POLLOK CHILDREN’S CENTRE
NURSERY HANDBOOK
2013

Dear Parent,
On behalf of all the Staff, I warmly welcome you and your child to Pollok Children’s
Centre.
If this is your first experience of a nursery then I hope that this handbook will be a
useful guide to what takes place in our nursery.
Please feel free to discuss any part of it with myself or any member of staff. We will
be more than happy to help.
I hope that you and your family will be able to participate in and enjoy your child’s time
at Pollok Children’s Centre, and we hope that your child’s time spent at nursery is a
happy one.
Yours sincerely

Noelle Harvey
Head of Centre
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Section One

Establishment Aims

In our establishment we aim to offer the highest quality service as part of St Paul’s Learning
Community. It is our aim that every child and young person will achieve their full potential in a
nurturing environment, which equips them with the skills of life, learning and work.
We will seek to


Work towards a Curriculum for Excellence, ensuring our children become successful
learners, responsible citizens, confident individuals and effective contributors.



Parents, children and staff will work together in a warm friendly atmosphere respecting
all cultures, race and religion.



We support and enhance the development of children valuing the contribution parents
bring to their children’s learning.



We will lay the foundation for lifelong learning.



We are a motivated, stimulating, resourceful, flexible and responsible service.



We will meet the needs of all our children enabling them to succeed.

Our establishment vision, values and aims link to Children’s Rights and more information can
be found on the Glasgow City Council website under Education Services, Children’s Rights
leaflet outlining the expectations of our establishments.
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Section Two:

General Information

Contact Details
Pollok Children’s Centre
8 Netherplace Crescent
Pollok
GLASGOW G53 5AA
Phone: 0141 882 7773
Fax:
0141 883 5849
E-mail: Headteacher@pollok-nursery.glasgow.sch.uk
Hours of Opening
The nursery is open from 8.00am to 5.30 pm. We are open 50 weeks of the year except for
public holidays and in between Christmas and New Year.
Where possible the children are asked to be off for two weeks during the summer. The centre
is also closed on In-Service Days to support staff development.
Daily Sessions
Part-time hours:

Morning Session
Afternoon Session
Full Time

8.45 am to 11.45 am
1.15 pm to 4.15 pm
By arrangement with Head of Centre

Age Range of Children in the Establishment
Pollok Children’s Centre provides a service for children between the ages of 0-5 years. At
present we can accommodate 72 children at each daily session and children attend either on
a part-time or full-time basis. This is broken down to the following:
0 to 2 years 12 Children at anyone time
2 to 3 years 20 Children at anyone time
3 to 5 years 40 Children at anyone time
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What Do Children Need to Bring to Nursery
There are forms of dress which are unacceptable in the nursery such as items of
clothing which:


Potentially encourages faction (such as football colours).



Could cause offence (such as anti-religious symbolism or political slogans.



Could cause health and safety difficulties such as loose fitting clothing and
dangling earrings.



Carry advertising, particularly for alcohol or tobacco.



Could be used to inflict damage on other children or be used by others to do so.

Children have the best fun when they are doing messy work. We will always try to make
sure they wear aprons, but accidents happen, so please dress your child in suitable
clothes.
Please also make sure that your child has appropriate outdoor clothing in case outdoor
play or a trip is planned, and suitable sun cream when needed. Please no team colours or
jewellery.
In the interests of health and safety, please always change your child’s shoes on arrival
at the nursery.
A spare set of clothing is helpful and clothing should have labels with child’s name
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Names and Job Titles of our Staff Members

Head of Centre:

Noelle Harvey

Depute Head of Centre:

Yvette Elliot

Senior Child Development Officer:

Anne McNair

Child Development Officers:

Pamela Craigen
Lynne Foran
Diane Girvan
Eileen Gordon
Aisling Gray
Jacqueline Lee
Maureen Malloy
Nicole McMillan
Louise Proud
Patricia Redmond
Margaret Scott
Laura Swan
Barbara Thomson
Karen Vickers
Diane Watson
Stephanie Weir
Kirsty Winter

