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Welcome to Roseburn Primary 

School Nursery Class 

 

We hope that your child’s experience will be a very positive and happy one at 

Roseburn. This booklet outlines some important information for parents about our 

nursery. The staff at Roseburn are always happy to help, so please do not hesitate 

to ask if you require any additional information. 

 

Our School Aims are: 

 

• To promote achievement for all by providing a broad, deep progressive, 

challenging, personalised, coherent, relevant and enjoyable curriculum which 

enables all pupils to reach their potential. 

• To foster skills, knowledge and positive attitudes which help children to 

become independent learners. 

• To develop lifelong healthy and environmentally aware lifestyles.  

• Provide a safe, stimulating and happy learning environment. 

• To support and develop the skill of staff in order to provide an effective 

learning and teaching environment of the highest quality. 

• To promote equality of opportunity for all and to celebrate diversity. 

• To continue to foster positive and productive partnerships with pupils, 

parents, outside agencies and the wider community. 
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Nursery Staff 

The Roseburn Nursery Class is staffed by one Teacher and four Early Years 

Practitioners. At times, the nursery also employs Pupil Support Assistants.  

 

 

• Mrs Teden    Head Teacher 

• Ms Gardner    Principal Teacher  

• Mrs Simpson    Acting Principal Teacher 

• Mrs Swanston   Business Manager 

• Mrs Sutton    School Administrator 

• Ms Elliot    Nursery Teacher 

• Ms Lawrence    Early Years Practitioner 

• Mrs McNally    Early Years Practitioner 

• Mrs Elbahi     Early Years Practitioner 

• Mrs Bingham    Early Years Practitioner 
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Nursery Times 

 

Morning Class 

Monday to Friday    8.30am – 11.40am (door opens at 11.30) 

 

Afternoon Class 

Monday to Friday    12.20pm – 3.30pm (door opens 3.20) 

 

Please bring your child during the first 10 minutes of the session so that they can 

settle into group time before play activities begin. Please collect your child in good 

time as children can become anxious if you are late. The end of the day is when we 

like to chat to parents, pass on any information and say goodbye to the children. 

 

Safety and Security 

The nursery door is opened and staffed for around ten minutes at the beginning 

and end of sessions. At other times please press the buzzer and a member of staff 

will open the door. 

If your child is going to be collected by someone who does not usually collect 

her/him, please remember to write on the book beside the register at the register 

table. If is not written on the book, we will need to contact you to make sure you 

approve the collecting adult. 
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Settling your child into Nursery 

Each child is an individual and each settling in period is different depending on your 

own child’s previous experiences and personality. Our staff work very closely with 

parents during the settling in period as this is our first step in the building of our 

partnership.  

 

Our settling in procedure starts by introducing your child to the setting for one 

hour and a familiar adult (parent, carer, etc.) will accompany your child during their 

first day. Usually the second day the child will be invited to stay without an adult 

for an hour. Generally, the time at nursery will increase in intervals of thirty 

minutes until your child is settled enough to join in for the whole session. 

This will be discussed by parents and the Nursery Teacher to ensure a smooth 

transition into Nursery. 
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Dressing for nursery 

Nursery play is energetic and messy at various times! Please send your child to 

nursery in clothes that will not matter if they get stained. If a child is concerned 

about getting messy they will hold back and miss out on valuable learning 

experiences. 

 

 

Please make it easy for your child to go to the toilet and use the outdoor 

equipment. Trousers with elasticated waists are preferable and long skirts and 

dresses are impractical on the outdoor equipment. Please label your child’s clothing 

and leave items of jewellery at home. 

 

 

.  
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The Curriculum  

Early education in particular adopts a holistic approach to young children’s learning 

which responds to each child’s changing developmental needs and values a child’s 

prior knowledge from home.  

At Roseburn Nursery your child’s learning and development will be supported by 

The Curriculum for Excellence. This represents Scotland’s vision for education for 

all children. It aims to raise standards, improve knowledge and develop skills, 

ensuring that every child should experience a broad education that develops skills 

for learning, for life and work with a real focus on literacy and numeracy and 

promotes an active and healthy lifestyle.  

