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Contact Details 
Lunnasting Primary School
Vidlin
Shetland
ZE2 9QB

01595 745690 (school)
01595 745697 (nursery)
lunnasting@shetland.gov.uk
lunnastingnursery@shetland.gov.uk
Staff
	Senior Practitioner
	Mrs Rona Johnson
	Mon - Fri

	Practitioner
	TBD
	Mon - Fri

	ELC Teacher
	Mrs Julie Johnson
	Tuesday

	Support worker – ELC
	Mrs Amy Sandison
	Mon - Fri

	Support worker - ELC
	Mrs Katriona Saunders
	Mon - Fri

	ELC Manager
	Ms Laura Tulloch
	Mon – Fri 



The Nursery Session 
Our nursery session starts at 8.45am and finishes at 3.00pm.  It runs Monday to Friday every week during term time.  Your child has a maximum of 30 hours per week to attend early years’ childcare settings.  You will be asked to complete our school enrolment form.  You can choose the time your child starts and finishes each day, but the lunch hour (12.15-13.15 see below) is protected.  Children may not be collected during this time.  

Transport 

Parents are responsible for taking their child to and from nursery. No additional transport is provided. If a family is having financial or physical problems in doing this then help may be available from the Shetland Childcare Partnership. 
The safety of children on the way to and from nursery is the responsibility of the parent or guardian. Children must be accompanied in to and collected from nursery by an adult. 
Starting nursery    
When your child starts, we will work with you to settle them in gradually. You would normally be able to stay in the school until they do settle.  We would then contact you by email or phone call to let you know they are settled. 
Access to the nursery is through the nursery door at the back of the school.  Please use this entrance for pick-ups and drop offs.
Collecting       
If someone different is picking up your child, please let a member of staff know on the day. Please inform staff if you are picking up your child early for any reason. 
Absence
If your child is going to be absent, please let us know in advance or phone the school on the morning (01595 745697) if they are ill.  
Changing hours
You may change your requested hours, but this is done through the Early Learning and Childcare team at Hayfield.  You must email this request to them at ELC@shetland.gov.uk.  
Mealtimes                
Snack 
We provide a healthy snack with either milk or water every day.  We will write up snack daily on the snack board.  We will always try to include the children in the planning and preparation of snack.
Lunch
There will be a protected lunchtime from 12:15 – 1:15pm when during these times there will be no drop-offs or pick-ups.  Nursery children join the rest of the school in the hall to eat their lunch.  Lunches are free but should be booked on ParentPay.  Information will come from the central ELC team about this. 
www.parentpay.com

Clothing
Please wear comfortable, warm clothes you don’t mind getting wet or messy.  In our nursery we learn through play so please do not send children in their best clothes.  Clothes which can be easily removed for visits to the toilet are also advisable.  The nursery has warm, waterproof suits for the days when the weather isn’t so good.  Please also bring a spare changes of clothes in case of any accidents.  Please bring a spare pair of rubber boots to keep in nursery, wear suitable footwear and they can bring in a pair of smucks if they wish.  
We try to do PE every Friday, so please come wearing suitable clothing that day. 
Boxes
Each child has a box below their peg to keep their belongings in.  Your child is welcome to bring one toy or comforter from home if they need this to help them to settle. We do try to encourage no small toys, toys with small loose parts or large toys which cannot fit into their school bags or boxes. We have plenty of toys in the setting for everyone. Staff cannot be held responsible for any personal items that may get lost or broken. Please check the boxes regularly for letters, artwork and toys.  

Sickness & Medication
Medicine is best administered to your child at home. If, however, it is essential that your child should receive medicine in school, please contact the Nursery to get the correct form to fill out.  

