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Welcome to our nursery! 
Every child is special at Cairellot and we aim to provide a safe, secure, happy and stimulating environment enabling your children to learn through play, discovery and investigation and to meet their own potential. 

At Cairellot we operate an ‘open door’ policy in our nursery for all our parents and carers and we will be happy to help you with any queries that you may have about the nursery itself or the care we provide. 
We have tried to tell you as much as we can in this handbook about Cairellot and we hope it proves helpful to you and answers some of the questions you may have. If you wish more information or would like to look around and see for yourself, pop in and say hello, you will always be welcome. 
Rosie 

Rosemary Elliot
Meet the Team

                                                              Rosemary Elliot

      Owner / Director


                   Alison Hutchison & Elizabeth Tait              Martin Elliot
               Nursery & Training Managers              Financial Director




                     Kirsten MacCrimmon & Lyndsey Henry       Gillian McGrane

                             Administration & Reception                 HR and Training
Our Services
At Cairellot we try to offer a range of flexible options to help parents meet their childcare needs.  We can provide nursery care for babies from 6 weeks to children of pre-school age and we have various choices for the care of school age children in our Out of School Clubs and Playschemes. We are open Monday – Friday from 8am – 6pm, 50 weeks a year and have part time and full time places available.  If you would like to find out more about any of our services, please do not hesitate to ask at reception and one of our team will be happy to discuss your needs. 

Cairellot Day Nursery



Children from 6 weeks old to pre-school          
8am – 6pm            
Monday- Friday 
Part and full days available

Open 50 weeks a year




(pre school funding accepted for 3-5 years towards fees)          
Cairellot Community Nursery

3 – 5 years (all places government funded)
In Partnership with Renfrewshire Council 

5 x 2 ½hr sessions per week 







Morning or afternoon places available

Open term time (38 weeks a year) 

Holiday Playschemes



5 years – 14 years

Open all school holidays 
(except Christmas & Easter Monday)

inc:  bank/public holidays/most in-service days
Part and full days/weeks available

8am – 6pm

Out of School Care  



5 years  – 14 years

Term Time (38 weeks per year)

Breakfast Club




8am – 9am




After School Care




3pm – 6pm
Our Aims
Our overall ethos is to provide a safe, secure, happy and stimulating environment to enable your child to learn through play, discovery, and investigation and for us to help him or her to attain their potential. To help us do this we have key aims:




Our Aims





Baby Room
Our ‘baby room’ is responsible for the care of babies from 6 weeks old -2 years and we have the facility for up to 12 babies at any one time. Our baby room itself is new and custom built, designed specifically with this age group’s needs in mind. The room is light and airy, with a large selection of toys and resources to play with and plenty of room for the children to move around. We have a separate garden area for safe outdoor play and our room opens directly onto the main garden where we have an awning to allow our babies to remain under protective cover while promoting outdoor sleeps and lots of fresh air.  Within the room we have an eating area, separate changing area, cots, bouncy chairs and floor cushions as well as plenty of room for prams if that is what your child prefers to sleep in. We have an outdoor pram store in front of reception where we store our own prams and buggies for days when we take children on walks, and where our parents are more than welcome to leave their own prams or car-seats during the day. 
Our adult: child ratio in our baby room is a minimum of 1 adult to every 3 babies and you will find our team is friendly and caring as well as fully qualified. Each of our rooms have a Senior Nursery Nurse who is responsible for managing the daily routines of the room and ensuring that your child always receives the best care.  In our baby room, we operate a key worker system. This is to encourage secure relationships with each child and allows a designated member of staff to be responsible for your child’s profile (a record of their time in Cairellot) and ensuring parents receive daily feedback (written and verbal).
At Cairellot we work in partnership with our parents and we make sure that your wishes for your baby’s routine are followed, ensuring flexibility to suit parents and carers and most importantly that your child has continuity between home and nursery. To promote stage related development, we follow the national framework of Birth to Three for all our children within this age range and we encourage a friendly, fun and responsive environment, giving the children plenty of opportunities for play, quiet time, social experiences and making friends and not forgetting plenty of cuddles. 
2-3 Room
Our ‘2 year old room’ is responsible for the care of children from the age of 2 to 3 years.  We know from experience each age group can have very different requirements and so in Cairellot we have a designated room and team just for our 2 year olds to ensure that they can develop and learn in an environment designed specifically to meet their needs. Our room can take up to 20 children at any one time and we have a variety of toys, learning materials and resources to ensure that none of our children are bored!  At this age, many children may also still need an afternoon nap and we have a separate area for the children to sleep in along with specially designed portable beds and separate bedding for each child.
As with our Baby Room, the 2yr old room has its own Senior Nursery Nurse who manages the daily routines of the room and ensures that your child always receives the best care. Our ratio is 1 adult:  5 children (this is the minimum number of staff we would work with in this room) and each child has a key worker who is responsible for developing their individual profile (a record of their time in Cairellot) and their learning plan. Our 2 year old room also follows the national framework of Birth – Three promoting stage related development (see the section on Birth – Three for further information). This helps us to ensure that we promote activities designed to meet the age and stage related needs of our children while ensuring a friendly, welcoming and responsive environment.  Daily activities are varied and many of them are based on a theme e.g. the hospital, the dentist etc encouraging learning in a fun environment. 
Outdoor play and physical exercise is invaluable to children’s development needs, and we have a physical room where our children can run about and play, using up all their energy in a safe and monitored environment.  On good days our children can use the large garden, where we have a climbing frame, a play area for bikes and scooters and a variety of outdoor toys and activities.  We also have our own vegetable garden, where we encourage our children to help plant flowers and vegetables, learn and understand how they grow, not forgetting help to eat them when they are ready! We also like to take our children on walks to the park or on special visits to the shop or the post office where they can find out all about the local community and people’s roles within it.
3-5 Years Age Group
Within Cairellot, we offer two options for our 3, 4 and pre-school 5 year olds. We have our 3-5 day nursery, primarily for children who attend full day/half day sessions and which is open 50 weeks per year from 8am – 6pm and we are also a partnership nursery with Renfrewshire Council, offering the facility of ‘community nursery’. This is for children who only attend the government funded pre-school sessions running 38 weeks per year, 5 days per week, and 2 ½ hours per day. Both options are run within the Cairellot building (in different rooms) and follow the same curriculum, aims, and ethos but allow freedom of choice for parents based on their own needs.        
Both rooms are large, bright and airy with lots of natural light and plenty of room to play. We have separate toileting areas for the children as well as additional resources rooms such as the ‘Quiet Room’ and ‘The Library’. Each day the rooms are laid out with a variety of activity areas such as the house corner, sand and water, dressing up, painting, arts and crafts. There is a nursery nurse within in each area whose role is to encourage play, support each child’s creativity and extend their learning as well as monitor all aspects of care and safety. During the day, there will be set group activities such as circle time; where all the children will sit on the floor to listen and join in with activities such as discussions, singing or story-telling.  We work with the national document of Curriculum for Excellence for our children aged 3-5 (see curriculum section for more information) and plan our activities around the learning programme within this.  To help develop children’s sense of self, we encourage them to be actively involved with the planning and evaluating of activities, which allows each child to have their own say and ensures that as childcare providers we meet the needs of every child. To help promote additional literacy and social skills, we use a variety of mediums to encourage children’s interest in learning, such as story bags, science packs, lending library and not forgetting Adventure Ted. The children get to take items home with them, and they love to involve parents, grandparents and friends in their activities, bringing the items back to nursery with stories of what they did, what they enjoyed and what else they might like to do. Our curriculum also includes physical and outdoor play and we have a large garden area as well as a physical room designated for this purpose for when the weather is inclement and where the children can run, jump and participate in energetic activities whilst in a safe, controlled environment.    