Through a play-based curriculum, staff plan a wealth of opportunities, providing 

stimulating contexts for active learning, building upon the child’s knowledge and 

skills and recognising each stage of development.  

More information about Curriculum for Excellence can be found at 

https://education.gov.scot/ 
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Nursery planning  

Nursery staff meet on a daily basis to discuss observations and to ensure more 

personalised follow up teaching and learning. These discussions help to inform the 

content of the weekly plan displayed in the nursery. We also consult parents and 

children in the planning process. Each child has their own e-journal to record their 

learning journey and adults can access this at any time from a computer, tablet or 

smartphone.  

Nursery trips  

We have a calendar of opportunities for using the outdoors to further develop 

learning opportunities for our children. Recent trips have included, visits to the 

National Art Galleries, using the local woods for our Forest Walks, etc. In addition 

to planned trips, we may take small groups of children out in our local area on 

outings arising from interest at the time.  

 

Our morning class will have the opportunity to enjoy our Forest Walks on a weekly 

basis from October to November and form March to May depending on parent 

helpers. 
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Working with other agencies  

Where appropriate nursery staff, after discussion with parents/carers may involve 

other agencies such as Speech and Language Therapists, Health Visitors and 

Occupational Therapists in a child’s assessment and development 

 

Parental Involvement 

We work with parents and carers as partners. Parents and carers are always 

welcome in the nursery to help.  If you would like to help prepare materials, or work 

with a small group of children, please contact the Nursery Teacher.   

 

We also need parents to help on outings. For security, we request that all 

volunteers complete a PVG form – details are available from Mrs Swanston, our 

Business Manager. 
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Snack and Toy fund 

Children have a small snack and a drink of water or milk during each session. We 

promote healthy eating and snacks include fruit, vegetables, cheese, wholemeal 

crackers etc. Snack money is £2 per week and this should be paid on a Monday 

(includes snack and toy fund) 

Toy Fund 

The Toy Fund pays for the replacement of books and games. It also provides for 

incidentals such as presents for and Mothers’ day, celebrations, animal food and 

bulbs. A voluntary contribution of £1 per week will support this fund (this is 

included in the weekly snack money) 

Coffee mornings and baking sales are a regular feature of nursery life and the 

money raised goes to the nursery fund. 

 

 

 



10 

Birthdays 

On or near birthdays, children have the opportunity to make their own birthday 

cakes to share with the rest of the class. Please do not send in sweets or cake to 

mark your child’s birthday. 

 

 

Illness 

We expect children to attend nursery regularly. However, if your child seems 

unwell do keep them at home. Please make us aware of your child’s absence. If you 

have not contacted school by 9.00am for the morning class and 1.00pm for the 

afternoon class, then school will try to make contact with parents or carers. If 

children are going to be away from Nursery for a week or longer, please notify in 

writing. Please inform us if your child has had an infectious illness such as Chicken 

Pox, Measles, Mumps, Diarrhoea or German measles (Rubella). 

Remember if a child suffers from sickness and/or diarrhoea they should not return 

to Nursery until 48 hours after the last episode. 
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Medication  

If a child requires medication during nursery hours parents/carers are required to 

complete a form to allow staff to administer it. Please ask staff for a form. 

Accidents 

If, following an accident, we feel your child needs a doctor’s attention we will try to 

contact you first. It is essential that we have up to date contact information. If 

your child is involved in any small accidents during the session they will be recorded 

and the record will be shown to you at the end of the session. 

 

Bedtime stories 

Each child will be given the opportunity to choose a library / bed time story book 

and can exchange it as frequently as their parents would like. Parents take 

responsibility of signing in and out the books. 

 

Early Years 

The nursery is part of the school’s Early Years department, which encompasses the 

Nursery and Primary One. During the course of the year we have many collaborative 

activities and opportunities for our pre-school nursery and Primary One to work 

together. This collaborative working helps to ensure a smooth and seamless 

transition from Nursery to Primary One.  

 

Communication with Parents  

In order to ensure that information is pass in a sensitive way the nursery will issue 

slips at the end of the session if a private conversation is required. 
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Promoting Positive Behaviour 

 

 

In our nursery class we aim to encourage and develop positive and appropriate 

behaviour in all areas. It will help our pupils to grow into confident, caring and 

responsible young citizens both in school and within the wider community.  

