
 
Contact Tel No at the Civic Centre  will be 01506 282636.
The staff and I are pleased to welcome you and your child to nursery.

We hope you will feel comfortable and relaxed and that you both enjoy your time with us.
                                                                      Dr Rhona MacKinnon
                                                                   Headteacher (Acting)
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Vision

We want all children to be inspired, creative, explore and discover the world around them through engagement in rich, meaningful play-based experiences. 

We believe our children to be competent, capable, responsible and resourceful, supporting them in partnership with their families to reach their full potential.

Values

Our pupils, parents/carers and staff value:

· open and positive relationships

· child-led learning through play

· care and compassion

· nurture and holistic development

· equality and equity

· Rights of the Child

Aims

We will:

· provide rich and engaging play experiences in in consultation with children responding to their interests and needs

· identify appropriate next steps in learning for each child that build on previous experience through high quality observation and assessment information
· support all children to develop socially and emotionally forming positive relationships with other children and adults in the Early Learning and Childcare setting
· provide a welcoming, warm, safe, secure, caring and healthy environment that meets the needs of all children and families

· support parents/carers in their role and involve them in the life of the centre
· work in partnership with outside agencies to meet the needs of children and families
· value and respect everyone without discrimination
· work in partnership with parents/carers to share the pedagogical approach that underpins our practice
· continue to develop effective methods of communication with parents/carers that best suits their needs
· foster positive attitudes towards the environment and our community
· work together effectively as a team, supporting each other to develop professional knowledge, responsibility and leadership skills

	Staff List for Session 2017 - 2018
	
	

	
	
	
	
	

	Head Teacher (Acting)
	Rhona MacKinnon
	
	
	

	
	
	

	Inveralmond Early Years Centre
	
	

	Jen 
	Linejs
	Nursery Teacher 
	
	
	

	Sharon
	Murray
	Early Years Officer
	
	
	

	Sue
	Spencer
	Nursery Nurse 
	
	
	

	Kirsty
	McColl
	Nursery Nurse (AM) (maternity)
	
	
	

	Jemma 
	Fletcher 
	Nursery Nurse (AM session)(mat cover)
	
	
	

	Karen 
	Booth
	Nursery Nurse (AM)
	
	
	

	Lenka 
	Svitanova
	Nursery Nurse (AM)(temp)
	
	
	

	Lisa 
	Whyte
	Wraparound Team Leader
	
	
	

	Janis
	Chapman
	Wraparound Care Assistant
	
	
	

	Pamela
	Keenan
	Pupil Support Worker
	
	
	

	Jemma 
	Fletcher
	Wraparound Team Leader
	
	
	

	Ladywell Nursery School
	
	

	Mary 
	Crichton
	Nursery Teacher
	
	
	

	Lynne
	Stewart
	Nursery Nurse
	
	
	

	June
	Cronan
	Nursery Nurse
	
	
	

	Penny
	Vidler
	Nursery Nurse  (PM session)
	
	
	

	Yvonne 
	Meechan
	Nursery Nurse  (AM session)
	
	
	

	Jemma 
	Fletcher 
	Nursery Nurse (RCCT cover both places)
	
	
	

	Norah 
	Oag
	Pupil Support Worker 
	
	
	

	Pamela
	Keenan
	Pupil Support Worker
	
	
	

	Hazel
	Hamilton
	Nursery Nurse (Twos) (W/A team leader) 52 week contract
	
	
	

	Demi-Leigh
	Fergus
	Nursery Nurse (Twos)
	
	
	

	Jackie 
	Findlay
	Nursery Nurse (Twos) Friday AM 
	
	
	

	Admin Team
	
	
	
	

	Elaine
	Leonard
	Admin Assistant
	
	
	



· Inveralmond is a purpose built Early Years Centre which provides integrated education and care (if required) for 3-5 year olds.  The capacity of the centre is 60 morning and 44 afternoon children (44 nursery/ 16 wraparound).

· Ladywell Nursery School provides integrated education and care for 50 morning and 40 afternoon children aged 3-5 year old. From August 2014, there is now provision for care for ten two year olds in both AM and PM sessions. 
During your time at nursery, you and your child may also meet students from West Lothian College, Edinburgh and Strathclyde Universities.

Pupils from the local secondary schools also join some nursery sessions to learn about working with young children.

Other visitors may include Health Visitors, Social Workers, Speech Therapists, School Doctor, Dentist and Educational Psychologist.

All nurseries have links with health visitor. Other professionals can be called upon to support children and families if necessary.

