Welcome to
Sandyford Day Nursery
c/o St Patrick’s Primary School

10 Perth Street, Glasgow  
G3 8UQ

Telephone: 0141 221 5502
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History of Sandyford

Sandyford Day Nursery was established at Sandyford Place in 1943, relocating to 
Woodside Secondary School at Berkeley Street in November 1994.  The nursery has been 
based in the present location of c/o St Patrick’s Primary School, 10 Perth Street since 
April 2000.

Hours of Opening

The nursery is open 8am-5.45pm, Monday to Friday, 50 weeks of the year. We are closed for 2 weeks at Christmas, 5 in-service days throughout the year and some bank holidays.
Parking
As a health and safety precaution parents are not permitted to bring their car into the school grounds. 
Non-Denominational Policy of the Establishment
The nursery is non-denominational.  We respect and welcome children and parents of all religions, faiths and cultural beliefs.
Learning Community

We are part of the Notre Dame Learning Community.

School Holiday Dates 2022/23
2022/23 Holidays

	
	2022

	In-Service
	Monday 15th & Tuesday 16th August 2022

	Pupils return
	Wednesday 17th August 2022

	September Weekend
	Friday 23rd and Monday 26th September 2022

	In-Service
	Friday 14th October 2022

	October Week
	Monday 17th to Friday 21st October 2022 

	Xmas Holidays
	Nursery closes at 2.30pm on Thursday 22nd December 2022 

	
	2023

	New Term 2023
	Wednesday 4th January 2023

	Mid Term Holiday
	Monday 13th and Tuesday 14th February 2023

	In-service
	Wednesday 15th February 2023

	Easter Holiday
	Nursery closes at 2.30pm on Friday 31st March 2023 – Friday 14th April 2023 (Inclusive) 

	May Day
	Monday 1st May 2023

	In-Service
	Thursday 25th May 2023

	Public Holiday
	Friday 26th May 2023 and Monday 29th May 2023

	School Closes
	Nursery closes at 1pm on Friday 23rd June 2023


Sandyford Day Nursery Staff Team

Head of Centre                      
 
Eileen Diamond
Depute Head of Centre 
            Heather Stewart
Team Leader


            Marie Murphy
LPA




Elaine McLaughlin
Clerical Assistant                    

Sarah Turner / Sandra Clanachan
Support for Learning


Amna Aslam 

Modern Apprentice


Ainslie Brown

Child Development Officers

	Linda Anderson
	Karen McIntosh

	Kathleen Connelly
	Carolann Munro

	Erin Donnachie
	Susan Russell

	Jennifer Dunbar
	Natasha Russell

	Rachel Geddes
	Olivia Slater

	Rebecca Laidlaw
	Nichola Smith

	Catherine McCreadie
	Karen Wands

	Kyla McDowall
	Erica Weir

	Mairi McGeary
	Shirley Whiteford


Direct and Care

Neighbourhood Janitor                       
Phyllis Ross

Catering Staff                                
Natalie Silvestro /Eileen Nelson /Geraldine Hunter
Cleaning Staff                                      Yuan Liu / Eileen Nelson / Amanda Jones
Agreed Capacity




Current Role
 

(Full and Part Time Places)


Under 2’s


12 FTE


21
Under 3’s


20 FTE


37
3-5 yrs (*APS & PS)

40 FTE


60
(*Anti Pre School and Pre School)
Privacy Statement for Inclusion in School Handbooks/Websites
As a local authority our schools and early years establishments process information about children and young people in order to provide education and care. In doing so we must comply with the Data Protection Act (1998). This means, amongst other things that the data held about children and young people must only be used for specific purposes. 

However, you should be aware that we may use this information for other legitimate purposes and may share this information where necessary with other public bodies or where otherwise required by law. We may also use any information for research purposes. However, all personal data is treated as confidential and used only in accordance with the Data Protection Act and the Information Use and Privacy Policy approved by the City Council.

For further information please see our full privacy statement at: www.glasgow.gov.uk/index.aspx?articleid=2895.
Section 1

Sandyford Day Nursery

At Sandyford Day Nursery children are encouraged to become:

- Successful Learners                 
      
- Confident Individuals

- Responsible Citizens                

- Effective Contributors 

A Curriculum for Excellence: Scottish Executive

Establishment Vision

We seek to provide a positive ethos by welcoming children and adults to a safe, nurturing environment where individuality is valued. Children and adults are encouraged to respect other people and to care for their environment.

