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WELCOME 
 
Wallace Hall Nursery provides Early Learning and Childcare (ELC). The ELC Team offer a warm 
welcome to all children in their pre-school years and to parent/carers.  The Nursery is 
attached to the Primary/Academy School which was completed in February 2010.  The 
Nursery is a secure unit with an indoor and outdoor area for play. 
 
This handbook is designed for you and your child to share.  It will explain the routines and 
policies we have in place, for a greater understanding of what your child will experience at 
Nursery. 
 
 
Our Aims 

 
Wallace Hall ELC staff are committed to: 
 

 Providing a happy, secure, well-ordered and stimulating environment for all the children. 

 Encouraging the emotional, social, physical, creative and intellectual 
development of the children. 

 Encouraging positive attitudes to self and others – developing confidence 
and self-esteem. 

 Encouraging pupils to have a caring attitude towards each other and to 
develop a sense of responsibility and social awareness towards the 
community. 

 Creating opportunities for children to learn through play. 
 Encouraging children to explore the world, stimulate their interest and imagination and to 

encourage an enquiring mind. 

 Ensuring there is challenge and enjoyment, progression, depth, breadth, relevance, coherence, 
personalisation and choice for all young learners. 

 Fostering supportive and effective home and Nursery links. 
 
Children develop a feeling of security and confidence when they know that parents/carers and 
school/Nursery staff are working together.  We look forward to working with your family to 
make your child’s time at Nursery rewarding and to ensure a smooth transition into Primary 
One.    
Should you have any questions, please contact us and we will be happy to help.  You can 
phone us or meet us at the Nursery at a time convenient to both. 
 
 
 
 
OUR JOURNEY TO EXCELLENCE 

 
Play and active learning is central in our delivery of Early Learning and Childcare.  It allows 
children to learn how to share and be part of a group, or how to observe and join in when 
they feel ready. 
 
We create a learning environment which encourages young children to fully engage in their 
learning and development. 
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We offer children experiences and opportunities to develop their knowledge and skills related 
to the following curriculum areas within The Curriculum for Excellence: 
 
* Expressive Arts   *   Health and Well Being 
* Language   *   Mathematics 
* Religious and Moral education   *   Science 
* Social Studies   *   Technologies 
 
The purpose of the Curriculum for Excellence is encapsulated in the four capacities, to enable 
each child or young person to be: 
 

 A successful learner. 
 A confident individual. 
 A responsible citizen. 
 An effective contributor. 

 
We keep a record of your child’s progress; this is called their ‘Learning Story’ which is 
available for you to view at any time. 

 
 
Session Times  
 
Morning Session Drop off between 8.45am and 9.00am 
 Pick up between 11.40am and 11.55am 
 
Afternoon Session Drop off between 12.15pm and 12.30pm 
 Pick up between 3.10pm and 3.25pm 
If your child stays all day, pick up time is at 3.05pm. 
 
If you are out with these times you need to gain access via the Main Primary entrance.  
If your child stays all day, lunch can be ordered from our school kitchen at a cost of £1.75 per 
day. Please ask one of the ELC team for a menu. 
 
Where to Park 
 
If driving to the Nursery please use the main car park and walk across onto 
the footpath to the Nursery main entrance.   
Do not park at the front of the school. 
This is for the safety of all pupils of Wallace Hall - Nursery, Primary and 
Academy.   
 
 
Parent Permission Forms 

 
As part of the Welcome Pack, which you receive when your child starts Nursery, there are 
several forms to fill in; these can be completed at the open session.  One form will be to 
request your permission to take photographs/videos and where they can be used. Another 
form deals with changing your child if they need dry clothes, administering first aid, applying 
sun block and going for walks. There is also the Collection Sheet, which specifies who is likely 
to pick up your child from Nursery.  
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All of these forms are important in keeping your children safe as part of our Child Protection 
procedures.  The Childsmile Toothbrushing Programme is now an opt-out system, there is a 
letter explaining this in more detail in your Welcome Pack. 
 
 
What you will need for Nursery 
 
Please send your child to Nursery in: 
 

 Practical clothes, not best clothes, as it can be a messy place at times. Aprons are provided for 
craft/painting, water and play dough activities – but accidents do happen.   

