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Stirling Council 
Schools, Learning and Education 
 
 
Stirling Council is committed to working in partnership with our communities to deliver the best possible 
services for all who live and work in the Stirling area. 
 
We have a clear focus on achieving the highest standards in our schools and nurseries so that the 
children, young people and citizens of Stirling benefit from first class services. 
 
Education is key to every child’s future and enables us to create a fairer and more inclusive society, where 
our young people secure positive destinations when they leave school. 
 
We attach great importance to lifelong learning, giving children the best possible start in life from 
nursery, through school, to life beyond school. 
 
We want all children and young people growing up in Stirling to be: safe and happy; listened to and 
respected; engaging in a wide range of active learning opportunities; and achieving positive outcomes. 
 
We will realise this ambition by putting children and young people first, promoting inclusion and 
delivering high quality services. 
 
The needs of our children and young people will be best met by working effectively together with 
parents, carers and a range of partners.  We want parents and carers to be involved in their children’s 
learning.   
 
We look forward to working with you, as your child embarks on their transition to nursery. 
 
 
 

 
 
Kevin Kelman 
Chief Operating Officer (People) & Chief Education Officer 
Stirling Council 
April 2020 
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Welcome from the Head of Nursery 
 
 
Dear Parents/Carers and Families 
 
Welcome, أھال بك Witamy, καλως ΗΡΘΑΤΕ, Benvenuto, Salut, Namaste, Gaidits, ようこそ, Bienvenido, 
Fàilte. 
 
A very warm welcome to all parents, carers and families. The purpose of our handbook is to provide you 
with useful information about our nursery, values, vision and aims and. It also contains practical 
information which we hope you find informative.  
 
In order to ensure equity for all, our curriculum has been designed and is delivered alongside 45 
community partners within the local authority.  
 
Within Croftamie nursery, spontaneous and planned purposeful play opportunities are offered, children 
are encouraged to identify and manage risk, investigate and explore their continually changing world; 
both indoors and out. Our children are provided with opportunities to acquire the knowledge and skills 
necessary for future learning, life and work. It is values led and relevant to the lives of all of our children 
and families in Croftamie, offering equity and excellence. 
 
You are our most valued partner therefore throughout the year, information is shared through various 
forms of communication. Each child has an individual drawer with their name on it, please check this 
daily for essential information. We will also communicate with you via emails, learning events, family 
learning workshops and formal and informal meetings.  Within our Nursery, we have a regularly updates 
parents wall with information about family learning and up and coming events.   
 
If you require any further information at any time, please do not hesitate to contact me. We look forward 
to working in partnership with you in order to promote positive outcomes for all of our children and 
families in Croftamie. 
 
Kind Regards, 
 
Patrick Robertson 
Head of Croftamie Nursery 
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Description of Croftamie Nursery 
 
 
Croftamie Nursery is a rural early years setting which opened in July 1997. We offer high quality, 
stimulating, flexible, early learning and childcare with the aim of meeting the needs of children and their 
families. We operate 45.6 weeks per year, and our opening times are between 8.00 am – 6.00 pm Monday 
to Friday. 
 
In January 2020, Stirling Council Children and Young People Committee agreed that in order to meet 
requirements of the Space to Grow document to provide the expanded provision of early learning and 
childcare; Nursery provision at Croftamie will cease permanently with effect from May 2021. Nursery 
provision will be created at Drymen Primary School.   
 
We have a wide catchment area covering the villages of Croftamie, Drymen, Balfron, Milton of Buchanan, 
Rowardennan, Killearn and Strathblane. 
 
Currently we provide a service to 43 families and are registered for 32 children.    
 
Children are encouraged to play, learn and make discoveries while accessing both the indoors and 
outdoors throughout their session in all weathers. Practitioners promote children’s curiosity and interests 
through responsive curriculum planning across Health and Wellbeing, Literacy, and Numeracy to ensure 
breadth and progression of learning. Children are encouraged to have real and relevant experiences and 
opportunities which are enhanced by community and family involvement enabling children to develop 
confidence, resilience and learn new skills.  
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Nursery Information 
 
 

Nursery address Croftamie Nursery 
Glasgow Road 
Croftamie 
G63 0EU  
 

Telephone number 01360 660147 
 

E-mail address croftnu@stirling.gov.uk 
 croftnu@glow.sch.uk 

 
Head (Peripatetic, Acting) Patrick Robertson 

 
Principal Early Childhood Educator  Christopher Ogilvie (Acting Principal)   

 
Senior Early Childhood Educator Laura Burnside 

 
Early Childhood Educators Dawn Meggat 
 Sarah Nugent  
 Franqui Ritchie (Mornings) 
 Bride Moore (Supply pool) 

 
Modern Apprentice Olivia Heron 

 
Support Worker Early Childhood Educator Nikki Franklin  

 
Administrative Assistant Sabeen Lochhead 

 
Caretaker/Cleaner Agnes Strathie 

 
 
 

The Nursery Day 
 
2-5 Years  

Morning session 8.00 am – 1.00 pm 

Afternoon session 1.00 pm – 6 pm  

Full day provision 8.00 am – 6 pm 
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Home Visit 
 
 
Once you receive your acceptance letter, we also offer a home visit to our families. This is an opportunity 
for your child’s key worker and a member of management to visit the family home. During the visit the 
keyworker will spend time getting to know your child while the member of management and the 
parent/carer fill in all relevant paper work.  
 
