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Welcome to the St. Andrew’s Nursery Parents’ Handbook. 
 

This handbook should help you understand all you need to know about what goes on in the 
nursery. 
 

If, when reading this handbook, you find any errors or want to offer any updates, please send an 
email to admin@standrews.herts.sch.uk. We will then act on your suggestions before the next 
update. 
 

Further details about most of the information in this handbook can be found on the school 
website: www.standrews.herts.sch.uk. 
 
 

 
Ethos and values 
 

At St. Andrew’s Nursery we are committed to ensure that our pupils are guided by a values 
education and participate in reflection time. Positive behaviour and good learning behaviour 
will also be promoted and celebrated. 
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Finding your way around 
 

Getting to know a new school can be difficult. We hope that this plan showing the layout of 
the school will help you get to know your way around. 
 
 

                                                                                       Entrance to school via side gate / KS2 entrance 

 
 
 

 

 

                                                     
 

 

 

 

 

 

 

 

Parent notice 
board and 

 
internal-mail 
letter boxes 

 

 

 

 

 
Main entrance,  leading  
 to the school office 

            
EYFS entrance (through wooden  

              gates to EYFS playground) 
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The nursery term 
 

Terms often start with a staff training day (INSET). Each school will plan them at different dates, 
depending upon the training needs of the staff. There is also one ‘occasional’ day per year: this 
is part of the school holiday that can be taken at any time in the academic year. It is usual for 
our school to have this in the autumn term, on either a Friday or Monday. 
 

The last nursery day of each full term finishes at 2.00pm.  
 
 

Timings for the nursery day 
 

Mornings 8.20 – 11.20 am 
 

Afternoon 12.20 – 3.20 pm 
 

 

Nursery drop-off and pick-up 
 

Your child must arrive on time; late arrivals are disruptive and prevent the class from settling 
smoothly to their learning day. 
 

To deliver and pick up your children, please access the nursery by the gate next to EYFS. 
 

Outside these times you can access the nursery via the main office entrance. Please note that 
all parents and other visitors are required to sign in before entering the nursery and wear visitor 
badges for the duration of their time in the nursery. 
 
 
 

Getting to nursery 
 

Walking to nursery 
 

There are lots of advantages of walking to nursery, from improving children’s fitness and their 
road safety skills to increasing their independence as they get older, and this is something we 
fully support at St. Andrew’s nursery. 
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Clothing 
 
Children are not allowed to wear jewellery, other than plain flat studs if their ears are pierced. 
These must be removed by the child before participating in PE activities, or covered with their 
own medical adhesive tape brought in from home. 
Nail varnish, make-up or body transfers are not permitted. Long hair should be tied up. Fashion 
haircuts are not permitted. 

 
WELL-BEING 

Spare trousers/leggings 

A spare set of underwear and socks 

Small pack of wet wipes 

Disposable plastic bag 

Named drawstring bag – not a 
rucksack 

Optional for outdoors - kagoule 

 
Labelling clothing 
 
All outdoor coats, hats and wellington boots that are brought into school must be labelled 
clearly with your child’s name in order for us to be able to return anything that is 
misplaced. 

 
Toilets and Accidents 
 

Children are able to use the class toilets whenever they need to. They are expected to be able to 
use the toilet independently when they start nursery. Children will be taught the importance of 
personal hygiene and be encouraged and supported to wash and dry their hands after using the 
toilet. 
If your child has an accident they will be fully supported to ensure they are not distressed. Your 
child will be able to change into their spare clothing which you have to provide from home. Soiled 
clothing will be placed in a carrier bag for your collection at home time. It is a good idea to talk 
this through with your child and let them know that they do not need to feel worried in any way. 

 
If your child has any issues or difficulties with toileting, please discuss these with your child’s 
teacher or include this in the information pack or during your home-visit. 
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WEATHER DEPENDENT CLOTHING 
The school is an all-weather school and 
children are expected to be outside in all 
conditions. They therefore need to be 
prepared and will need the following: 
 

All year: appropriate wet-weather clothing, 
inc. wellington boots 
 

In winter: a hat, warm coat and gloves 
 

In summer: sun hat and sun cream applied by 
a family member before that start of the day 
(staff cannot apply sun cream) 
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What does my child need to take to school each day? 
 