We operate a key worker system for our 3-5 rooms. Although all our nursery nurses will work with every child, the key worker system allows us to allocate responsibility for a set number of children to one nursery nurse. This person becomes responsible for all administrative duties related to each child e.g.: profiles, Individual Development Plans as well as being available for parent’s evenings etc. This ensures that parents can feel confident in speaking to their child’s key worker and that their child’s individual development needs are met. The adult: child ratio for 3-5 years is founded on national guidelines and is based on the length of time the children are in nursery per day. At present we work with a minimum of 1 adult to 8 children (over 4 hours) and 1 adult to 10 children (under 4 hours).

Further information:

· Parents who have a child within this age range but who attends our  Day Nursery can use their government funding towards their childcare fees)  
· For Community Nursery only - based on government guidelines, allocation of places within the community nursery is based on your child’s birthday. We have intakes in January, April and August and your child must be 3 years of age before the intake date. 
· Children who attend Community Nursery are asked to pay £2 per week to cover the cost of their daily snacks as this is not included within their funding. 


Out of School Care / Playscheme
Breakfast Club

Our breakfast club is open to school age children between 8am- 9am in the morning. The children can play with a range of activities until approximately 8:45am and then the children are either walked to school (Bishopton Primary) or taken to the school bus (St John Bosco). We ensure that all children are safely within the school grounds or on the bus before our staff return to the nursery.  For those children who are in at 8am, we also offer breakfast to those who wish it which usually consists of toast and milk or water.    
Children who attend Breakfast Club must be at Cairellot before 8:45am if they are walking to Bishopton Primary School or 8:30am if they get the school bus to St John Bosco. We cannot meet children on the way, or parents cannot drop them off part way through the walk as we will not have the appropriate adult: child ratios. We take children’s safety very seriously and we require each child to be registered prior to leaving the Cairellot building for security purposes. 
After School Care (ASC)
Our After School Care facility is very popular and we have many children who have been with us from nursery stage. After School Care is open to all school age children up to the age of 14 and we have a range of activities to suit all age groups. Our after school facility runs from 3pm until 6pm but we do start earlier based on the school calendar e.g.: term ends and for the first 2 weeks of school for new primary 1 entrants. 
Within ASC we regard ourselves as facilitators to the children’s needs. We support and guide the children within a framework of activities suitable to the age and stage of their development as well as ensuring safety and welfare at all times. As part of the national curriculum we actively encourage our children to be involved in the decision making process within many aspects of ASC and Playscheme. Examples of this are our ASC Council (which includes children from 5 years and up), ASC Enterprise, projects for the older children as well as the planning of up and coming activities.   
Please note:      We ask that parents always notify us if a child is not attending. It is our policy that we do not leave the school until we have had verification from a parent/carer that their child is already at home/will not be coming. Due to our staff: child ratios this means that we also have to keep a number of children waiting at the school or bus stop,  sometimes in particularly bad weather, with the nursery nurse / senior in charge until contact is made. 
Holiday Playschemes
Our holiday playschemes run during school holidays including bank holidays, spring and winter breaks, summer holidays and most in-service days. Our Playschemes are open to all school age children up the age of 14 and are not restricted to children who attend Out of School Care.

