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2025/2026
GENERAL INFORMATION
SCHOOL ADDRESS:

Tingwall Primary School

Gott
Tingwall
Shetland

ZE2 9SE
     SCHOOL TELEPHONE: 01595 807244
NURSERY: 01595 807224
tingwallpsnursery@shetland.gov.uk
School website: Our Nursery | Tingwall Primary School (glowscotland.org.uk)
Early Years Staff:
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     Miss Marie Irvine                                                                                                  Mrs Tracey Malcolmson

Head Teacher:

Early Years Manager

Mr Melvyn Clark
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About Tingwall ELC
Tingwall ELC is a play based setting where the children in our care lead their own learning through their play. Play engages children’s bodies, minds and emotions. In playing, children can learn to interact with others and be part of a community. They are able to experience and manage feelings and to be in control and confident about themselves and their abilities. 
We operate a free flow system but encourage all the children to take part in outdoor play on a daily basis. There is substantial evidence showing the benefits of taking learning outdoors, like the impact it has on children and young people’s health and wellbeing, their wider achievements, attainment and personal development. 
The children are encouraged to manage their own risk during play both indoors and out. Risky play provides children with stimulating and adventurous play opportunities, which can be creative and exhilarating, but some risks need to be managed. Learning from repetition and experience involves encountering difficulty as much as pleasure. Children’s ability to risk assess is often underestimated by adults, each child has a different idea of what is not safe and we believe they should be able to set their own limits with support and encouragement from staff so that they always feel safe. 
In our setting, we provide small and large loose parts that can be moved, carried, combined, redesigned, lined up and taken apart or changed. Loose parts play supports the children’s ability to invent, problem solve and offers a sense of wonder. There is no right or wrong way to use loose parts. When the children use their own imaginations amazing things can be created, there is deeper engagement and learning is much richer as a result.
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Our Rationale
At Tingwall Nursery, we believe every child deserves a welcoming, cosy, and nurturing environment where they feel safe, considered and valued. Our child-centred approach promotes independence, confidence, and happiness, supporting our children to be themselves as they explore their interests. 
Through inspiring learning experiences, we encourage curiosity, creativity, and problem-solving, empowering children to have fun leading their own learning. We promote positive, caring and empathetic relationships both in and out with the setting. By exploring our local community we learn to respect our surroundings.
We are committed to cultivating engaged, confident young explorers who develop a lifelong love for learning.
Transition to ELC
Children are enrolled at Tingwall ELC using the SIC Education Service Admission Policy. After enrolling, you and your child will be invited to an informal session to see round the setting and meet all the staff. At the session, you will be given registration forms, a ‘What Matters to Me’ sheet to be filled in by parents and children, tooth brushing consent and any other relevant paperwork.  This visit gives staff, children and parents a chance to develop relationships and we would welcome you to use this time to share a little more about your child’s development.  
If your child has any special requirements for snack or allergies, please also let us know. Any worries about toileting can be discussed so they can be sensitively handled in the ELC setting. To make the children feel more at home, we ask that you send us in a family photo that we can display on our wall. This also helps staff get to know a little more about your family. 
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Getting Started
Tingwall Early Years sessions are Monday – Friday 8.30am - 4.30pm term time only 
If you are early, please wait in the entrance area until 8.30am to allow staff time to ensure the setting is well prepared for the session.

When your child has settled in to life at the setting, we ask that you stick to your drop off and collection times that you requested and drop off and collect your child within the 15-minute time slot. If, for any reason, you are going to be delayed, please get in touch to let us know. 
We have a protected period from 11.45-1pm over lunchtime and ask that you do not drop off or pick your child up during this time, this gives us the time to provide the children with a relaxed lunchtime routine and allows time for staff lunch breaks. Due to this, Staff may be unable to answer the door or telephone during this time. If you need to get in touch urgently, please call the school office on 01595 807224. 

The safety of children on the way to and from the setting is the responsibility of the parent. Children must be accompanied into and collected from the setting by an adult. Staff should be informed if someone else is picking up your child in line with our safeguarding procedures.
Changes to Weekly Allocated Hours

Any requests to change weekly allocated hours or your placement setting can be made by sending an email to the central ELC inbox, ELC@shetland.gov.uk The central team will then check with the setting and confirm the outcome of the request.

Settling in
Children come to ELC with a variety of pre-school experiences and we aim to incorporate these into the activities offered. Some children settle quickly while others may take longer to become comfortable within the setting.  We take the time to get to know them as individuals, learning about their strengths and building on them.  
ELC staff and parents work together in partnership, sharing this important stage of your child’s development. If you feel your child may not manage the whole session please feel free to talk to a member of staff about building up the length of time your child stays at the setting. 