Quick check  More information 

Named 
book bag 

 They are used to transport your child’s reading books, Home/School diary and 
additional notes and homework to and from school. School information and 
correspondence will also be placed in your child’s book bag, so it is recommended 
that you check the bag at the end of each school day. 

Named 
packed 
lunch 
For any day(s) on which 
your child is not eating 
the lunch provided by 
the school 

 Packed lunches need to be stored in a named lunch box and placed on the relevant 
basket in or near your child’s classroom. Please note: packed lunches must not 
contain nuts, in order to protect other children with nut allergies, or chocolate. 

All infants are given a fruit or vegetable snack at first break and have the option to 
have milk. You will be contacted by the school office about how you can place an 
order for milk throughout the school year. KS2 children may bring in a healthy 
snack, such as fruit or vegetables, to be kept separate from their packed lunch.  

Clean 
PE kit 

 The children are expected to bring their PE kit in at the beginning of each week 
and take it home at the end of the week to be washed. 

   Musical 
instrument 

 If your child learns a musical instrument, it will need to be brought into school on 
the day of the lesson and taken home on the same day. 

Money or 
letters of 
permission 

 We use the ‘Schoolgateway’ system to pay for the majority of school events. This is 
an electronic payment system using in terbank t ransfers  or  debit/credit cards. 
A username and password will be issued to new parents during the first few 
weeks of starting school. If cheques or cash are used to pay for trips, charity 
events and dinner money, these should be posted in an envelope by parents into 
the red post box in front of the parent notice board in the dining room. If the 
money is for something organised by SASA, e.g. tickets for a school disco, then it 
goes into the grey box in the same place. PLEASE DO NOT TAKE MONEY TO THE 
OFFICE OR TO TEACHING STAFF. If the money is for a charitable collection, children 
hand it in to their teacher – the money can be taken into school in a named 
envelope in your child’s book bag. Please note: any payment sent into school 
needs to be placed in a sealed envelope. The envelope should be marked clearly 
with your child’s name and school year, and a brief description of the contents 
and/or purpose. 

After-school 
club 
equipment 

 If your child attends an after-school club they may require specific clothing or 
equipment, and they will need to remember this. The office will not telephone 
home if anything has been forgotten, and equipment cannot be brought in later by 
parents. 
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Communication 
 

We operate an open-door policy at St. Andrew’s nursery. It is important to us that you have 
the opportunity to speak to the class teacher about any concerns you may have. The end of 
the session is an appropriate time to alert the staff to any worries you may have. 
 

Schoolgateway 
 

St. Andrew’s uses an electronic communications, messaging and payments system called 
‘Schoolgateway’. This enables us to communicate with parents by email and/or texts and for 
you to make payments via interbank transfers or debit/credit cards. It is important that you 
register and provide contact details for those who should receive the notifications relevant to 
your child(ren). You will receive newsletters and important information about school trips, 
events, etc. We can use this system to text urgent messages to Parents, e.g. school closure, 
cancelled events. 
 

 
Communicating with the Head teacher 
 

If you wish to discuss something with the Head teacher you will need to arrange an 
appointment via the office. If you wish to communicate in writing, a letter should be sent to 
the Head. Emails are not the most effective way as these are for inter-school and 
professional communication only. 
 

 

Attendance 
 
Holidays 
 

As we value daily attendance at nursery, please do not take holidays during term time. If you 
still decide to take your child out of school for a family holiday it is courtesy to inform the 
school in writing so that the class teacher is aware. 
 

Absences 
 

If your child is unwell and unable to attend their session, please telephone the school office 
to report their absence. If your child is suffering from sickness and diarrhoea please do not 
bring them back into nursery until a minimum of 24, ideally 48, hours after the last episode. 
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Positive behaviour reinforcement 
 

Our behaviour policy reflects our aim to use positive behaviour strategies. Children receive 
opportunities to have their learning valued, either for listening attentively, following rules, 
sharing, caring, achievement, persistence, creativity, concentration, or progress. 
 
 

Head teacher’s achievement stickers and certificates 
 

Children are sent to the Head teacher for Golden Stickers when they exhibit high standards 
of learning and progress in their work. They may also be sent to the Head for other 
noteworthy achievement. 
 
