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On behalf of the pupils and staff I would like to warmly welcome you to our school. My name is Denise Corke and I am privileged to be the Depute Head Teacher of Newfield Primary School and Nursery Class.
The original Newfield Primary opened in August 1979 and served us well for many years. We moved along the road into our modern new school in August 2011. Our new building has the resources and technology to provide exciting and motivating learning for our pupils and is a delight to work and learn in.

The ethos at Newfield is happy, supportive, nurturing and caring. We have high expectations of pupils’ learning, we promote positive behaviour and good relationships. Our overall aim is to fully prepare our children for adult life in the 21st century.  We hope that through reflection and our process of continuous improvement that we will all be ‘Growing into Excellence’.

The staff team at Newfield work together to nurture every pupil to reach their full potential. We encourage all our pupils to develop a love for learning and strive for excellence. We encourage all our children to play a responsible and caring role in the life of our school and within the local community and beyond.

Our community is an extension of our school and we aim to develop relationships in an atmosphere of trust and partnership. We welcome the opportunity for you to be a partner in your child’s learning and we encourage you to become involved in the life of the school. 

Good communication with you is very important to us and we use a variety of ways to get information to our families. As well as the traditional paper letters home we also use our Twitter site: @NewfieldPS, our website: www.newfield-pri.s-lanark.sch.uk and our phone app: MySchoolApp. Details for all of these methods of communication can be obtained at the school office.

This handbook aims to tell you about our Nursery Class. It includes important information about our curriculum, activities, and policies as well as information about the general life of the school. We hope you find it useful and informative. If you have any questions or queries, at any time, please don’t hesitate to contact myself.
Kind regards, 

Denise Corke, Depute Head Teacher


Welcome 

Newfield Primary and Nursery Class

Muirhead

Stonehouse

ML9 3HG

Phone: (01698) 792084

Fax Number: (01698) 792537

Email: gw14newfieldpsoffice@glow.sch.uk
School Website: www.newfield-pri.s-lanark.sch.uk 

The Nursery Times

Mon – Wed Group

Monday and Tuesday  
8.45am – 3.15pm

Wednesday


8.45am – 11.35am

Wed – Fri Group

Wednesday


12.25pm – 3.15pm
Thursday and Friday

8.45am – 3.15pm

Please ensure children are collected promptly to allow the staff to clear up and set up the activities for the next session.

Mrs Laura Horn

Head Teacher of School and Nursery
Miss Denise Corke

Deputy Head of School and Nursery (Responsibility for Nursery)

Mrs Elizabeth Brown
Nursery Teacher

Mrs Patricia Orr

Nursery Teacher

Ms Roslyn Thomson
Early Years Team Leader

Miss Fiona Bell

Early Years Worker

Mrs Charlotte Valentine
Early Years Worker

Mrs Nicola Connor

Early Years Worker

Mrs Melissa Anderson
Early Years Worker

Your child’s keyworker will be your first point of contact if you have any questions or concerns. Any further queries should be discussed with Denise Corke, Depute Head Teacher, who will be happy to address your concerns. 
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Dropping off and collecting the children.

As the nursery use the same entrance gate as the school we would ask that you park on the street in the drop off bay and bring the children in through the pedestrian entrance.  Please do not use the school car park as a turning or dropping off point.  

The Nursery has its own entrance at the side of the building.  When you arrive to collect your children, please press the buzzer for access.  The staff will let you into the foyer. For security reasons we ask that you do not open the door from the inside unless you know the person waiting to come in. The door is also very heavy so please be careful when entering and leaving. We don’t want an accident with trapped fingers. The area outside is viewed from the room by CCTV and we would be grateful if prams could be left outside. We realise that there will be times when this is not possible and in this instance there is limited space where prams can be accommodated in the foyer.
Once you have entered the nursery we ask that you sign our children’s register. This is to help us ensure that we know who will be collecting the children from the nursery and also have an accurate record of who is in the nursery at all times.