 
 
 

Bringing Your Child to Nursery 
 
 
Your child will be allocated a key worker who will have main responsibility for your child’s early learning 
and childcare needs whilst at nursery. Key worker system enables children and families to develop and 
build a trusting relationship together through the sharing of significant information to best support 
transition.  
 
As part of our settling in procedures, your child’s first session at nursery will be shorter approximately for 
1 hour. You, or your child’s carer, are asked to accompany your child and stay for this period of time. This 
process enables you and your child to have a positive first experience and provides the opportunity for 
staff to discuss the nursery ethos and routines and agree a settling-in and care plan specific to your child.   
 
Each child is allocated a coat peg and a personal drawer to create a sense of ownership and belonging 
within nursery. Please ensure your child comes to nursery in safe, comfortable clothing and footwear and 
brings along suitable clothing/footwear for outdoors. We ask parents/carers to supply a change of 
clothing. Please add your child’s name on to all belongings. 
 
We are committed to providing high quality early years' experiences for all children, and putting children 
first. This means acting in the best interests of children, paying attention to their views and supporting 
them in the best way possible, in partnership with our families.   
 
 

What You Might Need to Bring 
 
• Prescribed Medication (when appropriate).  
• Spare Clothes (child’s name written on labels). 
• Soft indoor shoes (labelled). 
• Appropriate clothing for rainy/snowy weather e.g. wellington boots/warm clothes. 
• Please remember the children are here to learn through play and it is helpful if you dress them in 

suitable clothing as we provide “messy” play.  
• Sun hats and sun cream on sunny days (labelled). 
• Lunch box with contents.  All children accessing their entitlement will receive a lunch in the nursery. 
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Arrival/Collection of Children 
 
We have an ‘open door’ policy and a senior member of staff will always be available to parents. Please tell 
us if something is worrying you, if you are unhappy about something that has happened, or if we can 
help in any way. 
 
On arrival parents/carers are required to leave their child with a member of nursery staff.  
  
All children must be brought to nursery and collected by a responsible adult. When your child begins 
nursery, you should inform staff of the name of all authorised people other than yourself who will 
normally be collecting your child. On any occasion where your child will be collected by someone 
different, nursery must be notified. If this has not been given you will be contacted by a member of 
nursery staff to confirm and authorise collection. 
 
Children under sixteen years of age are not permitted to collect a child from the nursery. Also, staff 
will not release a child to any adult who appears to be under the influence of alcohol or drugs. 
 
Please also inform us, with as much notice as possible, if your child will not be attending for their 
allocated session. We are obliged to contact you regarding an unexplained absence. A phone call or 
email must be made to nursery within the first half hour of their unattended session. 
 
In an emergency we will need to get in touch with you, for example if your child becomes unwell or has 
an accident.  
 
Where a child is not collected, educators will attempt to contact the parents/guardians, if parents cannot 
be contacted the emergency contact number will be called. 
 
Please ensure that you have given up to date and current information to nursery of the name, address 
and telephone number of an emergency contact person in the event that we cannot contact a parent. 
Please gain the approval of this person before giving the nursery their contact details. 
 
Please label all items that are likely to be left in the cloakroom area, as jackets and sweaters are often very 
similar. We would also ask that parents check the lost property basket regularly as we tend to build up a 
considerable number of toys and clothing. 
 
Aprons are provided for messy play. However, not all children are comfortable wearing them, we would 
therefore ask that children are not sent to nursery wearing their best clothes as they may get dirty. 
 
 

When Your Child is Unwell 
 
It is important to contact the nursery to inform us if your child is unwell and unable to attend. 
 
We aim to provide a healthy environment for everyone: families and practitioners share this 
responsibility. If your child is unwell, they should not be brought to nursery. We appreciate that this is 
difficult for parents/carers who are studying or working; therefore, we suggest that back up child care 
arrangements are in place.  
 
Please note that children should be kept off nursery for 48 hours after the last bout of sickness or 
diarrhoea. It is important that you notify us on the first day of your child being absent from nursery. It is 
policy that we will make contact with you on every day of an unexplained absence to keep us informed. 
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Personal Belongings 
 
While we do our best to ensure that your child’s personal belongings are cared for, we cannot take 
responsibility for such belongings in the event of them being damaged, broken or lost. It would be very 
helpful if you clearly name your child’s clothes and footwear. 
 
 

Session Information 
 
All 3-5 years olds are entitled to 25 hours of free Early Learning and Childcare per week. Where spaces are 
available additional block sessions may be purchased at a cost of £18.50 for 5 hours. Each term additional 
sessions will be reviewed and are dependent upon availability.  
 