 

School Ambassadors 
 

Children from Year 6 have leadership opportunities to develop a range of skills that promote 
their confidence and raise their self-esteem. There are various roles that are developed 
through the school, one being acting as Ambassadors. Their duty is to show prospective 
parents around the school. Prospective parents of children of nursery age will have the 
opportunity to be shown around the setting by the Ambassadors during our “Open day”. 
 

 

Home School Expectation 
 

Parents are sent a digital copy of the Home School Expectations that clearly outline 
expectations of staff, parents and children and are referred to throughout your child’s time 
in nursery. 
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About the people at St. Andrew’s 
 

The staff 
 

The nursery class is managed by a teacher, as well as two qualified early years keyworkers. 
There is a part-time Inclusion Co-ordinator (INCo) at the school. Her job is to arrange support 
for parents and to liaise with agencies if a need has been identified. She may assess your 
child and/or work with them within a small group. If you have an immediate concern, you 
need to go first to the class teacher, who may recommend a further meeting with the INCo 
If your child does have a need and you require more regular dialogue, you can pop into a 
SEND surgery on Monday after school. Please contact the office first to make an 
appointment. 
 

 

The Governing Body 
Our Governing Body works very closely with the Head and staff to maintain the high 
standards expected in our school. They are a very committed and hard-working team and 
meet twice a term. It is a demanding yet rewarding role and vacancies do arise every year. 
Each post is for a minimum of 4 years. 
 

Our Governors aim to visit the school to attend functions, observe specific lessons and to 
meet our children. They also contribute to the school newsletter. 
 
 

SASA 
SASA stands for St. Andrew’s School Association, of which every parent is automatically a 
member when their child starts school. Meetings are held every term and are open to all 
members to attend. SASA organises film nights, discos, school fairs and other popular events. 
The money they have raised has had a significant impact on the school – our new EYFS 
outdoor learning equipment is their most recent addition. 
 
 

Class Representatives 
Parents of nursery children will need a class representative (CR). The class teacher will often 
ask for a volunteer, or if you are interested in becoming a CR, please let the teacher know. 
 

The CR will liaise regularly with the class teacher with regards to information and messages 
that need to be disseminated to the parents of pupils in that class. An example of this role is 
to ask other parents to help out at a stall at the Christmas Fair. The CR may also organise social 
events and collections etc.! St. Andrews’ parents are very friendly and quite often meet 
socially and organise events such as meals out for parents or gatherings at the park for the 
children during a holiday. 
 

Volunteering 
We welcome parent volunteers to support school trips, or as regular visitors to support 
reading, etc. A letter will be sent out regarding parent volunteers. If you would like to 
volunteer, please follow the steps in the letter.  
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School environment 
 

We are blessed with beautiful school grounds and our children love accessing these areas 
throughout the day. EYFS children have their own dedicated outdoor learning area. The 
children also have access to the school’s wildlife and Forest School area, as well as a 
separate building (the L e a r n i n g  Centre) for our w raparound care. 
 
 

Please note: for Health and Safety reasons, nursery and school playground equipment must 
not be used outside of school hours, including during school drop-off and pick-up times. 

 

 Milk/snack 
 Milk is available free of charge to nursery children, if you would like your child to have milk          
please indicate this on the Data Collection Sheet. 
 Nursery children are also offered a healthy snack (usually raw vegetables/fruit) and drinking     
water is freely available throughout their session. 
 

 

First Aid 
 

Minor accidents are dealt with promptly and all staff in the unit have Paediatric First Aid 
training. If we consider further treatment is necessary we will contact you immediately to 
discuss further action. 

 

 

Safeguarding 
 

We adhere to strict controls to ensure the safety of our pupils at all times. 
 
 

Parking 
 

To avoid causing problems for people who live around the school and to ensure the safety 
of our pupils and other road users, please follow these very important guidelines. Cars must 
not be driven into the school grounds to drop off children at any time. The grounds at the 
front of the school are for Staff use only and receiving of deliveries. Please also ensure that 
all friends and relatives who drop off and pick up are aware of the guidelines. 
 