	NURSERY HOURS




          MORNING SESSION



Monday – Thursday 

                    

 8:10am -11.15am,                          

                    
Friday      

                     

 8.10 am -11.38am                         


AFTERNOON SESSION



Monday – Thursday

12.09 pm - 4.06pm                                        

Breakfast/ Healthy Snack is available every day. 
Wraparound Care is available at Inveralmond EYC from 11.15 – 5.30 pm. Cost is per session and there is an Annual Registration Fee, payable in August. Application forms and further information can be obtained from the office.

BRINGING AND COLLECTING
Morning Session 

· Children can arrive for breakfast from 8:10am until 8:45am.

· All children should be in nursery by 8:45am.
· All children should be collected by 11:15 am (Monday – Thursday) 

                                            and by 11:38am on a Friday. 

Afternoon Session

· All children should arrive for 12:09pm.  Please do not arrive earlier as staff are at lunch and unable to open the door.
· Children can be collected from 3:16pm Monday to Thursday. Your child however, can remain in nursery until 4:06pm for a free snack and childcare. Children must be collected by 4:06pm.
· Your child must be brought and collected by an adult, ie person over the age of 16.

· Please remember to tell nursery staff if another adult will be collecting your child and complete the details in the Authorised Collectors Book.

· On entering and leaving, please ensure that the main nursery door is closed behind you to keep our children and staff secure.

· Bikes/scooters should be secured outside,  as cloakroom space is limited.

· If you bring or collect children by car, please park in the appropriate places and escort your child safely into nursery.  
· If it is a sunny day, please apply sunscreen to your child before coming to nursery. 
· In severe weather, please 
· Listen to Radio Forth (97.3/97.6/102.2 MHz)  or Real Radio (106.1fm),

· Sign up for the Council’s email news services: eBulletin and alert.  These will be used to keep you up to date with any significant disruption to service: www.westlothian.gov.uk/email

· Check the council website , Facebook (opens in a new window)  and Twitter (opens in a new window) pages for updates.

· Check the councils website: Winter Ready West Lothian 

· Online information is also available to parents through West Lothian Online – www.westlothian.gov.uk/schoolclosures

ATTENDANCE

When a child is given a nursery place he/she is expected to attend regularly – five mornings per week or four afternoons per week.  However if your child is not feeling well then it is much better to keep them at home, even if they want to come.  
Please telephone us if your child is going to be absent from Nursery.

Telephone- 01506 537000
As part of West Lothian’s Safe Arrival at School Policy, if your child is absent and no information has been given to the office, you will be sent a message via Groupcall.  Please respond to this as soon as possible.

Should we be unable to make contact, then policy requires us to contact your emergency contacts and then your health visitor to ensure all is well.
If you know you in advance that your child is going to be absent from nursery, then notice should be given in writing to the office. 

If your child becomes unwell when they are in nursery then you or your emergency contact will be telephoned. Please remember to tell us when you change your mobile phone number!
It is vital that the centre office is kept informed of any changes, ie addresses, telephone numbers (especially mobiles), medical details etc, throughout the year.
If your child has been unwell or absent from nursery, it is essential that he/she is fully recovered before returning to nursery or wraparound care.

In cases of sickness or diarrhoea please keep your child at home for at least 48 hours after the last symptoms.
Please let the nursery know if your child has an infectious illness such as chicken pox, measles, whooping cough, mumps, rubella or infective hepatitis

If your child is found to be infected by head lice, support and advice can be obtained from

School Health Service
Telephone 01506 423800 and ask for School Nurse

Or Scottish Executive Health Department

Telephone 0131 244 2704

Families can get free prescription treatment for head lice infection for their children and do not have to wait for a GP appointment.

SETTLING IN

Starting Nursery is a big step for your child.  Everything is new and leaving Mum/Dad or Carer can be rather daunting for some children.

Please work with our experienced nursery staff to help your child settle into nursery. 

This helps everyone to have a happy and confident start to their nursery experience.  If your child finds it difficult to part from you,  then nursery staff will discuss this with you to agree on the best way forward.

Each child has their own peg with a space underneath for outdoor shoes.  On the peg, there is a coloured bag for your child’s gym shoes, these shoes should be worn in nursery each day.  Please leave a change of clothes for your child in the bag to use if needed. The coloured bags should remain in Nursery at all times.

Please note that the nursery cannot  be responsible for the items left in the cloakroom.
(Slip-on or Velcro gym shoes with rubber soles are the easiest for the children to manage)  These can be purchased from the office at a cost for £3.00.  Names will be painted the toes in their group colour, so that you easily identify your child’s shoes.
SNACK/ACTIVITY MONEY
Children have fruit and a small snack, with milk or water to drink each day at nursery.  They sometimes are able to help prepare and serve this.