To allow us to manage the morning/afternoon session times, it is necessary to request that children, who 
attend these sessions only, are collected no later than 1.00 pm and 6.00 pm. 
 
Children who attend for the extended session must be collected by 6.00 pm as this is when the nursery 
closes and staff shifts end.   
 
For ‘Entitled’ 2-year olds who have met the criteria and are accessing the free Early Learning Childcare 
Entitlement (ELC), this entitlement will continue when they turn 3.   
 
We may have a small number of places available for children aged 2-3 years who have no entitlement for 
free nursery provision, core sessions for these children is 8.00 am – 1.00 pm and 1.00 pm – 6.00 pm, at the 
cost of £3.70 per hour. 
 
 

Emergency Closures 
 
The nursery will be opened during the times outlined below, however on occasions circumstances out 
with our control may arise which would require nursery to close. Examples of which include: severe 
weather or power failure. If this happens, we will contact you as soon as possible. If this occurs during a 
nursery session, an adult will be required to collect your child.   
 
 

Nursery Closures 
 
Croftamie Nursery will be closed for two weeks and two days in the summer holidays. The nursery will 
confirm these dates at the beginning of the new session. 
 
We are also closed for 7 public holidays (Good Friday, Easter Monday, May Day, Christmas Day, Boxing 
Day and New Year’s Day and 2nd January), as well as 5 annual Staff Development days. 
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Lunches/Snacks 
 
Children accessing their 1140 entitlement will be provided with a free lunch in Nursery. Children under 3 
are able to purchase a hot nursery lunch, available through Stirling Council at £2.25 per lunch. We ask 
that orders are submitted before 9.30am to enable staff to process orders. Meals will be prepared at 
Strathblane Primary School kitchen and will be delivered via taxi.  
 
A copy of the menu can be accessed on the Stirling Council website, as it is the same as the Primary 
schools’ menu. 
 
 

Snacks 
 
Due to allergies, nuts are not permitted in nursery. Children are given either milk or water to drink, 
therefore no juice should be put into packed lunches. Sweets are discouraged as we promote healthy 
eating for healthy bodies and minds.  
 
Snacks are prepared in nursery by our practitioners with the assistance of the children. A substantial 
snack will be provided during the afternoon session. Fresh fruit or vegetables are served daily too. We 
accept and appreciate kind donations of fruit. However, a ‘Special Activity’ tin is in the foyer to collect 
donations which enables staff to provide food for celebrations, baking materials, seeds for the garden 
and specific resources to support children’s interests. 
 
If your child requires a special diet, is vegetarian or is allergic to any particular food, it is imperative that 
you inform us. Staff will ensure that any special dietary requirements are adhered to. In line with 
nutritional guidelines, healthy snacks are provided daily which will always include milk, water, fruit or 
vegetables as well as for example, breadsticks, rice cakes, toast, crackers, natural yoghurt. 
 
Children are encouraged to develop independence and skills for life, through the use of ‘real’ crockery 
and cutlery. Children are encouraged to help prepare the snack for example, cut up fruit/vegetables, 
filling up jugs, setting and clearing the table.  
 
 

Pack Lunches 
 
Children who stay for lunch can bring a healthy packed lunch. We ask that your child’s packed lunch 
should consist of sandwiches (or other cold snack e.g. pasta, crackers and cheese, oatcakes etc.) a small 
yoghurt and a piece of fruit.  We do not have the facilities to heat hot meals and would respectfully ask 
that parents adhere to the agreed items. There may however be occasions when alternative plans can be 
put in place to cater for medical and/or dietary requirements.   
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Prescribed Medication 
 
If your child needs prescribed medication whilst at nursery, please speak with your child’s key-worker or a 
senior member of staff who will supply you with the appropriate medication administration form, which 
allows you to provide clear guidelines/instructions on medication and give your consent for nursery staff 
to administer. 
 
All medication must be retained with the original packaging and clearly labelled by the pharmacy, with 
the child’s name and prescribed dose. Medicine forms must be completed with written instructions 
from parent/carer regarding times/amounts of medicine to be administered the first dose of medicine 
must be administered by the parent. 
 
 

First Aid 
 
The nursery has qualified first aiders available at all times. All accidents are recorded and parents will be 
asked to sign to indicate that they are aware of the incident. 
 
Please ensure that all contact numbers are kept up to date in case we need to contact you. We also ask 
that you inform us if your child has any bruising or injury that has happened out with nursery.  
 
If your child has suffered from a broken limb, a risk assessment and possibly a letter from your GP will 
need to be in place before he/she can return to nursery following recovery.    
 
Understandably, accidents can happen at home, so if there are any bumps or bruising, however small, 
please inform your child’s key-worker or senior member of staff verbally or by note. If staff notice any 
suspicious bruising etc. on children, that causes concern, we are duty bound to report these observations 
to the relevant authorities who may investigate further. 
 
 

Fire Safety 
 
A full fire risk assessment of the premises has been carried out and is subject to annual review.  In 
addition, termly fire evacuation exercises and weekly bell tests in the centre are carried out and recorded.  
 
