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‘Learning Together, Achieving Together’ 
 

 
 



Introduction 

 

 
 
Dear Parent, 
 
A warm and sincere welcome to the Durand Primary School Nursery Unit. I am 
sure your child will be very happy in the Nursery, and that you as parents will be 
equally satisfied with the education your child will receive. 
 
Our Nursery is a new purpose built unit which opened in September 2008, 
catering for up to 30 children in each session. As a new building it is very well 
equipped with brand new equipment.  
 
Our Nursery opened at a very exciting time as we introduced the Foundation 
Phase in Wales which concentrates on ‘Experiential Learning’.  The education of 
young children is crucial in forming the attitudes necessary for effective learning. 
A young child should experience a broad, differentiated activity based curriculum 
to meet their learning needs. They learn through their own actions and 
experiences. 
 
Please keep this handbook safely for reference during the year. We hope that 
most of your queries will be answered in the following pages but please do not be 
afraid to ask a member of staff if you have any question or worries.  
 
I sincerely hope that the time spent at our Nursery Unit by your child will be 
happy and successful. 
 
Yours sincerely, 
 
 

 

 

Mrs. Allison Waters 
Headteacher 
 

 
 
 
 



 
School Information 

 
 

Durand Primary School 
Alianore Road 

Caldicot 
NP26 5DF 

Telephone: (01291) 422296 
Email: durandprimary@monmouthshire.gov.uk 

 
 
 

Headteacher:    Mrs. Allison Waters 
 
Deputy Headteacher:   Mr. Anthony Moses 
 
Chairman of Governors:   CCllr. Jim Higginson 
 
Director of Education:   Mr Will McLean 
      Director of Education, 
      Corporate Director, 
      Lifelong, Learning and Leisure, 
      Monmouthshire County Council, 
      @ Innovation House, 
      Magor, 
      NP26 3DG 
      Telephone: (01633) 644644 
 
Nursery Staff:      Mrs Lisa Wilton,Teacher 
                                                                 Mrs Lyndsey Tyrrell,      
                                                                 Mrs. Sian Dolbel and Mrs Sally 
                                                                 Edwards, Teaching Assistants.                   
 
School Administrator:    Mrs. Sara Williamson 
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ABSENCE AND ATTENDANCE AT NURSERY 
 

 Please telephone the school immediately if your child is absent.  

 Children must attend the five sessions each week unless there is a good 
reason for their absence e.g. illness. 

 If your child is absent with a 'tummy upset' i.e. sickness and diarrhoea, 
please do not send him/her back to the Nursery Unit for at least 24 hours 
after the last time they have been sick or had diarrhoea.  

 Explanatory notes/letters or telephone calls are requested as soon as a 
child is absent from school.  

 Persistent, unexplained absences will be brought to the Headteacher's 
attention. 

  
ADMISSIONS 
 

 We have three intakes to the nursery, September, January and April. 

 Children are admitted to the Nursery at the beginning of the Term after 
they have reached the age of three years. 

 Applications can me made via our school office in the main school 
building. These applications are then processed by Monmouthshire LEA 
Early Years Admissions department 

 

ARRIVAL AND COLLECTION OF PUPILS 
 

 A responsible adult that is someone over the age of sixteen years must 
hand nursery pupils over to one of our Nursery members of staff.  

 Nursery pupils must never be allowed to walk to the Nursery door on their 
own. 

 The same rules apply when Nursery children complete a session.  

 Nursery staff will only allow pupils to leave the unit if a responsible adult is 
at the door to collect the child. 

 

Arriving 
 

 Please set a good example and ensure that your child does not arrive late for 
Nursery. 

 

 Never leave pupils to wait outside on their own. 
 
Collecting 
 

 The morning session ends at 11.35 a.m. and the afternoon session ends at 
3.05pm pupils should be collected on time. It can cause young child great 
distress if parents are late collecting him/her.  

 

 If a different person is collecting your child, the Nursery staff must be informed 
of this change. The school does not like handing over pupils to 'unfamiliar' 
adults. 



ASSESSMENT OF PUPIL'S PROGRESS 
 
Our Nursery staff keep records of progress for all Nursery pupils. These records 
concentrate on the seven areas of learning within the Foundation Phase. 
 
 Language, Literacy and Communication;  
 Mathematical Development;  
 Personal and Social Development and Well Being; 
 Bilingualism and Multi-cultural Understanding;  
 Knowledge and Understanding of the World;  
 Physical Development; 
 Creative Development 
 
These records are passed to appropriate schools on transfer. 
 
 
BULLYING 
 

 The school has a Bullying Policy, which is implemented by all staff and is 
available for parents to view if requested.  

 Parents are encouraged to report any incidents of bullying to the 
Headteacher immediately and an investigation will be held. 

 Parents of bullies will be informed and sanctions undertaken.  

