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Introduction 

Welcome to the Highland Fling Parent/Carer Handbook. It is designed to answer any 

questions you may have about our work with the children and families at Highland Fling.  

STAFF HANDBOOK AND OPERATIONS PLAN - PARENT/CARER 

HANDBOOK 

Highland Fling delivers its childcare service in accordance with the policies, procedures and 

other information contained in its Staff Handbook and Operations Manual.  

Highland Fling policies and procedures are based on industry standards and will be reviewed 

on a regular basis and any appropriate and necessary changes made will be made. The 

current version automatically annuls any previous manual.  

Highland Fling employs Croner Consultants to advise on policy and procedural issues. 

Our staff are required to refresh their memory on the nursery policies and procedures on a 

regular basis. 

This Parent/Carer Handbook will serve as a summary of relevant policies and procedures 

contained in the Staff Handbook and Operations Manual and is available to parents/carers 

when they enrol their child in Highland Fling to ensure that they are aware what is expected 

of them/us across a range of situations.  
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Highland Fling Concept and Ethos 

HIGHLAND FLING CONCEPT 

The Highland Fling concept was devised a result of Froebal qualified Patricia Chisholm’s 

many years of childcare experience, both in Scotland and Norway. Patricia and the rest of 

the Highland Fling family have, since 1998, been developing a rich and varied programme 

based on the ‘Five Freedoms’ designed to help every child learn and grow as an individual. 

It is well recognised that the best way for children to learn is through the medium of play. In 

Highland Fling we recognise that children learn best by behaving in as natural a way as 

possible, i.e. by playing. 

By combining a homely environment with our unique team of specialist staff we promise a 

childhood rich in learning and full of fun. 

Our team is comprised of primary teachers, specialist teachers, nursery nurses, and activity 

leaders. Photographs of the Owner and the staff team (including their qualifications) are 

displayed in the nursery entrance. We also have a designated team of electricians, builders, 

and maintenance personnel and fire safety officials at our disposal. 

Highland Fling ‘Five Freedoms’ 

The cornerstones of the Highland Fling approach to childcare are the ‘Five Freedoms’ (fully 

outlined in the Planning in the Curriculum section of this document): 

 Freedom in the Natural Environment 

 Freedom in Society 

 Freedom of Choice 

 Freedom to Develop 

 Freedom of Expression 

 

Highland Fling commitment as an organisation 

In order for the ‘Five Freedoms’ to have a maximum impact, we will ensure that we: 
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1. Meet the individual needs of all children. This lies at the heart of the Highland Fling 

ethos. We will, in close partnership with parents/carers, strive to deliver personalised 

learning, development and care to help children get the best possible start in life and 

to have the happy childhood that they are entitled to. 

2. Provide an open, welcoming environment where everyone’s contribution is not only 

valued and respected but positively encouraged. 

3. Promote positive attitudes to diversity and difference within all children, helping them 

to learn and to value different aspects of their own and other people’s lives. 

4. Encourage parents/carers to support and participate in the day to day activities that 

we provide for the children. 

5. Provide a safe and secure environment, in which children will thrive, staff will feel 

supported and valued, and parents/carers will feel that their views and opinions are 

important. 
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Highland Fling Staff Policies and 
Procedures 

RECRUITMENT  

Our recruitment policy is open, accountable, transparent, and at all times anti-

discriminatory.  

SAFEGUARDING CHILDREN AND SAFER RECRUITMENT 

To ensure our staff are safe to work with children we are very vigilant during interviews, 

visits, and throughout the entire probationary period. All prospective staff must also pass 

the relevant PVG checks. 

STAFF DEVELOPMENT 

In order to keep up to date with policies and procedures - staff benefit from regular training 

in the following areas: 

 Highland Fling Policy Priorities 

 Highland Fling Operating Procedures 

 Child Protection 

 Health and Safety Procedures 

 Manual Handling 

 The Role of Play 

 Special Needs 

Staff meetings take place once a month to ensure the whole team is kept informed of 

relevant information affecting the nursery and after school club. They cover planning, new 

staff, new children, operational reports from the different play units and management, 

feedback from staff attending training courses, new topics, recent inspections, and other 

special events. They also encourage staff to talk about any other relevant business that may 

improve our service.  
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As a childcare provider it is essential that we evaluate our investment in training and 

development. This practice will reinforce learning. The feedback of that evaluation will help 

to continuously improve the effectiveness of such investment. Management will discuss 

training undertaken and consider how the ‘learning’ gained has been integrated into 

working practice. 

CHILD PROTECTION 

Every child regardless of age has at all times and in all situations a right to feel safe and 

protected from any situation or practice that results in a child being physically or 

psychologically damaged.  

Highland Fling adheres to the “Child Protection Guidance for Partner Provider Centres: For 
Early Years Providers in Partnership with City of Edinburgh Council”. It includes information 
on: the role of managers and staff; role of the Designated member of staff; procedures for 
staff; procedures for Designated members of staff; code of conduct; staff training; 
recruitment and selection of staff and volunteers; using video and taking digital images; 
signs of abuse; key referral and point of contact information, along with examples of 
documentation to be kept. 
 
A hard copy of this document is retained in the Highland Fling office. 

We recognise that child protection should not be treated in isolation and we will address 

recruitment and selection of volunteers and paid employees accordingly.  

We accept that it is our responsibility as a group to check that all adults with substantial 

access to children have been appropriately vetted. 

EQUAL OPPORTUNITIES 

Highland Fling is focused on legislating against unjustified discrimination and the fair 

treatment of all. Our approach is about treating individuals fairly, identifying and removing 

barriers that get in the way of this and maintaining a balance so that all gain access to 

opportunities for full participation in the nursery and in wider society. 

As an organisation, Highland Fling develops relationships with individuals from a wide range 

of backgrounds. Engaging positively with the richness of this diversity is central to what we 

do and in line with our core values as a childcare facility. 



 

12 

 

HEALTH AND SAFETY 

Highland Fling is committed to providing for the health, safety and welfare of all our staff 

and to maintaining standards at least equal to best practice in the industry. 

Fire emergency procedure  

All staff, students, volunteers, and agency staff will be aware of their specific responsibilities 

including fire exit routes, and the location of (and how to use) fire fighting equipment, and 

the assembly point. Fire drills are carried out every six weeks (over the course of one week) 

to ensure all staff and children are familiar with what to do in the event of the fire alarm 

sounding. 

After School Club (ASC) staff will ensure that Fire Emergency Procedures are followed in any 

other locations used by Highland Fling. 

Servicing and testing equipment  

Highland Fling use highly reputable companies to carry out all their servicing and testing 

needs. The workmen attending the nursery are required to show an identity card and are 

not left unsupervised with the children at any time. All central heating boilers, fire alarms, 

fire extinguishers, and portable electrical appliances are tested regularly and logged. 

Accident and Incidents log book  

All accidents and incidents are recorded and reviewed regularly to ensure there are no 

common risk areas.  

Risk Assessments  

Highland Fling has identified the main risks associated with its operations. We carry out 

written risk assessments (daily, weekly, and yearly) along with more formal assessments 

annually. These are regularly reviewed and cover potential risks to children, staff and 

visitors.  

Use of cameras 

Photographs are used extensively throughout Highland Fling for a variety of purposes, but 

generally to capture a particular experience or something that the child has achieved. 
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It is our intention to provide an environment in which children, parents/carers and staff are 

safe from images being recorded and inappropriately used. 

Only Highland Fling cameras will be used (i.e. not mobile phones) and only those children 

whose parents/carers have given written permission will have their photograph taken. 

All images taken must be deemed suitable without putting the child in any compromising 

positions that could cause embarrassment or distress. 

Parents/carers are not permitted to take photographs on the nursery premises without 

permission.  

Smoke-free workplace 

It is Highland Fling policy that all of its workplaces are smoke-free. 

Smoking is prohibited throughout the entire workplace with no exceptions. This includes 

Highland Fling vehicles. 

ADMISSIONS 

Highland Fling has a waiting list and children are offered a place strictly on a first come first 

served basis - age related as to the places available. It is desirable for parents/carers to 

telephone to make an appointment to view Highland Fling beforehand. Following a visit, if 

parents/carers would like to take up a place, we ask them to complete a registration form 

attaching a cheque for the deposit and registration fee (D&R fee). For our current D&R fee 

please refer to our website (www.highlandflingchildcare.com). 