Pupil Support Assistant:

Deborah Arthur

Clerical Assistant:

Anne Donnelly

Catering Assistant

Jacqueline Prescott

Caretaker/Janitor:

Susan Greenaway
Ross Kirkland
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Admissions Policy
As with all Glasgow City Council’s Nurseries, applications received are inputted into the
Nursery Application Management System (NAMS) database.
All nursery places are allocated in line with the Council’s Admissions Policy and the nursery
staff will be happy to advise you how this policy operates when you apply for a place for your
child.
Please note that the length of time a child’s name has been on the register will not affect the
child’s priority for admission. Early Years Admission Policy guidelines are available from the
office.
A register of all applicants will be kept by the Head of the Establishment, and the information
contained in the application will be considered by the Admissions Panel to assist in the
allocation of places.

Working With You
When your child is offered a place, you will be invited to visit the nursery to meet the staff and
other children.
On the first day your child will stay for one hour, and we ask that a responsible adult waits with
him/her.
We take our lead from the child, so after discussion with your child, yourself and your child’s
keyworker then your child’s time at nursery is gradually extended until he or she is ready for a
full part-time session (3 hours) or a full-time session as appropriate.
Arrival and Collection of Children
It is expected that a responsible adult brings and collects your child.
In the interests of your child’s safety, please notify nursery staff if someone unknown to them
or not, expected by them will be collecting your child.
This avoids a difficult situation where a child cannot be allowed to leave with an adult who is a
stranger to the staff, or is not the person expected.
Emergency Contacts
Please ensure telephone contact numbers include one landline as sometimes mobiles are
switched off. Please inform staff immediately of any changes.

8

Equal Opportunities Policy
All pre-five services should reflect Glasgow City Council’s equal opportunities policies and be
anti-racist, anti sexist, multi-cultural and recognise the rights of both men and women to work
or to care for children.
Provision should take account of the needs of children with additional needs.
These principles are reflected in the criteria used to admit children to nursery and in the
Curriculum of all the establishments.
The establishment has a duty to ensure that all our children have equal access to the
curriculum, supported as appropriate to their individual needs. This covers not only the
content of planned activities and teaching strategies but also minor adaptations to the physical
environment of our buildings to address the needs of children with physical or sensory
impairments.
We also need to ensure that parents and carers who have a disability have equal access to
information about their child. This will involve for example, relocating the venue for parents /
carers meetings to facilitate physical access, provision of an interpreter for people who have a
hearing impairment, agreeing a phone contact system to provide direct feedback to parents
and carers.
Physical Access
Nursery Rooms, Parent’s Room and a Disabled Toilet are all situated on the ground floor
level.

Data Protection Act 1998
Information on children and young people, parents/carers is stored on a computer system,
and may be used for teaching, registration, assessment and other administrative duties.
The information is protected by the Data Protection Act 1998 and may only be disclosed in
accordance with the Codes of Practice. For further information please contact the
establishment.

Dealing with Racial Harassment
The Race Relations Act of 1976 makes it unlawful to discriminate against someone because
of his / her colour, race, nationality, ethnic or national background. The Act makes it the duty
of Glasgow City Council to eliminate unlawful racial discrimination.
In 1999 the guidelines “Dealing with Racial Harassment” were issued to assist all teaching
staff in dealing with such incidents.
The adoption of an anti-racist approach should be seen as one part of the continuing attempt
to improve the quality of education.
Glasgow City Council recognises that support from the home is essential if these aims are to
be achieved. Every child in Glasgow has the right to be happy and secure at establishment.