PLEASE DO NOT PARK: REASON 
  

Blocking the school gates Restricts staff access/exit and emergency-vehicle access 
  

Near the school entrance Dangerous as it reduces visibility of moving traffic 
  

Staff car park Strictly for the use of staff only 
  

 

There are spaces to park near the school on Benslow Rise and other nearby streets. Dropping 
older children off near the school, rather than parking and walking them into the playground, 
can help ease parking and congestion issues. Children must not be dropped off in the staff car 
park. 
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Events at St. Andrew’s 
 

 

Consultations 
 
These are held in the autumn and summer terms with a written report sent to you in the 
spring term. 
 

 

Family sharing 
 
These are sessions where parents are invited into the Nursery to look through their child’s 
Learning Journey and contribute the learning taking place. Please refer to the welcome letter 
from your teacher for the dates of these sessions.  
 

 

Birthday celebrations 
 

When it is your child’s birthday, their special day is acknowledged in class where all the 
children sing to them. If children wish to hand out invitations or thank-you letters, this is done 
after school by parents unfortunately we cannot distribute these in class. 
 

Phonics and Writing Information Evening 
 

We put on an evening for parents to inform parents about how we teach phonics, reading 
and writing at St. Andrew’s nursery. Parents generally give very positive feedback about how 
helpful these evening are in helping them to support their children’s learning.  
 
 

Cake sales 
 

During the course of a term the morning and afternoon nursery will be allocated a session 
in which to run a cake stall. Parents are asked to provide small cakes which are sold to other 
pupils and parents. The profits are used by the class teacher and pupils to buy the ’icing on 
the cake’ – the little extras for their own class – such as a new tape recorder or support 
towards a school trip. You will be notified via the Newsletter of the date of your child’s cake 
sale and asked for volunteers to run the stall. 
 
 
 

Nursery Visits and Trips 
 

During the summer term the nursery children visit a place of interest such as a wildlife park, 
butterfly world, farm or similar. Visits around the school grounds and within the local area 
may also take place to support learning. Visitors are also welcome to the setting to promote 
hands-on learning experiences. 
 

The children also have the opportunity to visit the main school to attend various whole school 
celebrations. 
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Autumn-term events 
 

 

Christmas Cards 
 

We have your child’s Christmas card design professionally printed and available to purchase 
in packs. To ensure these are ready for Christmas the children design their card during school 
time in September. Parents are then invited to place an order. This is a fund raising event. 
 

SASA Christmas Fair 
 

Traditionally held on the weekend nearest to St. Andrew’s Day, this is one of the highlights of 
the school calendar. It is a wonderful event supported by all our families. Parents come to 
help manage stalls and also have plenty of time to visit Father Christmas, eat delicious 
refreshments, and have a great time playing games and listening to the choir sing carols. 
 

Christmas shoe boxes 
 

Each year we support Walsworth Road Baptist Church in their charitable giving. Children are 
asked to fill and wrap a shoe box with small inexpensive gifts which are then shipped abroad 
to children who would otherwise not receive gifts at Christmas. Pupils really enjoy collecting 
items for the boxes, and it does remind them of less fortunate children. A list will be supplied 
advising you on suitable/unsuitable items. Keep a shoe box handy for this time. 
 

Christmas festivities- Holy Saviour Christmas Tree Festival 
 

Every year our pupils make decorations for our entry to the Christmas Tree Competition held 
at the Holy Saviour Church Christmas Tree Festival. The KS2 choir opens this event and parents 
are very welcome to visit the festival and vote for a tree. 
 

Nursery Christmas production 
 

Our younger children put on a Christmas Production in school. Parents are asked to provide 
simple costumes. We discourage buying costumes to avoid extra costs at this time of year. 
Older siblings are invited to watch this performance. 
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Spring-term events 
 

 

Easter Egg Hunt 
 

On the last day of term the Easter Bunny comes to St. Andrew’s nursery! Eggs are hidden in 
the school grounds; children have a chance to look for six large eggs. Once these have been 
found, smaller eggs are distributed to those children who have not been successful in the 
hunt. If your child has a chocolate allergy: please inform us and we can make alternative 
arrangements. 
 
 
 
 
 
 
 
 
Summer-term events 
 

Nursery Sports Day 
 

This takes place during the Summer Term and parents are invited to attend. 
 

