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Welcome 

Winchburgh Primary School would like to extend a warm welcome to all new parents 
carers and pupils. 

Our school is a non-denominational co-educational school from our Early Learning 
and Child Care Centre (ELC) to Primary 7.  We have a mixture of AM, PM and Full 
Day sessions – places are allocated via the pupil placement team.   

We aim to provide a safe, caring environment where pupils feel happy and confident. 
In partnership with parents and carers we strive to help each child develop their fullest 
potential academically, socially and emotionally.  We recognise that each child is an 
individual and we aim to provide a fun and challenging programme of play experiences 
which meet the individual needs of each child. 

We will share learning and celebrate achievements with you and we encourage you 
to share home learning with us so we have a two way partnership. Our ‘Open Door’ 
policy means you can speak to a member of staff whenever you need to at your 
request. 

If you would like to visit the nursery to meet staff and view the facilities we offer, please 
contact the school office – we would delighted to show you around. 

We hope this handbook will answer many of the questions you might have about our 
nursery.  However, it is not intended to replace the close personal contact we have 
with parents and carers, which we actively promote.  We look forward to working in 
partnership with you and your family over the coming years.  

Ian Harvey 

I Harvey 
Head Teacher 
 

School Contact Details: 

Winchburgh Primary School 
Glendevon Park 
Winchburgh 
Broxburn 
West Lothian 
EH52 6UE 
 
Tel:  01506 890202 (Extension 150) 
Email: wlwinchburgh-ps@westlothian.org.uk 
Website: https://winchburghprimary.westlothian.org.uk/ 
Twitter: @WinchburghPS & @winchburghN 
Council Webpage: http://www.westlothian.gov.uk/sitecontent/schools/Winchburgh 
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Our Aims 

 

In our Centre, we aim to offer a high quality service. 

 

We will seek to: 

 

 Provide a safe and stimulating environment in which our children become 
confident individuals. 

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

 Promote the welfare of our children. 
 Encourage positive attitudes and develop confidence and self-esteem. 
 Ensure our children become successful learners and responsible citizens with 

an understanding of other cultures and beliefs. 
 Create and provide a variety of quality opportunities for learning which will 

stimulate and encourage imagination. 
 Extend our children’s abilities to communicate ideas and feelings and become 

effective contributors. 

 

Non-denominational Policy 

We respect and welcome children and parents of all religions, faiths and beliefs. 

 

Our Equal Opportunities Policy 

We believe that children and staff have the right to learn and work in a caring and 
safe environment. Provision takes account of the needs of children with additional 
support needs, whatever these may be.  
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Nursery / ELC Information 
 

Name:             Winchburgh Primary School and Nursery Class (ELC) 
 
 
 
Nursery  
 
Morning – Monday to Thursday: 
 
8.00am to 12.45pm Morning session 

 
 
 
Afternoon – Monday to Thursday: 
 
1.15pm to 6pm Afternoon session 

 
 
Full day – 8am – 6pm  
 
Breakfast and additional afternoon snack are funded by West Lothian Council. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Our Staff  
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Ian Harvey Head Teacher 

Jillian Hailstones Deputy Head 

Nicola Plumb Principal Teacher 

Martha Burnett ELC Area Support Manager - Mat Leave 

Maureen McGillivray ELC ASM - Secondment 

  

Mandy Baird  Early Years Officer 

Claire Whelan Nursery Nurse 

Pauline Darrel Nursery Nurse 

Robyn Turner Nursery Nurse 

Theresa Sutherland Nursery Nurse 

Sarah Kenealy Nursery Nurse 

Liz Carey Nursery Nurse 

Debra McLafferty Nursery Nurse 

Stephanie Lord Nursery Nurse 

Stephanie Ferguson  Nursery Nurse 

Rachel Kirkland Pupil Support Worker 
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Admissions Policy 
Places are allocated according to West Lothian Council’s admissions policy which can 
be accessed at: 
http://www.westlothian.gov.uk/media/2211/Pre-School-Admission---Policy-and-
Procedure/pdf/preschooladmission.pdf 
 
An Application Form can be requested from West Lothian Council Pupil Placement 
department or the School Office.  All completed Application Forms (including a 
photocopy of your child’s Birth Certificate must be returned to Pupil Placement.  Pupil 
Placement allocates all Nursery places. 
 
 

Enrolment Procedures 
When your child is allocated a place you will be informed by letter from West Lothian 
Council.  You will then receive a letter from the school advising of a starting date and 
details of enrolment procedures.  Our settling in procedures are tailored to the 
individual needs of your child.  This will be discussed with you on your child’s first day 
and is flexible depending on the needs of your child.   
 
