[image: image1.png]


[image: image2.jpg]


[image: image3.jpg]N7
:A"&"‘."«“«

Eco-Schools
Award




[image: image4.png]



[image: image5.jpg]


[image: image6.png]G

Renfrewshire
Council



[image: image7.jpg]



Contents
Section One



Aims 

Section Two 



General Information 

Section Three 



Medical Information 

Section Four 



Nursery Curriculum 

Section Five 



Parents as Partners 

Section Six 



The Wider Community 

Section Seven 


Complaints Policy/Procedure
[image: image8.jpg]



Dear Parents/Carers
Each year nurseries issue copies of their handbooks which outline the current policies and practices of the Council and of the nursery.  Renfrewshire Council Children’s Services is committed to the quality of service that is provided.  This commitment is reflected in our vision and values which were developed after extensive consultation.  Our vision is a learning Renfrewshire which empowers individuals to fulfil their potential and contributes to the economic, social, cultural and environmental development of communities.

Our values are those of the Council. Our service will:

· involve and empower

· listen and communicate

· aim to be the best

· treat our customers well

· value our employees

· tackle inequalities 

· work in partnership

· represent the community

I commend the nursery handbook to you as a source of helpful information, not only on day to day matters of nursery procedure, but as an interesting insight into the nursery itself.

Yours sincerely
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Peter Macleod

Director of Children’s Services

Director of Children’s Services : Peter MacLeod

Dear Parents/Carers 

Welcome to St Catherine’s Nursery Class. This handbook has been prepared to provide you with helpful information about the nursery. We hope you find the information helpful. 

As we are dedicated to providing a quality service for your children and see your contribution as being vital to this, we recommend you read this handbook and keep it in a safe place. 

We look forward to getting to know you and your child. 

Please do not hesitate to contact us if you have any questions or concerns about your child or the service. 

Teresa Brown

 Head Teacher
Section One

Aims

At St. Catherine’s Nursery Class, in all actions concerning children, we are committed to the promotion and implementation of a quality provision.

1. We aim to provide children with an environment and curriculum which will allow them to develop emotionally, socially, physically and intellectually.
2.  We aim to provide resources which will be used by staff to ensure the highest possible standards of learning.
3. We aim to ensure that we evaluate and manage the Nursery successfully in order for each child to achieve their potential.
4. We aim to cater for the individual needs of all children in a secure, bright, happy and hard working environment.
Section Two
General Information
Staff 

Teresa Brown


 Head Teacher

Emma Henry



Depute Head Teacher

Alexis Irwin



Clerical Assistant

Adriana Murphy


Clerical Assistant

Teresa Marklow*


Senior Pre-5 Officer

Amanda Brown 


Pre-5 Officer 

Vikki Flynn



Pre-5 Officer

Heather Ferrier


Pre-5 Officer

Rebecca Thorburn
*
Pre-5 Officer

*Trained in Paediatric First Aid 

Environmental Staff 

Jim O’Neil



 Janitor 

Key Worker
The key worker is a member of staff (Pre-5 Officer) who has the pleasure of being responsible for your child’s well-being and needs while he/she is at nursery.
Capacity
The nursery capacity and registration is 74 places. The age groups are as follows:- 

2 years – 3 Years Daisy 30 places (15 morning/ 15 afternoon)

3 years - 5 years Busy Bees 44 places (24 morning/ 24 afternoon)
Staff ratios are as follows:

2year – 3 year room – 1 adult to 5 children

3 year – 5 year room – 1 adult to 10 children
Daily Sessions 

The nursery operates two session times:

Morning

 8.45 a.m.-11:55 a.m. 

Afternoon
12:45 p.m.- 3:55 p.m.
Monday to Friday term time.

Nursery Donations

We welcome a donation of £2 each day this enables us to offer your children a range of experiences during their time with us in Nursery, including their daily snack, parties, gifts, outdoor experiences and transport when we go out on trips. 
Non-denominational 
St. Catherine’s Nursery Class is a non-denominational nursery. We respect and welcome children and parents of all religious faiths and belief.

Admissions Policy 
All nursery places are allocated in line with the councils’ policy and the nursery staff will be happy to advise you how this policy operates. Placements are allocated at regular admissions panel meetings, which is made up of a variety of childcare professionals. 

Register of Applicants 
The nursery will keep a register of applicants and when a place becomes available, the parent/carer will be notified to discuss the placement. 

If circumstances change which affects your child's application, then you should speak to the Depute Head/Head Teacher. 

