for your child.  Children will however be involved with all staff during each session.

In addition to the qualified staff in the building, there will be a variety of students e.g. Child Care & Education, these students are with us on a training basis and will not
be given responsibility for your child. 

We also have within the nursery NLC Modern Apprentice candidates who are employed and P.V.G. checked by NLC before commencing their apprenticeship.  These candidates work along side staff in supporting your children within the nursery and can be responsible for small groups of children.

There can be six children in any one session in the Bunny Room with two members of staff and ten children in the Rainbow Room with two members of staff. 
7.
“What will my child need to bring?”
All children are required to bring their own bag to nursery which should contain a supply of nappies, formula powder, comforters (dummies etc), baby wipes and a change of clothing for your child if required.  This should be placed on your child’s coat peg and taken home after each session. Once your child is ready to be toilet trained the nursery staff will support this training during your child’s session.

8.
“What will my child need to wear?” 
Your child will spend his/her time both inside and outside the nursery “playing/learning”.  He/she will get messy, so please ensure that your child is wearing play clothes and not their best clothes and that his/her footwear is both safe and comfortable.  We would also ask that you do not wear football tops on your child when he/she attends their session.

Can you also ensure that you change your child’s outdoor shoes into soft indoor shoes before entering the playrooms for health and safety purposes?
9.
“What happens if the weather is very sunny?”
It is your responsibility to put sun cream on your child before coming to nursery and in providing them with a sun hat. Without a sun hat and lotion, your child may be denied access to outdoor play.
The nursery will have sun cream stored, however, preparing at home saves the nursery staff time and money.

10.
“What will my child eat?”
Your child will have a small healthy snack, with either milk or water to drink during each session. If there are any dietary requirements please let your child’s key worker know.  Please ensure your child has either breakfast/ lunch before coming to nursery.
11.
“Is there a charge?”
No but you are encouraged to donate £1.00 - £2.00 per week to  the nursery “Toy Fund”, which will be greatly received – this is the nursery’s only source of direct income.  The “Toy Fund” is used to buy food for snack, baking ingredients, entertainers for parties, birthday presents etc.
A record of all monies given to the nursery will be kept for auditing purpose, in line with NLC Financial Management Procedures.

12.
“What should I do when I arrive at nursery?”
In the interest of health & safety, we would ask you not to arrive at the nursery before 8.55am or 12.55pm.  The nursery main door will not be opened before this time.  On your first day at nursery you will be met by your child’s key worker who visited you both at home.  She will then give you a guided tour of the nursery and explain what you would do on a normal day.  If your child arrives to nursery in a buggy, it is your responsibility to ensure it is stored in the buggy store.  Buggies cannot be kept in the nursery for health and safety reasons.
13.
“What happens when I collect my child?”
The daily session will last 2.5 hours and we would encourage you to allow your child to make the most of his/her place by staying and enjoying the whole session. Please ensure that you return on time as staff have other responsibilities, for example, planning, preparation and individual profiles for children to update. 
14.
“If someone else needs to collect my child, what do I    do?”

We understand that you may be held up or plans change, phone the nursery on 01698 274979 and inform staff of this change, give a description and name of the person and ensure this person is aged 16 or over.  

When leaving the playroom it is your responsibility to ensure the safety of your child.  Please also ensure that you close the playroom door and the main entrance doors.
15.
“My child requires medication during a nursery session. Will staff administer this?”

You will be required prior to the administration of any medicine to your child that you complete a “Parental Request for the Administration of Medicine” form.  Your child’s key worker will provide you with a form if requested and this will be reviewed on a monthly basis.
16.
“What happens if my child is ill?”

If your child is sick or you are unable to bring them to nursery, please inform the nursery, by telephone.

Due to the risk of infection if your child has had sickness and/or diarrhoea then he/she must have two full days clear of infection before they return to nursery.  If your child has an infection such as measles or chicken pox you must inform the nursery and consult your doctor.  Your child be free from infection before he/she returns to nursery.


There is as you are no doubt aware, a great demand for local authority nursery places, if your child is genuinely ill then he/she should be at home and not in nursery.  If however, a place is not being used appropriately and there are frequent absences then the place will be reviewed by the nursery Head of Centre in accordance with NLC absence management procedure for children attending nursery. 

17.
“What happens if my child becomes ill at nursery?”

If during a session, staff are concerned about your child’s health then the nursery in the first instance will contact you (the parent) and then the emergency contact.  The emergency contact(s) are listed in your child’s enrolment form.  Please ensure you give current phone numbers to the main office.
18.
“What happens if my child has an accident?”