· We would ask that all parents sign their children in stating the time.

· If you know that someone else will be collecting your child, please note down his or her name below your signature.

· When you collect your child you should note the collection time on the sheet. 

We hope this will not cause any inconvenience.

Lunch

Children will receive nursery lunch on full day sessions, excluding Wednesdays. Children and parents will have the opportunity to select their menu options on signing into nursery each day. You can choose from a hot option or sandwich, and water is provided. A menu will be in your welcome pack as well as on display in the foyer, if you require a new one please speak to a member of staff. With a 3-week rotating menu, which changes from summer to winter, updated menus will be given in advance.

We continue to implement Curriculum for Excellence which is the curriculum for children from 3-18. It is underpinned by the values inscribed on the mace of the Scottish Parliament - wisdom, justice, compassion and integrity. The purpose of Curriculum for Excellence is to help the children become Successful Learners, Confident Individuals, Responsible Citizens and Effective Contributors.
Within the Early Level, which covers the children through Nursery to Primary One, Active Learning approaches are used to develop the children’s learning. Active learning in the early years can support children’s development of the four capacities in many ways. For example, they can develop as:
· successful learners through using their imagination and creativity, tackling new experiences and learning from them, and developing important skills including literacy and numeracy through exploring and investigating while following their own interests

· confident individuals through succeeding in their activities, having the satisfaction of a task accomplished, learning about bouncing back from setbacks, and dealing safely with risk

· responsible citizens through encountering different ways of seeing the world, learning to share and give and take, learning to respect themselves and others, and taking part in making decisions

· effective contributors through playing together in leading or supporting roles, tackling problems, extending communication skills, taking part in sustained talking and thinking, and respecting the opinions of others.

The Curriculum is divided into eight areas. Within these areas the Experiences and Outcomes describe the expectations in learning and the progression within the curriculum. The eight areas are :-  

· Expressive Arts 



· Health and Wellbeing

· Languages

· Mathematics

· Religious and Moral Education

· Sciences

· Social Sciences

· Technologies

Children in pre-school settings and early primary school will work within one level. Their skills, knowledge and understanding will become deeper – and broader – as they progress. To achieve this, the experiences and outcomes in each curricular area are likely to be revisited. However, the learning would be different each time and would build on previous knowledge and experience.

Young children learn best when they have scope for active involvement in a wide range of learning experiences. The learning environment – both indoors and outdoors – needs to provide challenge and opportunity to explore exciting learning possibilities. An early years establishment needs to provide flexible and stimulating environments to fully engage children in their learning. We hope that our nursery will provide our children with these opportunities.
Outdoor play is a natural extension of their indoor environment. Playing outside provides opportunities for children to use all their senses, to experience wonder and enchantment, to work on a larger scale and to enjoy a greater sense of freedom and independence.

The nursery has purchased appropriate weatherproof suits which will allow your children the freedom to play outdoors whatever the conditions and yet stay dry, clean and comfortable underneath.

During nice weather could parents please ensure that their child has sun cream on before they come to nursery? If they also have a sun hat to protect them from the sun this would be helpful.

Planning

Activities are taken from all of the above areas of the curriculum. The staff will consult the children in their planning to ensure that they are moving the children’s learning on from where they are. The mindmapping consultations with the children and all activities offered are recorded in the floor books, these are on display in the nursery foyer and you are welcome to have a look at them when you come into the nursery.
 We have introduced On Line Learning Journal’s. Individual journals will be updated by your child’s key worker including observations, pictures and information of your child’s learning and development at nursery. These will give you window into your child’s day and what they are learning whilst tracking their progress and identifying next steps. There is a great opportunity for parents and carers to interact and add comment’s and home information, working in partnership to create the best possible learning plan. These can be accessed from computers, tablets or on your phone, once signed up you will receive emails/ notifications to alert you when something has been added to your child’s journal. There will be a workshop by staff to introduce these to parents and carers. 
Reporting to Parents