We encourage our children to:  

• Form positive relationships with peers and adults  

• Express their feelings and needs appropriately  

• Become aware of and respect the needs of others  

• Play cooperatively, take turns and share resources  

• Develop positive attitudes to others, for example, those whose gender, 

language, religion or culture is different from their own  
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Good behaviour is recognised through praise. Inappropriate behaviour is dealt with 

immediately through discussion with everyone involved in the incident. This could 

result in a short time-out of an activity to allow for calming down.  

Any concerns staff and parents/carers have regarding consistent inappropriate 

behaviour will be discussed and specific strategies appropriate to individual needs 

will be agreed and implemented.  

 

Child Protection 

Roseburn Nursery is committed to working in partnership with parents. As well as 

constantly striving to build children’s self-esteem and confidence, we place a high 

importance on the safety and protection of children. 

 

Roseburn Nursery has Child Protection Guidelines in place that all staff must 

follow. If any member of staff has a concern about a child, they will contact the 

Roseburn Primary School Child Protection Officer – the Head Teacher (Principal 

Teacher in Head Teacher’s absence) - who will take appropriate action. 

If any parent or carer would like to see the guidelines, please ask a member of 

staff. 
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PARTNERSHIPS WITH PARENTS / CARERS  

Open Evening 

An Open Evening is held in September. Parents/Carers are invited along to the 

nursery to meet the Nursery Team and sample a range of learning activities that 

the children experience every day.  

Stay and play sessions 

We have a genuine open door policy. Parents/carers/other family members are 

welcome to stay in the Nursery to observe their child, play board games, read a 

story or bake for example. Details of how to sign up will be explained at enrolment. 

It is a fantastic way to get to know the Nursery team and observe and play with 

your child in a new environment. We look forward to seeing you soon!  

Parent Consultations 

Individual consultations are arranged with staff throughout the session for pre-

school children twice a year. For the younger children we shared the children’s 

learning on an ongoing basis on their e-journals. 

Parents/carers are welcome to make an appointment to meet with nursery staff or 

the Principal Teacher at any time if there are any points they wish to discuss. 

Staff are also available at the end of each session and would be delighted to 

support you.  

Open Day  

A whole school Open Day is held in November. The Head Teacher and Principal 

Teacher are available during the Open Day to meet with prospective and current 

parents. This is an opportunity to see a normal working day in the nursery class and 

to visit classes in Primary 1-7  
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Parent Teacher Association  

The school has an active PTA run by a hard-working committee of parents and 

staff. The Head Teacher attends every meeting. Throughout the year the 

committee runs a number of educational, social and fundraising events with the 

highlight being the Spring Fair. If you would like to become involved with the PTA 

simply contact a committee member.  

Parent Partnership   

Roseburn School has an active Parent Partnership comprising of parents, staff and 

community representatives. The Head Teacher attends every meeting. Contact 

details and meeting minutes are displayed in the school foyer and on our website. 

All parents/carers are welcome to attend any Parent Council meeting to raise 

issues.  

Staff/Family room 

This room is used to allow parents to wait comfortably when there are settling in 

their child to our Nursery. This room can also be used for coffee mornings and for 

parents to meet when working for a Nursery project (story sacks, etc.) 
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NATIONAL CARE STANDARDS  

Standard 1: Being welcomed and valued. Each child or young person will be welcomed, and will 

be valued as an individual.  

Standard 2: A safe environment. The needs of each child or young person are met by the 

service in a safe environment, in line with all relevant legislation.  

Standard 3: Health and wellbeing. Each child or young person will be nurtured by staff who will 

promote his or her general wellbeing, health, nutrition and safety.  

Standard 4: Engaging with children. Each child or young person will be supported by staff who 

interact effectively and enthusiastically with him or her.  

Standard 5: Quality of experience. Each child or young person can experience and choose from 

a balanced range of activities.  

Standard 6: Support and development. Each child or young person receives support from staff 

who respond to his or her individual needs.  