 

Attendance 
Although there is no statutory attendance procedure in pre-five establishments, you 
are asked to ensure that your child attends regularly. If your child is absent, please 
telephone to let us know the reason for his/her absence. Please leave a message on 
the school telephone answering system. Staff will follow up any absence as part of 
our safe arrival policy. 
 
 

Arrival and Collection of Children 
The Nursery has a security door entry system in operation – please use the buzzer.   
It is expected that a responsible adult will bring your child to and from the Nursery and 
sign them in and out on our registers. You will be given a form during enrolment where 
you can list the adults who are permitted to collect your child.  We ask that you make 
a point of telling staff if your child is being collected by someone else.   
 
Parent notice boards are situated in our reception area. These boards will inform you 
about events, what our learning focus is and the daily snack menu. We also have our 
floor-books on display for you to view and see all the great learning we get up to 
each day. 

 
 
 

Outdoor Play 
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Outdoor play and going for walks is an important part of the nursery day, we go outside 
every day in all weathers.  In order that your child may enjoy this he/she should come 
to nursery with warm outdoor clothing in the winter and have sun cream applied in the 
summer.  Please encourage your child to put on his/her own coat and shoes. 
 
Our mud kitchen and digging areas are very popular and there are so many learning 
opportunities in our garden. Please send your child to nursery in clothes that are ok to 
get a bit wet / muddy. Mud washes off!   
 

                                         
 

 
 

 

 

 

 

 

 
Insurance 
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Sometimes children like to bring something new or special for their friends to see, 
particularly during ‘Show and Tell’ sessions. However, parents should ensure that no 
valuables are left in our centre, particularly as the authority has no insurance to cover 
the loss of such personal items.  
 
 
 

Excursions and Consent Forms 
When outings or excursions are planned, you will be advised in advance. In your 
enrolment pack you will be asked to complete a consent form which will give your 
permission for your child to participate on walks around Winchburgh Village. Please 
note that children cannot take part in outings unless completed consent forms have 
been submitted by their parent/carer. 
 
 
 

Transport 
West Lothian Council has no statutory duty to provide transport to pre-school 
establishments. Generally, parents/carers are expected to make their own travel 
arrangements. 

 
 
 

Emergency Closure Arrangements 
The Nursery will be open at the times already outlined. On the unlikely occasion that 
circumstances force the Nursery to close parents/carers will be informed through 
telephone, text message, email and Twitter. 
 
 
 

Emergency Contacts 
Parents/Carers whose children are asked to provide staff with the names, addresses 
and telephone numbers of people we can call in the case of an emergency. 
 
Please ensure these numbers are kept up to date and advise us of any changes. 
 
 
 
 
 
 

 
Snack and the Promotion of Healthy Eating 
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Your child will be provided with a healthy snack. It is our aim to promote healthy eating 
by encouraging children to eat this type of food rather than sweets.   
 
Some parents/carers like to bring in a birthday cake on their child’s birthday. We 
ensure that children eat a healthy snack so we would prefer if cakes were not brought 
in.  
 

Water 
Children have access to water throughout the day. This keeps them alert and ensures 
they are hydrated. During snack time children are offered a choice of milk or water. 
Those children who refuse snack are encouraged to have a drink. 

 
Breast Feeding Friendly 

You are welcome to use our premises to breast feed. Please see a member of staff 
who will support any specific requirements within our setting. 
 
 

Photographs/Videos 
Photographic and/or video recordings are made for educational purposes and are a 
valuable part of our assessment materials. We will also share them via out Twitter / 
blog as a way of celebrating achievements and sharing learning. 
 
Within your enrolment pack you will find a permission form for taking and using your 
child’s photo. Please ensure this form is completed and handed back into a member 
of staff. 
 
Parents/Carers will be informed when the school photographer is attending school / 
nursery. 
 

Dental Health 
We teach children good oral health through our daily tooth brushing programme. 
Please look out for a consent form within the first few weeks of your child starting which 
can be returned to the Nursery. 
 
The NHS dental nurses come into our centre twice a year to carry out fluoride rinses 
for all those with consent forms. Dates for this will be on our newsletter as soon as we 
are advised. 
 

Visual Screening 
Preschool eye tests are carried out annually by the NHS and parents/carers will be 
advised of the date. 
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Medication 
If your child is in need of medication during his/her time with us, you should discuss 
his/her requirements with their Keyworker. If medication is required please allow some 
extra time to fill out permission forms as we cannot administer the medicine without 
the correct permissions. Medication that is not supplied to nursery in the dispensing 
container with the original dispensing label will NOT be accepted. 
 