We offer a variety of activities to meet the needs and interests of all age groups and as with ASC we actively encourage the children to be involved in planning as well as the decision making processes. During summer and spring months we try to organise a variety of outdoor activities including visits to a places such as museums, the cinema, parks, Xscape as well as days out.   
Our Playscheme takes place in our Community Nursery room and contains a wide range of resources from games to arts and crafts and instruments and has direct access to the garden areas as well as the physical room and the libraries, ensuring the children are never bored! 
(Curriculum(         Birth to Three- Supporting Our Youngest Children
                                              The National Guidelines for working with children under three years 

At Cairellot we firmly believe in the ethos that children should feel loved, secure, happy and cared for, in a safe, healthy environment and that the care and wellbeing of children should be the concern of everyone.

Background

In January 2005 The Scottish Executive, with Learning and Teaching Scotland, published the document ‘Birth to Three – Supporting our Youngest Children’.  The document is guidance for those involved in caring for babies and very young children, including early year’s workers, social care, health practitioners and students preparing to work in early years settings.  The underlying principles of care for Birth – Three are: 

· The best interests of children
· The central importance of relationships
· The need for all children to feel included
· An understanding of the ways in which children learn
The guidance links closely to the National Care Standards: Early Education and Care up to the age of 16. These standards share the belief that all children have a right to:

Dignity  (  Privacy   (  Choice   (  Safety  (  Realising Potential   (   Equality & Diversity

The guidance also recognises the different and complementary ways in which very young children are cared for in different settings. It explains that all babies and young children need to feel loved, secure, happy and cared for in safe and healthy environments and that the care and wellbeing of children should be the concern of everyone.  It sets out the three key features of effective practice - Relationships, Responsive care and Respect - and suggests sensitive and respectful approaches; intending that as practitioners we will interpret and adapt the guidance as a framework for our own practice. 
Relationships

Relationships are important, providing the starting point for development and learning.  Key considerations for establishing effective relationships include:

· Providing opportunities to establish warm and affectionate bonds with significant people

· Providing opportunities to interact with others, both adults and children

· Maintaining respectful and inclusive partnerships between all those involved with the child

· Developing environments that promote security and consistency

· Developing environments that promote trust and understanding

Responsive Care

Responsive care means knowing and accepting each child and respecting each child as an individual. Key considerations for establishing responsive care include:

· Building a knowledge of the individual child

· Building an understanding of the needs and dispositions of each child

· Ensuring interested, affectionate and appreciative adults

· Using flexible, personalised and relaxed approaches

· Working to enhance sensitivity and respect

Respect

Each child is an individual, a person who has the right to be responded to and treated with genuine respect at all times. Key considerations for establishing respect include: 

· Valuing diversity, in terms of children’s language, ethnic background, faith and family and family circumstance

· Respecting children’s different experiences

· Being sensitive to and understanding of differences, to ensure fairness, equality and opportunity.
(Curriculum (                      Curriculum for Excellence

                                           The National Guidelines for children’s learning (3-18 years) 

Our curriculum aims to promote an all round development of our children. We encourage the children to become successful learners, confident individuals, responsible citizens and effective contributors.
Background

In 2002 the Scottish Executive embarked on the 'National Debate on Education' which took into account all age groups including those of pre-school age. The result of this and the following research was ‘A Curriculum for Excellence’ (ACE) and ‘Assessment is for Learning ‘(AifL). This laid out the aims of the education system and the framework that it should work within. One of the most important aspects of ACE is that the curriculum now ensures that there must be better connections between the stages and involves children from the age of  3 -18 years encouraging a path of learning from nursery – secondary. AifL, which works alongside ACE, is to improve the learning, attainment and achievement of children and young people, whilst ensuring that they enjoy and greater choice and opportunity to realise their individual talents. 
An overview of the new national curriculum is that all children from 3-18 yrs should develop within these 4 main capacities: 
        

Curriculum for Excellence - How does this affect our children?

Whilst the children are developing within the 4 capacities the actual curriculum itself is broken into eight main subject areas:
Science
Languages
Mathematics

Expressive Arts

Social Studies

Technologies

Health and Wellbeing

Religious and Moral Education
Subjects provide an important and familiar structure for knowledge and within each curriculum area we have learning outcomes to ensure each child gains the fullest benefit from each of their experiences. 