Admission Procedures 
An enrolment form and consent forms must be completed once your child has been allocated a place. The forms will be completed at an arranged home visit with your child’s key worker which will give you an opportunity to discuss settling arrangements, ask any questions and gather important information. 

Everything and everyone will be new to you and your child. Please allow time to st with your child during the first week or so.
Important Information 
To ensure the nursery records are always kept up to date we ask parents to provide us with any changes to their child’s circumstances immediately. 

Attendance 
Regular attendance at nursery is very important to ensure learning opportunities and new experiences for your child are not missed especially in your child’s pre-school year. 

However, Parents/Carers should inform the nursery if their child is going to be absent. If your child is absent for a noticeable period of time and no contact has been made a letter will be sent to discuss your child’s placement.
Policies 
St Catherine’s Nursery Class has many policies to ensure a shared understanding of procedures and the importance these have in the smooth running of our nursery. They are available to you.
Child Protection Policy 
Our staff have more contact with the children than any other outside the family so we have a crucial role to play in the protection of the children in our care. To this effect we follow Renfrewshire Council’s Standard Curricular 57 on child protection also guidelines from our establishment policy. A leaflet, “Protecting Children, A Guide for Parents and Carers”, is also available. 
No Smoking Policy 
Smoking is not permitted anywhere in the centre or on nursery grounds. 

No Dogs Policy

No dogs are allowed on school grounds for the safety of our children.
Fire Emergency Procedures 
Fire emergency procedures are displayed throughout the nursery and it is essential that they be read on the day of admission. If parents are spending a period of time in the nursery they must sign the parent visitors book. If a parent discovers a fire they must activate the fire alarm by smashing one of the break glass alarms.

Emergency Closure Arrangements 
In the event of unforeseen circumstances that would cause the normal service to be affected, the nursery will follow the appropriate policy. 

We will do our best to advise you of closure and re-opening of the building.

Suitable Clothing 
Quite often children are involved in messy activities at the nursery. Although aprons are provided accidents do happen. It is therefore important that your child wears suitable clothing. 

Outdoor activities will take place daily so it is important where possible to dress your child with suitable clothing i.e. winter months-wellies, hats and gloves, summer months-sun cream and sun hats. 
Insurance 
Sometimes children like to bring something special to nursery for their friends to see. However, parents should ensure that valuable items are not left at nursery, particularly as the authority has no insurance to cover the loss of such personal items.

Security 
Within the nursery, we have taken measures to improve the safety of children and staff by installing a security entry system. In order that the security entry system operates effectively we need the support and assistance of parents/carers and visitors. This can be achieved by carrying out the following procedures:- 

· All Parent/Carers and visitors should press the entry button at the nursery door and identify themselves to a member of staff. 

· Parents should not permit entry of any unknown persons by holding the door open. 

Arrival and Collection of Children 
It is expected that a responsible adult (aged 16+) will bring your child to and from the nursery. In the interests of your child’s safety, you should make a point of telling staff members if someone not known to the staff will be picking up your child. This avoids difficult situations when a child cannot be allowed to leave with an adult who is a stranger to the staff. To ensure the health and safety of our children please refrain from parking in the staff car park.
Excursions and Consent Forms 
Consent is requested for local outings on our admissions form. We encourage a parents/carers to join their child and the staff when we are going out with our local area e.g. Museums, local walks
Minor Accidents and Upsets 
These will be dealt with in a very caring way. Parents will be informed and details will be recorded by staff. It is important that parents advise the staff of any accidents at home.
Section Three
Medical Information
Medication 
If at any time during your child’s stay at nursery he/she is in need of medication the Senior Nursery Officer must in the first instance be notified of your child’s requirements. It should be noted that staff will administer only prescribed drugs and all medicines will be stored securely. A staff member will be appointed to assist in the completion of a medical consent form and will also be asked by the Senior Nursery Officer to verify administration of the prescribed drugs. It must also be noted that staff are not obliged to carry out this duty and can refuse the right to administer medication. 

If your child suffers from any illness or allergy which may require emergency treatment, the Senior Nursery Officer must be advised at enrolment or when the illness is diagnosed. 

If your child suffers from any illness that would prohibit them from participating in specific activities e.g. physical play, the Senior Nursery Officer or Key Worker must be notified. 
If your child is ill 
If your child is suffering from a childhood illness e.g. measles, conjunctivitis, it is helpful to other parents if you notify us. When possible we will give you guidance on how long your child should be absent referring to community health guidelines. 