While your child is at the nursery the staff will keep you informed about your child’s progress in several ways. They will speak to you informally while you drop off or collect your child. Newsletters will give you information on what the children will be learning and at the end of a theme we will send out an evaluation which we hope you will complete with your child to help us improve our service. You will be invited along to our open night in October when you can visit the nursery to see the activities that we offer for the children. In March you will be given a Parents’ evening appointment to discuss your child’s progress. Near the end of the nursery year you will receive a written report on your child’s progress. The children in their pre-school year have a more formal transition report which accompanies them to primary school. The children in their anti-pre-school year have a simpler format which is linked to Curriculum for Excellence.

Our Parents news and views is a very informal get-together that we hold on a Monday during the nursery session in the foyer. We’d love to see as many of you as possible. This is a chance to voice opinions, share ideas and make suggestions about how to improve the nursery experience for your children. 
The nursery really appreciates all the support that parents can give. This can take a variety of forms. If you can spare a little time to come in to read a story, play a game, help wrap gifts, go on an outing or go a walk with us we would love to have you. If you would like to volunteer please speak to a member of the nursery staff.
The first Wednesday of every month is Dress Down Day in the school and we join in with this but ask the children to dress up. We collect £1 donation on this day which goes towards the cost of transport for outings. More information about these days will be in our newsletters.

Wider Achievement

Your child will have the opportunity to celebrate their achievements that occur out with the nursery. There will be an achievement wall in the foyer and you can complete a slip to tell the nursery about your child’s achievements so that their photo and achievement can be displayed for all to see.
Clothing

The children should be dressed in comfortable clothes, which allow them the freedom to participate in the various play activities.  Many of the activities are messy.  We ask that you do not dress the children in 'good' clothes to come to nursery.  Aprons are worn for very messy activities but it is important that the children have the freedom to play without the worry of damaging expensive clothes.

In the foyer there is a peg for each child to hang up their outdoor coat. Regardless of the weather when you drop your child off, could you please leave them with an outdoor jacket since they may be out in all weathers to study their environment? 
Can you please provide your child with a pair of soft shoes with their name on them for wearing in the nursery? These should be left in your child’s drawer in the foyer. Outside shoes should go in the little boxes under the coat pegs. 

It would also be helpful if each child has a change of clothes that can be kept in the nursery. These should be kept in a labelled drawstring bag and placed on their coat peg. It can be taken home at the end of every term to be check sizes and freshened up. 

Snack
During each session children will have a light snack.  This will usually include a drink of milk or water, cereal in the morning and fruit or crackers in the afternoons.  Please do not give the children sweets or juice to bring to the nursery.  These are only given to the children at parties.  We actively promote healthy eating and oral health. Sometimes we have a ‘special snack’ which links to our topic and these can be more substantial. Please ensure that the nursery staff are aware of all food allergies that your child may have.

To help us pay for snack, parties, seasonal celebrations and much more we would appreciate it if you would make a small donation of £2.50 a week, can be paid in advance using parent pay.
Toys

We would appreciate your help in discouraging the children from bringing their own toys into the nursery. This is simply to make sure they don’t get lost or broken.

Birthdays!  Parties!  Celebrations!  Festivals!
Please remind us of your child's birthday and he/she can have a celebration in the nursery.  If you wish you may donate a small cake, nothing too extravagant. (Since we are now very aware of allergic reactions we ask that cake is not baked at home)   The birthday child receives a special card from the nursery 'postie' and everyone sings 'happy birthday' and joins in the party.

We celebrate many festivals in the nursery - Christmas, Easter, Halloween, Chinese New Year, Eid, Burns Night and others.  We welcome ideas for celebrating festivals and invite parents to participate.
Bumps, Bruises, Cuts and Scrapes

Thank You for choosing us to care for your children. When we welcome new families, we feel it is useful to provide, in writing, some information to help limit the spread of infection.
Please be assured that we follow national guidelines to protect the health of all the children in our care.

