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PRINCIPAL 
  

Mrs N Watson 
  

VICE PRINCIPAL 
  

Mrs J Maxwell 
  

NURSERY TEACHER  morning session ) ( 
  

Mrs K Brown 
  

NURSERY TEACHER  ) afternoon session ( 
  

Miss C Bittle 
  

NURSERY ASSISTANT 
  

Mrs J Mulligan 
  

GENERAL ASSISTANT 
  

Mrs E Kerr 
  

NURSERY STRUCTURE &  
  

ORGANISATION 
  

Type of school:  Controlled Nursery Unit 
  

Age Range:  3 —  years old 4 
  

Numbers:  52 part - time session 
  

Attendance:  5 days per week 
  

Morning Session:  9.00am    - 
   11.30 am 

  

Afternoon Session:  12.15pm   - 
   2.45 pm 

  

A full list of holidays including staff            

development training days will be supplied to  

parents at the start of the first term. 
  

Dear Parent   

I wish to extend to you and your child a very warm welcome to  

Killowen Nursery Unit and to the whole Killowen School         

Campus.   

This handbook has been written to help you get to know      

something about all aspects of our Nursery.   

I hope that you and your child have a happy and exciting year  

with us and that you will come to realise what a good start your  

child is receiving on the journey through a lifetime of learning.   

Our staff in the Nursery have considerable experience both in  

Nursery Education and also in Primary Education.   

I want to establish a positive start by developing a partnership  

between home and school, founded on mutual trust and         

understanding which will be vital in creating a secure and happy  

environment for your child during their time in our Nursery.   

I hope that you find this handbook of benefit as your child       

begins their life - long journey of learning.   

  

Yours sincerely   

N Watson   

Principal   
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ADMISSIONS ARRANGEMENTS  
  

After places have been offered, parents are invited to an Induction Day in June where children can sample 

the Nursery environment, meet other children and parents who will be attending the same session and 

become familiar with our Nursery setting.  

 

This is part of an on-going programme to bridge the gap between home and school and to reassure and 

heighten experiences.  

During the month of September, pupils will be admitted in small groups to allow the teacher to build a 

good relationship with each individual child and their parents. No children are enrolled on Fridays or 

Mondays to allow existing pupils a period of adjustment before and after the weekend.  

A short, positive time works best and if your child doesn’t settle we will contact you.  

Week 1: Children stay for 1 hour  

Week 2: Children stay for 1 ½ hours  

Week 3: Children stay for 2 hours  

  

Week 4: Children stay for 2 ½ hours  

The above times are approximate guidelines. All of the children are individual so staff will discuss how 

your child is settling in and inform you on how to extend their time.  

BEFORE STARTING AT NURSERY YOUR CHILD…….  

  

  

Must be able to manage themselves completely at the toilet and know how to wash their hands 
afterwards. If your child is not fully toilet trained (they must not be using pull ups) you should make 
contact with the Health Visitor so that it is addressed before starting Nursery.  

Should be able to recognise their own coat. Encourage your child to take it off and put it on by him/ 

herself.    

  Should know and use basic table manners which will help during communal eating arrangements.  
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CURRICULUM  

We provide a safe, caring and stimulating environment in which there is flexibility to 

develop and learn so that each child will actively pursue his/her interests supported by 

experienced staff members.  

Children are given the opportunities to investigate, satisfy their curiosity, explore their        

environment both indoors and outside, share the world of books, music, drama, experience 

success and develop a positive attitude towards learning associated with:  

• Personal Social and Emotional Development  

• Physical Development and Movement    

• The Arts  

• Language Development  

• Early Mathematical Experiences    

• The World Around Us  

 In everything that the children do we want them to                                     

 EXPLORE, EXCITE & EXCEL  

The curriculum will be planned with a view to the promotion of: -  

• Physical and manipulative skills  

• Feelings of personal security  

• Skills related to investigation and enquiry  

• Good habits of health and hygiene  

• An appreciation of the needs of others  

• Positive attitudes to learning  

Your child will have the opportunity to: -  

• Experience Forest School learning 

• Handle and use various materials  

• Appreciate the value of books   

• Acquire communication skills   

• Gain enjoyment from the company of other children  

• Begin to solve problems  

  

‘Education is 

not 

preparation 

for life, 

education is 

life itself’ 
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COMING AND GOING  

The school day is divided into two sessions.    

From October the morning session begins at 8.50a.m. with home time collection 

at 11.20a.m.  Parents will be informed nearer the time.  This is more convenient 

for parents leaving children in the Primary School. 

The afternoon session starts at 12.15p.m. with home time collection at 2.45p.m.  

You will be given specific start and finish times for the month of September.  

When collecting your child, please be punctual.  Not only will this prevent your 

child from becoming anxious, but will also greatly assist us in the smooth running 

of the nursery.  

Please notify the teacher of any change in the arrangements for the collection of 

your child.  

  

If for some reason your child is unable to come to school, please contact the 

nursery as soon as possible.  

  

Please do not bring your child to school if he/she is ill, in particular, if they have an 

infectious childhood illness. This can be unsettling for them and is unfair to other 

children.  