Standard 7: A caring environment. In using the service, children, young people, parents and 

carers experience an environment of mutual respect, trust and open communication.  

Standard 8: Equality and fairness. You will be treated equally and fairly.  

Standard 9: Involving the community. You can be confident that the service contributes to 

the community and looks for opportunities to be involved in the community.  

Standard 10: Involving other services. You can be confident that the service keeps up links 

and works effectively with partner organisations.  

Standard 11: Access to resources. Each child or young person has access to a sufficient and 

suitable range of resources.  

Standard 12: Confidence in staff. Each child or young person receives support and care from 

staff who are competent and confident and who have gone through a careful selection 

procedure.  

Standard 13: Improving the service. You can be confident that the service will evaluate what 

it does and make improvements.  

Standard 14: Well-managed service. You can be confident that you are using a service that is 

well managed.  
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Complaints Procedures 

 

There are a number of ways you can make a complaint. These include: 

• Speaking to the Mrs de Bonrostro, Nursery Teacher, who will do their best 

to deal with the problem quickly, keep you informed of what is happening and 

check you are satisfied with what has been done. 

• Making an appointment to speak to Ms Gardner or Mrs Teden. 

• Contacting Children and Families Department. This service provides a helpline 

during office hours and can advise how to take further action. 

1. You can use the Helpline 0131 469 3233  

2. You can put the complaint in writing (address below), or email; 

complaints@edinburgh.gov.uk  

3. Your complaint will be acknowledged and an Investigating Officer will 

contact you directly to discuss the complaint you raise.  

Following an investigation by the Investigating Officer a full reply will be sent 

telling you:  

1. the outcome of the investigation  

2. the conclusions drawn;  

3. the reasons behind the conclusions 

4. any action taken or proposed  

5. any further action you may take 

Advice and Conciliation Service  

Waverley Court  

Level 1/5  

4 East Market Street  

Edinburgh EH8 8BG  
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You can also contact The Care Inspectorate that regularly inspects all childcare 

facilities within Scotland. You can contact them on the number listed below. 

Care Inspectorate  

Compass House  

11 Riverside Drive  

Dundee  

DD1 4NY  

Tel: 01382 207100  

 

At Roseburn Primary School and Nursery Class we will always do our best to 

investigate complaints fairly and we will record all complaints, detailing any action 

necessary as a result of the investigation.  

 

Roseburn Nursery was last inspected in March 2016 and a copy of the report is 

available in the nursery, on our website or on the Care Inspectorate website. 

ROSEBURN PRIMARY SCHOOL 

64 ROSEBURN STREET 

EDINBURGH 

EH12 5PL 

 

 0131 337 6096 

 0131 346 1307 (nursery) 

 admin@roseburn.edin.sch.uk  
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Information about how we manage pupil data at Roseburn Primary School 

Roseburn Primary School has a legal responsibility to deliver an effective educational 

programme to its pupils.  In order to do this, we need to collect personal data about our 

pupils/children and their families so that we can help them learn, and keep them safe.  The type 

of personal data we will collect include: 

• Data about our pupils/children and their families 
This will include the name, address and contact details of the pupil/child and relevant 
family members.  It will also include information about relevant medical conditions, 
any additional supports which are needed, and their family situation.  We need this 
information to ensure we know our pupils/children and their families, and to ensure 
we are able to educate them appropriately, and keep them safe. 
 
We will also collect personal data relating to personal characteristics, such as ethnic 
group to enable statistics to be reported.  We need this information so the Council 
can ensure it is delivering education appropriately to all its citizens. 
 

• Data about pupils/children at school/within ELC setting 
This will include data about progress, assessments, and exam results.  It will also 
include records of attendance, absence, and any exclusions.  We need this 
information to understand how our pupils/children are progressing, and to assess 
how we can help them to achieve their best.   
 

• Data about when and where they go after they leave us 
This will include information about their next setting/school, career paths or intended 
destinations.  We need this information to ensure we support our pupils/children in all 
their transitions and do all that we can to help their future be a success.   