 

Door Entry System 
 
We have a secure door entry system to ensure the safety of our children and security of the building. 
Please make sure the door is closed after your departure and DO NOT allow anyone you do not know to 
enter the building with you. We ask parents/carers to discourage children from opening the door at any 
time. Please alert a member of staff if you notice any strangers. 
 
 

No Smoking Policy 
 
There is a no smoking policy in the nursery at all times, including e-cigarettes. 
 
 

  

11



Car Parking Arrangements 
 
Please make use of the designated car parking area to the left of the car park as you drive into the car 
park. 
 
Your child should be encouraged/supervised to stay safe until safely within the nursery building. A safe 
walkway leading to and from the car park to nursery has been created, to be used by children and their 
families. The pathway is sectioned off using planters and flower pots. 
 
Please take care when entering and leaving the car park as there may be other nursery users on foot. We 
ask all families to take particular care when leaving the car park to be aware of other road users 
approaching from the right around a blind corner.  
 
 

Recording Your Child’s Progress and Learning 
 
Children’s learning is recorded within their individual ‘Learning Journal’. This is a shared document 
between home and nursery used throughout the year, recording and sharing experiences and 
opportunities. Photographs, drawings and comments are captured to make learning and achievements 
visible. Learning and progressions are tracked and monitored by practitioners to identify relevance and 
depth linked to Curriculum for Excellence. Journals are accessible to children and families each day  
 
My Year of Learning reports are also used twice a year to report on your child’s progress. Parents/carers 
will have opportunities to meet with their child’s key worker to reflect and discuss your child’s progress 
throughout the year.  
 
 

Encouraging Positive Behaviour 
 
At Croftamie Nursery we believe everyone has a right to a calm, safe, supportive and purposeful 
environment where each individual is valued, respected and encouraged to achieve their full potential. 
 
To ensure that our philosophy is embedded in our practice, we have developed an in-house behaviour 
management policy that reflects the agreed values and principles of Stirling Council, as well as of parents, 
staff and children. 
 
We try very hard to place an emphasis on values, instead of rules. This allows us to approach things in a 
more positive way, for example, ‘we are kind to each other’, opposed to ‘we don’t hit anyone’. 
 
 

Payment Methods 
 
• Parent Pay 
• Cash  
• Cheque 
 
Further information on Parent Pay is available during your child’s induction or if you contact Croftamie 
Nursery directly on 01360 660147. 
 
The current rate for all non-entitled hours is £3.70 per hour, per child.  Payment exceptions may apply to 
low income families. Full details of exception criteria are available from the nursery office or within 
Stirling Council’s Admission Guidance, https://www.stirling.gov.uk/applyingforchildcare. 
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Invoices will be issued monthly, in arrears, via e-mail, with payment being due within 14 days. If payment 
has not been received within 14 days a verbal or e-mail reminder will be given, a written reminder will be 
issued, via e-mail, at 21 days and the case will be passed to Stirling Council’s Finance Department after 28 
days. 
 
No charges will be applied on closure days when the nursery service is unavailable.  
 
 
 
 

Nursery Values and Aims 
 
 
Our aspiration for all children is that they should be successful learners, confident individuals, responsible 
citizens and effective contributors to society. 
 
Our curriculum will reflect our values, be inclusive, promote personal achievement and, through the 
broadening of our children’s experience of their world, encourage informed and responsible citizenship. 
 
Our vision, ethos and values, alongside our approach to making learning visible ensures that Croftamie 
Nursery delivers high quality learning experiences.    
 
Our values: 

• Fun & Enjoyment 
• Kindness & Friendship 
• Love  
• Uniqueness & Inclusion 
 
Our Aims: 

• To value the uniqueness and learning achievements of all learners through celebrating individual 
successes which promotes high aspirations and ambitions for all. 

• To promote children’s rights through high quality care and support.  This will allow children to feel 
inclusion, diversity, respect, dignity and acceptance. 

• To ensure we get it right for every child, through developing their confidence and self-esteem. 
Children are encouraged to lead their own learning by being given the tools to make positive 
contributions to their community. 

• Our children at Croftamie will benefit from breadth, depth, and challenge in their education, 
supporting them to achieve their full potential. 
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Curriculum 
Pre-Birth to Three Curriculum 
 
 
The Scottish Government Pre-Birth to Three Curriculum is used to support educators to provide positive 
outcomes for the children and families we work in partnership. This guidance highlights that parents and 
carers have the biggest influence on a child’s development, particularly in the early years.  
 
4 key principles are: 

• Relationships 
• Rights of the Child 
• Responsive Care 
• Respect 
 
 

The Curriculum for Excellence 
 
Curriculum for Excellence is intended to engage all children and young people gain the knowledge, skills 
and attributes needed for life in the 21st century, including skills for learning, life and work. 
 