 The school will not tolerate any kind of physical or verbal bullying by any 
pupil and all incidents are taken seriously.  

 It is in everyone’s interest that such anti-social behaviour should be dealt 
with most severely.  

 
 
CHARGING / REMISSIONS POLICY 
 

 In accordance with the 1988 Education Act parents are asked to make a 
voluntary contribution towards the cost of these activities.  

 It is necessary to state that no child will be excluded from these activities if 
a parent chooses not to make a voluntary contribution, but equally, if there 
are not enough contributions for the activity to be viable then it will be 
necessary to cancel the event.  

 The school will try to keep the costings of such activities as low as 
possible and they must have a relevance to the educational aims in the 
classroom and school.  

 If any parent has a genuine hardship and cannot make a voluntary 
contribution either in full or in part, they should discuss the matter with the 
Headteacher who will offer advice on the situation. 

 
 
 
 
 



CLOTHING 
 

 We encourage all our Nursery pupils to wear School uniform. 

 School uniform is available to purchase online from tesco.com/ues 
 
Our School uniform consists of: 

 White polo shirt 

 Red sweatshirt / jumper / cardigan 

 Grey trousers / grey skirt / black or grey jogging bottoms 
 
 
Labelling Clothes 

 

 All top clothes, anoraks, duffel coats, wellingtons should be clearly labelled 
with your child's name.  

 Outdoor play is an important part of the Nursery curriculum and will take 
place, weather permitting, throughout the year.  

 For this purpose, especially during the winter, please ensure children have 
a coat, and labelled gloves, hat and scarf.  

 In the summer children will need a sun hat. 
 
 
Hair 
 

 Long hair such as bunches, pony tail or plait must be tied back.  
 
 
Jewellery 

 

 If your child has pierced ears he / she must wear studs.  

 Loop earrings are not allowed.  

 Rings, necklaces, bracelets, watches and other items of jewellery are 
strictly forbidden. 

 
 
COMPLAINTS 
 

 The school has always had an 'open door' policy and parents are urged to 
discuss problems and grievances with the Headteacher. 

 
 
FOOD AND DRINK 
 

 A daily snack is provided for a weekly contribution of £1.00 
  

 
 
 



GOOD BEHAVIOUR AND DISCIPLINE 
 

 Good behaviour is a necessary condition for effective teaching and 
learning to take place.  

 Pupils are expected to behave in a responsible manner both to 
themselves and others, showing consideration, courtesy and respect for 
other people at all times.  

 We believe in sound discipline. By this we mean that children should be 
trained and expected to conduct themselves in ways which will not hinder 
others or themselves.  

 In practice this means that a child will be trained and expected to co-
operate with his teachers and other children, cause no danger or 
discomfort to himself or others, have a proper respect for books, 
equipment, the building and other people's property.  

 This kind of discipline extends to his life outside school as well as inside.  

 We believe that the 'old fashioned' virtues of honesty, courtesy, 
punctuality, etc., are still of importance in a civilized society.  

 Parents will be contacted if a child is persistently badly behaved. 
 
 
GROUNDS 
 

 The school grounds are the property of Monmouthshire County Council.  

 There is no public right of way through the grounds and it is the Council's 
policy not to allow unauthorised use. 

 Dogs should not be brought in to the school grounds under any 
circumstances as young children may be afraid and fouling is a health and 
safety risk. 

 
 
HEAD LICE 
 

 Regular checks should be made to ensure there are no head lice.  

 If a parent finds traces of head lice, please inform the Nursery staff.  

 Pupils who show signs of having head lice should be treated immediately 
with the correct lotion obtainable from the doctor or chemist.  

 
 
HOLIDAYS 
 

 A child may be allowed leave of absence from Nursery for up to two weeks 
in any twelve months in order to accompany a parent on his / her annual 
holiday, on completion of the appropriate form (available from the school 
office).  

 
 
 
 



HOME / SCHOOL LIAISON 
 

 It is our policy to keep in close touch with parents both on an informal and 
formal basis.  

 At the end of the nursery sessions parents may visit the Nursery to see the 
displays of children's work, and discuss the various activities which take 
place, nursery life and any concerns they may have.  

 The children enjoy showing their parents around 'their nursery'.  .   
 
ILLNESS 
 

 If a child becomes ill or has an accident in Nursery, we often find it 
desirable to contact the parent.  

 This is not done necessarily because the child is seriously ill or badly hurt 
but because he / she need the comforting presence of a parent.  

 When a parent cannot be contacted at home, their representatives will be 
informed. If neither parents nor their representatives can be contacted, 
then the child will have to remain in the Nursery unit until contact can be 
made or the session ends.  

 
INJURIES 
 

 If an injury occurs which appears to require immediate medical attention 
the parent will be contacted as soon as possible.  

 In an emergency, however, the best interests of the child may be served 
by taking him / her for treatment (e.g. to the Casualty Department) 
immediately. 