Staff are available daily and are delighted to answer any questions or concerns you may have about your child’s time in Early Years.
We would be grateful if your child did not bring toys from home into the setting as they may get lost or damaged. If your child has a comfort toy which supports their transition from home to nursery, we will encourage them to place these in their bag or tray when they are feeling more settled.

Zones of regulation
To support the children in our setting with understanding and managing their own emotions, we have adapted a resource called the ‘Zones of Regulation’. Zones of regulation is a cognitive behaviour system that helps the children to recognise how they are feeling. There are four zones, each with a different colour and each zone represents a different set of feelings. Through using Zones of Regulation and support from staff, pupils will learn to recognise their feelings and behaviours as well as hopefully begin to recognise how others are feeling too. 
A shared language and approach used by staff will allow the children to identify what zone they are in at a given time and actions they can take to try to reach the green zone. 
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Clothing

Children are best dressed in easy fitting play clothes. Please be aware that there are always messy activities on offer, therefore we would advise you do not put on “good” clothes. Aprons are provided for those who wish to wear them. It is a good idea to put on clothes that your child can manage independently for going to the toilet or changing. Accidents and spills can happen with and we ask you to please provide some spare clothes with your child’s name on it which can stay in their own bag at their peg. *If your child is still toilet training, please note that the supply of nappies and wet wipes is the responsibility of the parent.
Snack and lunch 

For snack and lunch, a selection of healthy foods including fresh fruit, vegetables, milk and water are provided for the children.  We use these times to encourage social skills, healthy eating and cultural awareness as children are introduced to a wide variety of tastes and types of food.  The children are often involved in the preparation of snack and are encouraged to be as independent as possible e.g. cutting, spreading and pouring. The children are involved in setting the table and serving their own lunches from the bowls on the table, encouraged to try a little bit of everything. If your child attends on their birthday, it will be celebrated with a special snack for everyone to share. 

We provide each child with their own water bottle, which stays here in the ELC setting, so the children have access to fresh drinking water at all times. The bottles are stored in individual pockets that have the children’s photos on so they know where to find their bottle and also to prevent any risk of contamination.  Please let staff know if your child cannot drink milk, has any allergies or a special diet.
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Building Independence

Starting ELC means children will begin to become more independent and do as much as possible for themselves. When in the setting your child will be encouraged to dress themselves, feed themselves, tidy up, blow their nose, wash their hands and use the toilet as independently as possible. Staff will always be available to support the children as they develop these skills alongside their peers. 

While your child is in ELC and throughout school, you can support them by encouraging them:
· to develop independence at home, allowing them to do things for themselves, even if it takes a bit longer!

· to think and talk about things as they are playing, as well as everyday activities and special occasions

· to play with other children

· through reading stories and teaching them songs and rhymes

· to put their playthings away, allowing them to be responsible

· to enjoy being lively and energetic inside and out

· to develop an interest in the world around them

· to use their manners, such as please and thank you.
Letters/Children’s work

The school share a termly newsletter which includes Nursery information and Nursery staff will also share information with you through email. Photos are added to the Nursery blog weekly so you can see some of what happens in the setting. Your child will have their own coat peg and a tray where they can independently store any items they have created that they wish to take home. Staff may also add letters to these trays and will encourage the children to empty these at home time.
Outside

We ask that you provide your child with an all in one/2 piece warm waterproof suit, a pair of wellington boots, hat, gloves and scarf with their names on them; we shall keep these items in the setting so your child will be able to access the outdoors whenever they wish too.  

When appropriate please apply sun cream to your child prior to arrival and if you could also provide your child with a small bottle of sun cream with their name on it that can stay in their bag. With your permission, staff will support your child to apply or top up their sun cream as necessary. We are aware that some children have sensitive skin and we do spend long periods outside. 
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The Curriculum

ELC is great fun! Children at this stage learn through being active and involved in their surroundings.  All children love to play and the ELC day reflects this approach.  ELC is underpinned by Curriculum for Excellence, which covers children throughout their time at early years and school from age 3 to 18. Curriculum for Excellence | Education Scotland
There are eight curricular areas in Curriculum for Excellence: 

· Expressive Arts

· Health and Wellbeing

· Literacy

· Mathematics

· Religious and Moral Education

· Sciences

· Social Studies

· Technologies

The box above is included on the focus week form (Learning Journey) which lists these curricular areas and has ticks recorded next to some. These ticks are linked to the observations recorded and highlight the areas of the curriculum which are being met in the recorded observations. This shows the breadth of curricular experiences your child is engaging with through their play and learning, and also supports staff with tracking and monitoring.
ELC is further explained in our national guidance document Realising the Ambition: being me  This document provides the foundation and main influences on our day to day professional practice.  By following its guidance, we can be assured of providing a high quality early learning and childcare service for children and families.
We have access to the gym hall and use it for different purposes, such as gym, music activities and parties. We hold gym sessions every week as well as the children having free flow access to the outdoor area and garden for physical activities daily.