Dealing with Violence and Aggression Towards Staff
Glasgow City Council has a zero tolerance policy towards violence and aggression within their
establishments. We welcome your support in ensuring our environment is safe and
respectful.
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Freedom of Information (Scotland) Act 2002
The Freedom of Information Act (Scotland) 2002 (FOI) enables any person to obtain
information from Scottish public authorities. The Act applies to all Scottish public authorities
including: Scottish Executive and its agencies; Scottish Parliament; Local Authorities; NHS
Scotland; Universities and further education colleges; and the Police.
Public authorities have to allow access to any information which they hold, including
information about:


The provision, cost and standard of its service



Factual information or decision-making, and



The reasons for decisions made by it.

This legal right of access includes all types of 'recorded' information of any date held by
Scottish public authorities. From 1st January 2005 any person who makes a request for
information must be provided with it, subject to certain conditions and exemptions.
Further information is provided on the Glasgow City Council website.
Internet facilities are provided at all Glasgow City Council Public Libraries and Real Learning
Centres.

Promotion of Health and Wellbeing
We are an accredited Health Promoting Nursery.
Children attending nursery on a sessional basis will receive a snack. All snacks provided
emphasise our healthy eating policy. Children attending full-time will be served a two course
lunch, again encouraging healthy eating i.e. vegetables and fruit.
During snack and lunch time, children are encouraged to become independent making their
own choices.
After their meals, the children brush their teeth. A high standard of hygiene is also
encouraged. Please inform staff if dietary requirements are needed.
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No Smoking Policy
In accordance with Glasgow City Council there is strictly NO SMOKING in or outside the
building.

Health and Safety Policy
It is our policy to take all reasonably practicable steps to ensure the health, safety and welfare
of all staff and pupils.

Child Welfare and Safety
All educational establishments and services must take positive steps to help children protect
themselves by ensuring that programmes of health and personal safety are central to the
curriculum and should have in place a curriculum that ensures that children have a clear
understanding of the difference between appropriate and inappropriate behaviour on the part
of another person no matter who.
The health and personal safety programme for your child’s will be fully discussed with you on
a regular basis.
Establishments and services must create and maintain a positive ethos and climate which
actively promotes child welfare and a safe environment by:


Ensuring that children are respected and listened to.



Ensuring that programmes of health and personal safety are central to the curriculum.



Ensuring that staff are aware of child protection issues and procedures.



Establishing and maintaining close working relationships and arrangements with all
other agencies to make sure that professionals collaborate effectively in protecting
children.

Should any member of staff have concerns regarding the welfare or safety of any child they
must report these concerns to the Head of establishment.
The Head of Centre or the person deputising for the Head after judging that there may be
grounds for concern regarding the welfare or safety of any child must then immediately advise
the duty Senior Social Worker at the local Social Services area office of the circumstances.
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Charges
If you are required to pay charges to Glasgow City Council you will be informed at enrolment.
Conditions apply as in line with Glasgow City Council’s Early Years Admissions and Charging
Policy.

Trips and Excursions
When outings or excursions for children are planned, the Head of Establishment or a member
of staff will advise you in advance. You will be asked to complete consent forms which give
your permission for your child’s participation.
Please note that children cannot take part in outings unless completed consent forms have
been submitted by their parent/guardian.

Parental Permission
We take photographs of the children as a matter of course to record children’s work and
achievements etc. On enrolment you will be asked if you wish to give consent.
We value our children’s oral health, so therefore would encourage all children to participate in
our Toothbrushing Programme. If you wish your child to participate in the programme please
complete the consent form upon enrolment.
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Section Three:

Medical Information

Medical Information

If your child is in need of medication during nursery hours you should discuss details with the
Head of the nursery. Prescribed drugs will be given at the discretion of the Head of the
nursery. You will need to complete a form, which authorises nursery staff to administer the
drugs to your child.
If your child suffers from asthma or epilepsy or nut allergy please discuss with the Head of
Centre any treatment necessary.

If Your Child Becomes ill
The establishment would welcome a telephone call if your child is not able to attend nursery
on a particular day.
If your child has symptoms of vomiting or diarrhoea (or both), it is essential that they do not
attend nursery until 48 hours after the symptoms have stopped.