· There is a charge of £2.00 per week for this and this is payable on a Monday. 
£1.50 of this is for snack, the other 50p is optional and goes towards school funds to help with activities such as gardening and baking.   This snack money can also be paid up monthly or termly if this would suit better. 
· Children attending Wraparound pay 20p for each additional snack.  Breakfast and late afternoon snack is free of charge.
· Your weekly charge is marked beside your name in the Snack Register.

· Birthdays are celebrated in the nursery by children baking a birthday cake.

· The nursery is unable to accept any food items (including sweets) from parents/carers.

· Individual likes and dislikes cannot be catered for, but please advise the nursery if your child has a medically identified allergy to a particular food or to milk or if your child cannot eat certain foods for cultural reasons.

CLOTHES – What’s best to wear:

Please send your child in practical, easily washed clothes so that they don’t worry about getting in a mess.

Elasticated waists and Velcro shoes help your child to be independent as tight jeans, belts and dungarees can cause a problem when going to the toilet.  

Children have the opportunity to play outside in all weathers - please help your child choose clothes which are suitable for the weather and appropriate for outdoor play.  There should be a change of clothes left in your child’s yellow bag on their peg.  
Please put your child’s name on jackets, jumpers, bags and indoor and outdoor shoes.

At nursery we encourage your child to be independent, please help us by:

· Showing your child how to blow his/her nose.

· Encouraging your child to dress him/herself, and hang up their coat.

· Teaching your child to be independent at the toilet.

· At nursery children learn through their play. Some activities are planned by adults and others initiated by the children.

· The Nursery is funded £22.00 per child over a school year with an additional £350 given as a small school allowance.  

· Our curriculum is “Birth to Three” for two year olds and “Curriculum for Excellence 3-18” in the Early Learning and Childcare establishments. 
· Parents have an opportunity to meet with staff for an individual appointment in November and March.    Reports for Pre-school children are issued in June. 
· Over the course of the year there will be opportunities to learn more about the curriculum and how you can help your child.

· Details about what’s been happening in nursery are posted in the entrance areas. Look at the photos or the images on the plasma screen in the cloakroom to see what’s been happening in nursery but the best person to tell you more is your child.
· The nursery also has a blog search on Inveralmond EYC blog or LadywellNursery blog  https://blogs.glowscotland.org.uk/wl/ILandEblog which we update regularly.

Your child will be given the opportunity to develop these main areas of learning

1.
Health and Wellbeing
Your child will:
· Become confident in a new environment

· Develop a sense of worth

· Make friends

· Learn to look after him/herself

· Make choices and decisions

· Learn to complete tasks

· Enjoy energetic activity indoors and outdoors
· Become confident in his her movements

· Develop skills such as running, jumping, balancing and climbing

· Become aware of the importance of health and fitness

· Become aware of the space around them

· Learn to control their fingers and hands to make small delicate movements

· Use tools safely e.g. scissors, needles

2.
Literacy & English
Your child will

· Improve his/her talking
· Improve his/her listening

· Enjoy listening to stories and rhymes

· Learn to use and enjoy books

· Become aware of printed words

· Experiment with writing

3.
Numeracy and Mathematics
Your child will

· Become aware of numbers 

· Find out about colours, shape and measurement

· Become aware of daily time sequence

4.
Expressive Arts
Your child will 

· Experiment with a variety of materials to paint, draw and make models
· Enjoy singing and making music

· Experiment with musical instruments

· Respond and move confidently to music

· Act out familiar roles and invent new ones (e.g. in the house corner)

5.
Social Studies
Your child will

· Become aware of his environment

· Become aware of routines and the roles of familiar people

6.
Technologies
     Your child will 

· Use the computer

· Learn to use a range of ICT resources

· Design and make things (eg with construction toys)

7.
Sciences
Your child will

· Show interest and curiosity 

· Use their senses to investigate

· Begin to learn to care for living things

8.
Religious and Moral
Your child will 

· Become aware of others feelings

· Enjoy being part of a group

· Become aware of a variety of multicultural celebrations

· Learn to respect others who are different for us


HOURS AND MEALS

· Wraparound Care is open from 11:15am to 5.30 pm.

· Children should bring packed lunch.

· A suggested lunch is

                        Two small sandwiches,

                   A drink in a non-spill container or carton

                   A yoghurt and a piece of fruit.