Aims

1. Provide a safe, stimulating learning environment, both inside and outdoors that nurtures and empowers each child, respects their individuality, builds their self-esteem, values and celebrates their individual achievements and successes.

2. Ensure that every opportunity is taken to raise the attainment of our children and families.

3. Value the role of the parents/ carers and work in partnership to provide positive outcomes for all service users.

4. Recognise the importance of play and the positive impact it has on a child’s development

5. Use a holistic approach to encourage, and where possible support, adults to explore opportunities for learning.

6. To promote health and wellbeing through a healthy balanced diet, and offer a wide variety of opportunities for children to explore emotions and enjoy exercise and physical activity.

7. We strive to promote equity and encourage all service users to show respect towards each other.

Register of Applicants

The Head of Centre keeps a register of all applicants. The information contained in the applications is considered by the admission panel to assist in the allocation of places. All information is confidential.  Please note that the length of time a child’s name has been on the register does not affect the child’s priority for admission.

Parents/Carers should speak to the Head of Centre regarding any change in circumstances which might affect their application.   Please note there is a high demand for nursery places and there is no guarantee of a place becoming available.
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GIRFEC and the Named Person

GIRFEC is legislation that it used to assist those who support children, making sure that they are all on the same page. Where needed, 
GIRFEC links day-to-day work in education, health, policing, social work and the voluntary sector – in fact any organisation whose staff come into direct contact with children. It makes it easier for those different organisations to communicate consistently with each other, and with parents, carers, children and young people.
GIRFEC provides a structure that helps people to work in the same way and use the same language. This allows discussions with the child and their family to focus on what is good in a child’s life, and what might need attention or support.
It’s the bedrock for all children’s services and can also be used by practitioners in adult services who work with parents or carers.
The approach helps practitioners focus on what makes a positive difference for children and young people – and how they can act to deliver these improvements. Getting it right for every child is being threaded through all existing policy, practice, strategy and legislation affecting children, young people and their families.
What Getting it Right for Every Child means:
For children, young people and their families:
· They understand what is happening and why
· They have been listened to carefully and their wishes have been heard and understood
· They will feel confident about the help they are getting
· They are appropriately involved in discussions and decisions that affect them.

· They can rely on appropriate help being available as soon as possible.

· They will have experienced a more streamlined and co-ordinated response from practitioners
For practitioners:
· Putting the child or young person at the centre and developing a shared understanding within and across agencies.

· Using common tools, language and processes, considering the child or young person as a whole, and promoting closer working where necessary with other practitioners
If you would like to access support from the Named Person Service, please contact the school. (For Early Years establishments this should be “please contact your Health Visitor”)

Admissions and Charging Policy
All nursery places are allocated in line with Glasgow City Councils Admissions and Charging Policy for Early Years. The Head of Centre will be happy to advice you on how this policy operates when you apply for a place for your child. A leaflet giving details of the Councils policy is also available from all establishments.

An admission panel will meet at regular intervals throughout the year to decide how nursery places will be allocated.

The panel consists of all Heads of Early Years establishments in the area, and a representative from divisions of other agencies involved in supporting children and their families, e.g. social work department, health board.

Child Welfare & Safety and Child Protection 

All educational establishments and services must take positive steps to help children and young people 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/ young people have a clear understanding of the difference between appropriate and inappropriate behaviour on the part of another person, no matter who.
All staff are fully aware and have been trained on the contents of the GIRFEC document (Getting it Right for Every Child 2008).  The principals and guidelines are fully embedded in our practice.
As with other areas of the curriculum, you will be kept informed of the health and personal safety programme for your child/ young person’s establishment.

Educational establishments and services must create and maintain a positive ethos and climate which actively promotes children and young people’s welfare and a safe environment by:

· Ensuring that children and young people 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 welfare & safety and 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 and young people
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Should any member of staff have concerns regarding the welfare or safety of any child or young person they must report these concerns to the head of the establishment.  The Head, or the person deputising for the head, after judging that there may be grounds for concern regarding the welfare or safety of any child or young person must then immediately advise social work services of these concerns.