 

There will be times where we also receive information about them from other organisations, such 

as a pupils’ previous school, the previous local authority where that school or ELC setting was 

based, NHS Lothian, Police Scotland, Social work, Additional Support Services, and sometimes 

other organisations or groups connected to a pupil’s education.  We use this data similarly to the 

above: to support our pupils’ learning, monitor and report on their progress, provide appropriate 

pastoral care; and assess the quality of our services 

When we collect and use personal data within school/ELC setting, and for the reasons detailed 

above, we will normally be acting in accordance with our public task.  Occasionally we are also 

required to process personal data because the law requires us to do so, or because it is 

necessary to protect someone’s life.   

We will also take photographs in school/ELC setting and display them on our walls, and in 

newsletters and other communications.  We do this in order to celebrate and share what we have 

done, including individual achievements and successes.  We consider this use of images to be 

part of our public task as it helps us build an effective community which supports learning.  We 

will not, however, publish these photographs on social media or in newspapers without 

permission.  Consent for this use will be sought when a pupil/child joins Roseburn and will be 

kept on record while they are with us.  Consent can be withdrawn at any time, please just let us 

know.   
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Sometimes we need to share pupil information with other organisations.  We are required, by 

law, to pass certain information about our pupils to the Scottish Government and the Council. 

This data is for statistical purposes, and will normally be anonymised.  It is normally required to 

enable the Council, and the Government, to understand how education is being delivered and to 

help them plan for future provision.   

If a pupil/child moves schools/ELC settings, we have a legal obligation to pass on information to 

their new school/education authority about their education at Roseburn Primary School. 

When we record and use personal data, we will only collect and use what we need.  We will keep 

it securely, and it will only be accessed by those that need to. We will not keep personal data for 

longer than is necessary and follow the Council’s Record Retention Schedule and archival 

procedures when records are identified to be of historical value and require to be retained in the 

Edinburgh City Archives.   

For more information on how the Council uses personal data, and to know more about your 

information rights including who to contact if you have a concern, see the City Of Edinburgh’s 

Privacy Notice. 

 

Sharing personal data to support Wellbeing  

In addition to the above, Roseburn Primary School has a legal duty to promote, support and 

safeguard the wellbeing of children in our care.    

Wellbeing concerns can cover a range of issues depending on the needs of the child.   

Staff are trained to identify when children and families can be supported and records are kept 

when it is thought that a child could benefit from help available in the school/ELC setting, 

community or another professional.  You can expect that we will tell you if we are concerned 

about your child’s wellbeing, and talk to you about what supports might help in the 

circumstances.  Supports are optional and you will not be required to take them up.   

If it would be helpful to share information with someone else, we will discuss this with you and 

seek your consent before we share it so that you know what is happening and why.  The only 

time we will not seek consent to share information with another organisation is if we believe that 

a child may be at risk of harm.  In these situations, we have a duty to protect children, which 

means we do not need consent.  On these occasions, we will normally tell you that information is 

being shared, with whom, and why – unless we believe that doing so may put the child at risk of 

harm. 

We will not give information about our pupils to anyone without your consent unless the law and 

our policies allow us to do so.  

 

 

 

https://www.edinburgh.gov.uk/privacy
https://www.edinburgh.gov.uk/privacy
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Appendix 2 

Learning Journals Information and Permissions 

Dear Parents/Carers, 

At Roseburn we use an online system of personal learning created by Learning Journals. This 

system enables you to access and comment on your child’s ongoing progress in learning 

throughout the school year. Parents and carers can access their child’s profile from home, as 

long as you have an internet connection.  

If you do not have an internet connection at home, you are welcome to view your child’s 

profile from within the nursery/school. 

Security  

• Only you and relevant school staff (Mhari-Louise Teden, Julie Simpson, Amy Elliot, 

Linda Lawrence, Fiona McNally, Patrice Elbahi and Heather Bingham) can access 

your child’s profile using a unique username as well as a password and PIN that you 

create. Please do not share this information with others. 

• Any data collected within the profile, including photos, are for personal use only and 

should not be published out with Learning Journals.  

• All personal data, including photographs, email addresses and information about 

your child’s progress are stored securely, within the EU.  

• Data will be retained for the time your child is a pupil at the school. If/when your 

child leaves the school for any reason all data will be deleted as part of the leaving 

procedures by administration staff. If your child moves to a school which also uses 

Learning Journals their profile will be temporarily archived by Learning Journals and 

made available once your child starts at the new school.  