The 4 capacities to help children and young people to become: 

• Successful learners 
• Confident individuals 
• Responsible citizens 
• Effective contributors 
 
There are eight curriculum areas: 

• Expressive Arts 
• Health and Wellbeing 
• Languages 
• Mathematics 
• Religious and Moral Education 
• Sciences 
• Social Studies 
• Technologies 
 
 

Mindfulness 
 
“Mindfulness has the potential to enhance children’s attention and focus, and improve memory, self- 
acceptance, self-management skills, and self-understanding” 

Karen E. Hooker, Psy. D & Iris E. Fodor, PhD. 
 
As part of Health and Wellbeing we promote Mindfulness approaches and techniques to support 
children’s resilience, positive behaviour, perseverance and concentration to best cope with new 
challenges and situations. Further information is on display within nursery. 
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Working with Families 
 
 
Parents/carers are encouraged to spend time in the nursery as often as possible as we value your skills, 
knowledge and opinions.  
 
Partnership working includes: 

• Healthy Choices (to provide healthy cooking choices) 
• Garden and Outdoor Development  
• Running Programme 
• Family Learning Groups - Triple P Programme 
• Family Workshops (Mindfulness, Literacy, Numeracy, Internet Safety) 
• Improvement Group 
• Literacy ‘Big Reading Challenge’ 
• Stay & Play sessions 
• Transition events  
 
Opportunities are provided for parents and carers to join us to share their thoughts and suggestion to 
make valuable contributions to ensure we continue to provide the best possible service for all children 
and their families. 
 
Consultation is embedded within our practice; therefore, we continue to consult with children, 
parents/carers, staff and the wider community in a variety of ways. We also hold a consultation week, 
coffee mornings, community events, questionnaires and surveys. 
 
Information on dates and times of group meetings will be shared via nursery email. 
 
 

Parenting Support 
 
Through the Scottish Government’s Psychology of Parenting Programme (PoPP), “Incredible Years” 
and “Triple P” groups may be available to support parents of under-fives when behavioural struggles 
have been identified.  
 
We work closely with the Stirling Parent & Family Support Team who are happy to discuss their range of 
programmes and family supports. This includes Triple P. 
 
 

What is Triple P? 
 
Triple P is the flexible, practical way to develop skills, strategies and confidence to handle any parenting 
situation. It is supported by decades of research. And it has already helped more than 4 million children 
and their parents. Triple P is a parenting programme, but it doesn’t tell you how to be a parent. It is more 
like a toolbox of ideas. You choose the strategies you need. You choose the way you want to use them. 
It’s all about making Triple P work for you. 
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What does Triple P do? 
 
The three Ps in ‘Triple P’ stand for ‘Positive Parenting Programme’ which means your family life is going to 
be much more enjoyable. 
 
Triple P helps you: 

• Raise happy, confident kids. 
• Manage misbehaviour so everyone in the family enjoys life more. 
• Set rules and routines that everyone respects and follows. 
• Encourage behaviour you like. 
• Take care of yourself as a parent. 
• Feel confident you’re doing the right thing. 
 
More information is available by accessing the Triple P Storyboard for Parents: 
https://vimeo.com/125233429 
 
Parents who completed this programme provided very positive feedback. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Incredible Years’ is a more intensive parenting programme which may be available to families who need 
it. If you would like to request parenting support please ask your child’s keyworker for a parenting 
support request form. 

  

 “Bedtimes now 
brilliant”  

“You need to be 
prepared and 

organised” 

 
“The level of shouting 

and arguing has 
greatly decreased” 

 “Family rules are 
working” 

 “Life changing” 
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Regulation/Inspection 
 
 
Care Inspectorate Registration Number: CS2003015613  
 
As we are a registered early learning and childcare service, we are inspected by the Care Inspectorate. We 
are also inspected by Education Scotland. 
 
At our last care inspectorate inspection (July 2018) we were awarded the grade of Very good and 
Excellent for the areas inspected.  
 
Inspection Focus: 

• Quality of Leadership and management  
• Quality of Environment 
 
A copy of the full report is available in the nursery hallway.  
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Nursery School Places 
 
 

Enrolling your child at nursery 
 
To enrol your child into a pre-school nursery contact the nursery directly and ask for an application form. 
 
It’s a good idea to visit the nursery, have a look around and chat to staff. Priority is given to children living 
in the area for a nursery place. 
 
 

Admissions 
 
Entitled children, whose parents wish it, are placed either in a council nursery or partnership nursery/ 
playgroup. Please refer to the Admissions Guidance for Nurseries for information relating to entitled 
children which is available on our website, https://www.stirling.gov.uk/applyingforchildcare. 
 
We cannot guarantee a place of first choice therefore applications are allocated using a points system 
which takes account of both children’s needs and family circumstances. Parents must note on their 
application a 2nd and 3rd choice of establishment. 
 
More information is available in our Admissions Guidance for Nurseries, our Parent’s Guide to Early 
Learning and Childcare Admissions and Charges Policy which are all available on our website, 
https://www.stirling.gov.uk/applyingforchildcare. 
 
 

Further information 
 
All Stirling Council nurseries offer flexible spaces for children including lunchtime places and wraparound 
care. Please contact individual nurseries to enquire about what can be offered as these vary from setting 
to setting. Flexible places are subject to nursery availability and are allocated in accordance with the 
Admissions Guidance for Nurseries. 
 
