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Georgetown School Nursery 

 
Nursery Handbook 

Georgetown School Nursery 
Gillbrae Road 

Dumfries 
Telephone 01387 264079 

Fax: 01387 247132 

 

 
 

8.30am – 3.30pm 
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PLP 

Each child will have 

their own personal 

learning plan.  These 

will provide a 

home/school link and 

parents are welcome 

to view them at 

anytime. 

 

Big Book Planning 

Children are involved 

throughout the year 

in planning our topics. 

 

Long Term Planning 

See next page for an 

example of a long 

term plan of a 

specific area in the 

nursery. 
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A Letter from the Head Teacher  
 
Dear Parent / Guardian  
 
Georgetown School extends a warm welcome at all times 
to everyone – pupils, parents, friends and staff alike. 
 
As your child is about to start his or her education at Georgetown School 
we hope this booklet will be of assistance to you in preparing your child for 
their first year in  
Nursery. 
 
 We recognise the importance of working in partnership and have planned 
this booklet to provide you with as much information as possible about our 
school.  We hope you will find the booklet helpful but if you would like 
more details, please do not hesitate to contact us.  
 
The prospectus contains statements of general and educational aims but 
put simply we aim to encourage all pupils to achieve of their best in a 
friendly, relaxed, supportive and inclusive atmosphere. The part you play in 
this process is a crucial one and on behalf of all staff at the school may I say 
that we look forward to working with you to ensure that your child’s school 
days are happy, fulfilling and educationally rewarding. 
 
Yours sincerely, 
 
 
 
Mr C Latimer 
Headteacher  
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Our Aims 
 
 

 The nursery will provide a safe and happy environment in 
which children can learn.   

 
 We shall encourage the emotional, social, physical, creative 
and intellectual development of the children. 

 
 Children shall receive encouragement to develop self- 
confidence and independence. 

 
 The nursery will provide opportunities to stimulate interest 
and imagination and extend the children’s abilities to 
communicate ideas and feelings in a variety of ways. 

 
 Children will have equal opportunities to fulfill their 
potential as far as their stage of development will allow. 
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Our Ethos 
 
 
At Georgetown Nursery we follow the Curiosity Approach to 
promote high level engagement and quality learning experiences.  
 
 
This is a modern day approach that fits perfectly into our current 
changing technological times. Bringing curiosity, awe and wonder 
into early childhood & creating the 'thinkers & doers' of the 
future, we aim to empower and ignite passion and excitement 
within our setting. We focus on creating a home from home 
environment; encourage children in leading their own learning 
and provide children with skills for learning, life and work. 
 
 
We take pride in our setting, knowing that play is at the forefront 
of everything we do. However, we do not believe in false play 
with pretend objects or replicas of real life objects. Here at 
Georgetown Nursery we allow our children to play with real life 
objects – real ceramic teapots, real hammers and nails, real and 
natural resources. This promotes curiosity, respect, develops 
language skills and in helps slow play down so that is becomes 
meaningful and children have a deeper level of understanding. 
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Mrs Gillespie 
Nursery Teacher 

Miss Dickson 
DHT&Nursery Teacher 

Miss Daly 
Nursery Nurse 

Ms Hodson 
EYSA 

Miss McNish 
EYSA 

Miss Tait 
EYSA 

Mrs Magee 
Nursery Nurse 

Mrs Jones 
Nursery Nurse 

Mr Solley 
Nursery Nurse 

Miss Rogerson 
Nursery Nurse 

Miss Denman 
LA 

Mrs Pirrie 
LA 

Meet our Nursery Team 
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Curriculum for Excellence 3-18 
Young children learn best through active activities, which are provided within the Nursery in a variety of ways.  Topics or themes develop 
specific interests that come from the children, expanding their knowledge and developing their understanding of their environment.  
Throughout all of your child’s time in the Nursery the emphasis remains on active play. 

 

PLP 
Each child will have 
their own Personal 
Learning Plan.  
These will provide a 
home/school link 
and parents are 
welcome to view 
them at anytime. 
 
Planning 
Children are 
involved throughout 
the year in planning 
our topics. 
 
Long Term 
Planning 
See next page for 
an example of a 
long term plan of a 
specific area in the 
nursery. 
 