Additional Support Needs/Accessibility Strategy

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, including the relocation of playrooms to the ground floor where feasible. 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.
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Health Research information has led to an updating of local government health policy. 
In line with this we have reviewed and updated our practice. As part of our Healthy 
Eating Policy we provide the children with healthy food at snack and lunchtime. The 
food is planned and prepared by the school kitchen. The children are able to choose 
at snack time from a selection of fresh and dried fruit, fresh vegetables with dips 
and other low sugar and salt foods. The kitchen provides for all dietary requirements e.g. cultural beliefs, parental requests etc.  Parents are encouraged to be supportive of our healthy eating practice.                                                                                    

Suitable Clothing                              

All parents are asked to provide spare set of clothes for their child which, will be kept in their bags or boxes.  They should have spare top, trousers/skirt, vest, pants and socks to change into. Parents should also put their child’s name on them to prevent loss. Your child should also have soft shoes (slippers, sandshoes) that they can change into when they arrive at nursery and we ask all parents to make sure their child has soft shoes on before entering the playroom as well as remembering to put outdoor shoes in their bags.  We encourage the children as much as possible to dress themselves and we ask if you could make sure that your child has suitable clothing on. Braces, belts, lots of buttons and tight clothing make it difficult for your child. We would appreciate parents/carers support in this.                                     

[image: image6.wmf]There are forms of dress which are unacceptable in establishment, such as items of clothing which:

• 
potentially, encourage 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, 
dangling earrings;

• 
carry advertising, particularly for alcohol or tobacco; and

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

Glasgow City Council is concerned at the level of claims being received regarding the loss of children’s and young peoples’ clothing and/or personal belongings.  Parents/Carers are asked to assist in this area by ensuring that valuable items and unnecessarily expensive items of clothing are not brought to establishment. Parents/Carers should note that the authority does not carry insurance to cover the loss of such items and any claims submitted are likely to be met only where the authority can be shown to have been negligent.

Birthdays
As part of our Healthy Eating Policy we do not have birthday cakes as part of birthday celebrations at nursery. We wish each child to have best possible birthday experience so a special day at nursery is planned in advance by your child’s Keyworker.

Each child is also given a small gift which is purchased through the toy fund, and a card. 
Toilet training

[image: image7.wmf]Toilet training for younger children is introduced in partnership with parents when the child shows they are ready. (A leaflet is available on request).
During the toilet training process parents are asked to provide and maintain 
a supply of pants and spare clothes.  Once your child has arrived at nursery
 and settled, staff will change them into their pants. Your child will be 
taken to the toilet by staff at regular intervals.  The staff and parents 
will work together to support the child during the toilet training process.

Section 2
Medical Information

If your child becomes ill while in the nursery and requires medication you should discuss their requirements with the Head of Centre.  Prescribed medication will be given at the discretion of the Head of Centre and you will be required to fill in a medicine form stating the name of the medicine and times for it to be administered to your child.
Only medicines prescribed by your doctor or hospital can be given to your child.
All medication should have the doctor or pharmacist’s label on it stating the child’s name, dosage to be given and the time between dosages.  Parents must always administer the first dose of any new medicine.  Any medications that are required to be given in the nursery day are either stored in a locked medicine cupboard or in the fridge depending on the storage instructions of the medicine.

If your child suffers from asthma, you must inform the Head of Centre if there are any activities or specific circumstances which are likely to bring on an attack.

Individuals who suffer gastrointestinal infection are at increased risk of spreading the infection to others. They should be advised to remain off school/nursery for at least 48 hours after the symptoms of diarrhoea and vomiting have resolved.

Minor Accidents and Upsets

Every care will be taken to prevent accidents however from time to time all children receive minor bumps and grazes. Should this happen your child will be comforted by a member of staff and the injury will be treated accordingly. 

The adult who is collecting the child will be informed of the incident and asked to sign the accident book: a photocopy of this record can be given away.

What to do if your child is unwell…

For the protection of your child and the other children, staff and parents please do not bring your child to nursery if they are unwell. Please phone the nursery in the morning to let the staff know that your child will not be attending that day.

If your child becomes unwell in the nursery

If your child becomes unwell whilst at nursery we will contact you in order for you to make an appointment with your doctor, or you may just be asked to collect your child from the nursery as soon as possible depending on the symptoms.  We will always follow the current Covid 19 guidelines.
In the event of an accident a qualified first-aider will asses the injury and a decision will be taken about the required treatment. If it becomes necessary your child would be taken to The Royal Hospital for Children, Glasgow. You will be notified and asked to meet your child and staff members there.

Named First Aider:            Eileen Diamond / Karen Wands/ Carolann Munro
Emergency Contacts

Parents/Carers whose children attend the nursery are asked to provide the nursery with names addresses and telephone numbers of two contact persons for use in case of emergency, in the event of us not being able to contact you for any reason.