As part of our curriculum and to provide a tracking system for each child’s progress and next steps; we use ‘Individual Development Plans’ (IDP’s). The children also talk to staff about what they want to learn, what goals they want to achieve and together they discuss how they could reach their goals, with the staff setting up activities that will help the child attain it. This takes place using various methods and can be done in a 1-1 session or in a group. To aid children’s understanding of their own leaning, we use a traffic light system and each child will grade the learning as hard (red), ok (amber) or easy (green). This is then recorded on their Personal Learning Plan and placed in each child’s profile, giving us a record of their achievements and their learning progression. 
Part of the framework states that curriculum design must adhere to the seven principles of curriculum design: Challenge and Enjoyment, Breadth, Progression, Depth, Personalisation and Choice, Coherence, Relevance. These detail ensure that all activities and learning follow the same principles. 
Curriculum  Summary  (for all age groups)
At Cairellot we plan our curriculum thoroughly, making certain that each child is treated as an individual
and that the curriculum is developed according to the appropriate age and stage of the children.  To 
make sure the planning is broad based and delivered efficiently; staff meet weekly to plan and evaluate. 
Staff  also record experiences through observations, progress and evaluation of activities and learning ensuring focus is always on the child and the individual skills and knowledge they will gain through each learning 
outcome. Our planning system is a three stage process:  
Long Term Plan
This is a plan that takes into account the entire nursery year and includes festivals, 
seasonal themes, important milestones (sports day, starting school etc), and various 
topics and projects 

Medium Term Plan
This takes the long term plan and breaks it into monthly sections to decide on monthly 

learning intentions and allow for child led learning
Short Term Plan
This breaks the plan down further into weekly areas and includes building on children’s 
previous learning, staff interaction during group activities and free play, points for 
each child’s next steps in learning, and action for specific children

Within Cairellot we firmly believe that the child should always remain at the centre of all that we do and our most valued philosophy is ‘remember the child’s voice’. Within the curriculum guidance framework for birth to three and three to five, staff still have the autonomy and flexibility to be creative and use their own knowledge of children’s learning to ensure that the experiences gained will always benefit the individual child. The design and implementation of initiatives and planning systems are reviewed and updated as and when the team feel it is appropriate or where it is not meeting the needs of the child.  This ensures that the framework works hand in hand with Cairellot’s ethos of providing a safe, secure, happy and stimulating environment to enable each child to learn through play, discovery, and investigation, helping him or her to attain their own potential. 

Further information and details on our curriculum policies and procedures are available through reception. 
Things you might want to know about our Nursery
Diet and Nutrition 

At Cairellot we take children’s nutrition seriously and we employ our own in-house cook to ensure all the children’s meals within the nursery are freshly prepared each day. The daily diet we provide is well balanced and a selection of fresh fruit is available every day. We can provide breakfast, mid-morning snack, lunch, afternoon snack and late afternoon tea, dependant on your child’s needs and care arrangements, and all our meals are served with milk or water.  Our cook prepares a weekly menu (displayed on the noticeboards) consisting of healthy, varied options and where possible we prefer to make our own items such as freshly made fishcakes, soup, chicken goujons and pasta sauces. Below is an example of what may be on offer on our menu.   (What meals/snacks are served to your child depends on what time/s he or she attends the nursery)
Meal


What time it is served

Menu examples 

Breakfast

Served until 8:30am

Toast and milk or water
Morning snack

After 9:30 am
 

Fruit, crackers & cheese, vegetables & dips 
Lunch


12 noon


2 courses (soup and meal or meal and desert) 








Soup, risotto, roast chicken, pasta, fishcakes, 

fruit, angel delight, homemade cake & custard    

Afternoon snack
After 1:30 pm


Fruit, biscuits & cheese, vegetables & dips 
Afternoon tea  
4:00pm



Cheese on toast, sandwiches, soup, noodles, 
toast & beans, mini sausages & pasta 

We encourage children to be actively involved in what they do at nursery, and mealtimes are no exception. The children decide their own snack and tea menus for the following week based on a selection of options and are also encouraged to come up with new and healthy ideas for their menus.   Lunch, snack and tea are served cafe style which allows the children to serve themselves and to eat when they are hungry throughout the session. 
We are used to catering for children’s differing needs and we will take into account all dietary requirements whether for health or religious reasons. When registering your child, please ensure you notify us of any special instructions relating to their diet, and we will inform our cook as well as each member of staff.  Our 2 year olds and our pre-school children sit together at mealtimes and where possible, we encourage them to serve themselves, helping to develop their communication and their social skills. For children and babies in the younger age group we follow parents/carers wishes with regard to feeding routines, food and / or bottles and times. We would ask however, that children are not given sweets or crisps when coming to the nursery. 

Snack is available for all children who attend nursery and is included within nursery fees (Community Nursery parents are required to pay £2 per week as this is not included within the funding). Lunch is generally only relevant to children who attend full sessions (full day, full morning or afternoon) and costs £2.50 per day. Part time children can also receive lunch if requested but parents will be required to pay for lunch and the additional hour.   Afternoon tea is usually only relevant to children who attend full days or full afternoons and costs 75p. Part time children who are staying longer can receive tea, however parents will be required to pay 75p along with the additional hour/s. Children who attend full days will receive breakfast, snack and tea as part of their day, however £2.50 per day is required to cover the cost of lunch. 
Playscheme children should bring a packed lunch including light snacks for morning and afternoon, however we will provide afternoon tea around 4pm)
(When you visit us, nursery fees (if applicable) and/or any other charges will be discussed with you prior to you accepting the place for your child) 
Induction of children 