Assessment 

Next steps 

for learning  

 

a and  and 

development 

identified  

Child Centered Planning 
Opportunities to develop skills and offer 

enhanced experiences, through a child centered 

planning process using key questions built around 

children’s interests 

Long Term Planning 

Active learning Play Environment 

Through continuous provision experiences and opportunities to learn and practice 

skills to meet the learning outcomes within the 8 curriculum areas to develop 

SUCCESSFUL LEARNERS, CONFIDENT INDIVIDUALS, EFFECTIVE 

CONTRIBUTORS, and RESPONSIBLE CITIZENS 

 

Find out more: www.acurriculumforexcellencescotland.gov.uk 

PLP 

Each child will have 

their own Personal 

Learning Plan.  These 

will provide a 

home/school link and 

parents are welcome 

to view them at any 

time. 

 

We value your 

comments so please 

add your views to your 

child’s PLP. 

 

Planning 

Children are involved 

throughout the year in 

planning our topics. 

 

 

Long Term Planning 

See next page for an 

example of a long term 

plan of a specific area 

in the nursery. 

 

www.acurriculumforexcellencescotland.gov.uk
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Class DOJO 
 

 
Here at Georgetown Nursery, we use a whole school approach to communicating with 
parents. This includes Nursery through to Primary 7.  
 
Class Dojo is a free app which you can download onto your phone or access via the internet. It is 100 
percent secure, private and complies with all GDPR regulations. If you do not wish for your child to be 
photographed/recorded on Dojo, please let a member of staff know ASAP. 
 
It allows us to keep you up to date with learning that is happening within the nursery via photographs 
and videos. Staff will share important information, key dates to remember and weekly updates of what 
is happening in the nursery.  
 
Class dojo is interactive, so you are able to comment on pictures etc and upload learning/wow 
moments from home onto your child’s portfolio. More information will be sent prior to your child’s 
start date. 
 
Please do not use DOJO to inform us of any absence or if there is an emergency, as it is not manned 
at all times.  
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Settling In 
We hope that the following information will be helpful to you and allow your 
child to settle and adapt to new routines and procedures whilst strengthening 
the link between nursery and home.  Children settle better when they know 
parents, carers and school are working together to achieve the best for them. 
 
With current circumstances regarding COVID, we are currently only able to offer 
transition in January once your child has started with us. A questionnaire will be 
sent out to your email with further information. 
 
We normally hold several ‘Stay and Play’ events throughout the term. This is a 
great opportunity to be involved in your child’s learning and to see what they like 
to do.  
 
Emotion Works 

 
We use a programme called Emotion Works to help support children manage 
and understand their emotions. This is embedded through play and our stories to 
promote positive wellbeing amongst out children and staff. 
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Clothing                

Coats and jackets should be left on your child’s peg in the 
cloakroom. We recommend a pair of shoes with Velcro – to 
encourage independence when your child is changing back and 
forth into their wellies. Your child should be suitably dressed for 
Nursery in clothes that are comfortable and allow freedom of 
movement- e.g. leggings / jogging pants/tracksuit.  Please no belts 
or jewellery. 
Please do not dress your child in his/her best clothes as 
accidents with paints, mud etc can happen despite 
the use of aprons. 
 
 
We provide waterproof clothing for all children on 
wet days but we would appreciate it if you could 
send in a puddle suit and wellies which are perfect for outdoor 
wet and messy play. We do have some spares but not enough to 
go around. These items will remain in nursery, therefore please 
ensure your child comes to nursery with their trainers/suitable 
footwear already on.  
 
 
 
 
 
 
 
 
 

 
 

We understand that accidents can happen so we would 
appreciate it if you can bring a bag with a change of clothing for 
your child (pants, socks, top and bottoms) This bag can be left on 
your child’s peg.                  

                                    

To avoid any confusion it is essential that 
all clothing and footwear is labelled with 

your child’s name on it. 
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Snack and Lunch 
 

Snack time is an integral part of the social life of 
the Nursery. It is also the time we use to reinforce 
the children’s understanding of what healthy 
eating is. We try to ensure that all snacks provided 
are nutritious, avoiding large quantities of fat, 
sugar, salt, additives, preservatives and colouring’s. Food on offer is fresh, 
wholesome and balanced. 
 
Lunch is provided by the Nursery free of charge. There are hot and cold 
options available and either a starter or pudding. These meals are cooked 
on site and served within the nursery as a family service – this means that 
children will sit with a staff member and a group of children, promoting a 
positive and pleasant experience. 
 
Children’s medical and personal dietary requirements are respected, with 
all children being offered suitable food. The dietary rules of religious groups 
and also vegetarian/ vegans are known and met in appropriate ways. 
Parents/ Carers of children who have special diets will be asked to provide 
as much written information as possible about suitable foods and if 
necessary, provide those foods themselves. A photograph of any child with 
a food allergy or special dietary requirements will be displayed in the food 
preparation area to ensure that permanent and supply staff are aware of 
each child’s needs. 
 