Please keep all these numbers up to date at all times including mobiles.

In order that the nursery can pass on emergency information to you it is vital that you inform nursery staff of any changes of where and how you can be contacted this may need to be done on a daily basis.

Information in Emergencies

We make every effort to maintain a full educational service, but on some occasions, circumstances arise which lead to disruption. Establishments may be affected by, for example, severe weather, temporary interruption of transport, power failures or difficulties of fuel supply. In such cases we shall do all we can to let you know about the details of closure or re-opening. We shall keep you informed by using letters, notices in local shops and community centres, announcements in local places of worship and announcements in the press and on local radio.

Data Protection Act 1998

Information on children and young people, parents and 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.

Bullying

Bullying behaviour will not be tolerated within Glasgow City Council’s educational establishments.  All children in Glasgow’s educational establishments have an entitlement “to work (and play) in a learning environment in which they feel valued, respected and safe and are free from all forms of abuse, bullying or discrimination”. (A Standard for Pastoral Care in Glasgow Establishments).

In 2009, Glasgow City Council published its revised Anti-Bullying Policy, incorporating the requirement to record and report all discriminatory behaviours within educational establishments.  All establishments are required to review their policy in light of this. Parents and carers have a significant role to play in helping to address this problem. For this reason, any anti-bullying strategy must stress the importance of partnership with the parents and carers of their children.

Although this information is correct at time of printing, there could be changes affecting any of the matters dealt with in the document:

a) 
before the commencement or during the course of the establishment year in 
question;

b) 
in relation to subsequent establishment years.
Section 3

Enterprise/Citizenship
Enterprising work is any type of work that helps young people develop self confidence, 
Self-reliance and ambition to achieve their goals – in work and in life.
Some of the things we do in the nursery for enterprise are mini-pots of care, tooth brushing, Forest Schools, school leavers gifts and much more. Please note that some of these things have been postponed recently due to Covid 19 restrictions.
Eco schools

Eco schools is a project for local schools and nurseries, asking children, staff, parents and community members to become involved in improving their local environment. It also encourages children to think globally as well as locally.
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There are eight topics of eco schools which are 

· Energy
· Waste minimisation
· Litter
· Water
· Health and well-being
· Transport                                                                          
· School grounds                                                      
· Biodiversity 

The nursery will only tackle three of the topics and work on them. If we work hard at the three main topics then we can maintain our Green Flag award.

Parents are encouraged to participate in these Core Groups, overseeing these areas.

Fundraising / Toy Fund
Throughout the year we participate in a variety of different fundraising events which you will be informed about as they occur, we are always looking for volunteers to become involved and welcome your suggestions and participation.  
A voluntary Toy Fund exists which parents can donate to. Small brown envelopes are available to use and can be taken from above the post box in the corridor next to the office. Please write your child’s name on the envelope and post in the post box. 

Toy fund donations pay for outings, parties, presents and any other extra curricular activities throughout the year.  All donations are very much appreciated.             
Excursions and consent forms

Every parent will be invited to consent to their child taking part in local 
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excursions. Every effort is made to ensure the safety of children at all times.

When outings or excursions for children involving transport are planned, parents will be asked to complete forms which give 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.  There may be a small charge for some trips.

Photographs
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For the various events and outings, the nursery is involved in throughout the year, we ask if parents could give their permission for us to take photographs or video of the children. We do this for the safety of the children and with the parents’ permission as we may give out video or photographs to all parents. 

Parents Group

[image: image11.wmf]
We encourage participation from all parents / carers in the life of 
the nursery. Under normal circumstances we invite parents / carers 
to join the Core Groups which exist and we use various methods of 
consulting with parents obtaining their views, ideas and opinions.  
Section 4

The Nursery Curriculum: Our Aims
Through the nursery curriculum provided at Sandyford Day Nursery, all staff seek to:
1. Develop self esteem in every child.

2. Empower each child with the attitudes, skills and understanding which promotes effective learning.

3. Foster achievements.

4. Encourage the development of positive interpersonal relationships.

CURRICULUM FOR EXCELLENCE

When making provision for children we take our lead from the child.  We also follow the guidelines set out in the following documents: 

· Assessment is for learning (AIFL)
· Curriculum for Excellence
· How good is our early learning and childcare?
Curriculum for excellence focuses on the following capacities:

1. 
Successful learners

2. 
Confident individuals

3. 
Effective contributors

4. 
Responsible citizens

Copies of all these documents are available in the nursery.