PLEASE NOTE: A medical consent form must be completed and signed by parents before administration. We are not permitted to administer the first dose of a new medicine to your child; this must be done by a parent. Medicine must come in the original packaging with dosage instructions. Medicine prescribed by a doctor must come in the original packaging including a prescription label detailing the child’s name, name of medicine, dosage and date prescribed. If these are not in place, staff will be unable to administer medication. 
A medical consent form is included, see Appendix 1; this is also on the school website http://www.lunnasting.shetland.sch.uk/parents/  and available from the school office.  
Children who have had sickness or diarrhoea should not return to Nursery until 48 hours after the last bout. 


Allergies 

It is vital that we are immediately informed of any and all allergies i.e. food, medical or otherwise that your child may have. Please make sure to add this information on the official registration form.
Sun Screen

In the summer term you will be asked to bring sun screen to nursery for your own child to use. You will be asked to fill in a consent form to allow staff to apply sun screen throughout the day if required. Please also apply sun screen to your child on sunny days before they attend nursery.  


Planning
Planning will be based on children’s ongoing interests and needs. Plans will incorporate elements of the curriculum and a wide range of play opportunities. We brain storm at the beginning of every term and make a mind map which we review regularly throughout the term. This is completely child led. Staff aim to include literacy and numeracy skills, health and wellbeing, social skills, outdoor play, imaginative play, messy play and STEM activities (Science, Tech, Engineering and Maths) into the child’s interests. This will all be recorded in our floor book which we encourage you to look in when you get the chance. We change our resources and involve the children in this process as much as possible. Nursery plans are very flexible and can change from day to day. We encourage parents and carers to have input into planning and welcome any suggestions or ideas they have.

Staying in touch
Lunnasting Nursery have an open-door policy and though a lot of communication is done informally at drop-off and pick-up, we are happy to have more formal meetings and are keen for feedback too.
We offer termly Stay and Play Sessions for families.  These are a good opportunity for your child to show you around the Nursery and things they enjoy doing.
We update our floor book daily, and welcome all comments from parents and carers. This very much includes the children’s voices, too.

Personal Care Plans 

It is an expectation within the Health and Social Care Standards (Care Inspectorate) that each child in nursery has a personal care plan (PCP) with input from parents/carers and staff. These plans are in place to meet the health, welfare and safety needs of each child in the setting. PCPs should be completed by both parents/carers and Early Years Practitioners within 28 days of the child beginning to attend the setting. These must be reviewed as and when required and updated with parents/carers at least every six months.

Learning Stories
We are constantly taking photos of your child’s learning experiences.  We add these to their Learning Story books with your child’s narrative, a description of the activity and how it links to certain learning outcomes. At the back of their books is also a tracking sheet of the Curriculum for Excellence Early Level Experiences and Outcomes for you to refer to as staff link codes to their learning throughout.
The learning stories are kept on their coat hook and we would love for you to take them home to look at regularly. We welcome any comments, photos and/or feedback which you can add to their books at any time. You will be invited in for parent’s meetings in term 2 and 4 to discuss your child’s progress in nursery and an overall update how they are doing outside of nursery. This ensures both staff and parents have a holistic approach to each child and their journey at Lunnasting.

Risky Play and Risk Benefits
We allow risky play at Lunnasting Nursery. Children are supported to test their boundaries, gain better social skills, physical strength and balance, risk management skills, resilience and confidence. This play includes everything from outdoor play, walks, climbing frames and balance beams in PE, using safe, sharp knives when helping to prepare snack, riding bikes and occasionally using the outdoor fire pit. Children are supported and supervised at all times and risk assessments are completed.

Parent/Family Helpers 
We occasionally require helpers on trips out-with the nursery and would normally welcome visitors from home any time during the year. If you would like to help or introduce an art activity, do some sports coaching during PE, bake or cook with us, come in and share a favourite story or play a musical instrument for us – please just let us know.

What matters to me
You will have been given a “What Matters To Me” booklet with your enrolment forms and handbook. Please fill this out with your child. This booklet gives staff some extra information about what is important to your child. It also helps with forming relationships and settling in your child when they first come to nursery. We will also give out “What Matters To Me Now” booklet at the beginning of their per-school year. We keep these in with your child’s PCP, as it is quite interesting to see if their answers change during their time at nursery.