If your child is suffering from sickness or diarrhoea, please ensure that they are kept from nursery until they have had a clear 48 hours. This prevents other children in the nursery from being infected. 

If your child becomes ill while at nursery, staff may feel it more appropriate for your child to be at home. The parents will be contacted in the first instance but the emergency contact will be notified if the parent is not available.

Section Four
The Nursery Curriculum
Our Aims 
Within the nurseries we aim to foster the children’s self esteem, empower the children with attitudes, skills and understanding, which promote effective learning. We will take every opportunity to understand the needs of the children and gain knowledge of their experiences so that provision can be made to build on past experiences and offer new experiences. We will encourage positive relationships and work in partnership with children, parents/carers in the provision of a suitable and quality curriculum. 

How  we promote learning 
In recognising the influence and importance of the family, community, nursery and local culture on the child’s life and learning we will work towards a partnership where by all partners will play an active roll in meeting the needs of the child and in supporting the child in reaching his/her potential. 

Staff will monitor progress of each individual child by observing and assessing their needs and development. This will assist in the planning of a programme of suitable activities and experiences for each child to promote learning and foster achievement. 

What we do 
Staff provides a happy secure learning environment where each child is valued as an individual. Interesting experiences and activities both indoors and outdoors are offered to assist in the all round development of each individual child.

Pre-birth to Three Curriculum

Staff follow the Pre-birth to Three curriculum document and support the 4 key principles of Responsive care, Relationships, Respect and the Rights of the child. They introduce activities to meet the children’s natural curiosity and challenge their growing energy and development. Toys and equipment are at children’s level to encourage self-selection and there is a wide range of sensory equipment for children to explore, investigate and develop their learning. Growing toddlers need clear limits in a safe and fun environment and as they develop, it is important to introduce structure into their day. The staff within the Daisy room begin to establish a more structured routine throughout the day by having set times for song-time, story time, etc. Rest periods during a morning or afternoon session for children at this age are just as important as play in order to enhance their development therefore a sleeping area is available to allow the children to have a nap if required.
Curriculum For Excellence

A Curriculum for Excellence is followed in the Busy Bees room where our children will be given learning opportunities to enable them to become

· Confident Individuals, 
· Responsible Citizens, 
· Successful Learners and 
· Effective Contributors. 

These are known as the 4 Capacities, and are central to your child’s learning and development at nursery. All key workers are required to consider these four capacities on a daily basis, ensuring their teaching and learning programmes provide experiences for children that will encourage, guide and help them to become confident individuals, responsible citizens, successful learners and effective contributors. 

From 3 – 18 
A  Curriculum for Excellence provides a single curriculum with a structure from 3 – 18 with improved transition and transfer of information from pre 5 to Primary 1 and from Primary 7 to Secondary. The emphasis on teaching and learning is relevancy and to prepare children for the 21st century, providing them with quality learning experiences that ensure they are motivated, active and challenged. 
Key workers are required to ensure that children are actively engaged in the learning process, planning responsively on topics and making decisions about their learning. Children are also required to think about what they have learned and to reflect on the progress they have made and what they would like to learn next. 
Curricular Areas 
There are eight curricular areas in the Curriculum for Excellence: 

· Languages and literacy, 
· Mathematics and numeracy, 
· Health and wellbeing; 
· Technologies, 
· Sciences, 
· Social Studies, 
· Expressive arts and 
· Religious education. 
The priority in planning teaching and learning programmes is for Literacy, Numeracy and Health and Wellbeing to be at the heart of nursery practice and to permeate the whole curriculum. 

Principles

The principles underpinning the Curriculum for Excellence are challenge and enjoyment, breadth, progression, depth, personalisation and choice, coherence and relevance. The breadth of the curriculum is evidenced through the eight curricular areas, which are set out into learning outcomes. Challenge and enjoyment in learning is evidenced through the active learning approach where all children are engaged in tasks that challenge and support learning. Children can take part in free play, group activities, quiet time and together time. All these approaches ensure that the children are learning in a relaxed, enjoyable environment where activities are well planned, challenging and appropriate to their ability.
Assessment 
Progression and depth are evidenced through both formative and summative assessment. Key workers implement ‘Assessment is for Learning’ strategies in their daily practice. This ensures that clear learning intentions are set, with explicit success criteria. Children are asked to provide feedback on their learning with an indication of next steps and what they must do to improve. 

