 [image: C:\Users\Linda\Documents\My Documents\CITC2\ccic logo.jpg]


Nursery Handbook


Address:  Whitehill Neighbourhood Centre
                 9 Hunter Road
                 Whitehill 
                 Hamilton     ML3 0LH
Tel No:     01698 476589 (Nursery)
                 01698 476586 (Managers)
                 01698 477498 (Administrator)
Email:        childcareinthecommunity@btconnect.com
Website:    www.childcareinthecommunity.com

Welcome

On behalf of the staff team I would like to take this opportunity to welcome you and your family to Childcare in the Community.

It is the aim of Childcare in the Community to provide a safe, stimulating environment where children have an opportunity to play naturally and have an opportunity to participate in more structured play and learning environments. 

We aim to provide a quality service that parents/carers can rely on, thus allowing them to participate in training or employment.

If you wish to discuss anything about your child’s care or the details in this handbook, please do not hesitate to contact me.

Linda Colquhoun
 Nursery Manager

Our Staff
Here are the names of the staff you will come into contact with in the nursery:-  
Nursery Managers:		Linda Colquhoun
Practitioners:      		Lorraine Foley, Carol McLaughlin, Amy Fraser, Leigh 
				Roper
			                                 
Students:                      
Please note that students carry out their placement in the nursery and are mentored by the practitioners. 
You may also come into contact with:-
Childcare Manager        Karen Shields
Administrator               Jennifer Etherson 
All our staff are qualified and fully trained in child protection, first aid and REHIS. 

Settling In
It is important that your child in happy at nursery so we ask that you arrange at least one settling in visit prior to your child’s start date.  This enables you to meet the staff team before leaving your child in their capable hands while you leave the nursery but remain close by, ideally in the café area, so that staff can find you should your child become upset.  This first visit should be for no more than one hour.  Subsequent visits may be arranged if staff feel this is necessary.  
Attendance
Your child is expected to attend on all days booked on the registration form.  If your child is not going to attend for any reason it is important that you contact the nursery to advise them of the reason for the absence and when you expect the child to return.  If we do not hear from you we will telephone the main contact on your registration form.  If we cannot make contact with the parent/carer we will contact the emergency contact on the registration form.  
[image: Image result for telephone clipart]
Arrival and Collection
It is important that your child arrives at the booked time as there are strict adult:child ratios in place and we cannot admit a child earlier than expected.  
Parent/carer must sign the child into and out of the nursery.  The sign in sheet is at the front desk.  This sign in sheet is taken with staff and children when they leave the nursery in cases of emergency (e.g. fire alarm) so it is imperative that it is accurate. 
In the interest of safety please advise staff who will be collecting your child at the end of their day.  This person should be over 16 years old and should be included on your child’s registration form.  Staff may ask you to provide a password if they do not know the person collecting your child.
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Car Park
There is a large car park to the side of the building.  Please bear in mind when using it that the muster point for the building is also in the car park so there may be pedestrians, some of them very small, using the car park.  
The spaces at the front of the building are for blue badge holders only.  Please do not use them unless you are able to display a current badge.  
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Messy Play
Having fun at nursery can sometimes be messy!  Although we will suggest an apron to your child it may not always be enough.  It is best to keep special clothing for special occasions.  The nursery cannot accept liability for ruined clothing.
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Outdoor Play
There is always the opportunity to play outdoors, either in the nursery garden or further afield.  It is, therefore, important that your child has appropriate clothing and footwear for the weather.  During the summer months it would be helpful if you put sunscreen on your child before they attend nursery. 
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Lunches
Lunch time is at 11.45am.  
If your child is funded they will be provided with a hot lunch.  A copy of the menu is displayed outside the nursery entrance.  Sandwiches are supplied for those children who do not want the hot lunch. 
A hot lunch is also available to purchase for children who are not funded.  
Alternatively you can supply a healthy lunch for your child. We are able to heat food for the under 2s and ask that, if you want your older child to have something hot, you supply it in a flask.  

Snacks
A healthy snack is offered around 9am and mid-afternoon to all children.  We work to a 2 week rolling menu, a copy of which can be found on the display at the nursery entrance.             
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Drinks
Fresh water is available all day.  Milk is available at snack and lunch times.  
If a child brings in their own juice cup they can only drink it with their lunch.
The lunch, snack and drinks rules were devised in accordance with “Setting the Table - Nutritional guidance and food standards for early years’ childcare providers in Scotland”


Medication
If your child is on long term medication you should discuss their needs with their keyworker who will help you to complete the appropriate paperwork.
If your child has been given a prescription for medication and is able to attend nursery whilst taking this medication you will have to complete a form enabling us to give your child the medicine.  It is important that the prescription is current (no older than 28 days) and that you have given your child at least one dose prior to them attending nursery.  We are unable to give medication before 4 hours have passed since they arrived at nursery.  