· If your child attends any other day care settings, please tell us.

· If your child is ill, they must not attend childcare

· If your child becomes unwell whilst in our care, we will phone you to agree a time to collect them. If we cannot contact you we will inform the person you have named as your emergency contact.  

· Please tell us if your child has been ill while they are away from day care
· If your child has had symptoms of vomiting or diarrhoea (or both), it is essential that they do not attend day care until 48 hours after the symptoms have stopped

· If you’re not sure, please phone us before your child to day care.

Within a nursery setting when a number of children are playing there may be the occasional bump or minor accident. The nursery has procedures in place for reporting and recording accidents and incidents that happen in the nursery. The staff will report to you verbally and will also ask that you sign a record of the event. Should the accident involve a head injury or be a little more serious you will be contacted by phone immediately. 
If an accident has happened at home please let us know about it.

If children require medication while at nursery parents must complete a consent form (see Guidance on Administration of Medicines).

Behaviour

Normally the children’s behaviour in the nursery is very good. To achieve this we lean heavily on promoting positive behaviour. The children are praised for good behaviour and their efforts are rewarded by a mixture of smiles, verbal praise, certificates and stickers.
It is only reasonable to expect that occasionally children may misbehave in the nursery, just as they do outside!  Usually difficulties arise when children argue over toys, are frustrated because they cannot be understood, and are tired or maybe just stubborn!  Staff may have to scold children for any bad behaviour but stress that it is the behaviour, not the child, which is bad.  Children are encouraged to understand the effect that their behaviour has on others and are denied a treat, excluded from an activity or more closely supervised.  Children are NEVER physically punished for any reason.  Staff are sympathetic to each child's personality and would never be too strict with a timid child.  We will always explain our actions to parents and this is done informally as part of the usual day to day exchange of information.

As part of our procedures we encourage the children to follow these four basic rules.

· Follow instructions first time

· Keep hands, feet and unkind words to yourself

· Listen to the person who is meant to be talking

· Take care of your own, other’s and nursery property.

The children are introduced to these rules in the nursery so that they are very familiar to them when they make the transition to school.

Child Protection Procedures

All staff in education establishments in South Lanarkshire Council are required to follow the advice and guidance contained in “South Lanarkshire Child Protection Interagency Guidance and Education Procedures”.

Under the terms of this guidance, staff must report concerns relating to a Child Protection issue. This would include, where appropriate, sharing information with other agencies.

For more information, or if you have a concern of a Child Protection nature, please contact Mrs Burrell who is our Child Protection Coordinator.


Attendance at Nursery
It is becoming increasingly important for the nursery to work with parents in encouraging all children to attend the nursery. To this end we ask for parents to:-

· Notify the nursery of your child’s absence at the beginning of the morning or afternoon depending on your child’s session times. Let the nursery know of the likely date of return and keep them informed if the date changes.

· Inform the nursery of any changes to any of the following:


Home telephone number



Mobile number



Emergency contact details

· Inform the nursery by letter on his/her return giving the reason for his/her absence.

Please keep your child at home if an illness is infectious or contagious and let us know as soon as possible so that we can help prevent it spreading to other children.  Sometimes children suffer from head infestation and we ask parents to keep children at home until it is clear.

If your child is absent because of change of circumstances please let us know. If there is a prolonged absence we will send out a letter to clarify the problem since other children may be waiting for a nursery place.

Unfortunately sometimes the nursery can be forced to close, due to severe inclement weather or problems with the heating.  In this event we will make every effort to inform parents as soon as possible and to re-open as soon as possible.
Guidance for Parents on Administration of Medicines

There maybe times when your child will require medication at nursery.

The staff will follow the guidelines below to ensure that your child is safe

· They will complete a permission form with you. This will be revisited every 28 days should the medication remain in the nursery. 