The deposit is only refundable if the child takes up the place and their fees are fully paid up 

when they leave the nursery. There is no allowance on this policy even if a place is cancelled 

many months in advance. 

Near the start date for the child, we invite parents/carers to bring their child to Highland 

Fling for ‘settling in visits’ (see below) to meet staff and other children, to look around and 

fill in required paperwork. These forms include personal details on the child’s medical and 

dietary requirements, and emergency contact numbers. No child can be left at Highland 

Fling unless all the relevant forms have been completed and signed.  

Children may bring in one comforting toy if they wish. Highland Fling takes no responsibility 

for loss or damage to these items. 
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Nursery Fees 

The current fees are £4.50 per hour for the nursery. Invoices are sent electronically and fees 

must be paid by the requested date. A monthly statement is issued at the beginning of each 

month, invoicing the month’s fees in advance from the 1st and deducting all payments 

received from parents/carers in the previous calendar month. Highland Fling accepts 

childcare vouchers, cheques, cash, and standing orders. All cash payments must have a 

duplicate receipt signed by both the office and the parent/carer. Parents/carers must retain 

their receipt in case of any future queries. 

All fees will be subject to change. A letter will be sent out beforehand giving plenty of notice 

of any forthcoming changes. 

Fees must still be paid when a child is unable to attend due to illness or holidays as their 

place is still kept open for them and our staff will attend as normal. 

Fees exclude the cost of nappies, nappy wipes, and nappy creams.  

It is the parents/carers responsibility to ensure that payments are made promptly. In cases 

where there has been consistent late payment (or absence of payment) Highland Fling 

reserves the right to exclude the child from attendance. 

In addition, Highland Fling will pursue any unpaid fees (over the deposit) in writing first and 

then through the small claims court if necessary (including 4% interest on any monies due 

and all court costs). 

All extra days subject to space, availability and agreement, must be paid for by cash or 

cheque. 

 

After School Club Fees 

After School Club fees are £4 per hour and are inclusive of all trips and activities that the 

children take part in.  

After school care is counted as three hours from Monday to Thursday and six hours on a 

Friday (during term-time).  

Our Early Birds to School service is charged at one hour per day.  

School holiday care is bookable in advance.  

Please note holiday days are bookable on booking and are non refundable or transferable. 
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Free entitlement 

Highland Fling is a Partnership Nursery and offers funding to 3 and 4 year olds in their pre-

school and pre-pre-school year. This funding is paid once a term directly into your child’s 

account at Highland Fling.  

Highland Fling employs primary teachers to provide this entitlement. When the child 

becomes eligible we require evidence of the child’s date of birth and a signed parent/carer 

declaration form. The main teacher in Highland Fling will liaise with the Education 

Department for the partnership funding. 

Terminating a child’s place 

Parents/carers are required to give at least 4 weeks notice in writing to terminate their 

child’s place at Highland Fling or reduce their days. During this notice period, fees are still 

payable whether or not the child attends. 

CONFIDENTIALITY 

Personal information is confidential. 

Trust between Highland Fling staff and users is essential if an effective service is to be 

delivered. 

Sharing confidential information with others is permitted only in the following 

circumstances:  

 The person gives their consent 

 It is required by law 

 It is considered to be in the public  interest (in order to prevent serious harm, injury or 

damage to the service user, child, carer or to any other person) 

The decision to share information must only be made by the management. Staff must never 

talk in a public place about confidential matters. 

ENVIRONMENTALLY FRIENDLY POLICY 

Highland Fling supports efforts to conserve the environment and incorporates policies into 

our daily routines that; minimise waste, reuse resources, recycle rubbish, etc. Though our 
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curriculum, Highland Fling creates awareness and opportunities for children and their 

families to care for their environment through: feeding birds in winter, picking up waste in 

local parks, the Forest School programme, organic growing, etc. 

Reuse and recycling  

Highland Fling operates a policy of recycling whenever possible. All general use and nappy 

bins are emptied daily to an outside storage bin away from the nursery. These outside bins 

are emptied fortnightly by the local council. 

CLEANING 

During the week (as part of the daily routine) the nursery is kept tidy on an on-going basis. A 

daily check of the following is carried out before the children arrive in the morning to ensure 

the environment is healthy and safe for them to enter.  

An outside cleaning agency is responsible for sending a cleaner every evening to undertake 

a nightly cleaning regime. 

MARKETING POLICY 

Highland Fling holds open days throughout the year. 

In addition, Highland Fling has a website to reach new families and inform existing ones. It 

contains: 

 general information on our services,  

 details recent testimonials from current/past families,  

 a link to our current Parents/Carers Handbook, and  

  information on how to choose a nursery or after school club.  

WORKING WITH EXTERNAL AGENCIES 

Highland Fling seeks to maintain strong connections with all other childcare agencies, local 

schools, and advisory bodies such as the Early Years Team at Education Scotland and 

SCISWS.  It is the duty of appropriate Highland Fling staff to develop these relationships and 

to know who to contact for advice/support.  
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Highland Fling Care and Learning 

Highland Fling supports children in all aspects of its daily routines and has the flexibility to 

include the personal needs of individuals regardless of their age. Highland Fling adheres to 

‘The Pre-Birth to Three: Positive Outcomes for Scotland’s Families and Children’ national 

guidance for our younger children. Educational theorists are looking with a renewed focus 

at the area of pre-birth to three years due to a growing recognition of the importance of the 

earliest months and years for development. Drawing upon national and international 

research this guidance sets out four key principles for ‘best starts’ and positive outcomes 

through which effective support and learning opportunities for very young children can be 

promoted. The four key principles are: 

 Rights of the child 

 Relationships 

 Responsive care 

 Respect 

Highland Fling follows the recommendation of the ‘Child at the Centre’ and ‘Curriculum for 

Excellence’ to plan its curriculum. 

You can find further information on ‘Pre-birth to Three’, ‘Child at the Centre’ and ‘The 

Curriculum for Excellence’ at 

http://www.educationscotland.gov.uk/earlyyears/prebirthtothree/index.asp 

http://www.educationscotland.gov.uk/resources/c/genericresource_tcm4684384.asp 

http://www.educationscotland.gov.uk/earlyyears/curriculum/index.asp 

LEARNING THROUGH PLAY 

It is well recognised that children learn best by behaving in as natural a way as possible, i.e. 

by playing. Each child’s development should follow a process orientated play-based 

curriculum. This means that by providing a wide variety of play opportunities based on each 

child’s interests we can encourage the children to experience things for themselves. When 

children learn in a participatory way it is not only an enjoyable experience for them but a 

lasting one. 

http://www.educationscotland.gov.uk/earlyyears/prebirthtothree/index.asp
http://www.educationscotland.gov.uk/resources/c/genericresource_tcm4684384.asp
http://www.educationscotland.gov.uk/earlyyears/curriculum/index.asp
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PLANNING AND THE CURRICULUM 

In Highland Fling, planning is done by our primary teachers with the support of their co-

workers. We believe that a child should be introduced to a world of fantastic opportunity. 

This includes learning many new skills in a fun, safe and educationally stimulating 

environment with plenty of time spent in the outdoors. 

Our curriculum is centred on the five Highland Fling ‘Freedoms’ and the BBC Nature 

programme. By cross-referencing these with the ‘Pre-birth to Three’ and ‘Curriculum for 

Excellence’ guidelines we aim to provide an exciting and comprehensive play-based learning 

environment.  

Freedom in the Natural Environment 

Our world has a rich natural environment. We must always remember that, for the young 

child, anything they have not seen before is a great wonder. Our children are born with 

abundant reserves of curiosity - the first tool in learning - and deserve to get out and 

explore nature - the trees, the insects, the flowers, the sea, the sky, the weather and much 

more. At Highland Fling we have two members of staff trained as Forest School Leaders. 

As the Scottish Government has noted many children are not getting enough exercise. Our 

children need to use their developing muscles and bodies to run and climb and use their 

large reserves of energy. Highland Fling has its own physical education specialist who 

provides gym sessions, football, rugby and a huge selection of other games. We aim to be 

outside in the fresh air as much as possible with the children and we plan nature diaries, 

walks, outdoor sports and much, much more. 