If your child suffers from asthma or any other allergies/food intolerances, you must tell 
the Nursery staff. We will then work with you to write up a care plan, if required, to 
ensure your child’s needs are being met. 
 
 

If Your Child Becomes Unwell 
If your child becomes ill when with us, contact will be made with you or your emergency 
contact. We will obtain medical attention as appropriate e.g. call an ambulance if 
necessary. 
 
 

Minor Accidents and Upsets 
Although we hope that these will be few and far between, realistically there will be 
occasions where they do occur. 
 
Our staff are trained and extremely sympathetic. They will comfort your child and deal 
with the incident as they see fit.  There are always First Aiders on site. 
 
You will be informed of the occurrence of any minor accident and asked to sign our 
accident records.  
 
 
 

Child Protection 
West Lothian Council has issued Child Protection Guidance, which all staff must follow 
to promote the welfare of children and to protect them from harm. 
 
Education staff are required to assist in the protection of children by: 
 

 Creating and maintaining a positive and caring ethos 
 Developing health and personal safety programmes 
 Being observant of children’s needs, views and concerns 
 Reporting and recording concerns about the welfare or safety of children 
 Monitoring and supporting children in co-operation with relevant professionals, 

parents and carers. 
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We have close relationships with health visitors and speak to them informally on a 
regular basis about the children to ensure the needs of every child are being met. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

THE NURSERY CURRICULUM 
 

To help us achieve our aims for learning we use Curriculum for Excellence, GIRFEC, 
the Scottish Government ‘Building the Ambition’ document and their self-evaluation 
guide “How Good is our Early Learning and Childcare”.  We aim to ensure that every 
child should experience a broad education which develops skills for learning, for life 
and work, with a real focus on literacy and numeracy and promotes an active and 
healthy lifestyle. Briefly, there are eight main areas of learning:- 
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 Expressive Arts 
 Literacy and English 
 Technologies  
 Religious and Moral Education 
 Social Studies  
 Health & Well Being 
 Science 
 Numeracy and Mathematics 
 

 

 

 

 

The staff observe the children and interact with them in a way that supports and 
extends their learning.  Each child is treated as an individual and our curriculum is 
child centred. 

 

You are invited to ask staff about this at any time, and there are regular opportunities 
daily, at curriculum nights and at parents’ nights to find out more. 

 

Children learn through play.  They listen, observe, talk, explore, investigate and 
experiment in order to learn about the world.  Our secure, stimulating environment 
means that this happens – and it’s FUN! 
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Our Nursery is part of our school and all staff work together in a whole staff team to 
ensure that learning from Nursery to Primary 7 builds on previous experiences to 
challenge and stimulate your child. 
   
We use the other areas of the school for PE and drama, attend school assembles and 
take part in school events such as Open Days, Scottish Afternoon, Health Fortnight, 
etc.  Nursery are an important part of our school and the children get to know all the 
school staff during their time with us. 

 
 

 
 
 

 

How We Promote Learning 
 

We promote learning in Early Years by: 

 
1. Planning clear goals for children’s learning.  
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These are designed to match the needs and achievements of all children.  
 
2. Through observation of children at play.  
By using this procedure our staff become aware of how and what your child is learning. 
You can view our observations and assessments on your child’s online Learning 
Journal. 
 
3. Keeping day-to-day records of observations and assessments.  
This enables us to plan learning experiences, which take account of the children’s 
needs and developments.  
 
4. Using reporting as a means of promoting partnership with parents.  
You may discuss your child’s progress formally or informally with any member of staff. 
We encourage you to ask questions relating to your child’s progress and to share any 
information, which you feel is relevant with us. Parents will receive information 
outlining their child’s strengths and next steps in learning in June of their Preschool 
year and are asked to discuss this with staff and comment on their child’s progress.  
 
5. Assessing children’s development and progress.  
In doing this we aim to take, account of all your child’s needs i.e. physical, social, 
emotional, aesthetic and educational development. Our assessment is a continuous 
process, which is carried out by observing, listening and talking to your child in the 
course of everyday activities.  
You will be invited to take part in the assessment of your child by means of informal 
chats and if necessary in more formal circumstances. We wish to emphasise that your 
child’s own progress is the basis of our assessment, rather than his/her progress in 
relation to other children.  
 
6. Consultative Planning  
Children have a say in what they want to learn about.  Staff observe areas of interest 
then discuss ideas and learning topics with the children which is recorded in their group 
floor books.   Progress is also tracked using the floor-books which are on display for 
parents to view. 
 