Transition 
 
During the latter part of the summer term EYFS staff will liaise with local playgroup providers 
to share information relating to your child. 

 

A home visit is offered to all children where you and your child have the opportunity to meet 
a member of the EYFS team. 

 

At the end of the nursery year, children visit their Reception class in their chosen school. 
Professionals from both settings will liaise to support this process, often nursery staff 
accompanying children on their first visit to their new Reception setting. 

 

Transition visits are often supported by such things as a home visit or photographing the child 
with their favourite toy which is displayed in the classroom at the start of term. Other 
transition projects have proved successful with the children such as creating a treasure box, 
which the children bring into the class to share at the start of term. 
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What do I need to do if . . . ? 
 
 
 

I am unable to pick up Ring the school (on 01462 459160) and discuss alternative 
my child at short notice? arrangements 

    

My child is ill? Call the school as early as possible in the day (but always before 
 9.20am) to inform them. 

 Please note: if your call is not answered, you can leave a 

 message on the answering machine – this will be picked up soon 
 afterwards by the office staff. 
    

My child needs to Write a note to be given to the class teacher prior to the 
attend an appointment appointment. 
during the day? Collect your child from the school office and sign them out. 

 

 Upon return enter through the office and sign them back in. A 
 member of staff will escort your child back to the nursery. 
    

Someone else is For one-off changes in arrangement please inform the setting by 
collecting my child from completing a consent form “Who I can go home with”. 
school? Regular collection arrangements will be registered for your child. 

  

It is snowing? Do not telephone the school! An email will be sent out if the 
 nursery is closing. You can also check the www.thegrid.org.uk 
    

 and listen to local radio (Heart Hertfordshire (96.6), Heart Radio 
 (97.6) or BBC Three Counties Radio (95.5/103.8 FM / 92.1 FM or 
 630 MW / 1161 MW). 

 If you do not hear anything the nursery will be open. It can 

 help to keep in contact with other parents. Make sure your 
 child comes to nursery wearing boots and warm clothing. 
 They will need to bring in a pair of indoor shoes. 
  

I have concerns about Your first port of call is always your child’s teacher. If necessary, 
my child? other staff will be asked to assist but the teacher knows your 

 child best. 

 The best time to talk to your child’s teacher is at the end of the 
 day. They are supervising up to 30 children in the morning and 

 are unable leave the class. If the matter is urgent, ask the office 
 to pass on a message. If not, arrange an appointment to speak 
 to the teacher after school. 
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Wraparound care 
 
Play Aloud provides children, aged 2 years – 12 years, with a nurturing, active, healthy and 
creative environment. Whilst offering parents flexible, quality and reliable childcare. 
 

Play Aloud is privately run and open from 7.30 am until 6.30 pm all year-round. In term-time 
we provide before and after school care: seeing children safely into and picking up from St 
Andrews School. In school holidays we are open all day, every day from 7.30 am until 6.30 pm 
providing childcare and exciting activities and specialist workshops. 
 

Play Aloud offers healthy breakfasts, snacks, lunches and evening meals. Activities and 
resources include: crafts, sports, board games, computer games, books, baking, toys, role-
play, chill-out area, art, puzzles, music, outings, homework help and all kinds of fun based on 
the children’s interests. 
 
St Andrew’s Nursery children have priority for securing a place at Play Aloud providing this is 
reserved prior to the start of the academic year. 
To book, to register your interest or to discuss your childcare needs please call/text: 07903 
336113 or e-mail: standrews@playaloud.co.uk 
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Glossary of terms used in this handbook 
 
 
 

 CR Class Representative 
   

 EYFS Early Years Foundation Stage: Nursery and Reception years 
   

 Infants Year 1 and Year 2 
   

 Juniors Years 3, 4, 5 and 6 
   

 KS1 Key Stage 1 (Years 1 and 2) 
   

 KS2 Key Stage 2 (Years 3, 4, 5 and 6) 
   

 Schoolgateway Communications, messaging and payment system 
   

 SASA St. Andrew’s School Association 
   

 INCo Inclusion Coordinator and Disability Coordinator 
   

 TA Teaching Assistant 
   

 Transition This is a period of time when children transfer to nursery from playgroup. 
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