  

Please inform the nursery teacher if your child requires any special medication or 

has a particular condition.  

  

For the children’s safety we request that dogs are not brought into the School   

playground at any time, some children can be frightened.   

  

At the beginning of the year, some children feel more secure in the nursery if they 

have a familiar toy/teddy/blanket with 

them.  Please do not discourage this as it 

may help the child to settle more quickly 

and as the term progresses the child will be 

quite happy without this comfort.  

However, other small toys may be easily 

misplaced and should be left at home.  

  

In the interest of safety please use the car 

park at the Laurelhill Sportszone. Cars are 

not permitted in the school grounds. At no 

time should cars be double parked to 

enable traffic to flow freely.  
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HOW CAN YOU HELP  

Worried children cannot learn properly. Anything you, as a parent can do to help 

means a happier time at school for your child. Here are some suggestions: -  

 Explain to your child what you will be doing when they are at school. This 

is reassuring for them.  

Listen and talk to your child and answer questions.  

Read to your child and visit the local library. Use every opportunity to talk 

and this will help develop your child’s vocabulary.  

Help your child to mix with other children, so that they will be happy in 

the company of others, learn to make friends and be able to share with 

others.  

Encourage your child to eat with a knife and fork and to try different kinds 

of food.  

 Count things around the home such as the number of knives and forks on 

the table etc. Talk about different colours and shapes.  

 Take an interest in your child’s play. Play will help them to gain               

confidence.  

Encourage your child to scribble and colour, using chunky crayons, chalks 

and pencils etc.  

Tell your child stories and sing nursery rhymes.   

Encourage your child to ‘help’ at home.  

PARENTS’ INFORMATION 

We hope to have parents’ workshops during the year to give us all an opportunity 

to meet together for a cup of tea, a chat and to focus on an area of nursery 

education.  Information and message updates will be done via Seesaw and you will 

be signed up once your child starts 

HELP FROM HOME   

Please do not throw out anything which you think may be of use to the nursery.  

This may include:  Old Christmas cards, hats, items for the beauty parlour, 

jewellery, dressing up clothes, old spectacles, old kitchen/ household items, old 

cameras, telephones, etc.  
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FUND-RAISING        

If the nursery is having a fund-raising event, please lend your 

support in any way you can.  This involvement will encourage 

your child and help us in a huge way to provide new equipment.  

  

SUITABLE CLOTHING  

Children should be warm and comfortable in school.  You may purchase a school 

tracksuit:  Our uniform supplier is McCall’s of Lisburn.  
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-
schoolsc58/killowen-primary-school-c141    

Red sweatshirt with Killowen Nursery logo  

Blue jogging bottoms  

This type of clothing is ideal, especially when the child is using the toilet.  

A white polo shirt (any brand) worn underneath means that the sweatshirts may 

be removed.  

So that we can encourage the child to be independent we would appreciate shoes 

having Velcro fastenings.  

Always send a coat to school as children play outside every day.  Dress your child 

appropriately for the weather i.e. boots and puddlesuit if it is wet or cold.  We don’t 

keep these waterproof items in school so your child needs to come ready for 

outdoor learning. 

PLEASE ENSURE THAT YOUR CHILD’S COAT, SWEATSHIRT AND JOGGING  

BOTTOMS ARE LABELLED WITH YOUR CHILD’S FULL NAME  

In the event of your child needing a change of clothing we have a separate policy 

for dealing with Personal and Intimate Care should it be required. All parents will 

be asked to complete the consent forms online.  

The school does not take responsibility for children’s clothing, footwear or 

belongings if they are damaged or dirtied.   

SNACKTIME  

Snack time is as valuable socially as it is nutritionally.  It is a great opportunity for 

the children to become independent and chat with their new friends.  

  

https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141
https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-schools-prep-schools-c58/killowen-primary-school-c141


  

  

Page 7  

Sweets, crisps and drinks should not be brought to the nursery as we have healthy 

and varied snacks every day e.g. fruit or carrot sticks; bread such as pancakes, toast, 

garlic bread; and a dairy item such as yoghurt or cheese.  At different stages the 

children also make biscuits, pancakes, fruit salad, soup, cakes etc. and they enjoy 

these at snack time.  We try to encourage 

the     children to try new foods and 

develop a broader taste.  

We endeavour to be a NUT FREE school.  

SPECIAL DAYS BIRTHDAYS      
           

Everyone’s fourth birthday is a special 

event!  If you wish you may bring in a   birthday cake so that your child may enjoy 

their birthday with friends.    

In order to keep all our children safe Killowen Primary School and Nursery Unit 

endeavours to be a NUT FREE ZONE so it is essential that parents bear this in mind 

when bringing any cakes or treats in on special occasions such as this.  
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WALKS   

It is important that the children have the opportunity to observe 

and discuss the world around them.  There is an enormous 

amount of learning in the area surrounding the school.  As an 

ENQUIRY BASED Forest School we place a priority on learning in 

the outdoors.    