 
 
 

Supporting Children 
 

All children have different needs and at some point during their school life, we may 
need to offer extra support. Often this support is temporary and can be removed as 
the child develops. This is the case in pre-five education as it is in primary and 
secondary education.  
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Additional support can be related to specific aspects of learning, for example speech 
and language development. In some circumstances and in consultation with parents, 
we can seek advice and support from external agencies such as speech and language 
therapists and psychological services.  
 
If your child requires additional support, the staff will monitor his/her progress carefully 
and ensure that an individual educational programme is in place if necessary. You will 
be consulted about this and asked to work in partnership with us.  
Regular reviews of your child’s progress will take place and all interested parties will 
participate in the discussion about the progress being made, the targets to be set and 
the next steps in your child’s learning.  
 
A small proportion of children require long-term support and regular reviews with 
parents, staff and other professionals are held in order to monitor progress.  
 
It is important that parents, staff and other professional bodies work together to 
support children’s learning. By doing this we are ensuring that each child has 
the opportunity to achieve his/her potential. 
 
 

Online Learning Journals 

We currently use online learning journals to record observations and assessments of 
your child providing easy access to the development and progress of your child.  Your 
child will have an account which you are able to access your child’s profile at any time 
you want, as long as you have an internet connection.  Observations will be uploaded 
by staff and you will receive an email notification when a new observation is available 
to view.  You are also able to comment on the observation which we encourage. There 
is a section for parents and carers to upload any wider achievements that your child 
has taken part in at home.  This can range from learning a new skill, passing a level 
at swimming or taking part in an important family celebration.   

If you do not have an internet connection at home you are more than welcome to come 
and view your child’s profile from within the Nursery using one of our computers. 
Please remember that we aim for quality over quantity and it is not a blog of their 
learning. Observations will be added when significant learning is observed. 

 

Profile Security 

The system is very secure as the connection is made using a secure server holding 
an SSL certificate (meaning the address starts with ‘https’ and carries the padlock 
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symbol). You will be the only one outside the Nursery that can view your child’s profile 
and you can access it with a unique username as well as a password and PIN that 
you create. 

We will require your email address so that we can attach your details to your child. 
You will then receive log in details and email reminders when new observations are 
added. 

Partnership with Parents/Parents’ Forum 
 
Our staff are always happy to discuss your child’s progress with you and you are 
welcome to visit at any time.  
 
We value your role in your child’s learning. As parents, you are the prime educator in 
your child’s early years and we hope that you will continue to play a major role in your 
child is learning. 
 
We welcome any contributions you may wish to make and look forward to establishing 
a positive relationship with you.  
 
We work closely with parents and have regular meetings through the academic year. 
We also offer ‘Stay & Play’ sessions where we invite you in to a session to see how a 
normal day in our centre runs.  
 
Our aim is to: 
 

 Involve parents in decisions that are taken about their children’s education.  
 

 Establish and maintain a two-way channel of communication with parents and 
form partnerships. 

 
 Share experiences and keep parents informed of developments.  

 
 

 
 
 

Reporting on Progress 
Parents/carers are invited to visit school to discuss the progress of their child with the 
class teacher at Parents Evenings which are held in October and March.   
 
In their Preschool year a pupil progress reports is issued to parents/carers in June. 
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Change in Circumstances 
It is helpful to keep staff informed of anything happening at home that might affect your 
child e.g. birth of a baby, death of a relative etc. It will help us understand what is going 
on and enable us to give suitable support by updating their personal plan. Anything 
you tell us will, of course, be treated with complete confidentiality.  
 
 

Working Together to Promote Positive Behaviour 
 

It is our policy at Winchburgh to promote positive behaviour. This is achieved by:  
 

 Use of praise and positive reinforcement  

 Encouraging our children to respect other children and adults  
 Encouraging our children to respect the property of others  

 Establishing routines and practices as part of the Nursery programme.  
 Creating open and honest relationships with parents / carers where they are 

kept informed and two way communication is encouraged.  
 

We use a restorative practice approach and try to get the child/ren to reflect on what 
happened and find their own solution to help them learn from experiences. 
 
Very occasionally a child has difficulty settling into the Nursery routine and this can 
manifest in inappropriate behaviour. If necessary, a member of staff will chat with 
parents so ensure a consistent approach at nursery and home.  
 
 

School and Community Information 
Information will be posted on notice board within the cloakroom area. Regular 
information is issued to parents/carers through letters, a newsletter, Group text and 
the school’s Twitter account. If you require additional information on any subject, 
please do not hesitate to contact a member of our staff.  
 