Illness
If your child is ill and will not be attending nursery please call us at around the time your child is due to attend.  This will save us from contacting you.
If your child becomes ill whilst they are at nursery we will telephone the main contact on your child’s registration form.  If we are unsuccessful we will telephone the emergency contact on the form.  It is therefore important that the registration form is kept up to date.  

Sickness and Diarrhoea
In accordance with Lanarkshire Health Board’s procedures for “Gastrointestinal infection” any child suffering from sickness and diarrhoea must remain off nursery for 48 hours after symptoms of sickness and diarrhoea have stopped.  
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Nursery Curriculum

Our under 3s staff plan activities using South Lanarkshire Council’s “Together We Can and We Will” document for guidance.  The document focuses on the following areas of development:
Health and Wellbeing
Emotional and Spiritual Wellbeing
Social Competence
Cognitive Competence
Communication, Language and Representation
You will see these headings when you log on to your child’s online learning journal together with photographs and observations.  Please add your comments to these as we love to know what you think.  You may also find them around the nursery environment and within floor books.  

Our over 3s staff plan activities using Education Scotland’s “Curriculum for Excellence”.  The document focuses on the following:-
Health and Wellbeing
Language
Mathematics
Science
Technology
Expressive Arts
Religious and Moral Education
Social Studies
You will see these headings when you log on to your child’s online learning journal together with photographs and observations.  You will also see them on the focus letter you get at the start of a new topic, in floor books and on displays within the nursery.  Your feedback is crucial.  
Paperwork
When your child starts nursery here there are a lot of forms to complete.  These include:-
	Form 
	What it is used for:

	Registration form 
	Details name, address, next of kin, emergency contact details, illnesses/allergies, permission, 

	Home to Nursery transition
	Likes and dislikes, favourite toy/book/ song, etc,.  Helps us to settle a child who becomes upset if we know things they enjoy.

	Tooth brushing permission
	Enables us to help your child clean their teeth while at nursery

	Learning journal consent
	Enables us to add photographs, observations, etc on your child’s time at nursery.  This is password protected so that only nursery staff and parent(s) have access.

	Care Plans
	These are required by the Care Inspectorate.  They summaries the details from the registration form and are reviewed by yourself and staff every 6 months to establish development and learning goals. 



All information we hold on your family is treated confidentially.  
You will also receive a Parents Contract and our Payment of Fees Policy.

Policies and Procedures
The nursery has a number of policies and procedures that we adhere to.  You will find a copy of them on the table near the noticeboard outside the entrance of the nursery.

Change of Circumstances
If you need to change your nursery times for any reason please complete a ‘Change of Circumstances’ form.  You can get one from any staff member. The nursery will do it’s best to accommodate any changes required. 

What to bring to nursery and what to leave behind
	Bring:

	Nappies & wipes
Please supply a minimum of 6 nappies for your child together with their wipes.  Nappies are preferable to pull ups, which are only useful when toilet training if your child can manage to pull them up and down without support from anyone else.    

	Change of Clothes
Every child needs a change of clothes as they may:
· get wet during outdoor/water play
· get messy during art activities/lunch
· have a toilet accident
· be sick 
This change of clothes will be placed in their tray. Please bring in a disposable bag.

	Soft shoes
Each child should be provided with soft shoes to wear whilst at nursery.  These can be stored in the child’s tray or brought in each day.  

	Leave:

	Toys
If your child does insist on bringing toys to nursery these will be placed in the box outside the nursery door.   The organisation cannot accept responsibility for any personal belongings so we would prefer it if these remain at home.  

	Over the counter Medication
Our policy regarding administering medication clearly states that only prescribed medication can be given to children so long as the relevant paperwork is completed by the parent/carer.  The only exception to this is liquid paracetamol which can be given at the manager’s discretion.  A single sachet should be provided and a consent form completed by the parent/carer.  
All medication must be stored either in the fridge, if it requires to be kept cold, or in the locked filing cabinet.  
Please do not leave any medication in your child’s bag in the cloakroom.  
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