We do try to provide multicultural snacks to ensure that children from all 
backgrounds encounter familiar tastes and that all children get to try 
unfamiliar foods. The Snack menu changes each week in consultation with 
the children. Please feel free to make suggestions. There is always a 
selection of fresh fruit and vegetables to try and milk and water are served 
at snack and lunch times, with water being available throughout the session 
if your child is thirsty. Please do not send juice into nursery as we are not 
permitted to give this to your child. 
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Children help to prepare the snack wherever possible, taking into account 
hygiene rules- e.g washing hands. 
Parents/Carers will be advised if their child is not eating well. Staff may sit 
with the children while they eat and will provide good role model for 
healthy eating. Children will be encouraged to develop good eating skills 
and table manners. 

 
PLEASE INFORM STAFF OF ANY DIETARY REQUIREMENTS ASAP 
 
 

 
Intimate Care 
 
If your child has a toileting accident or needs to be changed due to being 
wet/ covered in paint etc then the Nursery Staff will change your child. 
Please ensure you bring in a spare set of clothes (including pants and socks) 
 
Please note that the staff will not enter the toilet cubicle for your child 
unless absolutely necessary. If your child needs help to wipe him/herself 
the staff will encourage them to do it themselves in the first instance but 
will assist if necessary.  
 
 
Use of Video/Digital Cameras and the Internet       
  
When you enrol your child for Nursery you will be given 
permission slip for the school to video or photograph your child 
whilst participating in Nursery or whole school activities. The 
Nursery has a digital camera that they use on a regular basis to record 
progress in children as well as evidence of trips, visits etc. The children 
enjoy seeing these pictures and they are a stimulus for much discussion 
work. The nursery takes great care with this photographic evidence in that 
it is used for nursery purposes only. 
 
The Nursery class has access to the internet and children use it daily to 
access games and activities. The computer system is monitored and 
screened at a regional level.  
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    Outings 
                      
Throughout the course of the year the Nursery will be involved in a variety 
of outings. These may be trips to the local shops to buy ingredients for 
cooking, walks in the surrounding area, library visits or even topic related 
visits. At the start of the year you will be given an excursion consent form 
to fill in to allow us to take your child out and about. We do not give one 
form per outing as this cuts down on the paperwork although you will 
receive information prior to any outing notifying you of planned date, times 
and what the trip will entail. 
                                                           
           
 
 
 
 
 
 
 
 
 
 
Nursery Primary Links 
 
In Georgetown Nursery we appreciate the need for partnership with your 
child’s primary school. We work together to ensure that transition between 
Nursery and Primary school is an enjoyable one for your child. 
 
Transition takes place at Georgetown Primary from an early date to give 
your child opportunities to meet with the Primary One teachers in a 
familiar setting.  
Throughout your child’s pre school year Primary staff will visit the Nursery 
to observe and meet with children and pre school children will visit the 
main school to take part in a variety of activities including assemblies and 
altogether time.  
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 In the summer term you as parent/ carers are invited into the school for 
work shop entitled “Preparation for School” which involves a PowerPoint 
presentation regarding the first six weeks and a tour of the school. 
In June your child will be invited to school to spend two afternoons with 
their new teacher and classmates as well as sample a school lunch. 
 
Personal Learning Plans will be handed onto the new class teacher and 
pupil progress discussed with their primary class teacher, regardless of 
which primary school they decide to attend.  
 
 
 
Medication            
 
From time to time children need to take medication at 
Nursery and we are happy to cooperate to ensure the child’s 
well being. 
However, we are required by the Educational Department 
Policy to apply the following conditions: 

 The Parent/ Carer must deliver the medication to the Nursery in 
person. 

  A Parental Request form must be completed before any medication 
is able to be given by staff. 

 
We are not permitted to administer medication in any other 
circumstances. 
 
If your child is unwell, please do not send them into nursery. 
 

 
Sun cream 
 
Sun cream should be applied prior to the session. If your 
child is full sessions then sun cream is applied by the child 
at lunch time, supervised by a member of staff. Staff are 

not permitted to apply sun cream to any child. We usually suggest a spray 
of roll on type cream. 



 
          __________________________________Everyone Learning Together 

 

 15 

 
 
Emergencies                                    
 
For emergencies when we need to contact parents/ carers immediately, we 
hold an up to date list of all pupil contacts and their phone numbers. We 
also have lists of all medication and allergies reported to us by parents/ 
carers. If any of your child’s details change it is important to notify us. 
 
From time to time accidents and incidents occur in the nursery. 