When a child is allocated a place in the nursery, to help your child settle, we request that the parent bring him/her for visits prior to taking up the placement. We would usually ask you to stay with your child in the first instance, to meet the staff, discuss any issues which may be of concern and to help reassure your child. We would then agree, along with yourself, when the time would be right to leave the room, always reassuring the child that their parent/guardian will return. Initially this may be for half an hour, gradually increasing to the full session. Initially some children may be understandably tearful at parting from the parent/guardian. This usually stops after a short period of time following some reassuring cuddles and the chance to play. If a child continues to be distressed Cairellot will telephone the parent/guardian asking that they return to the nursery. We will then work with the parent until the child is more comfortable at being left.  At Cairellot we encourage parents and carers to phone the nursery to enquire how your child is coping.  Sometimes it may even be mum or dad who does not want to be parted from the child, and this is entirely understandable and acceptable for this to be a gradual process.  Having confidence in Cairellot is very important and the reassurance from staff will assist this process. 
Children of an older age group, starting in Out of School Care or Playscheme do not usually need visits however this can be facilitated if a parent wishes it. 
Clothing 

We encourage all our children to be active during their time at Cairellot and part of the day may be spent in the outside play area as well as indoors enjoying happy activities, so children should be dressed in comfortable and loose clothing. We prefer that when inside, the nursery children wear either slippers or soft training shoes (little fingers are easily hurt especially when outdoor shoes stand on them) and that these are left at Cairellot. We would also ask that you dress your children for all weathers as Scotland is known to have 4 seasons in a day and having the appropriate clothing allows us to take the children for walks and outdoor play. If your child is toilet training, please bring a sufficient supply of underwear and other clothing each day (our supply of emergency clothing is limited and if your child is changed into Cairellot clothes, we ask that you return them as soon as possible). During summer weather, nursery children must bring a sunhat and suncream so that they can play outside. This can be left at Cairellot so that we always have it in case of some rare sunshine! Due to health and safety regulations, we cannot allow children without suncream to play outside in the sun and the will have to remain indoors or under cover.  Cairellot does not accept responsibility for any items including clothing brought into the nursery, out of school care or playscheme so please mark all clothing with your child’s name, this will hopefully avoid mix ups at home time.
If the nursery does a good job, your child will hopefully come home tired, happy and maybe just a little bit dirty!
Holidays 

Cairellot Day Nursery is open for 50 weeks a year and only closes for 2 weeks over the festive period and on Easter Monday. For practical purposes we try to ensure that the festive closure co-incides with the school holidays. We are open on all other bank and public holidays with the sole exception of Easter Monday. The Community Nursery is open for 38 weeks per year, running alongside the school term times. Our playschemes run alternate to the Community Nursery and operates through all public, bank holidays and most in-service days. We ask that parents keep us informed of holidays and planned absences during the nursery year (or term time for community nursery). If your child is unable to attend nursery for any reason including sickness, please contact us to let us know. Under Child Protection guidelines, if you have not made us aware of your child’s absence, we are under obligation to contact you as per the current procedures for absence (see the section on child protection).
Health and Medication 

If your child is ill, please do not bring them to Cairellot. Bringing a sick child to Cairellot not only increases the risk of infection to other children and staff, but in our experience most children would rather be at home when they are feeling unwell. To ensure the welfare of all our children and staff, we follow the appropriate health guidance on exclusion periods for illness, diseases and infections and this is available on the notice-boards and from reception if required.  We need your co-operation in this area. 

 If your child becomes unwell while at Cairellot, we will contact you to make suitable arrangements for them to be collected.  Please ensure that your contact information is always up to date. If your child requires medication, we require consent forms to be signed by the parent/carer before medicine can be administered.  If the medication is prescribed by the doctor, one consent form for the duration of each prescription will suffice, however if it is over- the-counter medication, a form must be completed each day and for every different type of medication.  Each time we administer medicine to a child it is recorded for the purposes of health and safety and medicine can only be administered by a nursery nurse or authorised member of staff. 

If an accident occurs in the nursery or on a trip that requires first aid, one of our trained and qualified appointed first aiders will respond to the incident accordingly and, where required, call for further assistance. Parents / Guardians will always be notified of incidents either at the end of the nursery day (if it is a minor incident that does not require any further attention) or would be contacted immediately if it is deemed more serious. 

If your child is unable to attend Cairellot for any reason including sickness, please contact us to let us know. Under Child Protection guidelines, if you have not made us aware of your child’s absence, we are under obligation to contact you(see section on child protection)

Trips and Outings

At Cairellot we try to ensure that our children have a varied and fun curriculum and this may involve going out on local outings or slightly further afield for our playscheme children.  

Our nursery children may go for walks around the village to places such as the park or to look at local areas of interest. Examples of outings may include local shops, the post office, doctors etc where children are encouraged to ask questions and find out interesting facts. This would usually form part of a topic or activity and we will sometimes take photographs to display on our noticeboards for parents to see. 

Our playschemes try to ensure that they organise various day trips through the holidays. Our children are regularly asked to get involved in the decision making process of where to go, so they are always good fun! Trips include places such as museums, parks, cinema, and Xscape, usually dependant on the time of year and the weather. Where possible we try to include the cost of the outings within the Playscheme fees, however there may be occasions where we have to ask parents to subsidise any additional costs if a trip is particularly expensive. 

