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Braehead Primary School Nursery Class Handbook
We would like to take this opportunity to welcome you to Braehead Primary School Nursery Class, to introduce you to our staff team and to share with you some important information about the nursery.

Braehead Primary School Nursery Class is a 30/30 place nursery providing early learning and child care for children aged between 3 and 5 years. It offers both morning and afternoon sessions along with a small number of extended day places. 
The nursery is staffed by the Early Years Team which includes a Senior Early Childhood Educator (SECE), four Early Childhood Educators (ECEs), a peripatetic Early Years Teacher who works with us for 10 weeks throughout the school year, a Modern Apprentice (MA) and  a Support for Learning assistant (SLA) who provides lunch time support for children attending full days. 
The nursery is managed by Louise Samphier (Acting Headteacher) and the school Senior Management Team, and is supported by Mrs Alison Jarvie (Administrative Assistant.)
Meet the Teams
Early Years Team
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    Kerry Lapsley                      Jo Robinson

     Caroline McCann

   Laura Pickles
     Senior ECE                   Early Years Teacher      
              SLA                         Modern Apprentice
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                        Louise Samphier
             Lindsay Whelan                          Chris French
                     Acting Headteacher
                    Acting                             Depute Headteacher                             

                                                                   Depute Headteacher              
Key-worker System         
Every child attending Braehead Nursery has a Key-worker who is your first point of contact for sharing information about your child. Through direct observations educators will gather and record information relating to your child's progress at nursery. This information is shared with the nursery team and enables them to plan for your child's needs and interests, in turn supporting your child's learning and development. 

Your child will meet with their Key-worker and the other children in their Key-group each session. Key-workers will plan short activities and experiences for the group to participate in including: discussions, story-telling, physical activities and numeracy and literacy games (Key-group lists are displayed on the notice board in the cloakroom).

There are opportunities to meet with your Key-worker to discuss your child's progress at nursery throughout the year. 'Sharing Sessions' (Parents' Meetings) will take place in November and June. If you wish to speak with your Key-worker regarding your child's progress at any other time throughout the year a meeting can be arranged for a mutually convenient time. 

Session times
Morning: 8.30 -11.40 

Afternoon: 12.30 - 3.40pm

Flexible day: 8.30-2.50 or 9.00-3.20

If you are late to collect your child and the session has finished, please go to the school office where your child will be supervised until your arrival.
Arrival and Departure
When you arrive at the start of the session please enter/exit through the cloakroom door. Your child’s coat and bag should be hung up on their peg and outdoor shoes or boots changed. Key-group registers are located in the main playroom (see below). You must sign your child in and provide the name of the person collecting them at the end of the session along with their drop off or collection time. When your named person arrives to collect your child they will be required to sign them out. If there is a change of plan regarding the person collecting your child please phone the school to let us know who will be collecting them. If this is not possible, we will allow your child to be collected by another person provided they have the password you have provided for us. If you have not yet provided a password please speak to your Key-worker. 

The registers are colour coded for each Key-group and are located as follows: 
· Gayle's Green Group and  Aimee’s Yellow Group – Snack table
· Megan's Red Group and Laura’s Orange Group – Art table
· Sally’s Blue Group – Next to the games area (under the arch)
When you collect your child at the end of the session please enter the nursery through the garden door and a member of the Early Years team will direct you to collect your child from their Key-group. 

When you (or your named person) collect your child you must sign them out on the register before leaving. Please note – once you have collected your child from their group it is your responsibility to ensure their safety. With this in mind, please ensure that you close all doors behind you as you enter/leave. 
Please note that all children must be accompanied by an adult (a person over 16 years old) upon arrival at/departure from nursery.
In the interests of safety please remember:

· There are no cars permitted in the school playground. Parking is available in Carrick Court adjacent to the school.  
· Dogs are not allowed in the school grounds. Please tie your dog up outside the playground, away from entrances/exits. 

· We have a ‘no cycling’ rule in the school playground. All children and adults should dismount their bicycles (and scooters) before entering the school playground.
Settling In

We are aware that all children have differing needs when settling into nursery and through discussion with parents/carers we will provide individual support for children throughout this process. To help us get to know your child you will be asked to complete a care plan and an ‘All about Me’ sheet providing us with up to date contact details, information about your child’s health and the important people in their life. We will review your child’s care plan with you again later in the year.
Contact Procedures

If your child will not be attending nursery for any reason (e.g. illness, holiday, family commitments etc.) it is important that you contact the school to inform us as soon as possible. If your child does not arrive for their normal session and we have not heard from you Mrs Jarvie (the school administrative assistant) will contact you by telephone to ascertain the reason for your child's absence.  