Freedom in Society 

Our children must feel good about themselves and have self-respect in order to feel happy 

in the company of others. They need to feel confident without being aggressive and to know 

the appropriate social behaviour in different situations. Above all, our children have to learn 

to be part of a group and to co-operate with others. Much of Highland Fling is about co-

operation. We plan many group activities and each child will be encouraged to feel like a 

valued member of our team. They will learn to applaud the successes of others and to 

encourage those around them. As well as individual triumphs, they will get to experience 

group triumphs too! 
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Freedom of Choice 

In order to choose anything in life we must first be aware of the choices available. At 

Highland Fling all children will try a host of different activities. Our daily programme has 

‘choosing times’ during which a child can select a favourite activity. Children will be 

encouraged as far as possible to at least try an activity before deciding that they don't like it. 

A fear of the unknown can be very restrictive in later life. 

Freedom to Develop 

Each child develops at a different rate and is ready for each new experience at a range of 

stages. With this in mind, we have not designated rooms to specific ages, but have instead 

provided five distinct areas of experience; gym, drama, construction, art, music, and reading 

- all of which can cater for every level of ability between the ages of 2 to 14 years. Children 

will always be grouped according to interest and ability rather than by age alone. In 

Highland Fling our planning is done by fully trained primary teachers and together with our 

qualified nursery staff the chief aim is to help the child to be as ready as possible (in every 

way) for their school start. 

Freedom of Expression 

Our society would never have progressed as far as it has in so many different fields without 

original thought. While we teach our children certain codes of behaviour we must be careful 

never to lose the individual within. In all creative activity at Highland Fling we will positively 

encourage the original thinker. For this reason we have a resident arts specialist who will 

help the children run their own art gallery. Every child will have regular drama lessons; an 

excellent opportunity for all to be heard and for building up self-confidence. Music and 

dance lessons also provide further avenues for exploration. 

STAFF CHILD RATIOS AND CHILD CARE QUALIFICATIONS 

Highland Fling maintains a minimum staff-child ratio of 1-5 for its two to three year olds, 1-8 

for its three to seven year olds, and 1-10 for its after school club. 

All staff hold recognised child care qualifications and there are 3 primary teachers. 
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KEY PERSON 

Highland Fling operates a key worker system for all children under 5 years of age. The key 

worker will feedback to the parent/carer at the end of each child’s session - personally when 

possible but also by daily email. In addition, the key worker carries out regular observations 

on the child which forms part of their individual Personal Achievement Report. The child will 

be assigned a new key worker for each group as they move into it. The previous and new 

key workers will work closely together to transfer information and ensure continuity of care. 

In the case of the ASC parents will be informed of the key person to speak to. 

PLANNING 

The Senior Primary Teacher is at the head of planning in the nursery. We plan in advance 

using the environments detailed in the BBC Nature calendar as a starting point. There is a 

monthly staff meeting where the topics for the forthcoming period are discussed amongst 

all members of staff. Primary teachers will receive contributions and ideas from other staff 

to be worked into the overall daily, weekly, and monthly plans. These plans are produced, 

typed-up, and displayed by the primary teachers. At the culmination of each month there 

will be an art exhibition in the hall made from contributions from all age groups and 

representing the natural environment that has been the centre point for that month. The PE 

and Arts specialists will also do their individual planning with those natural environments in 

mind.  

It is important to leave time for responsive planning for any activities the children may have 

developed an interest in and also to provide a wide variety of choice. 

Outings and outdoor activities will also be planned (monthly) in advance with the relevant 

risk assessments taken into account.  

All children have a key worker and a base room in which they gather each morning but 

during the course of the day no child will remain in the same room. Opportunities for free 

play with choices between the rooms are regularly set-up and outdoor time is planned for 

every day. 

Planning for the Wee Meece is done by the room leader and should be focused on the same 

general themes as the older nursery children. Obviously responsive planning takes a larger 

role with the younger children. 

Planning for the ASC is led by the ASC managers and contributed to by all activity leaders. 

When planning, all of the following should be included: 
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1. Play and Exploration – Children’s play reflects their wide ranging and varied interests 

and preoccupations. In their play children learn at their highest level. Play with peers 

is important for a child’s development. 

2. Active Learning – Children learn best through physical and mental challenges. Active 

learning involves other people, objects, ideas and events that engage and involve 

children for sustained periods. 

3. Creative and Critical Thinking – When children have opportunities to play with ideas in 

different situations and with a variety of resources, they discover connections and 

come to new and better understandings and ways of doing things. Adult support in 

this process enhances their ability to think critically and ask questions. 

4. Areas of Learning and Development –it is important to plan for personal, social and 

emotional development, communication, language and literacy, problem-solving, 

reasoning and numeracy, knowledge and understanding of the world, creative 

development, and physical development.  All areas of Learning and Development are 

connected to one another and are equally important. 

Highland Fling delivers this curriculum through a range of free choice activities and children 

can play on their own or in group. The adult interacts to find out what the child is learning, 

to offer ideas on how they can extend this learning, to encourage children to try out new 

things and to develop their language. They monitor for safety, inclusion and equal 

opportunities for all children. 

In addition, Highland Fling develops its own long term plan to cover festivals and relevant 

topics which in turn are planned in advance and in more detail. They incorporate a more 

structured and adult-led approach to introduce new ideas and topics, extend children’s 

understanding, encourage acceptable behaviour, improve concentration, and promote 

sharing - ultimately developing relationships. 

Ordering of materials required for activities and crafts is done through the office. 

ENCOURAGING EARLY READING AND WRITING 

Highland Fling responds to the child’s own interest in this area. Some children want to read 

and write while they are at nursery, while others are more interested in other areas of the 

curriculum. However, every child will have access to many books during their time here and 

will be read to on a regular basis. In the pre-school year the children become familiar with 

the letters of the alphabet and in particular those that are needed to form their own names. 

Children are very often at different levels in these areas by the time they start primary 

school - this is nothing to worry about. Highland Fling believes the important thing in this 
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area is to encourage children to want to learn to read and write and then to develop these 

skills at the right time for them.  

 

GROWING UP IN HIGHLAND FLING 

Children join Highland Fling from their second birthday where they will be part of ‘The Wee 

Meece’. The next group is called ‘The Scottie Dugs’ and caters for the pre-pre-school year, 

and the final group is ‘The Nessies’ for the pre-school year. The children remain in their 

groups for one school year, but it must be emphasised that the groups are very fluid and the 

children mix daily. The main purpose of the group is to provide each child with a key worker 

and a more defined start and end to their day. In July of every year ‘The Nessies’ that will be 

starting school in August join the ASC for the summer in ‘The Parsnips’ (a transition group 

leading to ‘The Neeps’). 

When children start the ASC they are in ‘The Neeps’ for Primary 1 and 2, and ‘The Tatties’ 

from Primary 3 and above.  

SETTLING-IN PROCEDURE 

The transition between the family being the first carer and the introduction of the nursery 

staff as another ‘set’ of carers is as individual as the children themselves and can be eased 

by all parties co-operating together. 

Similarly, transition for an older child to Highland Fling from a care setting to which they are 

already accustomed needs to be handled with sensitivity. 

Staff will work with individual families to find the best settling-in mode for their particular 

child using all their experience and taking heed of parent/carer input. 

It is imperative that parents/carers talk to their children in a positive way before bringing 

them to Highland Fling and must be encouraged not to carry their own anxiety into the 

situation, at least in front of the children.  

Generally speaking, children should have one visit with their parent/carer and then a series 

of shorter visits leading up to their first full session.  

It is important for us to be available to parents/carers in the first few weeks as trust is built 

up. 
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SLEEPING CHILDREN  

As children start Highland Fling just after their second birthday many of them are 

accustomed to having a sleep during the day and a few more may return to that habit due 

to all the fresh air and exercise they will have. Sleep requirements will be discussed with 

parents/carers and their wishes will be adhered to in respect of not letting any child sleep 

too long at nursery (this could affect their night sleep). Highland Fling has a small bedroom 

with children’s beds and any child who does go for a sleep is regularly supervised. If 

parents/carers only want their child to have a brief nap after lunch it may be decided that 

the child’s buggy is the best place for this. 