Accidents
We try to ensure that all our children are playing in a safe environment, however accidents do
happen and children do become upset.
On these occasions we will contact you if we are concerned. Staff will complete accident
documentation which you will need to sign when you collect your child.
Risk Assessments
The nursery regularly carries out Risk Assessments to identify possible hazards.
Any risks identified are dealt with immediately to ensure our children have a safe environment
to play.
Visits to the Establishment by Medical Staff
The nursery has regular visits from NHS Staff i.e. Vision Screening and Oral Health
Management.
Staff will inform parents when these visits will take place.
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Section Four:

Nursery Curriculum

The Aims of Our Curriculum
Glasgow City Council Guidelines for planning for Under 3’s. Staff will support their planning
with the “Birth to Three” Scottish Executive Document.
The guidance includes important information on Pre-Birth and brain development and it
reflects the principles and philosophy which underpins the Early Years Framework and
Curriculum for Excellence.
We recognise that parents/carers are the prime educators of the child and provide for
continuity of learning experiences between the home, the community and other educational
establishments, therefore it is important we work together to ensure that your child has the
best early years experience.
What We Do
Birth to 3
Children in the 0 to 3 group have their development and learning assessed over four areas.





Emotional wellbeing and competence.
Communication
Curiosity
Movement and co-ordination

Staff will provide parents/carers with an “At Home and In Nursery” Booklet to share what we
are doing. Parents/Carers will have an opportunity to share their experiences with staff.
What We Do
3 to 5 Curriculum for Excellence
We are committed to providing a Curriculum for Excellence, ensuring our children become
successful learners, confident individuals, effective contributors and responsible citizens.
We do this by planning and evaluating our work with children and parents. Children and staff
meet monthly to explore learning experiences and outcomes in:







Literacy
Numeracy
Health and Wellbeing
Sciences
Social Studies
Expressive Arts
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We want children’s learning to be ongoing and active. We welcome parent’s comments and
evaluation of our service. All children will be given a Home to Nursery Link Sheet each month
so we share with each other how our children are learning.
Further information for parents about the curriculum is provided on the Education Scotland
website on the Parentzone page.

Education Scotland

Assessment
Pollok Children’s Centre is a place where everyone is learning together.


Staff use assessment to monitor the nursery provision and progress.



Children and parents are clear about what is to be learned and how we should
succeed.



Children are involved in their next step for learning.

Each child will have a Keyworker who will be responsible for co-ordinating the informal
assessment and collating data for the child’s portfolio.

Additional Support Needs / Accessibility Strategy
When a child is found to be experiencing learning difficulties, she/he will be given support to
assist her/his progress. Parents will be informed and encouraged to work in partnership with
the nursery staff to help the child progress.
Many of the difficulties that young children experience are temporary and will be resolved as
they develop and learn, however when it is felt to be in the child’s interest, the Head of Centre
may arrange for specialist help e.g. Speech Therapist or Educational Psychologist. Parents
will always be consulted before such a step is taken.
An Additional Support Plan (A.S.P.) will be written and implemented for all children with
Additional Support Needs. This will detail the child’s developmental needs, aptitudes and
abilities, long and short term goals and how they will be achieved using a variety of strategies
for learning and teaching.
The Professionals involved with the child will work co-operatively and contribute to the A.S.P.
in consultation with parents in order that everyone is using a consistent approach to promote
the child’s development.
The rights and responsibilities of parents are respected and they are actively encouraged to
be involved in making decisions about the approaches taken to meet their child’s special
needs. Parents will also be involved in regular review meetings.
Further information relating to Additional Support Needs is also available on the
Glasgow City Council website.
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Outdoor Play
At Pollok Children’s Centre we are very fortunate to have an extensive garden area for our
children’s learning. Children have access to this area in all weathers throughout the year,
experiencing a range of play i.e. bikes, physical play, planting and growing.
Please ensure your child is dressed appropriately i.e. waterproof jacket, wellie boots and
change of clothes.
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Section Five:

