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Welcome to the Nursery 

 

The staff at Corstorphine Primary School Nursery extend a warm welcome to you 

and your child and look forward to working with you.   

  

This handbook offers an introduction to our Nursery and some information that 

will help you in the early days. We understand that when your child 

starts Nursery it is a big step and we aim to make this transition as smooth as 

possible.   

  

Our Nursery children will be working within the Early Level of Curriculum for 

Excellence and will learn through engaging play-based experiences. When it is safe 

to mix groups of children, there will be opportunities for the children to do 

collaborative working with Primary 1 and Primary 6 buddies.  

  

Partnership with parents is vital and we are keen to encourage you to take an active 

role in the life of the Nursery. At present, we know that things are very different 

and so we will explore ways in which we can ensure you feel part of the nursery.  

  

We are always here to help, so if you have any questions please do not hesitate to 

contact us by telephone on 0131 334 3865 or by email to 

admin@corstorphine.edin.sch.uk.  Most concerns can be resolved very easily. Open 

and frequent communication helps a close partnership to develop and we would 

actively encourage you to contact one of us at an early stage should you have any 

concerns.   

    

We wish you a very happy time at Corstorphine Primary School Nursery.  

  

Jacqueline Bracewell (Depute Head Teacher)   
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Corstorphine Primary School Nursery 

 

 

 

Our Nursery Team 

Head Teacher     Mrs Pamela Briggs 

Depute Head Teacher   Mrs Jacqueline Bracewell 

Senior Early Years Officers Mrs Farah Shafiq 

      Mrs Stacey Warnock 

Early Years Officer    Mrs Maureen Sloan 

Early Years Practitioners 

• Mrs Lorna Hutton – Tuesday - Friday 

• Mrs Suzanne Lewis – Monday, Wednesday, Thursday and Friday  

• Miss Linzi Manderson – Monday, Thursday and Friday  

• Ms Emma Scott Bell – Monday, Tuesday and Wednesday 

• Miss Georgie Scott - Monday, Tuesday, Friday  

• Miss Sarah White (Trainee) – Monday – Friday 

Early Years Assistant   Miss Niamh Bertram 

 



Our Nursery Day  

 

Our team works happily together to ensure that you and your child feel welcome 

and valued members of the school community.                   

Due to Scottish Government Guidelines in relation to COVID-19, we are 

currently offering two full days and an alternate Friday morning. Children are in 

two bubbles within each session and both bubbles have access to the indoor and 

outdoor environment.   

Each bubble has their own designated drop-off and pick-up gate/door. You will 

be shown this during your child’s first visit to the nursery. 

 

Our nursery times are as follows:    

Monday and Tuesday 

Group 

Wednesday and 

Thursday Group 

Alternate Fridays 

 

8.15-8.45am (flexible 

drop off) 

 

Three pick-up times: 

3.00pm, 3.30pm or 

4.15pm 

 

 

 

8.15-8.45am (flexible drop 

off) 

 

Three pick-up times: 

3.00pm, 3.30pm or 4.15pm 

 

 

Pattern to be 

confirmed each term 

 

• You will be asked each morning to share with a member of staff what time 

you expect to pick up your child so that we can have them ready for you. 

 

• Please make sure the staff know if another adult is collecting your child. 

Children should not be collected or brought by anyone under 16 years of 

age.  

 

• Please enter and exit the school playground via the back gate off Manse 

Street. 

  



 

 

Our Vision 

 

At the Heart of Corstorphine Village, we aspire to equip everyone 

with the tools they need to thrive. 

 

Our Values 

 

Kind  Inclusive  Trustworthy  Honest  

 
 

Our Aims 

 
• To provide stimulating and inspiring indoor and outdoor learning 

environments that promote curiosity and creativity. 

 

• To ensure that staff are skilled and knowledgeable about how young 

children learn and develop. 

 

• To ensure that planning is responsive and takes into account children’s 

needs and interests. 

 

• To encourage children to make choices about their learning and develop 

their skills through play based opportunities.  

 

• To work in partnership with other agencies to meet the needs of our 

children and provide appropriate support.  



 

• To work together with parents and carers in helping their children 

develop enthusiasm for learning and celebrate their achievements. 

 

• To ensure that all children and families are listened to, respected, valued 

and included. 

 

• To promote health and wellbeing through positive relationships and a 

culture of respect.  