Achievement 
Key workers observe children in various activities and build up a profile of your child’s learning and development. This information is used to plan subsequent activities to support and challenge your child. Photographs of your child at play and examples of their work are collected to compile a Special Book of Achievement that shows the journey of their learning.
Working Together – Sharing the Learning
Wherever possible it is beneficial for both parents/carers and children to share learning activities together. This is best achieved through play activities, games and puzzles. Several programmes are in place to help encourage home school learning. These are:

· Bookbug sessions
· Stay and Play sessions

· Library Bags

Early Years Transition Teacher 

As part of Renfrewshire Council’s vision to ensure all children gain the best start to learning, a transition teacher has been appointed to work in a variety of nursery and P1 settings.
This will ensure that your child makes good progress in pre literacy and maths skills, the transition teacher visits the nursery on a rolling programme with other nursery establishments. Teaching and learning activities are devised to help your child develop in all areas. These skills are assessed and monitored, and you will be provided with feedback on progress at Parents Night. 

Supporting children with difficulties 
Observation, planning and exchange of information with parents will ensure that the needs of children with difficulties are identified and met, where possible, by the nursery staff. However, in certain circumstances, professional help from other agencies are necessary e.g. Speech Therapist, Educational Psychologist, Occupational Therapist, Physiotherapist and Behavioural Support. In the event of a recommendation being made by the Key Worker, Senior Nursery Officer or Depute /Head Teacher to involve other professionals, Parents/Carers will be advised of this and permission sought.
Section Five
Parents as Partners
Parental Partnership 
St Catherine’s Nursery Class values the importance of partnership and a positive relationship with parents and families. We do this through inviting you to join with staff in discussion on matters relating to the planning of an appropriate curriculum for the children, and by actively encouraging families to participate in activities within and out with the nursery environment e.g. outings with children, fundraising and social events.

Correspondence 
As communication is vital to our commitment of genuine partnership with parents, we have a number of ways we do this. These include:- 

· Monthly newsletter 

· Parents notice board 

· Parent Group
· Website
Suggestions 
Our aim is to provide a service that meets the needs of our families. To ensure that opportunities offered to children support and extend their learning we would ask parents to assist staff by informing them of any suggestions they have to improve our service. A suggestion box and comment book are located in the entrance area for this purpose.

Section Six
The Wider Community
Transfer of Information 
With the parents consent, each Pre School Child’s Primary teacher is invited by the nursery to meet the child and the key worker, this enables us to discuss the transfer of information document thus ensuring the best possible start in primary one. For those teachers who are unable to attend the information will be sent to the appropriate school. 

Work Experience 
The nursery also provides placements for trainees from a variety of establishments providing Childcare and Education courses. It also supports local secondary schools by offering weeklong placements to students on work experience. 
Links with Colleges and Universities 
Our centre has forged strong links with universities and colleges, by playing a key role in student training.
Section Seven
Complaints Policy/Procedure
Rationale 
At St. Catherine’s Nursery we are committed to providing a high quality service and will follow Renfrewshire Council’s complaints policy. 

Aim 
We hope that you are happy with the service we provide. However, if you have a complaint about any aspect of the nursery you should let us know as this can only help to improve our service. 

Procedure for Complaints 
How do I make a complaint? 
· You can do this verbally. 

· You can also do this in written form. 

Who do I speak to? 
· If you have a small query speak to your child’s key worker or a member of staff who may be able to help you. 

· If not you can speak to Teresa Brown: Head Teacher, Emma Henry: Depute Head Teacher, or Teresa Marklow: Senior Pre-5 Officer. 

How will your complaint be dealt with? 
· The Depute Head /Head Teacher will gather any information at the earliest convenience. 

· Your complaint will be responded to within three working days, however it may take longer to resolve the issue. 

· Your complaint will be recorded in the complaints book, which is held in the office. 

Procedure for a Complaint 
What if I am not satisfied? 

We would hope that we could resolve this issue, however if you wish to make a complaint to the Care Commission you can do so by contacting the Care Commission on the information below. You can also make a complaint to Peter Macleod by completing a complaints form found in the reception information area of the nursery. 

Other contact persons 

Tony McEwan




Care Inspectorate 

Education Manager 



1 Smithhills Street 

Education Services 



Paisley 

Cotton Street 




PA1 1EB 

Paisley 






0141 843 6840

PA1 1LE 

0300 300 0170
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St. Catherine’s Primary School


Brabloch Crescent


Gallowhill


Paisley


PA3 4RG





Head Teacher:  Teresa Brown


Depute Head Teacher: Emma Henry


Telephone:  0141 887 6085


Busy Bee’s Mobile:  07985708133


Daisy Room Mobile: 075344008291
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