If your child has an accident while at nursery he/she will be treated by a member of staff, this will usually be by our trained First Aider or First Aid Assistant.  You will be informed of accidents by your child’s keyworker and an Accident form will be completed by staff and will be shared with you and your signature will be required.  If your child has had a very serious accident an ambulance will be called then the parent or emergency contact will be informed.


If your child comes to nursery with a cut, bruise etc that happened at home prior to nursery you will be required to record this on an “Accident at Home” sheet which your child’s key worker will provide. 

19.
“Are there any other safety issues which I should be aware of?”

Yes, your child’s safety is of paramount importance to us.  We will do everything in our power to protect your child.

As North Lanarkshire Council employees, we are very aware of the need to identify and protect children who are at risk and in danger.

In recognition of this, the council has clear Child Protection guidelines for all educational establishments.  
The Head of Centre must notify NLC and Social Work department if a member of staff has reasonable cause to believe that a child might have been or is being abused – No permission is required from parent/carers prior to contact with these departments.

The Social Work department will make a decision whether or not to pursue the referral.

20.
P.V.G.

Any parent/carer who wishes to support in any playroom based activities or outings on a regular basis must undertake a full “PVG” check.  (Protecting Vulnerable Groups) This helps to ensure that those who have regular contact with children and protected adults through paid and unpaid work do not have a known history of harmful behaviour.

21
“How can I get involved in the nursery and help my child?”

(a)
Join our Parents Champions Group.  The purpose of the group is to look at issues such as fundraising, getting involved in the daily routine of the nursery, getting involved in regular nursery outings e.g. to the library, to the local park or the nursery improvement plan and initiatives or to address issues/suggestions which you as a parent may have.

(b)
If you are unable to get involved in this manner, then you may be able to give the nursery your support with fundraising events or you may have a talent or a hobby e.g. gardening, storytelling or baking which may be of use in the nursery.


(c)
By donating non-perishable snack foods to ensure that your child is offered a healthy snack during their session, i.e. Bananas, grapes, melon, apples, pears, breadsticks etc.


(d)
The most crucial way to help your child is to appreciate and nurture his/her development and learning through talking about what he/she has been doing in nursery.

(e)
By participating on one of our nursery’s parental workshops. 
         (f)
By reading and posting on our Newmains Family Centre Blog https://blogs.glowscotland.org.uk/nl/newmainsflc/
22.
“I feel my child requires additional support. Who do I speak to?” 

Speak to your child’s key worker in the first instance. They can advise supports or requests for assistance to other agencies that can be put into place.
23.
“Will I be able to discuss my child’s progress with anyone?”

Yes, on a daily basis you will have the opportunity for an informal discussion with your child’s keyworker ensuring each of his/her sessions has gone well.  Please be aware though that this is not a prolonged chat and that staff have other parents/carers to speak to and have responsibilities in the nursery outwith the core session times.

Thereafter you will meet with your child’s key worker on a 12 week basis where you will be provided with a Progress Report.  At this time you will be consulted on identifying next learning steps for your child and will be able to choose a ‘Little Wish Bag’ to use with your child at home.  If you have any concerns, problems or questions please do not hesitate to speak to your child’s key person or to the nursery management team.


The staff and children would love you to take home their Personal Profiles regularly which are a record of their time at nursery using photographs and observations that staff have taken.  Please ask your child’s key worker for more details.
24.
“How will I be informed of what is going on?”

You will be provided with a regular newsletter giving you details of events, holidays etc. Please read the newsletters carefully and keep them in a safe place.  We also encourage parents to have their newsletter emailed to them as we are an Eco Nursery so if you have access to a computer please pass on your email address to your child’s key worker.  Another way is to google our blog. https://blogs.glowscotland.org.uk/nl/newmainsflc/
25.
“What should I do if it is my child’s birthday?”

It would be nice if you could bring in a cake on your child’s birthday; we will have a small celebration for him/her and share the cake amongst his/her friends.


As we are a health promoting nursery we would ask you not to bring in any sweets or juice for the children unless this is specifically requested for a celebration.
26.
“What do I do if I am not happy with the nursery service?”
  

We strive to ensure we are meeting everyone’s needs as best we can, however if you are unhappy, please speak to the Head or Depute Head of Centre to discuss your concerns and we will try to resolve the issue. We have a suggestions box placed outside the main office of the nursery where you can anonymously share your thoughts, feelings or any concerns.

If you wish to make a formal complaint, this can be done by contacting North Lanarkshire Council or the Care Inspectorate.  All contact details are displayed on the parent’s notice board at main office. 
We hope that this handbook will help to make nursery a very secure and happy experience for you and your child.  If you have any more questions, do not hesitate to ask.