· Please only put in your child’s lunch box, the amount of food you know you child will eat.

· If your child forgets their lunch then someone from the centre will try to contact you so that you can make alternative arrangements.

· Snacks cost 20p per snack. This is payable on a Monday and also during nursery holidays if your child attends Wraparound. Please adjust this if you have additional hours.

KEEPING THE CENTRE INFORMED

· When parents register at the Wraparound Care Centre, information will be noted about the child. Parents are asked to ensure that medical and emergency contact information is updated as necessary.

· Please remember to tell us when you change your mobile phone number!

PAYMENT

· Wraparound care is charged at sessional rate. Users should register for the number of sessions required.  

· During nursery holidays you will have the opportunity to extend your registered session to cover the nursery hours.

· Please check the notice board regularly so that you can respond promptly to the notices and help us to meet your childcare needs.
· There is an Annual Registration Fee of £20.00.
· Core registered sessions are charged throughout the year from August to June. 
· Summer Holiday Care is charged as blocks of time.

· If your child is sick and does not attend, you will still be charged.  Please contact the centre if your child is not going to attend any session they are booked in for.
ADDING HOURS

· Additional hours may be requested by contacting the Wraparound Care Team Leader.  Such requests will be agreed so long as there is space at the time requested.

COMMUNICATION

· It is essential that you contact the Centre if you are delayed and therefore unable to collect your child by the end of your registered time. This period of time is then charged as additional hours.

· Children must be collected by 5.30.pm.  Arrangements after this time are detailed in 'Terms and Conditions'.

· Please let staff know if you plan to bring your child later or collect them earlier than your registered time so this also fits with Wraparound plans. This particularly applies on Friday afternoons and during holiday time. 

· Please do not come into nursery before your registered start time.


Nursery staff recognise parents as the child’s primary educator and value the role that they play. To promote working in partnership with you, we would like to have more visitors in nursery.  
If you have a hobby or a talent, don’t be shy, come and share it with the children.  We look forward to meeting you.

Parents can also become involved in nursery in other ways.  Do you sew?  Are you able to help with our Browse and Borrow or our Storysacs. The nursery garden would also benefit from the expertise of a keen gardener.  If you can help, please speak to a member of staff.

Disclosure forms can be collected from the Inveralmond Early Years Centre office.

The Centre provides you with opportunities to develop your involvement with your child’s learning through our

· Browse and Borrow
· Story and Rhyme Group

· PEEP Sessions 

· Stay and Play

· Tea and Toast

· Bite sized Workshops

· Out and About Walks

PARKING

· Please park in the lay-by in Willowbank or at the bottom end of the High School car park, remembering to use the path in Willowbank to come to the Early Years Centre.

· Please do not park at the back of the nursery building or in front of the outside area as the Police regularly monitor this area.
· Please respect the Disabled Car Parking bays.

POLICIES

Centre Policies are available in a folder in the Entrance Area.  Should you wish a copy of a specific policy, please ask at the office.
CHILD’S PLAN

Information on Developing Maintaining Children’s Plans and Records within the Centre and in line with Local and National Requirements

Within West Lothian Council we have personal plans for all children which are made up of several difference components.  These include:

SEEMIS records, Child’s Plan, Learner's Journey documents (LJ), Health Care Plans and medication documentation (HCP), Individual Education Plans (IEP’s), Children's Plans (GIRFEC).  Should you require more information please ask at the office.

BLOG

Up to date information on our settings can be found on our Blog.

https://blogs.glowscotland.org.uk/wl/ilandeblog

All agencies working with children – playgroups, nurseries and schools have a legal duty to take appropriate action to protect children and to promote their welfare.

All members of staff are trained in Child Protection and have a responsibility to follow Child Protection procedures.  Our Child Protection Policy can be found in our Policy Folder in the cloakroom.  
The designated members of staff for Child Protection are the Head Teacher (Rhona MacKinnon), Teacher (Mary Crichton) EYO officer, (Sharon Murray) and Wraparound Team Leaders (Lisa Whyte and Hazel Hamilton).  
The procedures for managing a disclosure are displayed on the notice board.

Problems, Complaints?
If you have any problems or complaints, please come and speak to Dr MacKinnon 01506 537000 or complete a complaints form.  If you are not happy with the outcome you can register your complaint with either: 
West Lothian Council


or

Care Commission

Education and cultural services



South East Region

Customer Care





Stuart House

Civic Centre






Eskmills

Livingston






MUSSELBURGH

01506 280000





0345060009527
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