· You will be asked to deliver all medication to the nursery in its original packaging with the instruction leaflet. All medication requires a label from the pharmacy with the child’s name and the dosage. For non-prescription medicines please ask the pharmacist for a label.

· The medication will be put in a separate container with your child’s name and picture on the lid. The container will be stored in a secure medical cupboard or a locked fridge as appropriate.

· Staff will record the dosage and the expiry date with you before they accept the medication

· When your child is given medicine in the nursery, the staff will record this and inform you when you collect your child. You will be asked to sign this. 

· All medicines will be returned to you when they expire or when the course is complete.

· A history will be kept of all medication.

If you or your child have any difficulties please tell the staff.  If your child is having any difficulty in the nursery we will discuss it with you, privately and confidentially.  All information given to the nursery staff is confidential and would not be discussed outwith the professional situation.

If you have a complaint about any part of the nursery, please speak to the nursery staff. This will be dealt with immediately. Please see the Complaints procedure on the notice board.

As a school we have close links with many other agencies, health services, social work, psychological services and other education services.  If we cannot help you we can often contact someone who can, so please feel you can approach us for any help you may need.

On the notice board at the door we have a ‘Please Help’ Notice. From time to time we will put ‘wanted’ items notes on here and if you can help please take the note off the board – just so we don’t end up with too many of one thing.
Safety and Security
We aim to ensure that the nursery is a safe place for everyone.  If the nursery is to be safe and secure we must all work together.

South Lanarkshire Council does not accept responsibility for any item lost or stolen on the premises.  Please remember to label your child's belongings and do not send your child to nursery with any valuable items.

There is no smoking allowed in the nursery.  This is to protect health and to prevent fire.

We have regular fire drills and safety checks in the nursery.  These are designed to protect everyone and are arranged to prevent distress and ensure that everyone is safe.

The Nursery is operated by South Lanarkshire Education Department.

Early Years Service

South Lanarkshire Council

Council Offices

Almada Street

Hamilton.

Early Years Manager:
Morag McDonald

Complaints Procedure

The Care Inspectorate is the regulatory body for Child Care Services and if you have a concern about anything in the nursery they may be contacted at 
Care Inspectorate
South West Region

Princes Gate

Castle Street

Hamilton

ML3 6BU

Tel: 01698 208150
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Education Resources

School holiday Dates Session 2018/2019

	Break
	Holiday dates

	First Term
	Teachers In-service
	Tuesday 
	14 August 2018

	
	In-service day
	Wednesday
	15 August 2018

	
	Pupils return
	Thursday
	16 August 2018

	September Weekend


	Close on

Re-open
	Thursday

Tuesday


	20 September 2018

25 September 2018

	October Break
	Close on 

Re-open
	Friday

Monday 
	12 October 2018

22 October 2018



	
	In-service day
	Monday
	19 November 2018

	Christmas
	Close on 

Re-open
	Friday

Monday
	21 December 2018 

7 January 2019

	Second Term
	
	
	

	February break
	Close on

Closed
Closed
	Friday

Monday

Tuesday
	8 February 2019

11 February 2019

12 February 2019

	
	In-service day
	Wednesday
	13 February 2019

	Spring break/Easter
	Close on 

Re-open
	Friday

Monday
	29 March 2019

15 April 2019



	
	Close on

Re-open
	Thursday

Tuesday
	18 April 2019

23 April 2019

	Third Term
	
	
	

	Local Holiday 
	Closed
	Monday
	6 May 2019

	
	In-service day
	Tuesday
	7 May 2019

	Local Holiday


	Close on 

Re-open
	Thursday 

Tuesday


	23 May 2019

28 May 2019



	Summer break
	Close on 
	Friday
	28 June 2019 


Notes

· Good Friday falls on Friday, 19 April 2019

· Lanark schools will close 6 and 7 June 2019 

· Schools will close at 2.30pm on the last day of terms 1 and 2

(Friday, 21 December 2018 and Friday 29 March 2019) 