 A full change of clothes should be kept in your child’s rucksack in case of accidents.   
 A pair of comfortable indoor shoes –it is preferable to have shoes with Velcro – black plimsolls 

are ideal, these are good for work in the gym too. Indoor shoes can be left at Nursery every 
day. It should be noted that crocs are not considered suitable for Nursery, they 
easily fall off, creating a trip hazard and do not give enough support when the child is in the 
gym. 

 If you wish your child to have access to the outdoor play area on a rainy day, they must have 
wellingtons. The wellingtons can be stored under the coat pegs in the cloakroom area.  

 A warm waterproof coat, with a hood, for daily outdoor activities. 

 Please ensure that all bags, shoes, wellingtons and spare clothes are clearly 
named. 
 
Waterproof trousers are supplied by the Nursery. 
 
No food is required as we provide a healthy snack daily which is planned in line with ‘Setting 
the Table’ Nutritional Guidelines for Early Years.  We ask for a contribution of 50p per 
day/£2.50 per week and the money is put into the money pig, in the playroom. This is to help 
us buy a wide variety of healthy snacks and other treats for the children. Wallace Hall Nursery 
is committed to promoting healthy eating. 
 
During snack time the emphasis is on the social aspect of sharing a meal together, learning to 
say  
‘yes please’ 
‘no thank you’ 
’please may I have …?’ etc.  
 
The snack menu and a pictorial snack menu are displayed on the notice board in the 
cloakroom area and next to the snack table. The snack menu can be emailed to parent/carers, 
together with the Home Link information, every week. 
 
If your child has any food allergies, please inform us and we will display this information, in 
the snack area so all staff are aware.  The snack menu displays information about food 
allergies; this can also be found in the snack area. The Nursery aims to be a nut free 
zone.   
Birthdays will be celebrated with a cup cake and a candle to blow out, supplied by the 
Nursery for the birthday child.  This cake will be sent home in a box provided. We 
are following the guidelines of ‘Setting the Table’ (Nutritional Guidance and Food 
Standards for Early Years Childcare Providers in Scotland). 
If your child stays all day, lunch can be ordered from our school kitchen at a cost of 
£1.80 per day. Please ask one of the ELC team for a menu. 
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Upon arrival  
 
External door is opened by staff, the accompanying adult is responsible for: 
 

 Hanging up coats on the peg with child’s name and Nursery picture on. 
 Changing footwear to indoor shoes and putting outdoor shoes in the shoe bag on the peg, the 

shoe bag also has the child’s name and picture on it. 

 If it is necessary for your child to go to the toilet, please respect our Child Protection policy 
and do not go into the sink area. Just wait by the outside door of the toilets; this also 
encourages the children to be independent. 

 Ensuring a member of the Nursery team is aware that you have arrived.  You are expected to 
bring your child into the Nursery playroom each session, help them find their name/picture 
and settle him/her at an activity. 

 Handing in any monies or letters. 
 Informing staff of any relevant information and any changes to who is collecting your child 

from Nursery. 
 
Please try to encourage your child to change their own shoes and coat, to help them become 
as independent as possible.  Please label your child’s clothing and shoes with their 
name.  Any toys that your child brings with them to Nursery should be placed in the ‘keep 
safe boxes’ until it is time for your child to be picked up. A timetable of daily activities and the 
snack is displayed on display board in the cloakroom area. 
 
At the end of the session  
 
As you enter and leave the Nursery the external door has to be opened by staff – security is 
very important. 
 
Please come into the Nursery playroom to collect your child and then check the letter 
pouches, found in the cloakroom area, for any new letters and other important information. 
 
For the safety of our children, it is essential that they are delivered and collected by a 
responsible adult.  The names of the appropriate adults should be noted on the Collection 
Sheet as your child starts Nursery.  If there are any changes to these people, it is important 
that you inform us so that the sheet can be updated.  The ELC team should have an up to 
date list of all adults who have permission to pick up your child. 
 
Please note: - If for any reason you are going to be late or you need to collect your child 
during Nursery session time, please try to inform us in advance. 
 
When leaving the Nursery it is essential that a member of staff lets you out to ensure the 
other children remain safely in the Nursery.  Also if the bar on the door is pushed, it sets an 
alarm off in the Janitor’s office. 
 
 

 
 

 
 
 



 

 

Partnership with Parents 
 
Parents are children’s prime educators in their early years.  The ELC team look forward to 
working with the parents to ensure the child’s education is both happy and rewarding.  
Working together like this will have a significant effect upon the child’s development.  Feel 
free to talk to the staff and share information with them. 
 