TOILET TRAINING 

Highland Fling is happy to begin or continue toilet training children in partnership with the 

child’s parents/carers. Children vary greatly in when they are ready to be toilet trained and 

cannot be compared. Potty training does not need to be a stressful time and should be 

viewed as a natural progression when the children themselves are ready. It must be 

emphasised that there is little point in staff attempting to toilet train a child when it is not 

happening at home at the same time. Also, as we spend a lot of time outdoors and on trips, 

it can be necessary for Highland Fling to put ‘pull-ups’ on children while they are out (to 

save discomfort if they have an accident).  

Every child is an individual and will take their own time to be fully toilet trained. It is the 

responsibility of the parent/carer that the child has surplus clothing in case of accidents at 

nursery and we would recommend to parents/carers that items of clothing such as 

dungarees, belts, tight trousers, and all-in-one vests, are not practical during the toilet-

training process. 

CHILDREN’S RECORDS 

A lot of the child’s learning may not produce any physical evidence as for much of the time it 

is the process itself that is important. Children’s art work is displayed around the nursery 

and much of it is framed to form a kind of gallery experience. They will also take home their 

art work on a regular basis. Each child has an individual folder which serves as a record of 

their experiences and learning throughout their time with Highland Fling. These folders may 

be seen by parents/carers at any time although we prefer that they are not removed from 

the nursery whilst the child still attends as they are a live-working document. The folders 

will be given to the child’s parent/carer when they leave the nursery. 
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PARENTS/CARERS MEETINGS 

Parents/carers will be invited to Highland Fling to discuss their child’s development and 

progress with their child’s key worker. Appointments can be booked in advance and will last 

approximately 15 minutes. 

Key workers in the ASC are happy to be approached with any questions you may have with 

regards to your child’s experience with Highland Fling. 

FESTIVALS 

Highland Fling respects all religions and cultures and is happy to introduce the children to 

key festivals to ensure they value others and learn without prejudice. Wherever possible we 

will try to include festivals that are celebrated by a child attending the nursery and may ask 

a member of that child’s family to come into nursery to and share their celebration with the 

children. 

In the afternoon ‘Happy Haggis Club’ we regularly talk about children from all over the 

world. 

FOOD AND COOKING 

Highland Fling strongly promotes healthy eating and a balanced diet for all children. 

On a daily basis, children attending the nursery bring their own packed lunches which are 

stored in the large refrigerators in the kitchen. Parents/carers are welcome to provide 

portions of food or soup to be heated up at for the children at meal times. We ensure that 

the food is heated safely and to the correct temperatures by use of thermometers.  

Children take part in baking and cooking activities as part of the curriculum at Highland 

Fling. 

Kitchen  

The nursery kitchen is regularly inspected by Environmental Health to ensure it meets 

regulation health, hygiene and food standards and Highland Fling has certificates to prove 

this standard has been met. 
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Allergies and other Special Dietary Needs  

Parents/carers will be asked to disclose any known allergies or other dietary needs on their 

child’s enrolment form. For easy reference and to ensure staff do not give unsuitable food 

or drink to the child, this ‘special’ information is then noted and displayed in the kitchen 

against the child’s name and on their name tag at meal times.  

Staff will ask parents/carers not to have nuts in their children’s lunch boxes as quite a few 

children can be allergic.  

We also ask parents/carers not to being in sweets, crisps, and other unhealthy snacks.  

Parents/carers are welcome to provide a birthday cake on their child’s birthday. 

Meal times as a social occasion  

At Highland Fling, children eat round the large kitchen table in a relaxed family environment 

and are encouraged to enjoy this as a sociable occasion. Staff are encouraged to sit with the 

children.  

During the summer months we often eat outside and all ASC children should bring a packed 

lunch which can be taken on our many expeditions. 

Drinks  

Water is offered every mealtime for the children and in between meals it is available on 

demand.  

Staff will ensure that children are always hydrated after exercise.  

Parents/carers can supply additional milk or juice for their children to drink during the day if 

they wish. 

SPARE CLOTHES, SUN CREAM AND WELLINGTON BOOTS 

Parents/carers must supply a full set of extra clothing (clearly labelled with the child's 

name). Skin protection cream with a minimum 25 SPF and sun hats must be provided at the 

beginning of summer to allow the children to make full use of the outdoors in good 

weather. Staff will not apply any sun cream other than the child’s own in case of an allergic 

reaction.  
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Wellington boots and warm outdoor suits must be provided at the beginning of winter to 

allow the children to make full use of the outdoors in colder weather. Staff will ask 

parents/carers to use the children’s boxes to store their children’s belongings. 

Pre-school uniform 

The children should not attend nursery in their best clothes. Whilst indoors the children will 

regularly paint, make models, and bake. We do have painting aprons but some children get 

very messy.   

At Highland Fling, the children will be outdoors at every available opportunity and it 

essential that they are dressed for every eventuality. This means having wellington boots, 

warm socks, hats and gloves, warm jackets and rainwear during the winter. In summer the 

children need to have a sunhat and sunscreen. We do have ‘Wee Meece’, ‘Scottie’, and 

‘Nessie’ t-shirts which the children love to wear and which parents/carers will be required to 

buy on starting the nursery (different t-shirts for different age groups). 

HYGIENE 

Staff at Highland Fling will ensure that good hygiene procedures and protocols are followed.  

Highland Fling staff will insist that the children wash their hands before and after meals or 

participating in cooking activities, after using the toilet and any ‘messy’ activities. There are 

visual aids above all hand sinks to help the child learn how to wash their hands effectively. 

Highland Fling provides liquid soap in its own dispenser and regularly replaced towels in all 

hand washing areas.  

Staff at Highland Fling disinfect the nappy changing mat between uses and wear disposable 

gloves for each nappy change. A disposable apron is also available. All dirty nappies are 

stored temporarily in their own sanitary bin and removed outside at the end of the day 

ready for collection by an approved clinical waste removal company. 

Highland Fling encourages toilet trained children to use the facilities appropriately through 

direct instruction by the staff. Initially all children will be accompanied to the toilet, but as 

they get older staff begin to trust the children to manage their own toileting needs with 

limited supervision. 

We have procedures in place in ensure bed linen and beds are clean for each new child 

before use.  
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All dining tables or tables for cooking activities will be disinfected before use. Highland Fling 

uses different colour-coded cloths for washing the tables before and after meals, wiping the 

floor and after our more messy creative activities. We also have colour-coded mops and 

buckets to wash the floor in the toilet areas, the kitchen and the play units. 

Laundry 

All bed linen, art room aprons, drying up cloths and table cloths are washed at least once a 

week. Highland Fling does not wash or dry children’s dirty or wet clothes which will be sent 

home with the child at the end of the day for the parents/carers to attend to. 

Nappy changing  

Nappies are routinely checked at Highland Fling and are changed when necessary. If the 

child’s bottom was sore, this will be notified to parents/carers along with what action was 

taken to make the child feel more comfortable. 

Sand use 

Play sand at Highland Fling is regularly cleaned and renewed both indoors and out, and a 

waterproof cover is put over the outdoor sandpit at night. If for any reason a child gets sand 

in their eyes, staff will cleanse them with water and complete an accident form. 

SECURITY  

The nursery front door keeps the children safely inside the building. In addition to a normal 

door lock, we use a high-level door handle (for extra security should a child manage to reach 

the main door mechanism). Management monitor the door closely during the peak arrival 

(8-9am) and departure (3-6pm) hours.  

To minimise any risk of accidents, staff and parents/carers who use the front door must 

share responsibility by:  

 Making sure the front door is correctly closed behind them when they enter or leave 

the premises  

 Not (at any time or for any reason) allowing a child to open the front door by 

themselves 

 Parents/carers are not to open the door for other parents/carers but rather wait 

inside until a member of staff comes  
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Daily attendance register  

A daily register for the children is maintained by key workers. 

Visitors 

All visitors to Highland Fling must sign-in using the visitor’s book (and sign-out again when 

they leave). If they have an appointment with staff, then management will be directly 

responsible for them during their visit. If they are viewing the nursery for their child or 

attending a staff interview, then they must wear a visitors badge whilst on the premises and 

be informed of the emergency evacuation procedure. Visitors are not to be left alone with 

children under any circumstances.  