 

LATE ARRIVALS 
 

 Pupils who arrive after the registration period will be marked as 
''unauthorised''.  

 All late arrivals should report to the main school office. 
 
MEDICINE 
 

 Medicines are not administered in school except in the following 
circumstances: - cases of chronic illness or long term complaints such as 
asthma, diabetes or epilepsy.  

 In any of these cases, parents are requested to discuss the situation with 
the Headteacher. 

 
MONEY 
 

 If money has to be sent to the Nursery for a special reason e.g. world book 
day, please put it in a sealed envelope clearly marked with the child's 
name and amount. 

 Loose money will not be accepted. 



NEWSLETTERS 
 

 Parents will be kept up to date with events via regular Newsletters and 
other letters when and if the need arises. 

 
PARKING OF CARS 
 

 Parking, collecting and dropping-off is available to parents and visitors in 
the car park situated at the front of the school off Alianore Road.   

 Any vehicle causing danger or obstruction will be reported to the Police. 
 
PHOTOGRAPHS 
 

 A professional photographer visits in the Autumn Term and will take 
individual and family photographs. 

 
RELIGIOUS EDUCATION 
 

 Religious Education in nursery focuses on respect and positive 
relationships with peers and adults, good social behaviour, self-discipline, 
and development of personal values.  

 They will also be introduced to a variety of Bible stories. 
 

SCHOOL  
 

 The children have several opportunities to join in with activities in the 
school and pupils from school visit the Nursery.   

 During the summer term nursery pupils participate in whole school 
assemblies in readiness for September.   

 
SCHOOLS & CHILD PROTECTION 
 
We welcome the opportunity to share with you information about the important 
part that schools play in protecting children from abuse. 
 
The Government has issued guidance to schools about child abuse, the main 
points of which are as follows:- 
 
- All staff should be alert to signs of abuse and know to whom they should report 
any concerns or suspicions. 
 
- All schools should have a designated member of staff responsible for co-
coordinating action within the institution and liaising with other agencies. Schools 
are required to share any concerns they may have with Social Services. 
 
- All schools should be aware of the child protection procedures established by 
the  local education authority. Schools have been given procedures by the local 
education authority, which all staff must follow. 



 

- All schools should have procedures (of which all staff should be aware) for 
handling suspected cases of abuse of pupils or students, including procedures to 
be followed if a member of staff is accused of abuse. 
 

- Staff with designated responsibility for child protection should receive 
appropriate training. In primary schools the “designated teacher” is usually the 
Headteacher. In secondary schools it is usually a senior member of staff. 
 

- In every LEA a senior officer should be responsible for co-ordinating action 
on child protection across the authority.  

 

 The officer representing your education department is: Mrs Heather 
Heaney. 

 

 The reason for these arrangements is to make sure that schools do 
everything they can to protect children from harm, and we very 
much hope that we will have your support in this important task 

 

 If you have any queries about any aspect of the above please feel 
free to contact the Headteacher. 

 
 

SESSION TIMES 
 

 Morning Session:   9:05am - 11:35am 

 Afternoon Session:   12:35pm – 3:05pm 
 

 
SOCIAL VISITS 
 

 Staff are always pleased to welcome parents to the various social events 
held during the school year. 

 
 
SPECIAL NEEDS 
 

 The most effective means of identifying children with special educational 
needs is by using the class teacher's skills, in which the teacher becomes 
aware through daily contact with the same children, that some have 
significantly greater difficulty in learning than the majority of children of the 
same age.  

 Parents are made aware at an early stage that their child is experiencing 
particular difficulty.  

 Children are never referred to the support services of the county before 
detailed discussions between the Headteacher and parents take place. 

 
 



SUN & SUNTAN LOTION 
 

 We actively encourage children to wear sun hats when they are outside on 
a sunny day.  

 Any sensible type of sun hat is perfectly acceptable as long as it is clearly 
labelled with the owner’s name. 

 Staff encourage children to seek out shade during very hot days.  

 With Child Protection and Health & Safety procedures in mind, we do not 
allow staff to apply suntan lotion to individuals.  

 Therefore, we strongly suggest that you apply lotion to your child before 
morning school. 

 
 

VALUABLE TOYS 
 

 These items of equipment should not be brought to school because the 
Authority cannot take responsibility for them. 

 
 
VISITS TO THE HEADTEACHER 
 

 These are welcomed, but a request is preferred so that the Headteacher 
can ensure her availability. 

 

 
VISITS TO DISCUSS CHILDREN'S PROGRESS 
 
Parents are offered the opportunity to attend Parent Consultation Evenings. 
These are held twice a year, once in the Autumn term and once in the Spring 
term. 
 
 
WELSH 
 

 The children are taught a few words of Welsh and also have the 
opportunity to learn about Wales and its language.  

 

 

 

 

 