The definition of an accident is “an unplanned event 
which results in harm or loss, physical, financial or 
material”. 
The definition of an incident is “an unplanned event 
which has the potential to cause harm or loss, physical, 

financial or material”. 
In both cases they will be logged and reported to you. 
 
If your child becomes ill at Nursery we will contact you immediately. In case 
of accidents then each case is dealt with according to its severity. Trained 
staff deal with first aid aspects and you will be informed about the accident 
when your child is collected.  Throughout the year incidents may occur in 
the nursery  
 
The Nursery carries out regular fire drills and all children take part. 
 
 
Absences and Infection Control               
 
Good hygiene is necessary in controlling the spread of infection. Staff and 
parent/ carers are asked to be extra vigilant when cases of infection are 
known. 
It is the responsibility of parent/ carers to ensure that their child is fit to 
attend the Nursery and inform the school when their child has an 
infection. A child who is unwell with an infection should not attend 
Nursery. 
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If your child has been sick or had diarrhoea you must keep him/ her off 
for 48 hours after the sickness or diarrhoea has stopped. 
 
If your child is displaying any symptoms of covid19 (new or persistent 
cough, high temp or loss of taste or smell) please do not attend nursery. 
Please follow government protocol. 
 
It is the school and regional policy to contact you if we have not been 
informed of the reason for the absence. Please try and contact the school 
before the beginning of your child’s session if they will be absent. 
The table below shows common infections and their period of exclusion. 
Adhering to these periods of exclusion will allow us to control the infections 
and keep the numbers of children being infected to a minimum. 
 

 Period of Exclusion  
Disease Patients Household Contacts 

Covid 19 Test, 14 days isolation Up to 14 days isolation 

Scarlet Fever 24 hours from 
commencing antibiotics 

No exclusion 

Measles 4 days from onset of 
rash 

No exclusion 

Whooping Cough 48 hours from 
commencing antibiotic  
treatment or 21 days 
from onset of illness if 
no antibiotic 

No exclusion 

Chickenpox 6 days after onset of 
rash 

No exclusion 

German Measles 4 days after onset of 
rash 

No exclusion 

Mumps 5 days after onset of 
swollen glands 

No exclusion 

Meningitis Until medically certified 
fit to return 

 

Diarrhoea and/ or 
vomiting 

48 hours from last bout 
of diarrhoea or sickness 

No exclusion 

Infective Hepatitis Until 7 days after onset No exclusion 
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( Jaundice)  of jaundice 

Impetigo, Ringworm 
and Scabies 

Can attend school if 
receiving medical 
treatment and lesion/ 
sores are crusted over 

No exclusion 

 
 
Complaints Procedure 
 
If, at any time, you feel you have cause for complaint, we would like to 
assure you that this will be dealt with and resolved as quickly as possible. 
Hopefully most concerns can be dealt with in a satisfactory manner by 
talking to a member of staff, usually the teacher, at the beginning or end of 
a session. Staff will listen to your concerns and do everything they can do to 
answer the complaint. 
In the event of you being unhappy with the outcome you can arrange to 
see the School Head Teacher, Mr. Latimer.  
 
Formal Complaints Procedure  
 
If you feel that talking to the staff did not address your concerns, you may 
wish to make a formal complaint. 

 This should be made in writing, in the first instance, to the Head 

Teacher who will acknowledge receipt of your letter as soon as 

possible and, normally, within five working days. 

 The Head Teacher will investigate the complaint and arrange a 

meeting with the complainant and, if appropriate, members of staff. 

 The meeting will, normally, take place within ten working days of the 

complaint being made. If there is a delay, which is unavoidable, the 

complainant will be informed of the reason for this and given a time 

for a meeting with the Head Teacher. 

 A written report of points discussed and the agreement reached will 

be provided by the Head Teacher within 28 days advising the 

complainant of the action (if any) that will be taken. 
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 The Care Inspectorate can be contacted if necessary.  Information on 

how to do this is displayed on the Nursery notice board. 

Appeals Procedure 
 
In the event that it is felt that the matter has not been satisfactorily 
resolved then the complaint may be taken to the Education Authority via 
the Education Officer who will 

 Help to define the problem 

 Review the actions which have been taken 

 Suggest other ways in which the problem might be resolved 

 Take further action as considered necessary if the matter is still 

unresolved. 

 
Child Protection 
 
Georgetown Primary School follows the Dumfries and Galloway Authority 
guidelines on child protection. Our designated Child protection Coordinator 
for the school is Mr C Latimer (Head Teacher).  
If you would like any more information about this policy there are 
guidelines on the nursery corridor notice board, along with a pamphlet 
containing an e-mail address. It is however our professional responsibility 
to ensure that every child in our care is safe. We will if necessary take 
action and contact the relevant authority if we have cause for concern 
about any child’s health and wellbeing in accordance with the authority 
guidelines.  
 