 
 
 

Child Protection and Safeguarding 
 
 
All children in Scotland have the right to be protected from abuse or neglect. 
 
Schools and nurseries play an important role in the prevention of abuse and neglect through creating 
and maintaining safe learning environments and teaching children and young people about staying safe 
from harm and how to speak up if they have worries or concerns. 
 
Schools and nurseries have identified child protection coordinators with a remit to promote safeguarding 
and a responsivity to act when aware of a child protection concern.    

If you are concerned  a child or young person is at risk of abuse or neglect, you can contact school, police 
or phone children’s services on 01786 471177. 
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Complaints 
 
 
You can complain in person, by phone, email or by letter. We regard a complaint as any expression or 
dissatisfaction about our action or lack of action, or about the standard of service provided by us or on 
our behalf. 
 
 

Who can complain? 
 
Anyone can complain who is the parent or legal guardian of a child or a person authorised to complain 
on his/her behalf. For example, a child’s grandparent who is not the legal guardian needs authority from 
the child’s parent or guardian. This would normally mean a note to show that the person responsible for 
the child has agreed. 
 
 

What can’t I complain about? 
 
Here are some things we can’t deal with through our complaints procedure: 

• A routine first time request for a service or action – e.g. informing the school that your child told you 
she is being bullied and asking them to resolve this. 

• Requests for compensation from the Council. 
• Things that are covered by a right of appeal, e.g. exclusion from school which has its own statutory 

process. In these cases we will give you information and advice to help you. 
 
You have 6 months to make a complaint after the event that you want to complain about takes place. If 
you first learn of the issue about which you want to complain after this point, you have a further 6 
months to complain. In exceptional circumstances the Service may investigate matters more than a year 
old, but it is not obliged to do so. 
 
We have 2 stage complaints procedure. 
 
 

Stage One – frontline resolution 
 
In the first instance, please complain to your child’s school or nursery, telling them as much as you can 
about the complaint, what has gone wrong and what you want them to do to resolve the matter. A senior 
member of staff, either the headteacher or depute head, will be responsible for looking into complaints. 
Heads are senior managers with a high level of responsibility for your child’s learning and welfare and are 
able to look into most matters. However, the headteacher may refer the Stage One complaint to Schools, 
Learning and Education centrally, e.g. if it is about the conduct of the headteacher or too complex to be 
dealt with at front-line service level. 
 
The school or nursery will give you our decision at Stage One within 5 working days or fewer unless there 
are exceptional circumstances. If we need further time, we will ask you to agree an extension of up to 5 
further days. If the Stage One complaint has been referred to Schools, Learning and Education centrally 
your response will come from there. 
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Stage Two – investigation 
 
If you are dissatisfied with your Stage One response you can move to Stage Two. Stage Two deals with 2 
types of complaints: those not resolved at Stage One and those not appropriate for Stage One, for 
example the conduct of a headteacher or those too complex for a headteacher to deal with. 
 
To move to Stage Two, you should email info@stirling.gov.uk, or you can ask the headteacher of the 
school or nursery to move the complaint to Stage Two on your behalf. 
 
When using Stage Two: 

• We will acknowledge your complaint within 3 working days. 
• You will be contacted by the Investigating Officer for your complaint, who will usually meet you to 

confirm: the detail of your complaint, what you want to achieve, and if your expectations are 
achievable. In some cases, e.g. your complaint has been made in writing and is clear, there may be no 
need to meet. It is helpful if you present any evidence that you can offer in support of your complaint, 
e.g. contact details for witnesses, reports from other professionals, etc. if appropriate. 

• We will write to you confirming the details of your complaint, what you want to achieve, and what 
the investigation can cover. 

• We will give you a full, written response to the complaint as soon as possible and within 20 working 
days. If our investigation takes longer than 20 working days we will agree revised time limits with you 
and keep you updated on progress. 

 
After we have fully investigated your Stage Two complaint, if you are still dissatisfied with our decision or 
the way we dealt with your complaint you can ask the Scottish Public Services Ombudsman (SPSO) to 
look at it. 
 
The SPSO cannot normally look at: 

• A complaint that has not completed our complaints procedure. 
• Events that happened or you became aware of, more than a year ago.  
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Digital Learning 
 
 

Digital Tools for Learning and Teaching 
 
In Stirling Council schools and nurseries, we use a variety of digital tools for learning and teaching, to 
share information about the life of the school, communicate with parents and carers, and to celebrate 
success. Use of many of these tools requires sharing some personal data about your child with the 
providers of the services. This may include, for example, children’s names, classes and photographs. For 
some services, we will need your consent to share personal data.  
 
 

Core Digital Services 
 
Across Stirling Council, we use Glow and Google’s G Suite for Education for learning and teaching. Data is 
shared with these services under the legal basis of public task - use of these services is deemed essential 
for learning and teaching, and we have legal agreements in place with both Education Scotland and 
Google to ensure that personal data is kept safe (see our Privacy Notices for our use of these services).  
 