 

Winchburgh Primary Parent Council 
The Parent Council is composed of parents, staff and co-opted members, with the 
Head Teacher as professional adviser. Please speak to a member of staff if you are 
interested in joining. 
 
 

The Local Community 
At Winchburgh, we place a great deal of importance in our children having access to 
the local community. Visits to locations within the local area will be organised and 
members of the community may be invited to the Nursery to meet the children.  
 
 

Transition to P1 in our School 
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We have a very effective and supportive transition arrangements in place for children 
moving from Nursery to Primary 1 in our school. You will receive information on our 
transition programme during your child’s Preschool year. However, as the nursery is 
located in the school building the children get the opportunity to get used to be in and 
around the school and to attend events and assemblies throughout their time at 
nursery. 
 
 

 For Children Transferring to another Primary School 
A transfer of information record for each child will be prepared by staff to ensure a 
smooth transition and continuity of education for the child transferring to primary.  
 
It is important to note a placement within a West Lothian Nursery Centre does not give 
children an automatic place within a West Lothian Primary School. 
 
 

Applying for an Additional Year of Pre-School Education 
Children whose birthdays are in January or February are entitled to an extra year of 
pre-school education, including funded pre-school education at partner providers 
(playgroup, nursery or private nursery), and this will be granted automatically when 
applied for. Keyworkers will speak to all relevant parents/carers to discuss this option 
when we receive the application forms from West Lothian Council. 
 
 
Children born between the first day of term in August and 31 December have no 
automatic right to an additional year of pre-school education. Parents/carers who are 
considering deferring their child’s place at primary school should ask for advice from 
staff in our establishment before making a decision. Parents/carers should complete 
the Application for an Additional Year of Pre-School Education form. An application 
should also be made for admission to Primary School. 
 
Further details of the policy and procedure can be found at: 
http://www.westlothian.gov.uk/media/2095/Additional-Year-of-Pre-School-
Provision/pdf/Additional_Year_of_Pre-School_and_School_Education.pdf 
 
 
 
 
 
 
 
 

Privacy Policy 
The school collects, and holds a range of information relating to your child. Full details 
of our privacy policy are available on the website. Data collected will include:  

• Personal information –e.g. names and addresses, ethnicity, language, 
country of birth and free school meal eligibility  
• Attendance information – e.g. number of absences and absence reasons  
• Assessment information – e.g. national curriculum assessment results  
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• Medical information, where appropriate  
• Behavioural information – e.g. number of temporary exclusions  
• Photographs  
• Personal views and opinions 

  
 
All personal information is held and processed by West Lothian Council in 
accordance with data protection law. 
 
For further info please see the WLC Privacy Policy (copy available on request). 
 
 

Care Inspectorate 
We refer to the National Care Standards to ensure that we are supplying a good quality 
service for both you and your child. These standards provide the framework for 
assessing the service as a whole. In our Nursery we use the quality indicators from 
Building the Ambition and How Good is our Early Learning and Childcare for quality 
assurance. 
 
The Care Inspectorate normally inspect the service on a two yearly basis to ensure 
that we are meeting the regulations and in doing so are taking account of the National 
Care Standards. We work in partnership with the Care Inspectorate and value their 
suggestions and feedback. 
 
We were inspected in December 2017 and were awarded the following grades: 

Quality of Care & Support – Very Good (5) 
Quality of Environment – Very Good (5) 

 
During the inspection some of our parents/carers were asked their views and 
provided the following comments about our service: 
 
‘The nursery has a fun and colourful outlook and is inviting for my child. The staff are friendly and 
nothing is too much trouble for them’ 
 
‘Before stating the nursery my child never spoke to anyone because he was so shy but now he has 
no bother, even telling jokes to people on Halloween’ 

 
Our full report is available to view online at www.careinspectorate.com – our service 
number is CS2003017502. 

 
Complaints 

If you have any concerns or complaints regarding the service you are receiving, these 
can be addressed by contacting a member of the nursery team, in the first instance. 
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If you are dissatisfied with that response you should contact Ian Harvey, Head 
Teacher. 

In the unlikely event that the case has not been properly dealt with you should contact: 

Support Services Manager 
Education & Cultural Services 
Customer Care 
West Lothian Civic Centre 
Howden South Road 
Livingston 
EH54 6FF 
Tel : 01506 281254 
 
or 
 
Care Inspectorate 
Compass House,  
11 Riverside Drive 
Dundee 
DD1 4NY  
Tel:  0345 600 9527  
Email: enquiries@careinspectorate.com 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Please note: Although the information is correct at the time of printing there could be changes, affecting any of 
the matters dealt with in it, either before your child’s placement or during the course of their placement.  