Personal plans

Each child attending the setting will have a personal plan, which is developed and maintained during the full period of attendance at nursery. This is in place to ensure that the individual needs of each child is met. The plan is put together in partnership with parent/carers upon entry, with staff recording notes on how your child is settling in to begin with. Staff will continue to record any relevant information relating to the child, including both formal and informal discussions with parents, allowing the whole team to keep up to date with each child’s needs. Plans are reviewed at least every 6 months in partnership with parents/carers. 

It is important that you inform us of any health problems (e.g. toileting, hearing, speech, allergies, any medication being taken) which you feel may affect your child’s progress in the Early Years.


Parental Involvement and Open Days
Throughout the year, ELC staff focus on each child’s progress and personal achievements; these are recorded during set focus weeks and continuous informal observations. All observations and focus week forms (Learning Journeys) are placed in the child’s Personal Learning Profile (PLP) as well as being sent home. The PLPs are red folders which are always available for the children to look at and they are welcome to add anything they wish to keep. Please feel free to get in touch to discuss your child’s progress or any other concerns you may have at any time.
Your role as a parent is very important.  As mentioned earlier, you will receive a ‘What matters to me’ form to completed with your child in when they begin attending the setting. Let us know about likes and dislikes, what makes your child happy and what they find challenging. We would encourage you to continue to tell us about your child’s experiences outside of ELC throughout their time at nursery as this all helps towards making their experience as fun and interesting as possible
There are several opportunities over the course of the year in which parents are invited to come into setting to join the children in their play and learning within the setting or at special events. 

At Tingwall Early Years we value the role parents play in their child’s learning and would love to welcome you in to the setting to share any skills, hobbies or interests you have with the children.

Injuries or incidents

If your child is involved in any incident or has an injury whilst attending, you will be informed by staff at pick up or, if more serious, we will call you at the time.  PIN forms are completed if there are any injuries received whilst on the premises.

Informing staff about absence
If your child is not able to attend please contact the ELC staff on 01595 807224 or email tingwallpsnursery@shetland.gov.uk before 9.15am to let us know otherwise you will be phoned to check if your child will be attending, in line with our absence management procedures. Please let us know if your child is likely to be absent for an extended period of time - e.g. family holiday or illness.

If your child becomes unwell during the day, we will contact you to take them home. Please ensure we have the name, address and telephone number of a relative or friend who would take charge of your child if we cannot contact you.

If your child is unwell, please keep them at home until they are better. Your caution will save putting peers (and staff) at risk, as well as aiding their recovery. If your child is sick or has diarrhoea you must not put them back to nursery until 48 hrs AFTER their last episode. If your child has a temperature please keep them at home until this is back to normal.

If your child comes into contact with an infectious disease such as chickenpox, impetigo, slap cheek, etc. please let the staff know as soon as you can. Information regarding lice and bug-busting will be issued at specific times during the year and on request at any time.


Parking

Given the location of the Nursery at the top end of the car park past the hall and the school, we feel it may be beneficial to share a bit of information to help keep all carpark users safe. 

Please try to park at the top end of the car park, nearest the Nursery entrance.

The school buses will be dropping of pupils in front of the hall between 8:40 am and 8:50 am, so please leave this area clear.

If collecting your child at 3:00 pm, please follow the guidelines below:
1 You must be parked before the children come out of school at 2.55-3.00 pm. Drive SLOWLY everywhere in the car park, both before and after the school day.

2 Please leave the area in front of the hall free for the big Robinson’s bus to park. It will leave just after 3 pm. 

3 Please do not leave the carpark until all children are safely in vehicles.

4 If someone else is collecting your child you must tell them our car park rules.

All vehicle drivers are asked to drive slowly, be vigilant and be courteous to pedestrians. 