Please note if any visitor injures themselves whilst on the premises, they must report it to 

the management before they leave the building and complete and sign an accident report 

form. 

Safe collection of children  

As part of a child’s enrolment procedure parents/carers are asked to provide a recent 

photograph (clearly labelled) of all contacts that may come to nursery to pick up their child. 

In addition, Highland Fling operates a secure ‘password’ system (on some occasions) to give 

parents/carers extra flexibility on who can pick up their child. On these occasions 

parents/carers must give written or verbal authority to a senior staff member prior to the 

event - giving a brief description of the person collecting. In exchange, the nursery will give 

the parent/carer a password to be used by the collecting person. This password and the 

parents/carers brief description is recorded in the nursery diary. The person collecting the 

child will be observed on arrival to confirm that they match the physical description and will 

then need to give the password before they can enter the nursery.  

If Highland Fling has not been notified (by the parent/carer) that a person will arrive to pick 

up a child, then the nursery will call the parent/carer to ask for authorisation for their child 

to go with this person. If they cannot contact the parent/carer (for whatever reason), then 

the child will remain at Highland Fling until authorisation is forthcoming.  

If Highland Fling suspects that any person collecting the child is under the influence of drugs 

or alcohol, then we reserve the right to refuse to allow the child to go home with that 

person. 
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Uncollected child procedure  

If a child is left at Highland Fling after it closes at 6pm (and we have had no contact from the 

parent/carer), a member of staff will remain behind and will carry out the following 

procedure:  

1. Ring all emergency contact numbers held in the child's file until a reply is received. 

When contact is made explain the situation and ask for the child to be collected 

immediately.  

2. In the event of no contact being made, or no messages being received regarding the 

parents/carers whereabouts and the child has still not been collected by 7.30pm, staff 

should contact the Owner who in turn will contact the Duty Social Worker at the local 

Social Services Department for advice.  

3. All details of the situation will be recorded.  

Photographs policy and parental permission 

Highland Fling does take photographs of children at play within the nursery and out on trips 

which are used for display purposes or as part of the child’s folder. Any parent/carer who 

would prefer for their child not to be photographed must make the key worker aware of 

this.  If Highland Fling was to use a photo for external marketing purposes then specific 

permission would be obtained from parents/carers of the children concerned. If 

parents/carers attend a special event at the nursery and take photos/videos with their own 

camera these may only be used within their own family setting, and must not be placed on 

the internet (social media etc). If you are not happy with your child being photographed at 

these times please let your key worker know. 

OUTINGS/VISITS AND PARENTAL PERMISSION 

As Highland Fling arranges outings and trips on a daily basis and it would be impractical to 

ask parents/carers to sign individual outings forms, there is a section on the registration 

form asking for a general agreement. Children aged two to three years of age will be out in 

the Highland Fling garden and anywhere in Portobello that they can reach on foot, i.e. 

various parks and the beach. From the age of three years, children will have trips on the 

Highland Fling minibus further afield to Forest Schools sites, museums and art galleries.  

The ASC children are out and about on a daily basis, often with the use of the minibuses. 
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Transport 

Highland Fling has 2 x12 seater minibuses that we use to transport nursery children over the 

age of three years. The vehicle is fully insured for this purpose and a copy of the relevant 

insurance document is kept on file in the nursery. The vehicle is driven by a number of 

Highland Fling staff who hold the relevant current driving licences. All children use a child 

safety seat provided by the nursery. 

UNWELL CHILD PROCEDURE  

No child should be brought to Highland Fling that is ‘unwell’. The relatively confined area of 

the nursery causes infection to spread rapidly and staffing levels are set to care for ‘well’ 

children only and adequate care cannot be given to a sick child.  

If the child has an infectious illness, Highland Fling must be informed and parents/carers 

must adhere to the recommended Health Protection Scotland ‘period of absence’ displayed 

in the nursery corridor (and at http://www.documents.hps.scot.nhs.uk/hai/infection-

control/guidelines/exclusion-criteria-childcare-A3-2011-12.pdf). Such illnesses include 

chicken pox, measles, German measles, mumps, meningitis and hepatitis. Parents/carers 

will be encouraged to inform management if they think their child has come into contact 

with any infectious illness before the child is brought into the nursery. If a parent/carer does 

not comply with the policy, or the child becomes unwell during the day, parents/carers will 

be asked to collect their child at the earliest opportunity.  

Any child with a fever, diarrhoea or vomiting must not attend the nursery until at least 48 

hours after symptoms subside. Highland Fling must be advised by the parent/carer if a child 

has experienced symptoms of the above at home. In addition, any child with an eye 

infection/conjunctivitis or bacterial/viral infection must not attend the nursery until at least 

24 hours after the first treatment.  

If a child becomes ill during nursery hours, the key workers will make the decision whether 

the child should be sent home. If yes, the parent/carer will be contacted to arrange for the 

child to be collected immediately. 

Medicine  

Medicine prescribed by a child's GP will be administered by staff only if the type of 

medication, the dose to be given, and the child's name are clearly marked on the bottle. In 

these circumstances it is essential that parents/carers complete the Highland Fling medicine 

form giving us permission to administer any medication. Highland Fling will not administer 

http://www.documents.hps.scot.nhs.uk/hai/infection-control/guidelines/exclusion-criteria-childcare-A3-2011-12.pdf
http://www.documents.hps.scot.nhs.uk/hai/infection-control/guidelines/exclusion-criteria-childcare-A3-2011-12.pdf
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eye drops even if prescribed, so parents/carers need to administer these themselves before 

and/or after nursery as required.  

All medicines will be stored according to the instructions and out of the reach of children.  

If the child has special medical needs - a severe allergic reaction or suffers from febrile 

convulsions - a written plan of action, including any administration of specific medicine, 

should be devised between Highland Fling and the child’s parents/carers advising the 

nursery what to do if the child is showing symptoms and requires immediate attention in 

accordance with their special medical need. The parent/carer must then provide the nursery 

with any specific training and medicine - such as administering an epi-pen - either by 

themselves or using a medical professional. The plan is then signed by both Highland Fling 

and the parent/carer to form a legally binding agreement to protect both parties.  

If a child is being given medication at home due to an illness, Highland Fling should be 

informed. When medicine is prescribed, the child must have been taking it for a minimum of 

24 hours before they return to nursery. 

Accident / Incident Policy  

If a child has an accident whilst attending Highland Fling, the staff member (who witnessed 

the accident) is required to write up the circumstances surrounding the incident in an 

accident / incident form. They will then inform management. Staff should then inform the 

parent/carer of the circumstances surrounding the accident (at the end of the day) and ask 

them to countersign the accident / incident form to indicate that they are aware of the 

circumstance. The form should then be stored in the child’s nursery file to ensure 

confidentiality.  

If the accident is more serious then the parent/carer will be notified by telephone. If there is 

a need for the child to attend hospital e.g. for stitches, the parent/carer will be asked to 

collect their child to take them to the hospital.  

If the accident is very serious and life threatening e.g. choking, please refer to the 

‘Contingency Policy’ below.  

Any accident or injury that the child sustains at home should be notified to staff when the 

child next attends the nursery.  

In the event of a serious accident or incident requiring urgent treatment, management in 

charge at that time takes control of the event. 

Frequent reviews of accidents/incidents will highlight any health & safety issues as they 

arise so immediate action can be taken if necessary. 
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First Aid policy  

There is a main first aid box stocked with essential supplies in the nursery and a basic travel 

kit is also available for outings.  

All Highland Fling staff receive first aid training on a regular basis to ensure their knowledge 

is up to date. All training is logged on the ‘Training Schedule’ in the nursery office to ensure 

that no-one is overlooked.  

If a child requires specialist attention due to a medical condition then Highland Fling 

requires the parent/carer to train the relevant staff on any necessary procedures and sign a 

consent form for us to deliver this treatment in an emergency. In so doing, parents/carers 

must understand that the Highland Fling team are not medical experts and that the nursery 

can only perform their best in such circumstances and will not be held liable if anything goes 

wrong. 

Every staff member of Highland Fling also has their own basic first aid kit. 