· Schools will close at 1pm on the last day of term 3 (Friday 28 June 2019)

*Two in-service days proposed for August 2019 to be confirmed.
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Education Resources
School holiday Dates Session 2019/2020
	Break
	Holiday dates

	First Term
	Teachers In-service
	Tuesday
	13 August 2019

	
	In-service day
	Wednesday
	14 August 2019

	
	Pupils return
	Thursday
	15 August 2019

	September Weekend


	Close on 

Re-open
	Thursday 

Tuesday
	26 September 2019

1 October 2019



	October Break
	Close on 

Re-open
	Friday

Monday
	11 October 2019

21 October 2019



	
	In-service day
	Monday
	18 November 2019

	Christmas
	Close on
Re-open
	Friday

Monday
	20 December 2019

6 January 2020

	Second Term
	
	
	

	February break
	Close on
Closed on

	Friday

Monday and

Tuesday
	7 February 2020

10 February 2020

11 February 2020

	
	In-service day
	Wednesday
	12 February 2020

	Spring break/Easter
	Close on 

Re-open
	Friday

Monday
	3 April 2020

20 April 2020



	Third Term
	
	
	

	Local Holiday 
	Closed
	Monday
	4 May 2020

	
	In-service day
	Tuesday
	5 May 2020

	Local Holiday


	Close on
Re-open
	Thursday 

Tuesday
	21 May 2020

26 May 2020

	Summer break
	Close on 
	Wednesday
	24 June 2020

	Proposed in-service

days
	Tuesday 11 August 2020 and Wednesday 12 August 2020

Pupils return Thursday 13 August 2020


Notes

· Good Friday falls on Friday, 10 April 2020
· Lanark schools will close Thursday, 11 June 2020 and Friday, 12 June 2020 

· Schools will close at 2.30pm on the last day of terms 1 and 2

(Friday, 20 December 2019 and Friday, 3 April 2020) 

· Schools will close at 1pm on the last day of term 3 Wednesday, 24 June 2020
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Education Resources
School holiday Dates Session 2020/2021
	Break
	Holiday dates

	First Term
	Teachers In-service
	Tuesday
	11 August 2020

	
	In-service day
	Wednesday
	12 August 2020

	
	Pupils return
	Thursday
	13 August 2020

	September Weekend


	Close on 

Re-open
	Thursday 

Tuesday
	24 September 2020

29 September 2020



	October Break
	Close on 

Re-open
	Friday

Monday
	09 October 2020

19 October 2020



	
	In-service day
	Monday
	16 November 2020

	Christmas
	Close on
Re-open
	Tuesday

Wednesday
	22 December 2020

6 January 2021

	Second Term
	
	
	

	February break
	Close on
Closed on

	Friday

Monday and

Tuesday
	5 February 2021

8 February 2021

9 February 2021



	
	In-service day
	Wednesday
	10 February 2021

	Spring break/Easter
	Close on 

Re-open
	Thursday

Monday
	1 April 2021

19 April 2021



	Third Term
	
	
	

	Local Holiday 
	Closed
	Monday
	3 May 2021

	
	In-service day
	Thursday
	6 May 2021

	Local Holiday


	Close on
Re-open
	Thursday 

Tuesday
	20 May 2021

25 May 2021



	Summer break
	Close on 
	Thursday
	24 June 2021

	Proposed in-service

days
	Tuesday 10 and Wednesday 11 August 2021

Pupils return Thursday 12 August 2021


Notes

· Good Friday falls on Friday, 2 April 2021
· Lanark schools will close Thursday, 10 June 2021 and Friday, 11 June 2021 

· Schools will close at 2.30pm on the last day of terms 1 and 2

(Tuesday, 22 December 2020 and Thursday, 1 April 2021) 

· Schools will close at 1pm on the last day of term 3 Thursday, 24 June 2021.
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