Parental Partnership

Our Aims For Promoting of Partnership
We welcome parental involvement in the nursery, and will endeavour to keep you updated
with your child’s development and progress. Suggestion on how we can improve our service
are welcome from parents/carers, so please use the Suggestions Box or complete an
Evaluation Form.
We have a comfortable Parents Room, accessible for meetings etc.
Fundraising
We appreciate the support parent’s offer in helping to raise funds for the centre activities. A
contribution of £1.00 per week is requested and this is used to fund the children’s outings,
birthday presents and equipment etc.
Without this important fundraising the children would not benefit from these experiences.
The service has a regular fundraising events i.e. Christmas Fete and without our parental
support this would not happen. If you would like to be part of our Parents Group please speak
to the Head / Depute of Centre.

Working Together to Promote Positive Behaviour
We welcome parental support in managing children’s behaviour.
We encourage children to be considerate of others at all times.
Our children have created their own Golden Rules within the nursery and these are reinforced
positively at all times.
Should behaviour be causing concern we will work together to positively address the situation
at all times, and seek professional advice if necessary.
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Section Six:

The Wider Community

The Establishment and The Community
We are part of St Paul’s Learning Community.
The nursery school plays an important part in the community, linking with the other agencies who
work with young children e.g. local Health Centres, Social Work Departments and local Libraries.
We also provide work experience placements for local Secondary Schools and Colleges.
We have a good liaison with the other local nurseries as well as Primary and Secondary Schools in
the area.
The Police, Paramedics, Fire-Fighters, Dentist, the Hygienist and the Oral Health Action Team visit
the nursery regularly.
We have regular nursery outing to the Burrell Collection and a variety of Glasgow’s Parks and
Museums.
We also visit other venues that support the children’s interests and the nursery curriculum plans
and we have Mini Kicker’s Soccer Sessions for all the children in our 2 to 3 rooms.
Services Within the Community
Pollok Health Centre
21 Cowglen Road
Glasgow G53 6EQ
0141 531 6800

South Social Work Services
Rowan Business Park
Pavilion One
5 Ardlaw Street
Glasgow G51 3RR
0141 276 2900

Pollok Police Station
3 Brockburn Crescent
Glasgow G53 5AF
0141 532 5696

Pollok Library
Pollok Civic Realm
27 Cowglen Road
Glasgow G53 2EN
0141 276 6877

Inter Agency Working
We work very closely with our colleagues in NHS, Social Work Services, Educational
Psychologists and Speech and Language Therapists. We all work together to ensure that all the
child’s needs are being met.
Transition to Primary School
Important information is transferred from nurseries to schools during the transition process. It is
critical that the move from nursery to school is as smooth a process as possible.
In nursery we:
 Ensure that an effective liaison programme is established within associated primary
schools.
 Provide associated primary schools with appropriate information to ensure an effective
transition.
The curriculum in primary schools will aim to build on what your child has learned at nursery. Play
will still be an important element in Primary 1, but approaches to learning will gradually change.
Information about your child will be passed on to your child’s primary school via liaison meetings
with staff, and Personal Learning Plan information.
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Section Seven:

Other Information

Suggestions and Complaints
Pollok Children’s Centre is subject to HMIE and Care Inspectorate integrated inspections
which parents/carers can access. We strive to provide the highest quality service for children
and families in the Pollok area. We always welcome any suggestions from parents/carers.
If you wish to make a suggestion, please complete the relevant form and place in our
Suggestions Box. All suggestions will be looked at carefully and if deemed appropriate will be
discussed with the staff and children for their views and comments.
If you are not satisfied with the service you receive in this centre, there are a number of
courses of action open to you. In the first instance you may wish to discuss your concerns
with the Head of Centre.
In the event that you are not satisfied with the outcome of your discussion with the Head you
may wish to contact the Customer Liaison Officer at Glasgow City Council who will:




Take a totally neutral stance in fully investigating your complaint.
Acknowledge receipt of your complaint within five working days.
Give a full written response within a further10 working days, unless another timescale
has been agreed.