Regular newsletters are sent out with important dates and other relevant information.  We 
also run open sessions and send written reports and profiles home, including their Learning 
Stories (the children’s work), updating you on your child’s progress. If you wish to take your 
child’s Learning Story home, please see a member of the ELC team. 
 

Parental consultations for Pre-pre-school children are carried out in the form of Care Plan 
meetings every six months. 
 
The Nursery notice board in the entrance, displays lots of relevant information, including 
holiday dates.  Home Link information can be found, facing out, on the external door.  It 
displays some of the activities on offer and how these can be extended and developed at 
home.  Parents/carers may request a copy of the Home Link as a hard copy or emailed at the 
beginning of each week 

 
 

How you can help 
 
There are many ways to get involved in your child’s education: 
 

 Talk to your child.  Ask your child what they have been doing today at 
Nursery?  What did they enjoy playing with?  Who did they play with? 

 Read with your child – follow the words with your finger.  Let them read 
any words that are familiar to them. 

 Count and use numbers e.g. count going up/down the stairs, pairing up 
socks or collect stones and put them in order of size. 

 Singing, dancing, painting and have fun together.  
 Remember to praise their efforts. 
 Send in relevant items for current topic work.  Discuss the topic. 
 Take an interest and talk about work they bring home.  Talk about work on display in the 

Nursery. 
 
Other ways to help include: 
 

 Help on Nursery outings and with other activities. 
 Encourage them to be independent e.g. getting dressed and washing hands. 

 Go for walks/visits and talk about what you see. 
 Give them opportunities to play with other children so they learn to share and interact. 
 Give them opportunities to use their hands and fingers  

e.g. building with bricks, cutting with scissors, fastening zips and buttons.  

 Encourage them to express themselves, allow them to talk about their thoughts, ideas and 
feelings. 

Information regarding Pre-school children’s progress is discussed during parental 
consultations, currently held in Term 2 and Term 4 with a summative Report Card in Term 4 
also. 



 

 

 
If you think your child needs extra help with something, please feel free to ask any of the ELC 
staff. 
Parents/carers of Nursery children have the opportunity to be a member of the Parent Council 
if they so wish.  Please feel free to use the Parent Council box in the cloakroom area to make 
suggestions or contact the Parent Council. 

 
 

Absence/Sickness 
 

If your child feels unwell or unduly tired, the best place for him/her is at home.  It 
is very important that you contact the school on the first day of absence and every 
day there after.  If the Nursery makes no contact with the family by the second 
day, the Child Protection Co-ordinator, Depute Head Teacher Mrs Little, will 
contact the Health Visitor linked to the Nursery and any other agency who knows 
the child and family to ascertain whether they have additional information about 

the family. 
 
If no contact is established with the family by the Nursery or any other agency in touch with 
the Nursery by the third day, the Depute Teacher will make contact with the Duty Worker at 
the local Children and Families Social Work Office, who will advise what further action should 
be taken, if any. All information, advice given and action taken will be recorded and logged. 
 
If your child has had sickness or diarrhoea, please do not bring him/her back to Nursery until 
48 hours after their last bout of illness.  
 
If your child becomes ill at Nursery they will be made comfortable and cared for by a member 
of staff until you, or your representative, can come and collect him/her. 
 
Any minor injuries that may occur at Nursery will receive immediate attention.  A report will be 
entered in the Accident Book, we also fill in a First Aid form, which gives you details of the 
incident.  This is given to you at the end of the session when the member of staff verbally 
tells you about the incident. 
 
 
Administration of medicine 

 
From time to time your child may require medication at school and we are happy to co-
operate.  
 
Parents/carers are asked to sign the following quote from D & G NHS: 
‘Parental Permission for Medication to be Administered’ 
 
“I/we acknowledge that the above instructions will be carried out by a member(s) of staff who 
has volunteered to administer the medication and is/are non-medically qualified and accept 
that this is a service which the school is not obliged to undertake” 
 
Authority policy requires that the parent/carer must deliver the medicine to Nursery in person. 
 
 
 



 

 

Parental Responsibilities 
 
Parents/carers have prime responsibility for their child’s health and should provide schools 
with information about their child’s medical condition. Parents should, in collaboration with 
health professions and the Head Teacher, reach an understanding on the school’s role in 
helping with their child’s health care needs. 
 