Child Protection Policy / Adult Helpers in Schools. 
 
In line with legislation, all schools in Dumfries and Galloway have to 
produce a Child Protection Policy, which follows the advice and procedures 
contained in the Authority's guidelines. 
 
We have recently drafted our policy and a full copy is available for 
inspection if you wish further information. 
The aims of our policy are: 
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- to make sure that pupils live and work in a safe and secure environment 
where they are respected and listened to by adults. In this environment 
children will feel confident and able to approach adults about matters, 
which concern them.  

- The adults who work in the school will have knowledge of child matters 
and be sensitive to the signs of children who are in distress or under 
stress of some kind.  

 
The school wishes to: 

 Ensure that children and adults are able to communicate with each 
other in an open way. 

 Ensure that children are listened to with attention and respect. 

 Ensure that staff are aware of internal school procedures for dealing 
with suspicions of abuse. 

 Ensure that staff understand the Authority's child protection procedures 
and the part which they play in making them effective. 

 Ensure that staff have on-going access to in-house and external training 
on child protection matters 

 Ensure that parents/carers are fully aware of the school's child 
protection policy and procedures. 

 
The school wishes to encourage and promote the following values: 

 Children and their families will be respected. 

 Open communication, including listening, between adult and child, and 
adult and adult will be encouraged. 

 The development of appropriate self esteem and assertiveness on the 
part of children and young people will be actively encouraged. 

 Children will be presented with appropriate role models of behaviour at 
all times. 

 Rules and discipline systems will recognize the rights of children and 
their families. 

 Respect for individual differences will be actively fostered. 

 All members of the school community will be involved in decision 
making. 
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We are very fortunate that cases of Child Abuse - sexual, emotional or 
physical - are very rare. However if abuse is obvious, a child discloses abuse 
or if a teacher suspects abuse, then the following procedure will be used: 
1. Teacher makes note of time, date, observations, what was said, 

witnesses, etc. 
2. Teacher informs Headteacher or, in their absence, acting Headteacher. 
3. Nature of disclosure / level of suspicion is discussed. 
4. Headteacher contacts Social Work Department who then proceed with 

any investigation. 
 
Please note that school staff do not advise parents that they will be 
contacting the Social Work Department. Parents generally trust teachers 
and expect them to protect their children. It can be difficult for school staff 
to maintain relationships with parents when suspected abuse is reported. 
We value the trust and positive relationships we have with parents, but the 
most crucial issue for the school is protection of the child. 
 
Parents are entitled to have access to all information recorded by the 
school pertaining to the suspected abuse.  
 
We have also been issued with new guidelines for Adult Helpers in Schools 
which includes a Code of Good Practice.  
 
 
The key points are: 
 
1. All adult helpers must complete a confidential registration form. S(he) 

must agree to the terms and conditions of the Code of Good Practice 
and consent to the possibility of a police check being made. A Police 
Check only looks at whether an adult is suitable to work with young 
people and for no other reason. 

 
2. All adults/visitors will meet with the Head teacher to discuss their role 

before they help in school. 
 
3. all helpers will receive a copy of the school's guidelines which contains 

information on 
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 a description of the work they will undertake with children, with 
reference to any guidelines adopted for safeguarding the welfare of 
those children. 

 the duty to prevent the abuse of all children and young people in 
contact with the school and reference to the action to be taken if abuse 
is discovered or disclosed. 

 
 
Disclosure Scotland 
 
The Education Service has an obligation to ensure the safety and well-being 
of pupils at all times.  One of the ways we do this is by undertaking a 
“Disclosure Scotland check” on all employees who have direct contact with 
pupils and on those volunteers who will be involved with pupils in an 
unsupervised capacity (i.e. transporting pupils to sports events).  The 
Disclosure Scotland check (provided by the Scottish Criminal records Office) 
alerts us to any criminal convictions on the part of the individual and allows 
us, thereby, to judge their suitability to “work” with young people. 
 
 
 
Session Times 
 
You are entitled to 30 hours of free Early Learning and Childcare. 
Our Nursery is open 8.30am – 3.30pm 
 
Please note that drop off and collections between these times must be on 
the o’clock or half past.  
 
 
Car Parking 
 
Please, when dropping off and collecting your child from Nursery, ensure 
that you DO NOT use the school staff or library car park. 
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Finally 
 
We hope this handbook contains enough information to help you in your 
time at Georgetown Nursery. If you have any more questions, please do 
talk to a member of staff or phone the school on 01387 264079  
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