 
Likewise, Seemis is used to securely manage children and young people’s personal data, including 
sensitive category data (such as information about their health). This data sharing is also done under the 
legal basis of public task, and appropriate agreements are in place to ensure the data is securely 
managed.  
 
 

Digital Services Requiring Consent 
 
For other processes involving digital tools, we will seek consent of parents/carers and the young people 
themselves when they are aged 12 and over. 
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Equalities 
 
 
Everyone deserves to be treated equally, fairly and without prejudice.  
    
Educational establishments create inclusive cultures by working in partnership with the wider 
community to agree positive values, by promoting and celebrating diversity and through delivering 
appropriate learning opportunities within their curriculum.     
                                                          
Schools and nurseries operate within Stirling Council’s duty under the Equality Act (2010) to: 

• Eliminate discrimination, harassment and victimisation. 
• Advance equality of opportunity between people by removing or minimising disadvantage, meeting 

the needs of particular groups which are different from the needs of others and encouraging 
participation in public life. 

• Foster good relations by tackling prejudice and promoting understanding. 
 
The Equality Act 2010 identifies 9 protected characteristics from discrimination, harassment or 
victimisation: 

• age 
• disability 
• gender reassignment 
• marriage or civil partnership (in employment only) 
• pregnancy and maternity 
• race 
• religion or belief 
• sex 
• sexual orientation. 
 
Schools and nurseries have a duty to report prejudice based incidents.  
 
 

Anti-bullying and Positive Relationships 
 
Approaches to anti bullying reflect Getting it Right for Every Child and recognise that bullying impacts on 
wellbeing.   In order to thrive and achieve their full potential, children and young people need learning 
environments which are safe, nurturing, respectful and free from fear, abuse and discrimination.  
 
All education establishments operate within Stirling’s Approach to Respect for All: Preventing and 
Challenging Bullying Behaviours and will, in consultation with wider communities, create establishment 
specific anti bullying policy. 
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Free Nursery Meals 
 
 
Some families may be eligible for free school meals. This also applies to some children accessing nursery 
provision. If you feel you may be eligible, please speak to the administrative assistant in the nursery. 
 
An application form is available from the school/nursery or can be printed from the Council website, 
https://www.stirling.gov.uk/freenurserymeals. 
 
The form should be completed and returned to Customer First, Port Street, Stirling or posted to Stirling 
Council, Teith House, Kerse Road, Stirling FK7 7QA. 
 
The Service understands that parents’ circumstances can change throughout the year and if this 
happens, forms can be sent in at the appropriate time. 
 
 
 
 

Getting it Right for Every Child 
 
 
This is the national approach to supporting and working with all children and young people in Scotland. 
It puts the rights and wellbeing of children and young people at the heart of the services that support 
them. Staged Intervention approach is in line with the principles of GIRFEC.  
 
Key elements of GIRFEC are: 

• Wellbeing 
• Child’s Plan 
• Named Person 
 
 

Wellbeing 
 
To help with a common understanding of what wellbeing means, it is broken into 8 wellbeing 
indicators: 

Every child and young person should be SAFE, HEALTHY, ACTIVE, NURTURED, ACHIEVING, RESPECTED, 
RESPONSIBLE, INCLUDED. 
 
 

Named Person 
 
Most children get all the help they need from their families and communities but for some, they may 
need extra help at times. Children from birth to 18 or their parents, will have access to a named person to 
help them get the support they need. The named person will be a clear point of contact for families that 
wasn’t help and support for worries they have. For school age children, the named person will be a 
promoted member of staff. More information is available on the Scottish Government website. 
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Child’s Plan 
 
The Children and Young People (Scotland) Act 2014 ensures a single planning framework, Child’s Plan, 
will be available for children who require extra support that is not generally available to address a child or 
young person’s needs and improve their wellbeing. 
 
The Child’s Plan is part of the GIRFEC approach to promote, support and safeguard the wellbeing of 
children and young people. The Scottish Government is working with Parliament to agree a timetable to 
enable commencement in 2018. 
 
Stirling educational establishments have long established staged intervention procedures which provide 
appropriate and proportionate assessment, planning and review to ensure children and young people 
have their individualised needs met.   Further information is detailed in Staged Intervention Guidance.  
 
 
 
 

Inclusion 
 
 

Additional Support Needs 
 
All children get help with their learning.  
   
A child is said to have ‘additional support needs’ if they need more, or different, support from what is 
normally provided in schools or nurseries for children of the same age.   
  
The Education (Additional support for Learning) (Scotland) Act 2004 (as amended 2009) created the term 
additional support needs and explains the duties on education authorities to support children and 
young people’s learning.  
 