Parents must adhere to the procedures laid out in this policy and adhere to the following: 

 Ensure that their child is well enough to attend school. 
 The child should remain at home when the illness is acute and child is unwell. 
 When attending school it is helpful, where possible, to ask prescribing doctor or dentist if the 

medication can be prescribed to allow administration outside school hours. 

 If their child has asthma the parent must obtain a written Asthma Action Plan from the person 
who prescribes the medicines (either GP or Paediatrician). A copy of this must be provided to 
the school. 
 
Parents must complete an Administering Medication: Parental Permission Form before the 
school can support any child who requires medication.  This form will be time limited and will 
be reviewed after 28 days in Nursery and updated termly, as a minimum, and at the start of 
each school year for primary and secondary. All parts of this form must be completed.  
 
Parents are required to: 

 Inform the school if their child self medicates, the frequency and dosage and how the 
medication will be stored safely. 

 Provide details of other medication the child is taking. 

 Note that medications MUST be in the original container. Where the child requires two or more 
prescribed medicines, each should be in the original container. 

 Provide the information leaflet that accompanies the medication. 

 All medications MUST be clearly labelled with the child’s name and date of birth. 
 Ensure that medication is not out-of-date and there is sufficient quantity in school. 
 Provide the school with details of at least two emergency contacts. 
 Complete a new Parental Permission Form for any new medication, or where there has been a 

change in medication requirements. 

 Up-lift any unused supplies of medication, or arrange for another responsible adult nominated 
by them to do so, preferably at the end of each school term, but definitely at the end of the 
school year. 

 Inform the school of any other persons who should have access to records or any other 
information about their child. 

 Regularly up-date the school of any changes to the prescription or the support required. 
 Note that medicines containing aspirin can only be given to your child with written 

confirmation from a doctor. 

 Note that food supplements and alternatives medicines must be prescribed or supported in 
writing by a medical practitioner. 

 Do not send medication to school with your child until you have received an Administrating 
Medication: School Agreement and Confirmation Form. 
 
Parents must always be the first person to give the first dose of any new medication to their 
child in case of any adverse reaction to the medicine, for example and allergic reaction to 
antibiotics. 
 



 

 

Parents have a legal duty of care for their children and it is preferable to work in partnership 
with the parents, but if the children do not wish their parents to be involved or informed, 
there is no legal requirement to do so. 
 
 
Intimate Care 
 
ELC staff will provide the care to children within the Nursery in relation to toileting or 
accidents. Any minor incidents that may occur at Nursery will receive immediate attention.  A 
record of the incident is kept at Nursery and we will give you written (Intimate Care form) and 
verbal information at the end of the session. Please collect any wet or dirty clothes from the 
sealed box on the shelf, in the childrens’ toilets. 
 
 
Equal Opportunities 

 
From Nursery onwards, our school provides an environment within which sex discrimination 
does not occur and steps are taken to counter act the pressures placed upon children by the 
home, media and fellow pupils to conform to traditional roles.  So our teaching methodology 
and teaching materials positively support, and are not working contradictory to, the provision 
of equal opportunities. 
 
We will seek to do this by: 
 

 Treating each child, parent and staff member as an individual. 
 Listening and talking to children, parents and each other as a staff team. 
 Observing and evaluating children’s learning and attitudes. 

 Planning curricular activities to meet the individual needs of the children. 
 Planning the content of the curriculum to ensure the promotion of equal opportunities. 
 Providing resources which reflect the wide diversity of cultural influences, employment trends 

and needs, both physical and economic, of our constantly changing world. 

 Avoid stereotyping into traditional male/female roles. 
 Promoting self-esteem, celebrating birthdays, the arrival of a new baby, ensuring that his/her 

work is displayed throughout the year. 

 Monitoring provisions to ensure each child is given every opportunity to take a full and active 
part in all aspects of the curriculum. 
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Education for a Multi - Cultural Society 
 

We, at Wallace Hall Primary School and Nursery, have an active policy of discouraging racist 
attitudes and other discriminatory practices.  We are working to build in safeguards to prevent 
discrimination taking place.   
 
Developing awareness and understanding of the lifestyle of a multi-cultural society will help 
the child to become a responsible member of society.  To ensure that a multi-cultural 
education permeates right through the school, the Head Teacher is responsible for monitoring 
its progress. 
 