All our trips are risk assessed prior to taking place and we have minimum adult : child ratios that we adhere to at all times, based on outing itself and the age of the children involved.  We ask parents to dress their children accordingly for trips, taking into account the changeable Scottish weather!
 Child Protection 

As childcare practitioners, we follow very strict guidelines in order to ensure the welfare of your children. All our employees are subject to enhanced disclosure, strict recruitment procedures and registration with the relevant bodies as well as attending regular training on current council led child protection procedures. Safety for our children is always paramount and we ensure the security of our children by having controlled entry systems on our main door as well as internal room doors, a reception which is manned at all times, room registers and strict guidelines on ‘named persons’ who can collect children from the premises.  We would ask parents to help us ensure security by always ensuring the front door is closed behind you when entering and leaving the building and remain vigilant when using the car park. 
In Cairellot we also follow the current Child Protection Procedures laid down by the government, these include:
· If a child does not show up at Cairellot and we have not received notification from the parent/guardian that they will be absent, we are under a legal obligation to phone home to ensure that everything is ok (under current child protection guidelines, we do this on the 2nd day of absence. 
·  If we have reason to believe that there may be a child welfare issue, it will be communicated to designated person/s responsible for child protection following which it will be monitored and where required we will be legally obligated to contact the social work department.  
· If a child discloses information to us that we feel is of concern, then it will be communicated to the designated person/s responsible for child protection, following which we may be obliged to contact the social work department. 
Cairellot’s Child Protection procedure follows the government guidelines on the rights of the child and this is available for all our parents to view. Please ask at reception for further details. 
Collecting your Child

In order to ensure the protection of our children at all times and in relation to Child Protection Guidelines we have strict procedures regarding the collection of children from the nursery. 

It is Cairellot policy that a responsible adult must accompany your child on arrival and on departure. On your application form you will be asked to list the ‘named persons’ who are authorised to drop off and collect your child.  It is appreciated that on occasion you may have need for a person out-with the named persons to collect your child, however we must be notified in advance and the person must bring identification with them. Where we are not notified of a change or if the person does not bring identification we will contact you before we allow the child to leave the premises. It is Cairellot policy not to release a child to anyone under the age of 16 years unless we have received a signed declaration from the parent/carer. 
Policies, Procedures and Health and Safety
Due to the nature of childcare and to ensure children’s welfare at all times, we have a range of policies and procedures in place, ranging from nappy changing to fire safety.  We take health and safety very seriously in Cairellot and are continually updating and improving our policies and procedures in line with legislation and best practice. As you can imagine, it would impossible to include all of them within this prospectus, however all our policies are available to view at any time.  Our policy folder is left at the main desk in reception for parents, carers and visitors to look through at their convenience. If you have any questions relating to a particular procedure or general enquiry regarding health and safety please do not hesitate to ask. 
Behaviour Management

We have a very positive approach to managing children’s behaviour and we firmly believe that a child is never a ‘naughty child’. Parents can receive daily feedback on their child’s behaviour and if an incident takes place, parents and carers will always be informed at the end of that day. Our aim is to encourage the children to be fair, respect themselves and those around them, value property and to be responsible for their own actions. If behaviour becomes an ongoing issue, we may request a visit from a parent/carer to discuss the situation and enable us to work in partnership to achieve a favourable outcome
Photographs and Videos
At Cairellot we like to take lots of photographs of the children’s activities and occasionally we may video certain events. This allows us to capture significant milestones in children’s learning and mark certain achievements. The photographs and video are used within Cairellot on areas such as wall friezes, project displays, children’s profile folders or for learning purposes (children and staff). We do not use any film or photos for promotional activities or for publication outside of Cairellot.  If you have concerns regarding photographs or would prefer your child not to be photographed then please speak to any one of the management team. We allow parents and carers to use cameras and video recorders at special events such as Christmas Nativities but we ask that all parents do this responsibly. Photographs and video footage must never be published in print or digitally without approval of Cairellot and all parents/carers concerned.  
Cairellot Staff
At Cairellot we firmly believe that in order to provide quality childcare, we must recruit and retain quality staff.  All our staff are recruited based on their passion for childcare, friendly and enthusiastic natures as well as their skills, abilities and qualifications. Our nursery staff are subject to strict recruitment vetting procedures, including enhanced disclosure, health questionnaires, reference checks and probationary periods prior to employment and once they become part of the team, they undergo a full induction program. All staff are either qualified to the required level or above, or if they are part of our trainee team they will be working towards a qualification. Our team at Cairellot takes great pride in what they do and we encourage them to continually develop their skills and abilities by promoting life- long learning.  

Our management structure consists of Owner /Manager – Rosemary Elliot, our two nursery managers, Elizabeth Tait and Alison Hutchison and a team of room seniors and supervisors. Each senior takes responsibility for a specific age group within the room they are allocated to and, with along with the nursery nurse team, co-ordinate all aspects of the children’s care including planning and evaluating, health and safety, curriculum, record keeping and most importantly playtime and cuddles! Our staff work very hard at providing the best care they can and you will find they are a dedicated and passionate team.  
Cairellot Learning Centre

To ensure that the quality of nursery nurse training is to the highest standard, we run our own training centre; Cairellot Learning Centre. Cairellot is SQA approved and is also a branded Learn Direct training centre specialising in childcare based vocational qualifications such as SVQ Playwork and Children’s Care Learning and Development. Within the training centre we deliver, assess and internally verify over 8 SVQ Childcare qualifications to approximately 100 candidates at any one time throughout Renfrewshire and Dunbartonshire. We have a team of 6 assessors and verifiers who work on a 1-1 basis with learners coaching and assessing them through their programme of learning.  
Cairellot Learning Centre also works offers a range of business and developmental courses as well as community learning programmes such as language skills, computer courses and holistic therapies. Please ask at reception for further details.  
Parental Involvement

At Cairellot our aim is to support parents and carers and we regard ourselves as privileged partners, working together to help to care for and educate your children.            