Early Closing and Urgent Communications 

Sometimes, in periods of severe weather, decisions have to be taken to close schools to ensure the safety of pupils. For this and other reasons, it is important that information on emergency contacts for all pupils is kept up to date. 
Parents are reminded that it is their decision whether or not they feel it is safe for their family to travel to school during severe weather conditions, if it is open for pupils.

Annual Events 

There are a range of annual events at Lunnasting Primary School, some of which are specifically for nursery and others which incorporate the whole school and community. These include a Christmas performance, Christmas party, a range of nursery ‘Stay and Play’ sessions, open days, Sports Day, Nursery Graduation, class trips and school fundraising events. 

Dates for the session 2026-27 will be sent out as and when events are confirmed.
We will call on you from time to time to help out at events. Any ideas you have for raising funds would be very welcome as we will need to self-fund more of our activities in the future as Council budgets are tightened. 


Parent Council

Parents are represented on a Parent Council that meets four times a year to assist in fostering good links between home and school and to develop projects to help children with their learning. We are very fortunate to have such a committed and supportive Parent Council who work hard to help with a variety of projects in the school and in fundraising activities. If you feel this is an area you would like to become involved with, please contact the school or visit Education Scotland’s website for more information. 
The direct link is: http://www.educationscotland.gov.uk/parentzone/getinvolved/parentcouncils/index.asp


Concerns or Complaints 

Please remember the care and education of your child is a home-nursery partnership and that means communication must be two-way. If there are any problems or issues you wish to discuss, please contact us and we will do our very best to help. 

In the event that you have a concern or a complaint about any area of our service, please discuss this in the first instance with the Nursery staff. Should you feel that the complaint is unresolved after this action, you should speak to the Head Teacher, Ms Tulloch.  If this does not bring about a suitable conclusion, you can register a complaint with Shetland Islands Council by using the following link:
https://www.shetland.gov.uk/contact-us/make-complaint 













Management of Medication Form: Lunnasting  				Version: April 2026
	Pupil name
	
	Parent completing form
	Photo (child/medicine)

	Address 
	


	Print name/relationship 

	

	Date of birth

	
	Signature/date 
	

	Medical condition or illness/reason for medication
	
	Emergency contact details
	

	Symptoms 
	Please include symptoms that would require medication to be given on a ‘when required’ basis.




	Name of medication as shown on container
	

	Form of medication
	cream    tablet    inhaler   liquid   other _____________________(please state)
Please ensure medicine and inhalers come in their original box and information leaflet.

	Strength of medication 
	E.g. 125mg/5ml, 200mg

	Dosage and frequency of use 
	Full directions of use (e.g. quantity to be taken orally/how many drops/thinly apply to forearm) and times to be administered. Please include details or repeat administration is needed if symptoms persist, e.g. inhalers. 




	What to do if medication is ineffective, spat out or refused
	E.g. phone home immediately, report at end of day. 

	Details of aftercare required after medication given.
	

	Time period medication is to be given.
	E.g. 2 days, 1 week, ongoing
	Date medication dispensed
	If prescribed by doctor

	Expiry date

	As shown on container
	
	


Note:  Ensure staff are informed if child has had medication before attending session, e.g. time of last dose given.  If it is a new medication for the child, the child MUST be given first dose at home. 
For office use only:
	Amount of mediation received from parent/carer
	 
	Staff initials to confirm information has been shared

	All staff please initial

	Medication stored properly in line with policy 
	 
	Administering medicine form in Personal Plan 
	 

	Remaining medication returned at end of time period as stated above
	Date
Amount
	Additional care required after medication is given detailed in Personal Plan
	 

	Review dates

	
	Replaced required
	

	Completed by

	Head Teacher/Senior Practitioner 
	Reviewed by 
	Head Teacher/Senior Practitioner
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