 
 
 
 

 
Child Protection 
 
At Wallace Hall Primary School and ELC we take the care, welfare and protection of our 
children very seriously. We believe all children have a right to feel safe within the school, 
home and community.  
Within our school we strive to provide a safe, secure and nurturing environment for our 
pupils, which promotes inclusion and achievement.  
All staff in Education have a statutory and professional responsibility to take action if we have 
reason to believe a child is suffering, or is at risk of abuse.  
Our Child Protection policy and procedure (following authority guidelines on Child Protection) 
sets out what we will do if we have reason to believe a child is being abused or is at risk of 
abuse, either within the home or the community. These policies are designed to ensure that 
children get the help they need when they need it.  
Every staff member undergoes a minimum of one child protection training activity every 
session. Many of our staff are more extensively trained in specific areas of child protection to 
support and identify potential child protection concerns.  
The role of Child Protection Co-ordinator for the school is the Depute Head Teachers. If you 
wish any further information or a copy of the school policy, please contact the school office. If 
you wish to discuss this important matter further, please make an appointment to see a 
Depute Head Teacher. 
 
All schools in Dumfries and Galloway have comprehensive Pupil Support systems in place and 
we work closely with our partners in Social Work, Health and the Police.  
 
Keep us informed of who is going to pick up your child at the end of the session.  We will not 
hand over your child to someone we don’t know, unless you have made prior arrangements 
with us. 
 
If we have cause for concern about any child’s health and wellbeing we will, if necessary, take 
action and contact the relevant authority. 
 
 
 
 
 



 

 

If you are worried or know of a child who could be at risk of abuse or neglect 

please speak to the Child protection Co-ordinator or to a member of staff at one of 

the following numbers:  

24 hour NSPCC helpline on 0808 800 5000 or  

Crimestoppers on 0800 555 111.  

Dumfries and Galloway  Request for Assistance Team (Children & Families):  

03033 333001 

Standby Social Work Out of Hours 01387 273660  
 

 
 
Staff at Wallace Hall ELC play a key role in  
 

 Promoting safety 

 Providing children with the knowledge, skills and values they need, to choose and maintain 
healthy lifestyles 

 Identifying potentially vulnerable children and ensuring that they are suitably monitored and 
supported 

 Increasing knowledge and understanding of childcare and parenting 
 
If a child talks to us about abuse by someone else, staff will explain to the child that the 
information will be passed on to relevant parties. 
If staff suspect a child is being abused, they will report it to the Child Protection Co-ordinator. 
Depute Head Teacher who will then operate the Dumfries and Galloway Council’s Child 
Protection policy. 
 
If the allegation is against the Head Teacher or Depute Head Teacher, the Department of 
Education will be contacted. 
 
If you would like to speak to someone in confidence, please contact the Depute Head Teacher 
(Early Years). 

 
Policies  
 
All of our Policies can be viewed at any time, please feel free to ask for our folder – a list of 
policies is displayed on the notice board in our entrance area. 
 
 
Complaints Procedure 
 
Whilst we will be making every effort to achieve quality in all areas of our work, there may be 
occasions when you feel you have cause for complaint. We would encourage parents/carers to 
initially share their concerns with Lynn Smith, ELC Teacher, Sonia Little Depute Head Teacher 
(Early Years) or Barry Graham, Head teacher. They will respond promptly, consider fully and 
investigate as appropriate any matter brought to their attention.  
 
Should this fail: please make a formal, written complaint to the Education Officer (ASL) Mary 
Thomson, via the Area Team Manager, Dorothy Aitchison.   
 



 

 

Alternatively, parents have the right to make a complaint directly to the Care Inspectorate.  
Complaints are investigated by the Care Inspectorate within  40 days.   
 
More information can be obtained from www.enquiries@careinspectorate.com  or phone 0845 
600 9527.  More information can also be found on the notice board in the entrance of the 
Nursery. 
 
 

School Year Dates  (2017/18) 

 
The Nursery keeps the same holidays as the Primary School.  A list of this year’s holidays can 
be found on the notice board and below. 
 

Term 4 

First day - Monday 16 April 2018 

May Day holiday - Monday 7 May 2018 

Teacher training - Friday 1 June 2018 

Last day - Friday 29 June 2018 

Summer holiday - Monday 2 July 2018 to Thursday 16 August 2018 
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