 

 

 
 

Our Curriculum  

 
We follow the guidelines in the Curriculum for Excellence to support children’s 

learning and development along with the Developmental Milestones and Learning 

documents.  Our curricular planning allows a balance of adult-led and child-led 

experiences, designed in response to children’s readiness and interests. In our 

Nursery, the children learn through play.  Children listen, observe, talk, explore, 

investigate and experiment, in order to learn about themselves and the world 

around them.  Our secure, stimulating environment ensures a combination of 

high quality learning and engaging experiences, which make learning fun.  Our 

staff observe the children and interact with them, to support and extend their 

learning.    

 

The children at Corstorphine Primary School Nursery are:  

 
Successful Learners - supported, through informed planning, observation, 

assessment and celebration of their achievements. 

 

Confident Individuals – who learn in a creative and stimulating, safe 

environment where everyone feels valued and positive about themselves and 

others. 

 

Responsible Citizens – who are supported to assess and manage risk in their 

outdoor and indoor play.  Children who are encouraged to take an active role in 

caring for each other and the environment. 

 



Effective Contributors – who are enabled to take the lead in their learning 

sharing their ideas, opinions and making informed choices, while being guided by 

dedicated and knowledgeable staff.   

 

 

 

 

 

 

 

 

Learning through play  

 
At Corstorphine Primary School Nursery we regard the indoor, outdoor and 

emotional learning environments equally.  We are committed to supporting 

children to engage with the natural environment where we have a holistic 

approach to child development and learning.   

 

Play takes place indoors and outdoors and it is in these different environments 

that children explore and discover their immediate world. It is here they 

practise new ideas and skills, they take risks, show imagination and solve 

problems on their own or with others. Through play, children develop language 

skills, gross and fine motor skills, their emotions and creativity, social and 

intellectual skills. 

 

We offer the children freedom to play and learn. The children are provided 

with high quality experiences which reflect their ongoing interests. Staff make 

careful observations of the children and provide plenty of opportunities to 

gather the child’s voice. Through these observations and what the children show 

us they are interested in, we are able to offer a challenging environment that 

supports and extends learning and development to enable our children to 

participate fully in their community and the wider world. 

 

 

 



Your child’s progress 

 
Corstorphine Primary School Nursery pride themselves in knowing the children 

well as individuals and learners. As a team, we make quality observations about 

children’s learning and progression. These are recorded in children’s individual 

learning journals.  More details will be given on these during your first nursery 

session.  

 

Through observations and the use of the Developmental Milestones and Learning 

document, staff are able to make appropriate and well-timed interventions to 

help your child develop, be challenged and become independent learners.  We 

continually monitor developments to make sure we provide the best possible 

environment and experiences for your child. 

 
 
 
 
 
 
 

 

 

 

 

Settling In  

 
We invite parents/carers to stay for their child’s first session which is about 

one hour. This allows you time to meet nursery staff, get to know more about 

our nursery and complete the relevant enrolment paperwork.  It also gives your 

child time to settle into the new environment.   

 

Children settle into nursery in different ways and so the process is specific to 

each child’s needs.  Gradually your child’s time is increased to stay in nursery 

for the full session. Mrs Warnock and Mrs Shafiq will discuss this with you and 

agree timings for the following day. Your child will attend on their own. 

 

 

 

 

 
 



Clothing and Personal Belongings 
 

Nursery children are encouraged to explore and investigate! The children will 

use a wide range of materials - sand, water, mud, paint, glue, clay and dough. 

They enjoy opportunities to run, jump, climb and ride bikes and scooters. We go 

outside to play every day.  

 

It is very important that the children are comfortable, safe and relaxed in 

their clothing. It is best to dress your child in washable easy-fitting clothes 

that your child can manage independently for going to the toilet unaided. 

 

Please do not expect your child to stay clean, neat and tidy at nursery!  We 

provide aprons for messy activities.   Please label all clothes as it helps us to 

reunite misplaced garments with their owners. We cannot guarantee the safe 

keeping of personal toys and it is a distressing experience for a child to have a 

precious toy lost or damaged. Please leave all personal toys and games at home.  
 

Please provide spare clothing for your child.  A bag of items can be left on your 

child’s peg for their session at nursery.  If your child’ clothing has required to 

be changed during the nursery session, a member of staff will inform you of the 

reason for this.  
 

 

 

Toys  
 

Please encourage your child to leave their toys at home. We cannot look after 

individual items and it can be very upsetting for everyone if a special toy 

becomes lost or broken. Unless we specifically ask for contributions from home 

to support an interest, you can be sure that we have resources to initiate and 

develop experiences. Sometimes the children love our equipment so much that 

they take it home with them. If this happens, please bring it back to the 

nursery!  