Customer Liaison Office:

Care Inspectorate Office:

Education Services
Glasgow City Council
City Chambers East
40 John Street
GLASGOW G1 1HL
Tel: 0141 287 5384

Central West Region
Floor 4
1 Smithhills Street
PAISLEY PA1 1EB
Tel: 0141 843 4230
Fax: 0141 843 4289
Care Commission Officer
Jackie Clark

The National Care Standards for Childcare cover services for children and young people up to
the age of 16 years which are to be regulated under the regulation of Care (Scotland) Act
2001. They apply equally to services operating in the public, private and voluntary sectors
and in domestic or non-domestic premises which provide services for over two hours a day
and for six days or more each year.
We are also inspected by the HM Inspectorate of Education
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Useful Addresses

Members of Parliament
Johann Lamont, MSP
Constituency Office:
The Wedge, 1066 Barrhead Road, Glasgow, G53 5AB
Tel: 0141 270 1890
Fax: 0141 270 1891
Johann.lamont.msp@scottish.parliament.uk

Ian Davidson, MSP:
Constituency Office:
3 Kilmuir Drive, Glasgow, G46 8BW or House of Commons, London, SW1 0AA
Tel: 0141 621 2216
Local Councillors:
Bill Butler, Scottish Labour Party
City Chambers, George Square, Glasgow, G2 1DU
Tel: 0141 287 5735
Rashid Hussain, Scottish Labour Party
City Chambers, George Square, Glasgow, G2 1DU
Tel: 0141 287 4014
Shabbar Jaffri, Scottish National Party
City Chambers, George Square, Glasgow, G2 1DU
Tel: 0141 287 4379
David McDonald, Scottish National Party
City Chambers, George Square, Glasgow, G2 1DU
Tel: 0141 287 4616
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Appendices
Appendix One:

Map Showing Location of Nursery
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Appendix Two:

Travel Information

Scotrail Trains
Glasgow Central Station to Nitshill Station
14mins and 44mins past the hour

First Glasgow Buses
Glasgow City Centre to Silverburn Shopping Centre
Service Nos:
No 57/ 57A From Union Street
Monday to Friday

5 mins after the hour and every 6mins thereafter

No10 From Jamaica Street
Monday to Friday

Every 15 minutes from the hour.

No X8 From Union Street
Monday to Friday

Every 20 minutes from the hour.
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Appendix Three:

Public Holidays and School Holidays for 2013/2014

Bold entries are linked dates
 Mid term break 11th February & 12th 2013. Schools closed & Nursery closed to Term
Time attendees only.
 Easter Spring Holiday, Good Friday 29th March & Monday 1st April 2013 nursery closed to
all children. Schools closed Friday 29th March to Friday 12th April 2013. Term Timers do
not attend nursery during this period.
 May Day, Monday 6th May 2013, Nursery & Schools closed.
 May Weekend, Friday 24th May & Monday 27th May 2013 Nursery & Schools closed.
 Schools Close on Wednesday 26th June 2013.
 Fair Monday, Monday 15th July 2013 Nursery closed.
 School Term starts on Wednesday 14th August 2013.
 September Weekend, Friday 27th September 2013 & Monday 30th September 2013
Nursery & Schools closed.
 October Week, Monday 14th October 2013 to Friday 18th October 2013 Schools closed.
Nursery closed to Term Time attendees only.
 Nursery closure on 25th December 2013 to 2nd January 2014 (inclusive). Re opens Friday
3rd January 2014.

In-Service Days are closed to all children:
 Wednesday February 13th 2013


Tuesday May 28th 2013



Thursday 26th September 2013

Information:
Term Timers 3 to 5 years: Same attendance as Schools (39 weeks).
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