 

Yours sincerely,   

Mhari-Louise Teden 

Head Teacher  

 

Learning Journals Permission  

Should you wish to opt-out of the use of Learning Journals or require any further 

information, please contact the school directly.  

I do/do not give permission for photographs of my child to be uploaded to Learning 

Journals  
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I do/do not give permission for my child’s photograph to be included in group images 

which will be shared on other pupils’ Learning Journals  

I agree that I will not give anyone access to my child’s learning journal or the images 

available 

 

Name of parent(s)/carer(s): 

_________________________________________________________ 

Name of child(ren): 

________________________________________________________________ 

E-mail address(es): 

________________________________________________________________ 
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Appendix 1 

ROSEBURN PRIMARY 

OUTDOOR PLAY POLICY 

 

Roseburn Nursery is committed to providing children with daily/regular opportunities for 

outdoor play and activities in a safe and secure environment.  

DAILY PROCEDURES  

The caretaker/janitor will check the grounds daily, paying attention to the need for 
repairs and the tidiness/ cleanliness of the playing area. 
The caretaker/janitor will remove all unsuitable debris from the garden. 
This will be double checked by a member of staff.  

In addition before taking children into the garden staff must:  

Ensure that the Outside areas have been checked following Safety Check list Check 
the gate is closed. 
Check all areas to ensure there are no harmful substances or items. 
If any repairs or concerns are discovered this should be reported to SMT.  

Once it is established that the garden is safe the children can go out to play. While 
the children are carrying out their activities in the garden it is important that Early 
Years staff:  

Ensure that all visitors to the nursery report to the nursery staff. 
Be vigilant on all aspects of health and safety. 
NO CHILD will be allowed to open the nursery gate. 
Remind children on safety rules and regulations e.g. wearing of helmets, goggles 
when appropriate, awareness of others when using gardening tools, climbing and 
playing in the sand pit, and appropriate places to climb. 
Inform children of the importance of the ‘soft play surface’ and encourage them to 
make appropriate decisions when using equipment and designing their own play 
settings. 
Practice ‘child protection’ guidelines and question all observers if unknown to the 
staff. 
 

Before leaving the garden the staff must:- 
Encourage all children to help by tidying toys and equipment away; 
Encourage all children to clean up the area e.g. putting away the blocks in 
preparation for the next class to enjoy.  

Check all areas to ensure all children have returned indoors. 
Ensure that the front door security lock is put back on if all staff are returning indoors.  
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Skin care and Sun safety In warm / sunny weather:  

Shade / parasols will be provided so that pupils can stay out of the sun, The wearing 
of appropriate clothing and hats will be encouraged through communication with 
parents so that pupils can cover up appropriately 
A selection of spare hats will be made available  

Parents will be encouraged to apply high Sun Protection Factor (SPF) sunscreens 
before brining children to nursery. Parents will be reminded of this at drop off and 
suncream will be made available if they have not done so  

EMERGENCY PROCEDURE  

In the case of any emergency involving children in the garden staff must follow the 
Accident and Incident Policy.  

If a child has an accident while playing outside the member of staff will accompany 
them to the nearest staff member to receive individual attention. The accident will be 
recorded on an incident / illness slip and the parent informed/ asked to sign when the 
child is collected or the parent will be telephoned, if necessary. 
Make a professional judgement and ask for assistance if and when it is deemed 
appropriate, depending on the numbers of children in the garden and the type of 
activities the children are engaged in. This is done by contacting any necessary 
emergency services, alerting a member of SMT of the situation and contacting 
parent/carers of the child(ren) involved. A member of staff will stay with the child 
while other staff members move remaining children away from the situation.  

In the event of a child being missing from the garden the following action must be 
taken:  

Alert the Nursery staff team. 
Check the area surrounding the building (staff who are not caring for other children 
will be utilised in the search). 
If the child is not found immediately the SMT will inform the police (by 999 call), the 
child’s parents and the relevant Early Years and Childcare Manager.  

OUTDOOR PLAY POLICY September 2017  
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