 

 

Parent Partnership  
 

At Corstorphine we work in partnership with parents, supporting each other to 

provide quality experiences that enable children to thrive and make progress in 

their learning. We listen actively to parent voice and recognise your vital role in 

the education process. We have a broad range of approaches designed to enable 

parental participation and engagement with your child’s learning. Due to COVID-



19 procedures, some of these may not be possible at present but we look 

forward to welcoming parents back into the nursery when we can do so safely.  

 

• Parents as helpers supporting children in a range of play activities 

including baking, sewing, gardening and clay. 

• Joining us for ‘Stay and Play’ sessions – an opportunity to observe and 

support your child’s engagement with learning at nursery.   

• Curricular Workshops led by staff to share information about play and 

how to support your child’s learning. 

• Annual parent’s consultation to discuss your child’s progress  

• A written report to support transition into P1.  

• Join us to celebrate festivals and cultural event. 

• Reading stories with the children during the nursery session.  

• Sharing your expertise and talents with the children in the nursery 

environment. 

• Children sharing their Learning Journals with you at home. 

• Monthly home learning activities that enable you to support your child 

with their learning. 

 

 

 

 

 

Parent Council and PTA  

 
Parent Councils are the formal representative body for parents/carers with 

children attending school and nursery.  Our Parent Council meets regularly 

throughout the year to discuss and support the development of the school.   

Our PTA group also meet regularly throughout the year and organise a variety 

of events including fundraising and coffee mornings. They help provide funds 

for additional resources in both school and nursery .  If you would like to be 

involved, please contact  PTA@corstorphinepta.com  
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Recycled Materials   

 
You can help us by saving materials and bringing recycled materials to the 

nursery for craftwork. We need a constant supply of items for our creative 

work and we can all help to reduce items going to landfill by giving them a second 

life!  We will keep all items to one side for 72 hours before children use them to 

ensure that there is no cross-contamination. 

 

Here are some ideas for items that you and your family could gather for us:   

  

• Boxes of different shapes and sizes - cereals, biscuits, toothpaste  

• Paper/card – wrapping paper, birthday cards  

• Wool, ribbon, lace, fabric   

• Plastic – pots, containers, bottle tops, jars 

• Buttons, beads and sequins 

• Natural materials - shells, pebbles, pine cones, fir cones, and sticks 

  

 

Snack   

 
The children are provided with a healthy daily snack both in the morning and 

afternoon. Milk and water are always available.  The children have the 

opportunity to become involved in the selection of the snack menu and we are 

guided by the Setting the Table which is national nutritional guidance and food 

standards for early years. At this present time, children are unable to be 

involved in the preparation of food. This will be done by one member of staff.   

 

The children come for snack at a small table, at a time of their choosing. They 

must wash their hands before they begin. Sometimes, the children decide that 

they do not want to take snack. We encourage the children to come and try; we 

make sure that everyone has had the opportunity to take snack.   

 

 

Lunches 
 

At this time, children are attending nursery for full days and are provided with 

a lunch. We are using a room within the school at lunch time and the children go 

over to the dining area in their bubble group. Staff sit with the children and 

this is a lovely social time. Many important skills are being learned as they talk 



to others around the table. We always encourage them to have a ‘taste’ even if 

they are not sure whether they will like it. There is a good variety within each 

lunch menu and staff will monitor what the children have eaten and ensure that 

no one is hungry. If you have any concerns about lunch time, please speak with 

Mrs Shafiq or Mrs Warnock. 

 

 

ParentPay  

 
The City of Edinburgh Council has introduced an online payment service for 

schools provided by ParentPay. This will allow you to pay for items such as trips. 

ParentPay is also used to email out communication to parents and is the main 

method of communication from the school and nursery. You will receive 

information about how to set up your ParentPay account a few days after your 

child has enrolled at the nursery.   

 

 

Medical Needs  

 
At Corstorphine Nursery we aim to help meet the health care needs of all our 

children. If your child becomes ill or has an accident during the session, we will 

contact you as soon as possible. If a serious accident were to occur, we would 

call emergency services and contact you. If you cannot be contacted, we will 

phone the emergency contact numbers you have provided when your child 

started nursery.  A  member of our nursery team has been trained in Emergency 

First Aid.  

  

Please make us aware of your child’s medical needs through the completion of 

the medical information form and then update this if circumstances change. A 

health care plan can be compiled to support children if this is necessary. 

Training may also be organised to support staff.  It is very important that we 

are immediately aware of any allergies, dietary requirements, or regular 

medication.  

  

If your child requires a course of medication but is still attending nursery, a 

parental consent form must be completed. These are available in our nursery.  