CONTINGENCY PLANNING FOR AN UNFORESEEN EMERGENCY  

In the event of an unforeseen emergency (flooding, power failure, etc) occurring during 

nursery hours, management will carry out the following:  

 Ensure that the children, staff and visitors are safe.  

 Investigate the cause of the emergency situation (taking due care).  

 Contact the Owner immediately to provide information of the emergency and to agree 

what further actions should to be taken.   

 In all circumstances, staff will remain calm, efficient and co-operative. 

If the children need to be immediately evacuated, the fire alarm will be raised and all will 

evacuate the building and meet at the assembly point. The register will then be taken by 

managers after which the children will be taken to a further place of safety.  

In this eventuality children can be immediately collected by parents/carers and the 

management will send a group text to all emergency mobile phone numbers advising of the 

situation and what parents/carers should do. 

If it is safe for the children to remain in the building, management will also decide whether 

it would be beneficial to arrange early collection of all children.  

Parents/carers should be assured that Highland Fling will do everything possible to stay 

open on these occasions. However, the Owner may have to take the decision to close the 
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nursery if the premises are no longer considered safe. Situations such as fire and flood, or if 

more than 50% of staff are unable to get to the premises to care for the children (during 

severe or adverse weather) may result in the decision to close early.  

If the nursery is forced to close, parents/carers will be informed by 7am on the day of this 

closure by the sending of a group email to all parents/carers. In addition, the management 

will send a group text to the main emergency mobile phone numbers specified in the child’s 

enrolment forms, make use of the Highland Fling website and put a note on the front door 

of the nursery, and update our telephone ansaphone message as soon as possible.  

Unfortunately, fees will still be payable if Highland Fling is closed for a maximum of two 

consecutive days to cover immediate running costs of the nursery. However, if the event is 

more serious and Highland Fling has to remain closed for more than two consecutive days, 

then fees from the third day will be refunded and a letter sent to parents/carers explaining 

the event in more detail and advising when the nursery is likely to re-open. 

If parents/carers contact the office during these emergencies at (hfenquiries@gmail.com), 

then staff should respond as soon as reasonably possible. 

INSURANCE POLICY  

Highland Fling holds public and employer liability insurance for both the nursery and the 

ASC in the event of an accident. 

BEHAVIOUR MANAGEMENT POLICY  

Highland Fling staff believe that praise for good behaviour is far more effective than actions 

for misbehaviour and have developed their policies and procedures to reflect this. 

Behaviour Management 

The key workers, with their co-workers, are responsible for behaviour management of their 

own particular age groups. This is fully supported by management and all staff can ask for 

advice at any time. 

The role of the key worker in behaviour management is to ensure the following: 

1. Guidance, advice and training are given to staff if needed.  

2. Management is made fully aware of any concerns as they occur and is kept updated 

throughout.  
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3. Children’s individual learning plans are complete and up to date.  

4. Parents/carers are kept fully informed of their child’s progress and development.  

The key worker will receive regular and suitable training on an on-going basis, and they will 

also ensure that they keep themselves up to date with all new legislation and codes of 

practice. 

Procedures to encourage good behaviour  

Highland Fling encourages self-discipline, to make children aware of the needs of others, to 

be caring, and to trust and to share. This is achieved through group and individual 

discussion, turn-taking and sharing during activities, having individual responsibility within 

the nursery to help care for the environment and its resources, asking the children to pass 

on information about recent incidents and so on. Highland Fling rewards good behaviour 

through specific praise from staff members - ‘well done’ stickers, and so on. 

In the ASC, staff are committed to being role models for older children and will encourage 

good behaviour in age appropriate manners. 

Procedure to follow to challenge misbehaviour  

Misbehaviour can take many forms and can include continuous disruptive behaviour. As 

children explore their boundaries, one-off incidents should not unduly concern 

parents/carers. Highland Fling does address each incident by ‘time out’ i.e. the removal of 

the child from the situation by a member of staff. ‘Time out’ is given to children and can last 

up to a maximum of five minutes depending on the age of the child. It will be explained to 

the child why such behaviour is unacceptable and the incident discussed. The child will then 

be asked to apologise to the recipient if applicable and asked to rejoin the activity. If the 

unacceptable behaviour continues despite repeated explanations by the staff as to why they 

should not do it, then the child’s parent/carer may be asked to attend the nursery to discuss 

the behaviour. Parents/carers should be reassured that in the course of a child’s 

development some less than desirable behaviour can be expected for any number of 

reasons. Highland Fling tried to understand the root of these behaviours and help the child 

come to terms with why they will not serve them well in the future.  

Withdrawal of a child will only be necessary if the child's behaviour becomes detrimental to 

the well-being of Highland Fling and the other children attending. This decision will be made 

by the Owner.  

Please note that some behaviour does not warrant ‘time out’ i.e. tantrums. This behaviour is 

best ignored.  
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Children with special needs  

Every child attending Highland Fling has a right to have their needs met, and any child with 

any disability will receive the extra attention and assistance that they may require. In some 

cases this will require one-to-one care for the child in question. 

Bullying Policy  

All children at Highland Fling have the right to feel safe, secure and valued whilst in our care. 

However, bullying of any sort prevents this from happening. We educate our children and 

staff to understand that this is unacceptable behaviour that will not be tolerated.  
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Highland Fling Logistics 

OPENING HOURS 

Highland Fling is open for the following sessions: 

Nursery sessions 

Early Birds 8 am -9 am 

Pre-school Programme 

Monday - Thursday 9 am - 3 pm, Friday 9 am - 12 pm 

Happy Haggis Club, Monday - Thurs 3pm - 6pm, Friday 12pm – 6pm 

Full day attendance is possible by combining the above, all of which is charged at £4.50 per 

hour 

After School Club (Term Time) 

Early Birds 8 am – 9 am, including school drop-offs 

Monday-Thursday sessions 3 pm - 6 pm, Friday 12 pm – 6 pm. 

The Neeps (Primary One and Two) 

The Tatties (Primary Three and above) 

The After School Club is charged at £4 per hour (with a minimum attendance of 6 hours per 

week) 

NEW AT SCHOOL 

When children start in Primary 1, the school day ends at lunchtime until September. To 

accommodate this we offer a service where we pick children up to join the nursery for 

lunch. When children attend school on a full-time basis they will join the ASC. 
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HOLIDAY CARE 

Holiday Care 8am – 6pm 

During all school holiday and in-service days (apart from Christmas Holidays, Good Friday, 

Easter Monday, and May Day when Highland Fling is closed) 

Full and Half Day availability:  

Full Day is £35 for Primary 1 children and up and £45 for our pre-school Parsnip group 

Half Day is £20 for Primary 1 children and up and £22.50 for our pre-school Parsnip group 

During the holiday periods Highland Fling provides a different and distinct experience from 

that offered during school term. We recognise that school holidays are an important time to 

have lots of fun and for children to get as much fresh air as possible and our programme is 

‘geared’ towards this. Holiday care is available for full or half days and can be booked 

separately to term times. 

Highland Fling provides a mini-bus service (that not only allows us to take children to and 

from school each day) that gives us access to a host of places and activities in and around 

Edinburgh. 

Booking Procedure 

Requests for a Holiday Club booking can be made manually by completing our form and 

returning it to Highland Fling, 11 East Brighton Crescent or via email 

at hfenquiries@gmail.com. All bookings will be confirmed via email from Highland Fling and 

an invoice will be generated.  

Payment 

Highland Fling requests payment within 7 days of issue of invoice. Should the Holiday Club 

date take place within 7 days of issue we ask for immediate payment.  

Cancellation 

We ask that you book and pay for the Holiday Club in advance. Should you wish to cancel a 

space no refund will be given. All decisions are made at the discretion of the management.  

DAILY ROUTINE: TERM-TIME 

The children are initially welcomed into in their base rooms at Highland Fling by their key 

workers. However, throughout the day the children will be using different rooms and 

mailto:hfenquiries@gmail.com
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facilities - both indoors and outdoors. All children will have dedicated time with our in-

house PE and Arts specialists as well as participating in Forest Schools activities. The children 

are divided into the following groups: 

 The Wee Meece (age 2-3) 

 The Scottie Dugs (3-4) 

 The Nessies (4-5) 

Each group has their own key worker.  

