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Introduction 

Welcome to Hillwood Nursery and our school community.  We hope that you will 

find this handbook useful and that it provides you with the information and 

advice you will need to ensure that you and your child have a happy and positive 

experience at our nursery.  

The early years of children’s lives are ones of rapid growth and development.  

When children enter nursery they come with a wealth of learning experiences 

they have already shared and explored with their family and friends.  Our aim is 

to continue working in partnership with parents to develop the children’s 

learning further and we hope that you and your child will enjoy this first 

experience of school and feel at home here. 

Nursery Staff 

     Head Teacher                 Mrs L Henderson                                            

Nursery Teacher   Mrs M Purdie                                                   

Early Years Practitioner  Mrs Y Higgins                                                

Early Years Practitioner  Mrs S Whyte 

 

Nursery Session Times 

Morning Session  Monday – Friday 8.45 - 11.55am 

The session is attended by both pre-school and ante pre-school children and a 

maximum of 20 children can attend this session.  The nursery door opens 5 

minutes before the start of this session and 5 minutes before the end of the 

session. 

 

 



Introduction to Learning 

Hillwood Nursery promotes a child centred approach to learning where the 

children will learn to make choices from a range of activities. The Curriculum 

for Excellence is based on a process of growth and experience where your child 

is an active learner.  The nursery staff strive to provide engaging activities 

within each curricular area in order to develop each child in the four capacities 

so they can become Successful Learners, Confident Individuals, Responsible 

Citizens and Effective Contributors. 

 

 

 

Curricular Areas 

The eight curricular areas are: 

 Languages 

 Mathematics 

 Health and Wellbeing 

 The Expressive Arts 

 Religious and Moral Education 

 Science 

 Social Studies 

 Technologies 

Our aim is to ensure that all the ‘play’ activities the children engage in are 

valuable learning opportunities. 

At Hillwood Nursery we operate a ‘key worker’ system where each member of 

staff is responsible for a small group of children.  The key worker is the main 

adult responsible for settling the children in their group and ensuring their 

progress through the activities.  They will not however be the only adult your 

child works with.   



Settling In 

It is important to us that every child settles into the nursery at their own pace.  

Children need to feel safe and comfortable with our staff before they can begin to 

learn and enjoy their nursery experience.  We recognise the 

importance of having a flexible and phased entry for children who 

are new to our nursery setting.  This flexible approach allows staff 

to support children who are less confident in leaving their parents 

and entering the playroom, whilst enabling those who are more self-

assured and eager to investigate and participate independently. 

Day 1: Children should be accompanied to their first session by a parent or carer and 

we recommend that you and your child spend some time in the playroom together.  

Encourage your child to take part in some of the activities on offer and perhaps join in 

some small group games.  An hour is usually enough for the children on the first day. 

Day 2: Children again should be accompanied by a parent or carer.  We would ask you to 

assist your child in the cloakroom, changing shoes and encouraging them to hang up 

their coat and spare clothes bag on their peg.  Once ready to come into the playroom, 

try to settle your child quickly to an activity of their choice.  Staff will be available to 

take over from you by working alongside your child and providing reassurance.  If your 

child is happy to be left for a short time then you can have a coffee in our Family Room 

so that you continue to be close at hand should we need you.  Once again, an hour is 

usually long enough for this second session but if your child is settled then we are 

happy for them to stay for a longer period. 

Day 3: After assisting your child in the cloakroom, if your child is happy to come in to 

the playroom with a member of staff we would ask that you say ‘goodbye’ in the 

cloakroom.  Again, please feel free to use our Family Room to relax knowing that if 

there is a problem we can easily collect you. 

Day 4: By this fourth session we would hope that your child is beginning to feel more 

confident and excited about coming to nursery.  We ask that 

you continue to assist your child in getting ready in the 

cloakroom whilst promoting as much independence as 

possible, before saying ‘goodbye’.  Our staff team will 

accompany your child into the playroom and settle them 

quickly into an activity of their choice.  It is hoped that by this stage your child will 

feel confident enough to be able to stay for the whole session. 

Please remember that these are only guidelines.  Each child is an individual and some 

children will settle quicker than others.  Should you have any questions or concerns 

about the settling in process please do not hesitate to speak to a member of our staff 

team. 



What your child needs to bring to nursery 

We ask all parents to provide the following for their child to ensure the best 

possible care of your children: 

 gym rubbers/indoor shoes 

 wellie boots 

 a change of clothes in a bag to be left on child’s peg 

 coat for outdoor play 

 nappies and wipes if required 

What your child should wear to nursery 

Your child should come to nursery suitably dressed to allow him or her to take 

part in all of the activities without worrying about spoiling ‘good’ clothes.  We 

have outdoor activities all year round so please ensure children have wellies and 

warm waterproofs in winter and sun cream applied before the start of the 

nursery session in the summer. 

Tight jeans, belts or dungarees can cause problems when children go to the 

toilet.  Elastic waistbands help your child to be independent.  

