
 

 

 

 

 

 

 

Shinewater Primary School and 
Nursery  

 
 

Nursery Policies and Procedures 
 

 

 

 

 

 

 

 

 

 

Approval Date July 2017 

Next Review July 2020 

Co-Headteachers Mrs M Burbidge/Mrs N Kaufman 

Chair of Governors Mrs J McCarthy-Penman 

Version 1 



INTRODUCTION 

At Shinewater Nursery we aim to facilitate an atmosphere of acceptance and understanding, where 

children will be encouraged to develop their own initiative and learn at their own pace. Children 

will be respected and acknowledged as individuals and their views and needs will be valued and 

met in a nurturing environment. 

 

COOPERATION WITH PARENTS/CARERS  

We believe that the child’s Nursery and home life must be a partnership, with clear established 

boundaries and expectations that reflect the respect and understanding for all. Parents/Carers will 

be fully informed about their child and will be welcomed as partners. Staff will ensure that 

Parents/Carers feel comfortable about approaching them for advice, information, and support 

regarding their child at all times.  

Staff will make themselves available to speak to parents/carers when they arrive to drop off 

children or to pick them up. If this is inconvenient for parents/carers, or the adults involved, a time 

must be arranged as soon as possible for information to be shared. Parents/Carers should be 

encouraged to keep staff informed of any changes to their circumstances which may affect the 

well-being of their child. Staff should also inform Parents/Carers of any changes they observe in a 

child’s behaviour or appearance, in order for this to be a two way process.    

 

SETTLING CHILDREN  

It is important that staff build up good relationships with the child and Parent/Carer and the 

Nursery’s procedures are designed to support this. To help them and their parents/carer settle into 

Nursery life, children will be offered a home visit or meeting after the Nursery session. The children 

will then stay and play for a session with their Parent/Carer prior to starting.    

Parents are encouraged to stay and settle their child, where necessary, for the first week. As all 

children are unique we will work with both the parent and child to make the transition process as 

smooth as possible and so parents can stay for longer if they feel their child needs extra support. 

Children can bring in a toy or blanket that will help comfort them but we do not allow dummies or 

babies bottles which do not promote speech. 

 

KEY PERSON  

Two year olds starting Nursery will be allocated a key person who will be the Two Year Old Lead. 

The role of the Key person is:  

• Be a point of contact for Parents/Carers.  

•  Be a familiar face for the child. 

•  Understand the needs and interests of the child. 

•  Write the Integrated Progress Review. 

•  Undertake small group activities. 

 



DAILY REQUIREMENTS 

Each day Parents/Carers need to bring to Nursery for their child: 

• A bottle of water 

• Weather appropriate clothes 

• Named suntan lotion (this needs to be applied before arrival at Nursery but staff can assist 

children if more needs to be put on but they are not allowed torub it on to the children). 

• Book bag 

• Lunch 

• A top up of nappies, wipes or spare clothes. 

 

ADMISSIONS 

Children are admitted on a first come first served basis as long are there are spaces available for the 

age of their child. Children’s names will be placed on a waiting list and Parents/Carers informed 

when a place becomes available. Session times and prices will be discussed during the Home visit. 

 

CONFIDENTIALITY   

All information in relation to the children in our care and their families will be kept in the strictest 

confidence, unless it raises concerns for the safety and wellbeing of a child, in accordance with data 

protection. Staff are aware of the need for confidentiality and will only discuss with parents/carers 

matters that concern their child. Any comments/comparisons by parents/carers regarding other 

children must be ignored and staff are to remind them that they are not at liberty to discuss other 

people’s children. 

 

OBSERVATION, ASSESSMENT & PLANNING  

Staff will continuously observe the children, record against the early learning goals as set out in the 

EYFS and respond appropriately.  

Quality observation enables practitioners to: 

 • Get to know a child better and develop positive relationships with them and their parents/carers 

while sharing information that enables everyone’s full participation as partners in a child’s 

development.  

• Further develop their understanding of a child’s development, and plan appropriate play and  

learning experiences based on the children’s interests and needs.   

• Form a view of where each child is in their learning, where they need to go and the most effective 

practice to support them in getting there, identify any concerns about a child’s development.   

Good planning is the key to making children’s learning effective, exciting, varied and progressive.   

Through play, in a secure but challenging environment with effective adult support, children can 

learn by:  

• Exploring new experiences that help them to make sense of the world.  

• Develop a positive sense of self.  



• Understand the need for rules.  

• Think creatively, imaginatively, take risks and practice new skills.  

• Communicate with others as they investigate or solve problems.  

• Children will be given the opportunity to explore and discover the world around them, by using all 

their senses.  

 

RECORD KEEPING AND PROGRESS REPORTS  

Tapestry: Each child has an online Tapestry learning journey. As soon as an observation has been 

created and approved by a member of staff the parent will receive an email detailing what their 

child has been doing or achieved. Parents/Carers can also upload photos and information about 

their child from home creating a full picture of the child and their interests both at home and at 

Nursery. 