We can only take medication that has a pharmacy label and it must be clearly 

marked with the child’s name and the correct dosage.  

  

 



Attendance  

 
If your child cannot attend nursery for any reason, please contact the school 

office by 9am either by telephone (0131 334 3865) or by email 

admin@corstorphine.edin.sch.uk. If your child does not appear in nursery and no 

notification has been given of an absence, the school office staff will attempt 

to contact you via text message.  

 

Please let the nursery staff or school office know by letter or phone if your 

child is likely to be absent for some time.  If you think your child is not well 

enough to play outdoors, then they are probably not well enough to come to 

nursery.  

 

It is the recommendation by City of Edinburgh Council and NHS Lothian that if 

your child has sickness and/or diarrhoea, they should not come back to nursery 

until 48 hours after the last sickness/diarrhoea episode.  This is to prevent the 

spread of further infection.  

 

Please note that if you or your child has any symptoms related to Covid-19, your 

child should not attend nursery:  

- a high temperature or fever  

- a new continuous cough  

- a loss of, or change in sense of smell or taste  

 

Please inform the school office and follow NHS Inform Guidance for testing: 

https://www.nhsinform.scot/self-help-guides/self-help-guide-coronavirus-

covid-19 

 

Your whole household should follow the NHS stay at home guidance if anyone in 

the household has symptoms.  

 

 

Nursery Security  
 

At Corstorphine Primary School Nursery, we strive to maintain high standards of 

Health and Safety.  The safety and security of children and staff when attending 

or working in the nursery is very important to us.  We would be grateful if parents 

and carers can help us by observing the following safety precautions: 
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• A security system is in operation and the door or gate of the Nursery 

requires to be opened from the inside by an adult. 

• Please take care that only your child leaves the Nursery with you. 

• Please note that there is no parking allowed on the yellow zigzag lines outside 

school.  There is a voluntary one-way system from East to West along Manse 

Street at the back of the school. 

• Could we please ask that no dogs (other than guide dogs) are brought into 

the school playground.  

 

 

Change of Information   

 
It is essential that you inform us immediately of any changes to your address, 

phone numbers including your mobile and emergency contact number. Remember  

that we may need to contact you very quickly in an emergency.   

 

 

Getting it right for every child 
 

Corstorphine Primary School Nursery is constantly striving to build children’s self-

esteem, resilience and confidence, we place a high importance on the safety and 

protection of children. Therefore, we have in place Child Protection Guidelines that 

all staff must follow where there are concerns about a child.  

 

Our Nursery follows the ‘Getting It Right For Every Child in Edinburgh’ approach, 

to give the right help to children, and families, when they need it from a joined-

up multi agency team. 

 

We offer an inclusive environment where children who may need extra help with 

their learning and development are supported within the Nursery, sometimes with 

a Care Plan or Additional Support Plan.  On occasions children may be supported 

by an extra member of staff. 

 
We work with other agencies and professionals, for example, Social Work 

Services, Educational Psychological Services, National Health Service and you the 

parent to make decisions with regards to the best possible education to meet the 

needs of your child. We will never share information about your child with other 

services without your permission. 

 

 



GDPR  
  

Information about how we manage pupil data in Corstorphine Primary School 

Nursery  

 

Corstorphine 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/Nursery, 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, 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 Nursery 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 Corstorphine Primary School Nursery 

and will be kept on record while they are with us.  Consent can be withdrawn at any 

time, please just let us know.    

  

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.    

  

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.  

  

 

 

 

 

 

 

 

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


Sharing personal data to support Wellbeing 

 
In addition to the above, Corstorphine Primary School Nursery 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.   
 

 

 

 

 

 

 

 

 



Complaint Procedures 

If you are unhappy about any aspect of the Nursery, we would encourage you to 

speak to the Mrs Shafiq or Mrs Warnock in the first instance.  Most issues can be 

easily resolved by talking. You can also ask to speak to Mrs Bracewell or Mrs Briggs. 

You are able to contact the Advice and Conciliation Service at the Education 

Department or the Care Inspectorate at any time during your child’s time at 

Corstorphine Nursery School.  

 

ADVICE & CONCILIATION SERVICE     CARE INSPECTORATE 

EDUCATION DEPARTMENT      Care Inspectorate 

Waverley Court level 1/5      Victoria Quay  

4 East Market Street                                                         Edinburgh  

Edinburgh        EH6 6QQ 

EH8 8BG        0345 600 9527 

0131 469 3233 

Email – cf.complaints@edinburgh.gov.uk   
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