School uniform items (optional) can be purchased using the order form in your 

welcome pack or by contacting the school office. 

Footwear 

Soft shoes/rubbers (without laces to promote independence) are necessary for 

indoor play to ensure that carpets and furniture remain clean and that children 

can confidently sit or lie on the floor.  Please ensure all shoes have your child’s 

name on them to avoid confusion.  

 

 

 

Personal Items 

Personal toys should be left at home as lost and damaged toys can cause great 

distress.  However, we will have a regular Show and Tell time where children are 

encouraged to bring in something from home to share with their friends and 

teachers. 



Payment 

A contribution of £2.00 per week is requested to pay for snack and baking 

ingredients.  It may also be used to cover the cost replacing old and damaged 

equipment. 

This is payable to the office, preferably in blocked termly amounts which we will 

notify you of.  (We understand that this may be difficult for some and 

alternative arrangements can be made – please don’t hesitate to speak to a 

member of staff.) 

Your child will be encouraged to try a variety of foods at snack time.  We aim to 

promote healthy eating and offer a nutritional balanced snack which includes a 

range of fruit and vegetables.  We offer either milk or water to drink.  Your 

child will be given the opportunity to help prepare snack and encouraged to be 

independent by serving their own snack.  Snack time is a social occasion when 

children can become more independent, learn to make their own choices and 

enjoy the company of their friends while eating. The children will be involved in 

creating snack menus and these will be posted in the foyer. 

 

Birthdays 

When your child celebrates their birthday we mark the occasion in nursery by 

allowing them to select a friend to help bake and decorate a birthday cake.  All 

children present on that day are able enjoy a slice after singing Happy Birthday! 

 

Taking your child to and from nursery 

To make the nursery a secure place for the children there are security locks in 

place at all exit doors.  We emphasise the importance of always allowing a 

member of staff to open any of these doors from the inside. 

Every child must be collected from nursery by a named adult who must be over 

16 years of age.  If someone else is collecting your child please always inform 

the nursery staff and write it on the sign-in sheet please.  This is in the 

interest of your child’s safety.  We may refuse to hand over any child if we are 

unsure of who has come to collect them. 

 



Absence 

If your child is ill and cannot attend nursery please phone the school office and 

ask to speak to a member of staff in the nursery by 9.30am.    If your child has 

been sick or has had diarrhoea they should stay at home for 48 hours since 

recovery.  This helps to greatly reduce the risk of spreading infection.  We 

always inform parents if there has been an infectious illness in the nursery, so 

please do keep us informed if your child is ill.   

 

Communications 

We aim to encourage a close relationship between the nursery and 

parents/carers on all relevant matters.  We try to do this in a number of ways: 

 Start and End of Sessions 
Informal conversations between staff and parents/carers – we will do our 

best to keep you updated on what your child has been involved in that 

particular day and address any concerns or questions you may have. 

 Notice Board                                                                                            
Please keep an eye on our notice board for up to date information and 

exciting new ventures. 

 Suggestion Box                                                                                          
We have a suggestion box where we would encourage anyone with ideas of 

skills they would like to share with us to contribute to this at any time. 

 Communication Book                                                                                 
Please feel free to write in our communication book with any thoughts or 

issues which you think could improve the nursery in any way or to tell us 

what your child is enjoying or what you think we are doing well! 

 Newsletter                                                                                              
Parents will be given a copy of the school newsletter which gives parents 

a diary of events, nursery information, school information and other 

relevant news. 

 Whiteboard                                                                                                      
The whiteboard in the cloakroom area is used to display important 

messages to parents. 

 
 



We have two formal reporting sessions each year – one during the autumn term 

and the second in spring term.  There will be a written report at the end of 

term 4 which also contributes to the transition documentation passed on to 

Primary 1.   

 

At Hillwood Nursery we make use of E-Learning Journals.  Regular observations 

are recorded, giving a flavour of your child’s day and their progress through the 

Early Years’ curriculum.  You will be able to view and contribute to these at 

home and you will receive information on how to do this at the beginning of the 

session.  We will encourage the children to engage with these regularly in 

nursery and hope that you will chat with them about the observations at home 

too.  These E-Learning Journals make up the children’s profile of work and 

development and also become part of the transition documentation passed on to 

Primary 1.  A copy of the profile will be sent home at the end of the Pre-school 

year or early in Primary 1. 

Emergency Contacts/Emergency Closure 

It is important for us to have the names, addresses and telephone numbers of 

two emergency contacts.  Parents must ensure that all information is kept up to 

date.  In particular this applies to mobile phones.  If a child becomes ill at 

nursery, has an accident or it becomes necessary to close the nursery every 

effort will be made to contact parents/carers in the first instance.  However, if 

parents/carers are not available then the emergency contact will be informed. 

 

Nursery Contact Information 

Hillwood Primary School                                                                              

Station Road                                                                                                  

Ratho Station                                                                                                 

Newbridge                                                                                                       

EH28 8PT 

0131 333 1210 