Working in partnership means we are committed to ongoing communication with parents on your individual child as well as our consulting parents on our own nursery practices and we use a variety of mediums to accomplish this; such as newsletters, questionnaires, parents evenings and curriculum nights.  We actively encourage parental involvement in relation to children’s progress and operate an open door policy for parents to visit, discuss or call with regard to any aspect of their child’s care.  
Profile Folder

Each child in nursery has a ‘Profile Folder’. These folders are developed from the moment the child comes to Nursery and can be from the Baby Room right through to Pre-School. The folder is full of the child’s work such as drawings, writing, and painting and gluing and we also include photographs of activities that they have participated in.  Each item is dated and a small explanation given.  The children themselves decide which objects are to be put in their folder and are encouraged to bring pictures from home, photographs of their family or anything else they wish to be included.  The profile remains in the Nursery until the children leave and we encourage Parents to spend time with their son/daughter to look through it and to offer the children encouragement by their positive response. The profile folder is a wonderful record of their time in nursery and many children enjoy looking at it even after they have left us. 
Butterfly Ceremony

At Cairellot we are privileged to be part of your children’s life and are fortunate to be able to watch them grow and develop from the wonderful early stages into capable confident learners. To celebrate this, we have a special ceremony for our ‘Rising Fives’ to mark the change from tiny caterpillars into beautiful butterflies ready to fly off to school.

The ceremony takes place usually in May/June and the children from the Community Nursery and the 3-5 Room each take part in putting on a special show. The children work very hard on this and spend time learning songs and actions and at the end we have a special presentation for each child who is going off to school. It is a wonderful end to each child’s journey through nursery and we welcome all our ‘Rising 5’ parents to be part of this ceremony by coming along and showing your support.  
   Notice Period
We require one month’s written notice in advance for cancellation of places within the nursery and / or after school care. Due to the system for calculating and payment of fees, please be aware that fees may still be due or may have to be recalculated to ensure your balance is cleared. Please see reception for further details if required. 
 Fees
Nursery

Full Week (5 days) 


8am – 6pm




£145.00
Full Day 



8am – 6pm




£31.50
Full Morning



8am – 1pm




£20.25
Full Afternoon



1pm – 6pm




£20.25
Part Morning



9am – 12noon




£14.25
Part Afternoon



1pm – 4pm




£14.25
Additional Hours 








£4.80 per hour

If your child is registered to remain in nursery after 1pm this is classed as a full day. Lunches and teas are available to full time and full day children. The cost for this provision is £2.50 per day and this amount is added to the monthly fees. If you require your child to remain in nursery after 4pm and are registered for a Part Afternoon, there will be a charge of 75p extra for tea plus the extra hour/s.
Please note:  The fees above are not including meals (including baby food) or babies nappies (nappies must be supplied)  
Out of School Care 
Full week



3-6pm 






£47.00
Full week 



12 – 6pm (new primary 1 children in first 2 weeks of term)
£90.00
Daily Rate



3-6pm






£10.00





12-3pm





£10.00





12-6pm





£20.00
Breakfast Club



8am – 9am





£3.50 per day
Playscheme










            First Child     Second Child

Full week



8am – 6pm / Mon - Fri


£100.00
£98.00
Full Day



8am – 6pm 



£ 22.00

£22.00
Part Day



8am – 1pm or 1pm – 6pm

£14.00

£14.00
Playscheme children who attend mornings or full days require a packed lunch and snack, however we will provides a light tea around 4pm.  Parents must reserve places on Playscheme to ensure a place. Payments are only charged for the days that we offer the service and for the days that are booked and therefore we calculate the fees owed on a monthly basis. Fees for Playscheme must be paid in advance or at the start of the day’s session.  We cannot accept a child into Playscheme without payment.  
Annual Fee Review
Our fees are subject to an annual review, changes in fees will be communicated to all parents/carers along with details of any uplift or reduction.

Charges for Late Collection of Children
Our nursery closes at 6pm prompt. We are sure that you appreciate that it is unfair to ask staff to stay past their finishing time on a regular basis due to parent lateness. We understand that there may be the occasion when there may be unforeseen circumstances such as car breakdown or train cancellations and will try to accommodate these instances. However, parents who are persistently late will be charged £15.00 for up to the first15 minutes late and £15 for every 15 minutes thereafter. 
Payment of Fees
For calculation of fees, Cairellot’s nursery year commences on the 1st August and ends on the 31st July.  Full fees are payable even if a child is absent (we are sure that parents appreciate that we have to staff our nursery appropriately and our staff require to be paid at all times even when children are absent) 

As the nursery is open for 50 weeks, we calculate fees based on 50 weeks attendance but for payment purposes we divide the total fees over 12 months. All contracts with parents run from 1st August – 31st July. As a result, if your child leaves in May or June, your fees for July will still be due.
For Out Of School Care, we operate over 38 weeks, however we divide the fees over 11 months (excluding the month of July). As with nursery, if your child leaves prior to the end of the 11 months you will still be required to pay the outstanding balance. 
If your child remains in nursery during August (our new year) or is due to start school mid way through the month then you will be required to pay the additional fees for that month and will be required to request this place as early as possible as places for the new year will be allocated on a first come first serve basis.  
Fees are payable one month in advance. Direct Debit is the preferred method of payment and there are two dates in a month that these can be paid, the 1st and 10th of each month. If you wish to pay by cash or cheque, you are required to pay the fees on the 1st of the month.  
For Playscheme fees, we calculate the fees based on the days that parents request places. This means that all Playscheme fees must be paid in advance or on the morning of that day at the latest. Parents cannot defer payments for Playscheme or allocate them within their nursery fees. 