Children under Three

Our Planning is based on the following documents: -
· Realising the Ambition: Being Me

· Guidelines for planning for under 3’s – Glasgow City Council

· Pre-birth to Three – Learning Teaching Scotland
The Under 3’s planning consists of short, medium and long term plans. There are four Key Aspects in the Under-Three’s planning. 

These are:
· Emotional well being and social competence

· Communication

· Curiosity

· Movement and Coordination
Observations are recorded by staff and they plan individual next steps to take their learning forward.  Staff will choose features of learning for each plan on the observations of the child / children’s interests and the developmental needs of the individual child or children.
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You will now be able to access your child’s journal using Seesaw at any 
time you want, as long as you have an internet connection.  If you don’t have 
an internet connection at home we can give you a printed version.

Seesaw enables your child’s keyworker to make observations of learning in a fraction of the time it would have taken previously.  This means they are going to have so much more time to play, teach and care for the children instead of filling out paperwork.  It’s also extremely environmentally friendly too!
You will have easy access to the development and progress of your child and you will be able to contribute to it too.

You can log in at any time to view new and old observations.  You have the option to comment on observations and also add photos of activities you and your child have taken part in at home.  You will receive an email notification and an App notification to let you know an observation has been added to your child’s journal.  

If your child is in the 0-2 room you will also receive your child’s daily diary through Seesaw.

Transition to primary school

When children move onto primary school staff will complete a transition document for the receiving primary school.  Parents will be invited to view these documents and add any comments if they wish.

We liaise with the receiving Primary Schools ensuring that a comprehensive picture of each child’s pre-school learning / achievements is passed on.  Transition meetings involving appropriate staff are arranged prior to the child entering Primary School.

Section 5

**Please note that not all of these activities are currently taking place due to Covid 19 restrictions.


Parental partnership
Our aim as a nursery is to establish a good working relationship with all parents; each child is given a key worker who reports daily about how your child’s day has been and is there to support you about any concerns you may have.  We also encourage parents to complete home to nursery transition forms when children are settling into the nursery to help our staff plan effectively to promote your child’s development and we welcome any information you may wish to share about your child.  Furthermore, parents are encouraged to share their knowledge and abilities e.g. cooking, sewing, music etc.

The nursery has a Parents Group who meet to discuss issues concerning all aspects of the service.  We also have Core Groups including Eco, Enterprise, Policy Review, Health Promotion, Literacy and Numeracy and Citizenship.  We are always keen to welcome new parents along to these group meetings.

[image: image13.wmf]Parent’s room

We provide a meeting/ parent’s room which you are welcome to use during 
settling in periods there are books and magazines for you to read and have 
a cup of tea or coffee (ask key worker).  There is also a lending library for 
you and your child to choose books together and take home, we provide an 
A4 book for you and all we ask is you write in the title of the book you are borrowing, the date and your child’s full name.  Staff will use this room with the children for numerous activities and also one to one experiences.

Parent’s evenings

Throughout the year the nursery has opportunities for you to meet with your child’s key worker and other staff within the rooms to introduce planning and discuss your child’s individual portfolios. This also allows questions from parents to be answered and discussion of their child’s development and next steps to take place.  We offer opportunities and invite parents to explore our play rooms as your child would e.g. looking at our resources, testing out activities for yourself to help better understand what your child can learn at the nursery.




Section 6

Useful telephone numbers 

Psychological Services                      


0141 276 2070
Clinics/Health visitors in the area:
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William Street                                  

0141 314 6200 

Social Work Department (Partick)


0141 276 3100

St Patrick’s Primary school 


0141 221 2921
Anderston Primary


0141 221 1263
Please note:
The information in this handbook is correct at the time of printing. There could be changes to any of the matters dealt with in it, either before your child’s placement begins or during the course of their placement. The Head of Centre will inform you of any changes.

Complaints Procedure
In the first instance, speak to the Head of Centre, Eileen Diamond.

If you have not had your complaint dealt with to your satisfaction, please contact:

Customer Complaints Section
[image: image15.wmf]Glasgow City Council

45 John Street
Glasgow, G1 1JE

Telephone: 0141 287 2000 (main switchboard)

In the event that you are still dissatisfied, please contact:

Care Inspectorate
4th Floor

1 Smithhills Street

Paisley

PA1 1EB

Telephone: 0141 843 6840
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