Parent consultations: Parents will be invited to two after school meetings, one in the Autumn and 

one in the Spring Term to talk about progress, development and next steps. 

End of year report: Each child will receive an end of year report in July based on the Characteristics 

of Effective Learning. 

 

OUTDOOR PLAY  

Children in the Nursery will be offered daily opportunities for outdoor play, through free flow, as it 

enhances all areas of their development and contributes to the child’s overall fitness and well-

being. Being active in the fresh air improves breathing, circulation, and appetite. Therefore, all staff 

will seek to maximise the opportunities offered to children for outdoor play.  Staff will continue to 

observe children outdoors.   

Parents/Carers must ensure that all children come dressed for Nursery according to the weather 

conditions. Children can go outside in all weather conditions as long as they are wearing the 

appropriate clothing. 

The Nursery will provide each child with a pair of wellie boots, which is kept on their peg, for 

weekly outdoor learning sessions in the woods. 

    

CHILDREN’S BELONGINGS 

Parents/Carers should be advised that children need suitable clothes and footwear to attend 

Nursery, and should label all of their children’s coats, cardigans, jumpers, bags, shoes, lunchboxes 

and drink bottles. 

If children wear open toed shoes, socks must be worn. 

 The Nursery encourages the children to explore with the resources on offer and that this may end 

up in clothing getting messy.  

 Staff must ensure that children wear aprons during messy play activities. If a child refuses to wear 

an apron and clothing becomes damaged, parents should be advised of what has occurred.   



The Nursery does not allow children to wear jewellery during the day for their own and other’s 

safety.  Any jewellery or accessories being worn for religious or cultural reasons may be allowed, 

but parents/carers must be aware that they take full responsibility for loss or damage or accidents 

involving the jewellery.   

 

ARRIVAL AND DEPARTURE OF CHILDREN  

Parents/Carers and their children will be given a warm welcome into Nursery, and will be 

encouraged to fully settle their child before leaving them. Parents/Carers need to pass on and 

receive any information regarding their child before or after Nursery.  

Children can only leave the Nursery with an authorised collector identified by the Parent/Carer that 

day.   

Under no circumstances will a child be allowed to leave the Nursery with a person that they have 

not been informed about. 

 

FOOD 

Children do not any food in Nursery unless they are staying for lunch. Fruit and vegetable are 
provided at morning and afternoon snack times by the school. 

Lunchboxes must contain a sandwich or wrap and a piece of fruit. Chocolate bars, fizzy drinks, glass 
or nut products are not allowed. 

 

SLEEPING 

If children wish to sleep or are deemed to be tired they can relax or sleep in a sleeping bag. The 

child can choose where they wish to put the sleeping bag in Nursery and for how long they wish to 

use it. An adult will encourage the child to use the toilet before sleeping. 

 

MEDICATION  

Parents/Carers must give signed permission for staff to administer medicine or asthma pumps to 

their child by filling in a form at the office. 

 If a child has been prescribed antibiotics, they must have been taking them for 48 hours before 

they can return to nursery. This is to ensure that they have had a chance to build up their strength, 

but also in case of them having any reaction to the medication.  

 

ILLNESS 

If a child is ill parent/carers need to ring the school before the start of the session. If a child has 

been sick they must wait 48 hours after the last time they were sick before returning. 

 



ACCIDENTS/FIRST AID   

If an accident occurs that results in an injury, a first aid assessment would be carried out.   

Depending on the injury sustained, First Aid will be administered by a qualified first aider, 

ambulance requested, and the parent/carer contacted. The parent/carer where possible, will 

accompany the child to hospital, together with a member of staff.   

At least one member of Nursery staff is trained in paediatric first aid. First aid kits are regularly 

checked and restocked after use. First aid kits must be stored out of the reach of children, but in a 

place which is easily accessible to staff members.  

The member of staff dealing with the injury must complete an accident/incident record.  Reports 

should be written up for all children involved in the incident. Parents/Carers need to be informed of 

the injury. 

If a child sustains a head injury a separate letter will be filled out and handed to the adult collecting 

the child. The child will also receive a ‘Bumped head’ sticker.  

 

 

SAFEGUARDING  

The Nursery will gain written consent for any use of photographic or video evidence. On initial 

registration with the Nursery, written permission will be collected. 

If a member of staff has concerns over a safeguarding issue with a child they will record it using the 

schools proforma and handed to the safeguarding lead. 

 

LOST CHILD 

In the event of a child being lost: 

• All available staff to search for the child. 

• Parents contacted if the child is not found straight away. 

• Police are called and informed of the situation. 

• The staff involved write down the details of the incident. 

• School to contact Ofsted. 

 

 