The groups are regularly integrated and many Highland Fling activities include children of all 

ages and routines are flexible for all age groups to take into account individual care routines. 

Individual timetables for the groups are planned by the primary teachers. 

DAILY ROUTINE: SCHOOL HOLIDAYS 

Although Highland Fling operates the same daily (time) schedule, we change the format of 

the learning during the holidays to let the children experience something different.  

‘The Nessies’ will increasingly be invited to take part in ASC (Neeps) activities as the terms 

progress. In summer they will join the ‘Parsnips’ as part of the ASC programme. This is a 

special group that helps them prepare for school. 

AFTER SCHOOL CLUB TERM-TIME 

Early Bird children will be taken to school (on foot) to Towerbank and St John’s primary 

schools, whilst the minibuses are used for Duddingston and Parsons Green primary schools. 

For the collection of children the same arrangement applies in reverse. 

Primary 1 and Primary 2 children are called ‘The Neeps’. Primary 1’s will be brought to 

Highland Fling House, whilst the Primary 2 and older children will be based at Portobello 

Town Hall or St John’s Church.  

A variety of activities are planned for the children under the leadership of the ASC 

managers. 
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Highland Fling Environment 

Whilst our pre-school children are based in Highland Fling House in East Brighton Crescent, 

we also use Portobello Town Hall and St Johns Church for the ASC. We are fortunate to have 

access to two Forest Schools sites provided by the Council as well as the many outdoor 

opportunities afforded by the beaches, parks and hills that surround Portobello. 

LAYOUT OF HIGHLAND FLING HOUSE.  

The family run nursery is in Highland Fling House - a business run from the ground level of a 

large, modernised, former Georgian era home to Major General Sir Patrick Lindsey (built in 

the 1820s). As such it is a building with a unique atmosphere and history and is the family 

home of the owners.  

The indoor space consists of: 

 a base room for each age group,  

 a large kitchen with an aga,  

 an arts studio,  

 a gym,  

 a bedroom for sleeping,   

 an office. 

In the spacious back garden - converted to a Forest School site - there is a bonfire pit and a 

large log cabin style classroom. There is also a small carpentry shed, a sandpit, and wooden 

train for children to play on. 

None of the children will ever be in one room for the whole day and we guarantee that all 

will be outside whenever possible. Every child has access to health and wellbeing/PE time 

with our PE specialist, and art with our Art Specialist, from the age of 2 onwards - and the 

age groups will very often be mixed for different activities. Each child will have their own 

key worker and base room in which to begin and end the day, and apart from these periods 

the child will move frequently throughout the day. 
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Portobello Town Hall and St Johns Church 

At Portobello Town Hall we use the small hall for snack, art activities and board games – 

whilst the bigger hall is marked out as a gym hall and also has a full size stage that can be 

used for musical performances.  

St Johns Church has an excellent hall area that serves as the ASC base on Fridays.  

We have our own shed full of resources at the Town Hall. 

Resources 

Highland Fling commits to providing a large range of natural and educational resources to 

cover all aspects of the curriculum. We ensure that these are maintained and replenished 

on a regular basis. Our environment is risk-assessed weekly and maintenance on premises 

and resources carried out accordingly. 

Welcome entrance 

Highland Fling aims to welcome all parents/carers to their premises and keep them 

informed of all current developments.  

We achieve this through:  

 a personal welcome for all children, parents/carers as they arrive to drop off or pick 

up their children; 

 sending daily emails to parents/carers about their child’s day;  

 guidance materials from public bodies and relevant organisations; 

 our business display including Highland Fling aims and objectives, our latest Care 

Inspectorate report and certificate of registration, our liability insurance certificate, 

and emergency procedures;  and 

 our floor book displays of recent photos taken throughout the nursery and in the 

outdoors.  

There is also a suggestions box for parents/carers to provide Highland Fling with ideas on 

how it can improve its service. 
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Parking 

When dropping children off at the premises we ask that parents/carers respect Highland 

Fling’s neighbours and avoid parking across driveways. 

Buggy, scooter and bike storage  

If parents/carers come to nursery on foot, there is a buggy shed for them to store collapsed 

pushchairs for the day. Please note we do not allow buggies inside the nursery premises in 

order to prevent outside germs and dirt coming in on the wheels. There is also an external 

parking area for children’s scooters and bikes. Parents/carers should ensure they padlock 

their own bikes when they come into the nursery to collect children. 

Garden  

Whenever possible the garden is used in a range of weather conditions. As part of setting up 

the garden for children’s play, staff will carry out daily health and safety checks. In addition, 

staff will carry out quarterly risk assessments which include the garden space to ensure that 

it remains safe (over the long-term) for use.  
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Parental/Carer Partnerships 

PARTNERSHIP 

All staff at Highland Fling will work in partnership with parents/carers building and valuing 

relationships to ensure a high quality service. 

 We will provide a safe, welcoming and happy environment for the children and 

families that access our service. 

 We will keep parents/carers informed of activities by displaying the planning and 

themes. 

 Opportunities will be provided for parents/carers to access information about the 

framework/activities offered in the setting and contribute to their child’s learning in 

the setting and how they can be involved at home. 

 We will always listen to parent/carer views and concerns to ensure their needs and 

the needs of their children are met. 

Parental Involvement  

It is the duty of Highland Fling to work in close collaboration with parents/carers in order to 

provide a stable environment for their children. 

Highland Fling encourages parents/carers to take an interest in their child's life at the 

nursery and with what they have achieved. It provides many opportunities for parent/carers 

to become involved in the nursery from helping out on special events, sharing hobbies or 

jobs with the children during nursery hours, donating toys and clothing, attending meetings, 

reading the daily emails and term-based newsletters and responding to the annual feedback 

questionnaire. 

If parents/carers would like to become more involved or involved in a different way, then 

they should be encouraged to speak to management. 

ANNUAL SOCIAL EVENTS  

Highland Fling hosts social evenings for parents/carers in April and October. It provides an 

opportunity for parents/carers and staff to get to know each other and for parents/carers to 
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meet other parents/carers in the local community. Events will vary from year to year and 

suggestions are always welcome.  

In addition, Highland Fling organises several events for families - in June we have the 

nursery graduation and the end of term show. Other activities vary from year to year. 

All children in Highland Fling will be invited to a Christmas party every year. 

In all cases the dates of these events are communicated well in advance via email and 

newsletter. In addition, a notice will be displayed on the inside of the front door nearer the 

time asking people to sign up. 

BABYSITTING SERVICES 

Whilst Highland Fling is happy for staff to make personal ‘babysitting’ arrangements with 

parents/carers, it has to be underlined that Highland Fling does not take responsibility for 

the service provided. However, Highland Fling does address the issue of personal 

‘babysitting’ services during staff child protection training. 

PARENT CONFIDENTIALITY  

Highland Fling actively encourage parents/carers to speak to the staff if a situation arises 

which may adversely affect the child's behaviour. This information will be treated in the 

strictest confidence and will only be passed on to other members of the staff team on a 

need to know basis.  

SHARING INFORMATION WITH PARENTS/CARERS 

Key workers will provide verbal and written feedback to parents/carers on a daily basis. The 

importance of good communication between Highland Fling and the parent/carer cannot be 

overemphasised. Parents/carers must feel assured that staff will find time to seek them out 

on an individual basis to discuss particular issues with their children as they arise. If 

parents/carers wish to discuss something specific with their child’s key worker or with the 

management, then they should be encouraged to telephone the nursery during the day so 

that a mutually convenient time can be arranged.  

 

In addition, we will ensure that the following communications are consistently updated: 
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 Highland Fling prides itself on displaying children’s art work framed and in a gallery 

format along the main corridor.  

 Each individual room in Highland Fling has a floor book full of photographs and 

information about what the children have been doing. The walls in the rooms are used 

for further display and parents/carers are invited to look around whenever they wish. 

 Highland Fling has individual folders for each of the children in which their personal 

achievements are recorded. 

 Highland Fling use a ‘Staff Communication Book’ between the staff on different shifts 

to pass on messages from parents/carers about their children to their child’s key 

worker.  