Please also watch out for cyclists who may be leaving school from the front driveway and joining the main road.
ELC closure due to bad weather
Winter Weather School closures due to bad weather have become quite rare in recent years but this is just a reminder that information about these will be announced on local and national radio – Radio Shetland at 1730, Radio Orkney at 0730 and on SIBC. Parents/carers can also follow alerts on twitter. A direct link to this can be accessed through the Shetland Islands Council home page www.shetland.gov.uk where you can click on the twitter ‘follow@shetlslandsCll’ button at the top right corner of the page. Parents/carers are responsible at all times for deciding whether to send their children to school as you will be best able to judge the weather conditions in your home area.
In the event that an early morning decision is made to close our school, a post confirming this will be placed on the Tingwall School Parent Forum Facebook page. We are hopeful that the majority of parents will be able to access this and allow for speedier sharing of information. If the school and ELC has to close early for any reason, we will continue to phone all parents/carers to inform you of this.
GIRFEC and Child Protection
There are a variety of Government publications we adhere to in our duty to protect children such as “Getting it Right for Every Child” (GIRFEC).  The GIRFEC approach is about how staff in all services meet children’s needs by working together where necessary to ensure that children reach their full potential. www.scotland.gov.uk/gettingitright 

However, if we are concerned that a child is at risk, we must follow Shetland Island Council’s Child Protection Procedures. http://www.safershetland.com/child-protection  

Staff have full training in the Shetland Interagency Child Protection Procedures, and will contact the relevant agency in the event of a child protection concern.
Any Policies and Procedures can be made available on request.
Complaints Procedure
Should you have any concerns or complaints regarding the Nursery and its work, please speak to one of the Nursery staff, we will make time to discuss and work to resolve any issues with you.
If we have not addressed your issue, please take it in the first instance to:

Miss Marie Irvine, ELC Teacher or Mrs Emma Webb, Senior Practitioner
You may feel the matter needs further discussion and, if so, please do not hesitate to contact

Mrs Lesley Simpson, Early Years Manager and Head Teacher

If you are still not satisfied, please contact either of the following:

Mrs Chloe Kerr      
            Quality Improvement Officer        01595 744000
Mrs Susan Emery          
Care Inspectorate                          01595 741520
Parent Council
The Parent Council is there to represent your needs, wishes and concerns – feel free to contact any of the members if you wish your opinions to be known or concerns raised. Positions may change after the AGM when the new term begins. 

Current Parent council Chair and Vice Chair are:

Mrs Alicia Bishop, Chair  & Mrs Stephanie Mackay, Vice Chair        

Contact email address: tingwallparentcouncil@gmail.com 

Local Councillors; Moraig Lyall, Davie Sandison, Catherine Hughson & Ian Scott
Data Protection
All data held regarding your child will be treated in a strictly confidential manner. As a parent you can access any information held about your child as laid out in our Open Access Policy, all information including your child’s care plan will be kept in our locked filing cabinet. If at any time you would like to look through this please ask a member of staff who will access it for you to look through.

Thank you
Thank you for reading the above information. If there is anything you would like clarification on or something we have not covered, please don’t hesitate to ask. The care and education of your child is a home/ELC partnership and works most effectively when there is good communication between the setting and home. If there are any problems or issues you wish to discuss, please contact us and we will do our very best to help.
We look forward to welcoming you to our Nursery!

 School Term Dates 2025-2026
Term Dates

Term 1 
Monday 18 August – Friday 10 October 2025
October holidays  Monday 13 October – Friday 24 October
Term 2 
Monday 27 October – Friday 19 December 2025
Christmas holidays  Monday 22 Dec – Friday 2 January 

Term 3 
Monday 5 January – Friday 27 March 2026
Spring holidays  Monday 30 March – Friday 10 April  
Term 4 
Monday 13 April – Friday 3 July 2026
Occasional Holidays

Day 1:

Wed 28 January 2026 – Up Helly Aa Holiday

Day 2:

Fri 13 February 2025 – Mid Term Break

Day 3:

Mon 16 February 2025 – Mid Term Break

Day 4:

Fri 22 May 2026 
Day 5:

1 floating day to be set by schools within their clusters
In Service Days

Day 1:

Mon 18 August 2025


Day 2:

Tues 19 August 2025
Day 3:

Mon 27 October 2025
Day 4:

Tues 28 October 2025
      Day 5:

Tues 17 February 2026
More information regarding ELC and schools can be found on the Shetland Islands Council web page.

       Early Years Teacher:                        Early Years Manager:                Early Years Senior Practitioner:


          Miss Marie Irvine                              Mrs Lesley Simpson                             Mrs Emma Webb
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