It is important that you inform the school/nursery of any changes to contact names, addresses or telephone numbers immediately (including parents, carers and emergency contacts). It is vital that we have up-to-date contact details in case of an emergency situation such as your child becoming ill during the nursery session.

Nursery Clothing

It is important that your child wears appropriate clothing to nursery which enables them to move freely, go to the toilet independently, participate in physical activities and enjoy messy activities such as painting and gluing. Please note that children must wear soft shoes or gym shoes for gym sessions and earrings must be covered with surgical tape or removed before children participate in gym sessions.
Nursery T-shirts and sweatshirts are available to purchase through the school (from a company called Sprint Design). Many parents/carers choose to buy 'nursery' T-shirts/sweatshirts for their children to wear in nursery which helps prevent 'good clothes' from becoming spoiled with paint or glue. Please note however that nursery T-shirts/sweatshirts are not compulsory. Order forms for nursery clothing can be obtained from the school office.
Nursery Correspondence

Any letters or information to be sent home from either the school or the nursery will either be emailed home or put into the holder above your child's peg in the cloakroom. Please can you ensure that we have the correct email address for you and also check your child's information holder daily when you drop them off or collect them from nursery. If another person is collecting your child for you please ensure that they know to check for letters. 
Tote Trays

Children's completed art work will be placed into their tray in the playroom for safe keeping (once it has dried). Please check your child's tray regularly to collect their art work. Most children share a tray with another child (from the opposite nursery session) so to avoid lost art work and upset artists please remember to check for your child's name on any art work before taking it home. 

Spare Clothing

Please store your child's gym shoes in a bag on their peg. It is important also that you provide your child with a change of clothing (in case of an accident, spill or illness). Please ensure that all belongings are clearly named.

Snack

Snack is on offer throughout the nursery session. To help promote healthy choices for eating the children are offered:
· Milk or water to drink

· A selection of fresh fruit and vegetables

· A small portion of carbohydrate (including crackers, oatcakes, tortilla wraps, toast, plain popcorn and sugar fee cereal)

Our snack menu is guided by the health and nutrition document ‘Setting the Table’ and was developed in consultation with nursery parents, carers and children. It follows a three week cycle and the weekly menu, which also highlights food allergens, is displayed in the kitchen within the main playroom.

If your child has specific dietary requirements (e.g. allergies or religious/cultural dietary needs) please speak to your Key-worker so we can work together to plan suitable alternative snack foods as required.

Tooth Brushing

We are part of the 'Child Smile' tooth brushing programme run by Forth Valley Health Board. Through this programme children are offered ‘tooth varnishing’ twice yearly which is carried out in nursery by trained dental workers. In addition, each child is provided with their own toothbrush, and with guidance from educators encouraged to brush their teeth. We follow guidelines from FVHB which support the children in developing good oral hygiene practice. Dental workers regularly visit the nursery to ensure that children are brushing their teeth correctly and to change toothbrushes. If you do not want your child to participate in the programme please contact the Child Smile team on the number provided in your welcome pack.
Communication
At Braehead Nursery we believe that good communication between educators and parents/carers is vital in ensuring that we meet children’s needs and provide interesting and challenging learning opportunities. We also understand that families need regular information regarding their child’s progress, the learning experiences provided in nursery and special events. 
This information is provided in a variety of ways including:

· Opportunities to speak with your Key-worker at the start/end of the session and at parents’ sessions
· The nursery newsletter (which is emailed to all families in addition to being displayed in the cloakroom and on the school website)

· Via emails or texts about forthcoming events

· Our ‘This Week……..’ sheets which detail learning opportunities available to children throughout the week (displayed next to your Key-group register at the start/end of the session).

· On the nursery information board and learning wall in the cloakroom. 
· Through our Twitter account - @BraeheadNurser 
· Through the school website, available at https://blogs.glowscotland.org.uk/st/braeheadprimaryschool/ 
Come and Join Us

Parents/carers are always welcome at Braehead Nursery. Once all the children are settled, we will organise ‘stay and play’ sessions for parents to come and spend time in nursery. If you would like to take a little time to look at your child's learning journal with them in nursery, share a hobby or interest with the children, or maybe just spend a little time with us to find out more about what happens during a nursery session please sign up and come and join us for a session (the timetable/sign-up sheet will be displayed in the cloakroom). 
Each term we also invite parents/carers to join us for a family Rhyme Time. Dates and times (and song words!) will be detailed on the event planner in the nursery section of the school website and in the Nursery Newsletter.
Children’s Learning Journals and Portfolios
At Braehead Nursery we work in partnership with children as they learn – investigating, co-researching and learning together, helping children to extend their knowledge, understanding and skills, and supporting their holistic learning and development. 