RECOMMENDATIONS / SUGGESTIONS BOX  

Highland Fling is always looking for ways to improve its service and is happy to receive any 

suggestions. Parents/carers, staff and children are encouraged to complete their relevant 

feedback questionnaire once a year highlighting things they like and areas to be improved.  

Parents/carers are also able to email any comments to the office or speak to the 

management in person. Finally, there is a suggestions box in the reception area where 

parents/carers can place their comments (anonymously if they choose).  

COMPLAINTS AND COMPLAINTS LOG BOOK  

It is a key Highland Fling aim that all children’s and parents/carers experiences in the 

nursery should be positive and happy ones. However, we do realise that, on occasion, 

problems can crop up which must be dealt with as quickly as possible.  

The most important element in avoiding problems is to have the best possible relationship 

between staff and parents/carers. Together, and through partnership, we can work towards 

providing the best conditions for the children.  

If there is a minor problem which is to do with the day-to-day handling of the child it is 

appropriate to have an informal chat with the child’s key worker who should be able to deal 

with any small daily upsets that may have arisen.  

In the event of this option being unsatisfactory or of the problem being of a more personal 

or delicate nature staff will direct parents/carers to management who should be able to 

deal with it effectively. In cases of no resolve the Owner should be approached. All 
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complaints must be recorded in a complaints log book -available in the office for all parties 

to read- all complainants remain confidential in accordance with our data protection policy.  

Parents/carers should be assured that Highland Fling takes all complaints seriously and 

treats them in the strictest confidence and will deal with them in a professional manner. 

If no satisfactory solution has been reached after these stages it would be in order for the 

matter to be taken up with the Registration and Inspection Service. The address of The Care 

Inspectorate is: 

South East Region,  

Stuart House,  

Eskmills,  

Musselburgh,  

EH21 7PB 

 

The telephone number is 0845 600 8335 
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EARLY EDUCATION AND CHILDCARE UP TO THE AGE OF 16: USEFUL REFERENCE 

MATERIAL 

Legal 

The Children (Scotland) Act 1995 

The Act puts children first. Each child has the right to: 

 be treated as an individual; 
 form and express views on matters affecting him or her; and 
 be protected from all forms of abuse, neglect or exploitation. 

Parents and local authorities have rights and responsibilities in achieving the balance of 
care. 

The Act is accompanied by four volumes of regulations and guidance, Scotland’s Children 
(1997). 

The Data Protection Act 1998 

The Act covers how information about living, identifiable people is used. All organisations 
that hold or process personal data must comply. 

The Disability Discrimination Act 1995 

This wide-ranging Act, which came into force in 1996, makes it illegal to discriminate against 
disabled people in employment, access to goods, services, transport and education. 

Fire Precautions (Workplace) Regulations 1997 (as amended) 

The Regulations place a responsibility on employers for carrying out risk assessments in 
relation to premises. The risk assessment is a means of providing fire precautions for the 
safety of people using the premises. 
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The Health and Safety at Work etc Act 1974 

The Act is the basic piece of health and safety law that covers everyone who is affected by 
work activity. It places the burden of legal responsibility for health and safety at work with 
the employer. 

The Human Rights Act 1998 

The Act incorporates the European Convention on Human Rights into Scots and English law 
in relation to the acts of public bodies. Its purpose is to protect human rights and to 
maintain and promote the ideals and values of a democratic society. The Articles of 
Convention include: 

 freedom of thought, conscience and religion; 
 freedom of expression; 
 freedom of assembly and association; 
 the right to have respect for private and family life; and 
 the right to marry. 

The Misuse of Drugs Act 1971 

The Act is the main law for drugs control in the UK. It prohibits the possession, supply and 
manufacture of medicinal and other products except where these have been made legal by 
the Misuse of Drugs Regulations 1985. The legislation is concerned with controlled drugs 
and puts these into five separate schedules. Anyone who is responsible for storing or 
administering controlled drugs should be aware of the content of the Misuse of Drugs 
Regulations 1985 and the Misuse of Drugs (Safe Custody) Regulations 1973. 

The Police Act 1997 

Part V of the Police Act 1997 was implemented in April 2002. This provides for Disclosure 
Scotland at the Scottish Criminal Record Office to issue disclosure certificates to individuals 
and organisations. For those regularly caring for, training, or being in sole charge of children, 
the certificates will include details of all convictions and any other information which the 
police consider relevant to the post. When the Index of Adults Unsuitable to work with 
children is established, any information from this list will be included too. 

The Public Interest Disclosure Act 1998 

The Act protects workers who ‘blow the whistle’ about wrongdoing. It mainly takes the form 
of amendments to the Employment Rights Act 1996, and makes provision about the kinds of 
disclosures which may be protected; the circumstances in which such disclosures are 
protected; and the persons who may be protected. 
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The Race Relations Act 1976 

The Act makes racial discrimination illegal in employment, service delivery, training and 
other areas. 

The Race Relations (Amendment) Act 2000 

The Act makes racial discrimination illegal in public activities that were not previously 
covered. It puts a general duty on public organisations to promote race equality. 

The Regulation of Care (Scotland) Act 2001 

The Act establishes a new system of care service regulation including the registration and 
inspection of care services which takes account of national care standards. The Act also 
creates two new national, independent bodies, the Scottish Commission for the Regulation 
of Care, to regulate care services, and the Scottish Social Services Council, to regulate the 
social service workforce and to promote and regulate its education and training. 

You can visit these websites for information: 

 Regulation of Care (Scotland) Act 2001 www.scotland-
legislation.hmso.gov.uk/legislation/scotland/acts2001/20010008.htm  

 Regulation of Care (Scotland) Act 2001 Statutory Instruments www.scotland-
legislation.hmso.gov.uk/legislation/scotland/s-200201.htm 

The Rehabilitation of Offenders Act 1974 

The Act enables some criminal convictions to become ‘spent’ or ignored, after a 
rehabilitation period. The rehabilitation period is a set length of time from the date of 
conviction. 

The Sex Discrimination Act 1975 

The Sex Discrimination Act 1975 makes it unlawful to discriminate on grounds of sex or 
marital status in recruitment, promotion and training. The Act also covers education, the 
provision of housing, goods and services and advertising. 

Standards in Scotland’s Schools etc, Act 2000 

Local authorities are required to have regard to the guidance issued under Section 34 when 
exercising their duties in relation to pre-school education. The guidance recognises the 
importance of delivering quality services for children and expects pre-school education not 

http://www.scotland-legislation.hmso.gov.uk/legislation/scotland/acts2001/20010008.htm
http://www.scotland-legislation.hmso.gov.uk/legislation/scotland/acts2001/20010008.htm
http://www.scotland-legislation.hmso.gov.uk/legislation/scotland/s-200201.htm
http://www.scotland-legislation.hmso.gov.uk/legislation/scotland/s-200201.htm
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only to make a distinctive contribution but to link into the wider efforts to secure integrated 
services for children and families. 

Policy 

Aiming for Excellence: Modernising Social Work Services in Scotland 1999 

The White Paper sets out the proposals to strengthen the protection of children and 
vulnerable adults and to make sure high quality services are provided. The Scottish 
Commission for the Regulation of Care is an independent regulator set up for this purpose. 

Our National Health 2000 

The health plan aims to improve Scotland’s health and close the health gap between rich 
and poor, restoring the NHS as a national service and improving care and standards. 

Other useful references 

The UN Convention on the Rights of the Child 

The Convention is not a law but a code that the Government signed up to in 1991. It 
recognises that young people under 18 in Scotland do have rights. These rights must be 
given fairly, and children and young people must be kept safe and well, and able to take part 
in society. 

A Curriculum Framework for Children 3-5 

The Scottish Consultative Council on the Curriculum, 1999. 

The Child at the Centre 

Scottish Executive Education Department, 2000. A good practice guide for all providers of 
care and education for 3 to 5 year olds. 

A Manual of Good Practice in Special Educational Needs 

Scottish Office Education and Industry Department, 1998. A manual of guidance to all those 
concerned with the education of children and young people with special educational needs. 
It includes advice for pre-school teachers. 
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Guidance on Teacher Involvement in Pre-School Education 

Issued by the Scottish Executive Education Department in January 2002, will in due course 
be subsumed within the statutory guidance offered to local authorities under section 34 of 
the Standards in Scotland’s Schools etc, Act 2000. 
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