Late Payment Charges

Late payment of nursery fees will incur a surcharge of 8% per month and in the case of persistent late payment, Cairellot reserves the right to give one month’s notice of the child’s place being withdrawn to the parent/guardian.  Please also note that in the event of default in fees, all costs and expenses incurred by Cairellot in relation to collection of outstanding amount will be the responsibility of the parents and will be added onto the balance owed. Where appropriate, Cairellot employs the services of a collection agency and debts may be passed on to this agency in an attempt to recover payment.  
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We aim to provide appropriate curriculum for our children where the child is at the centre:





Appropriate learning opportunities are offered which have breadth and balance


The curriculum is broad, well balanced and appropriate to national and local curriculum guidelines


Encourage children to respect themselves and their peers, emotionally and morally and have  consideration for others and their surroundings


The children have respect for the nursery equipment, encouraging them to look after and value resources within their own home


We will make effective use of all assessment information gathered


Staff will be supported and guided in relation to all curricular activities  








We aim to progress children’s development and learning:


By becoming successful learners, confident individuals, responsible citizens and effective contributors





 We will provide appropriate activities to promote the children’s development and learning through play:





Provide a learning environment


Planning is child led


Planning and evaluation are effective


Build on the children’s self esteem and confidence, encouraging them to make choices


Ensure the assessment methods and arrangements for keeping records and reporting are appropriate


The approaches to learning are appropriate


That staff know when to become directly or indirectly involved 








We aim to create a positive ethos within the nurseries and out of school care and operate an ‘Open Door’ policy to encourage parents to feel they can speak to any member of staff when it is convenient to them:





There is a happy, safe, secure and stimulating environment, enabling the children to experience the wonder and joy of learning through play and for parents to feel relaxed and confident when leaving their children


If parents wish to discuss their children’s progress this can be done either by appointment or a written report on request


Staff, children and parents are valued and their contribution acknowledged


Visitors are made welcome at all times


We work in partnership with our parents and children and encourage them to join our parents group 


We respond to our parents views and enquiries with a very positive attitude


We encourage our staff to feel part of the running of Cairellot and welcome suggestions for change and improvement


We welcome the community at all our yearly activities and look forward to our parents and pensioner visits to our Nativity each year











We provide a wide and varied range of resources in keeping with the requirements of ensuring children’s continual learning:





High standard of accommodation


Space is used effectively


Resources are replaced, renewed and purchased regularly


Resources are deployed effectively and offered a wide range of learning opportunities to enable them to have the tools to provide a quality facility


 We carry out reviews of staff annually and staff are offered a wide variety of learning opportunities which enhances their continual professional development. 


Staff are given the opportunity to discuss the training they feel would benefit them and the nursery.





The management of Cairellot holds quality assurance as a priority:





The achievement of Investors in People


Achieve and operate in accordance with SQMS principles


The nursery/business Improvement Plan, approved by Renfrewshire Council & reviewed monthly


Staff are involved in most aspects of Partnership through Renfrewshire Council


Staff are involved in the development of Cairellot being recognized as a Scottish University for Industry Learning centre, SQA Learning Centre and Local Enterprise Contracts








Cairellot Learning Centre


Ann McCluskey (Senior/Assessor)


Debbie Thompson  ((Senior/Assessor)


Ann McNair (Assessor)











2-3yr old Room


Carol Johnstone(Senior)


Christopher Gartland (Supervisor)


and team





and team





Baby Room


Laura Low (Senior)


and team











Community Nursery 


Out of School Care


Gemma MacKenzie (Senior)


Michelle Turley (Supervisor)


and team 





Cook


 


Julie-Ann Wilson 








3-5yr old Room


Linda Williams (Senior)


and team











Our aim in relation to Child Protection is to establish a positive ethos which supports values and contributes to the welfare and general protection of all our children. 


Good practice that protects children requires the careful exercise of professional judgement and skill.  As a childcare provider we are required to follow standard circular 57- Protecting Children and Ensuring their Wellbeing - agreed by Renfrewshire Child Protection Committee. 


Concerns involving any children in our care, it is our duty to inform social work immediately and not the parent. Within Cairellot, the first contact is the most senior person on duty, in the first instance Rosemary Elliot, then Liz Tait, Alison Hutchison and then Ann McCluskey (our Child Protection Co-ordinator) 




















We provide support for all our children and their families:





The care we provide for our children is always of a high standard


Staff respond to the routines of the families


Staff are aware of all aspects and procedures in relation to Child Protection


Children are offered a healthy and well balanced diet


Children are offered effective support to encourage their development and learning


Support structures are in place to meet the needs of our children with special needs


Our children are treated as individuals and have the right to equality of opportunities, social justice and respect

















Cairellot Nursery

Greenock Road, Bishopton, Renfrewshire, PA75AW           ( 01505 864 008    (   www.cairellotnursery.co.uk