Through talking with and listening to children, observing their play and interactions with friends and by planning activities and learning experiences, nursery educators are able to build up a picture of individual children’s interests, skills and learning. They then record this learning through written observations, photographs, drawings and scribed conversations adding it to your child’s personal learning journal. 
Your child's learning journal is a working document which your Key-worker will update on a regular basis. It is available any time for you and your child to look at in nursery and in agreement with your Key-worker it may be taken home to share your child’s learning and achievements with family members.
Each child will also have their own portfolio which will accompany them as they move on to school. Your Key-worker will use documentation from your child’s journal along with ongoing progress reports to ensure that their teacher in Primary 1 is provided with a holistic account of your child’s learning and development.
Early Years Curriculum

Our Early Years Curriculum planning is guided by both national and local guidelines, including: the Curriculum for Excellence; How Good is our Early Learning and Childcare; Building the Ambition, Pre-birth to Three – Supporting Our Youngest Children; Inside Out and Outside In and Assessment is for Learning. Curriculum planning is also influenced by initiatives such as: Health Promoting School and Grounds for Learning.
The curriculum will be delivered through activities and experiences which will enable your child to:
· Become a confident individual, a responsible citizen, an effective contributor & a successful learner
· Play co-operatively with other children

· Develop the skills to turn take and share

· Learn through exploring and investigating their immediate environment

· Use their imagination to create, pretend and express themselves
· Participate in singing times and listening to stories
· Widen their vocabulary and develop listening skills and understanding

· Develop early literacy skills (mark making, drawing, beginning to write letters and read)

· Develop early numeracy skills (recognising/writing numbers, sorting and matching)

What happens during a Nursery session?

Morning Session:





      Afternoon Session:
	8.30
	Drop-off 1

	8.40
	Active Time (gym hall)

	9.00
	Drop-off 2

	9.10
	Welcome Time

	9.20
	Free play

	10.50
	Tidy-up time

	11.00
	Singing time

	11.15
	Group Time



	11.30-11.40
	Pick-up 

	11.40
	Nursery closes


	12.30
	Drop off

	12.40
	Welcome Time

	12.50
	Group Time

	1.05
	Free play

	2.45
	Tidy-up time

	2.55
	Singing time

	3.10
	Pick-up 1

	3.20
	Active Time 

(for children staying until 3.40)

	3.30-3.40
	Pick-up 2

	3.40 
	Nursery closes


Flexible Day:
Children staying for an extended day will follow the morning session timetable until 11.15 before heading to the dining hall to have their lunch. Once lunch is finished they will have an opportunity to play outdoors and will then re-join the afternoon session to welcome the afternoon children. The extended day children will join in with the afternoon session group time with their friends before moving on to free play.
For children starting at 8.30 pick-up time is between 2.40- 2.50. 
For children starting at 9.00 pick-up time is 3.10-3.20. 
All children should be collected from the main playroom via the garden door. 
Care Inspectorate

Braehead Nursery’s provision is regulated by the Care Inspectorate who inspect early years’ services throughout Scotland on a regular basis. Copies of the nursery inspection reports can be found on the Care Inspectorate website.

Complaints Procedures

If you have a complaint to make about our service, please speak to a member of the nursery team in the first instance, or fill in a comments/complaints form (located in the entrance foyer). If you have an issue that you wish to speak to a member of the management team about, please go to the main office and ask for Louise Samphier, Acting Headteacher, Chris French, Depute Head or Lindsay Whelan, Acting Depute.
Mrs Samphier has responsibility for nursery and early years and should be your first point of contact.  We also have a Stirling Council ‘Talkback’ book and leaflets in the nursery, which give further opportunity for comment. If you are unhappy with our response then you may wish to contact Care Inspectorate, at the address below.
Care Inspectorate,

Compass House,
11 Riverside Drive,

Dundee



                   Please retain this brochure for future reference.
DD1 4NY

Tel: 
0845 6009527
email: 
enquiries@scswis.com

website: www.scswis.com 