A child or young person may have additional support needs for lots of reasons including: 

• A physical disability 
• Being a young carer 
• Changing school a lot 
• Being bullied 
• Having a communication difficulty 
• Being looked after by the local authority  
• Having a long term illness 
 
Staged Intervention is the process used to identify, assess and plan to meet a child’s needs.  Every 
school and nursery has a Pupil Support Co-ordinator with responsibility for ensuring appropriate support 
for children with additional support needs.  For most children the support they require is provided from 
school, for example, differentiated materials, additional time, movement programmes, and support 
groups. Some pupils with more complex needs may be referred to ASN Outreach or other partner 
agencies to provide more enhanced interventions. Agreed actions will be recorded and reviewed during 
staged intervention meetings in collaboration with the child, family and staff.  Where there are more than 
one agency supporting a child and this is significant and long lasting, a Coordinated Support Plan may be 
developed. 
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If you have concerns about your child, in the first instance, contact your school.    
 
More information is available on the website or by contacting ASN and Wellbeing Team. 
 
 

Independent Advice 
 
Enquire are a Scottish advice service providing help and information.  All advice given is independent and 
impartial. Contact the Enquire Helpline on 0345 123 2303. 
 
• Enquire also has two websites, one for parents, carers and professionals and one for children and 

young people. 
• Let's Talk helps parents of children with additional support needs who may require support in 

relation to a dispute or potential dispute with an education authority. The service can be used by 
anyone who has a right to make a reference to the Additional Support Needs Tribunals for Scotland. 

• My Rights, My Say is a children's service which provides advice and information, advocacy support, 
legal representation and a service to seek children's views independently about their support.  

 
 
 
 

Insurance Information 
 
 

1 Public Liability 
 

Stirling Council has Public Liability Insurance in respect of claims against the Council for bodily 
injury to any person or for loss or damage to any person’s property for which the Council is legally 
liable. Negligence or failure to fulfil a statutory obligation on the part of the Council or its 
employees resulting in injury, loss or damage to property must be established. 

 
Pupils’ Property 

 
Each session, unfortunately but inevitably, pupils’ property is lost, damaged or stolen in 
school. Parents should be aware of the following points: 

a. Parents’ house contents policy may give some measure of cover for personal effects of family 
members. 

b. It is suggested that parents may wish to consider taking out additional individual personal 
cover.  

c. Pupils should be encouraged not to bring valuables to school. 
 

The general rule is that pupils bring property to school at their own risk. There may be situations 
where the school accepts responsibility for pupils’ property, but otherwise the Council is not 
responsible if property is lost, damaged or stolen in school. 
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2 Personal Accident/Travel Cover – Educational Excursions 
 
 The Council has arranged insurance cover for Educational Excursions organised by the Council. 
 
 A brief summary of the cover is as follows: 
 

Persons Covered: Organisers, participants, members, employees and others on excursions 
or trips organised by or under the auspices of the Council. 

 
When Covered: While participating in any activity organised by or on behalf of the 

Council beyond the limit of the school grounds. 
 

If you require further information please contact the Council’s Insurance Team on 01786 233437. 
 
 
 
 

Unexpected Closures 
 
 
While schools have contingency planning in place to cope with a number of circumstances, sometimes it 
is necessary to close schools or amend the normal school day. e.g., storm damage, power cut. 
 
In the event of this happening, we have to ensure school record of parents’ place of employment and 
childcare arrangements are up to date. Please make sure we have an emergency contact telephone 
number and address. We will issue an annual update form to check the accuracy of contact details and 
other information held by the school. 
 
Please make sure your child knows who to go to if you are not at home. 
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Register of Personal Data Processing 

Data Protection laws say that the Council must be transparent 
about how we process personal data.  

This Register of Data Processing sets out the Council’s activities that involve the collection and use of 
personal information and the reason why we can process your information lawfully. 

Privacy Notice 

For each activity, we publish a Privacy Notice setting out how personal data is used. 

We are legally obliged to safeguard public funds so we are required to verify and check your details 
internally for fraud prevention. We may share this information with other public bodies (and also receive 
information from these other bodies) for fraud checking purposes. 

We are also legally obliged to share certain data with other public bodies, such as HMRC and will do so 
where the law requires this. We will also generally comply with requests for specific information from 
other regulatory and law enforcement bodies where this is necessary and appropriate. 

Your information is also analysed internally to help us improve our services. This is covered in our Fraud 
Privacy statement. 

Privacy Notices are available on the Council website, https://www.stirling.gov.uk/council-
democracy/access-to-information/register-of-personal-data-processing-privacy-notice/. 

Nursery Holidays 
Nursery holidays can be found on the Stirling Council website, 
https://www.stirling.gov.uk/nurseryholidays. 
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Parentzone 
 
 
Parentzone Scotland is a unique website for parents and carers in Scotland, from early years to beyond 
school. The website provides up-to-date information about learning in Scotland, and practical advice and 
ideas to support children’s learning at home in literacy, numeracy, health and wellbeing and science.   
 
Information is also available on Parentzone Scotland regarding additional support needs, how parents 
can get involved in their child’s school and education. Furthermore, the website has details about schools 
including performance data for school leavers from S4-S6; and links to the national, and local authority 
and school level data on the achievement of Curriculum for Excellence levels.   
 
Parentzone Scotland can be accessed at https://education.gov.scot/parentzone. 
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