VISITORS              
While exploring certain “themes” in nursery, it is sometimes 

fitting for the children to meet people from different fields of 

work. This may be a fireman, a nurse, a chef or someone else 

with an interesting job or hobby.  Parental involvement is 

greatly appreciated so please let us know of any talents or skills 

which you could offer to our Nursery curriculum.  

SEASONAL PARTIES  

Sometimes we just like to celebrate!  We always have a 

Christmas party and one at the end of June.  However, 

sometimes we find reason to party in between.  The children 

are all seated together and enjoy some of their favourite foods.  

We may also play some party games and the children get to 

dance to some of their favourite songs.  

NURSERY FUND  

Your child has been awarded a much sought after place at 

Killowen Nursery which is part of the State Education system 

that, overall as a service is provided free. However, we do ask 

for a voluntary contribution of £4.00 per week going towards 

new resources, equipment and visitors to Nursery.   

 

 

 

 

 

 

 

 

 

As we are a ‘cashless’ school, this should be paid 

through ‘School Money’ and a link will be sent to 

you at the beginning of the academic year to login 
School Money Webpage 

 

https://login.eduspot.co.uk/public/portal/parent/?app=schoolmoney&source=website&version=20190314
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                                   ACTIVITIES  

  

 

 

Imaginative play areas  
  

Quiet area (books/story CDs etc.)  
  

Blocks and construction  
  

Sand (rice, lentils, oats etc.)  
  

Water / Dough or clay  
  

Paint, glue, scissors etc.  
  

Jigsaws and table top toys  
  

Outdoor and Forest School play.  

   
Activities vary from day to day and are flexible for children and staff.  

LINKS WITH OTHER SERVICES  

At Killowen Nursery, we seek to adopt a multi-agency approach to 

looking after the growth and development of our children. We are ably 

supported in doing so by being part of the following initiatives and 

programmes: -  

Getting Ready to Learn - Big Bedtime Read and Happy Healthy Kids  

Early Years Talk Boost   

Early Years Inclusion Service   

Lisburn Primary Care Centre Speech Therapy Department   

Happy Smiles Dental programme   

Links with School Health Visitor  
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Northern Ireland Forest School Association (Award 2023) 

Tiny Learners Award (2024) 

 

CHILDREN WITH SPECIAL NEEDS  

We at Killowen make provision for children with Special Educational Needs and 

during the year we may find that some children are experiencing difficulty in certain 

areas. We ask that you work as closely as possible with us and share any concerns 

you may have about your child if a problem is apparent. The more  information we 

have about your child the more we can concentrate on providing the correct 

materials and activities.  

All provision for special needs is co-ordinated by the SENCO under direction from 

the Principal and at any stage other members of the school staff may become   

involved and made aware of any problems. It is the aim of the school to integrate 

children with special needs as fully as possible, giving them access to the same 

materials, activities and experiences as the other children.  

If other outside agencies e.g. health visitor, social worker, speech therapist, school 

psychologist are involved with your child it is very beneficial that we share our   

information with each other, in the strictest confidence in order to provide the best    

experiences for your child.  

You will be kept informed at all times and may be asked to continue the support, 

of what we are doing, at home.   

  

LINKS WITH KILLOWEN PRIMARY SCHOOL  

It is important to remember that your child does not automatically transfer to       

Killowen Primary School from Killowen Nursery Unit.   

However, we do hope that the parents of each and every child who attends the 

Nursery will see the value of continuity in the familiarity of both the school      

campus and moving on with their peer group. Advice and information will be 

shared with you as a Nursery parent, regarding the application and admission   

criteria for a Primary 1 place.  

  

LINKS WITH THE COMMUNITY  

As well as providing services within the school such as library books, fairs and fun 

days, charity fundraising and having individual and class photographs taken by a 

professional photographer, we further our links with the local community by   

having visits from such people Debbie Doolittle Wildlife, PSNI and Police Dogs, 

NIFRS, mobile farm visit and the Waste Bus recycling to name just a few.  
   

RECORD KEEPING & ASSESSMENT  

The staff are constantly observing, recording and evaluating the children as they 

play and interact. This helps the staff to plan suitable activities for them to         
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EXPLORE, EXCITE and to EXCEL. We always welcome input from you as parents 

and any information shared with us will be in confidence. Both teachers hold 

meetings with parents so that you have the opportunity to discuss your child’s 

progress.  

PASTORAL CARE 

We at Killowen Nursery have a Primary responsibility for the care, welfare and 

safety of the children in our care. There is a Safeguarding Policy which includes the 

Child Protection Policy for the whole school which states particular                

arrangements in place for the Nursery. A copy of the full policy is available on the 

school website. 

As part of our curriculum, we teach our children about possible dangers by      

helping them to recognise and deal with unwelcome behaviour in others.  

All staff and volunteers have been subject to appropriate background checks and 

guidelines have been drawn up to guide their behaviour towards the children.   

The school’s Personal and Intimate Care Policy is an important document which 

you must familiarise yourself with and authorise how you would like your child to 

be cared for.  

Please be aware that if a child continually needs changed, parents will be          

contacted and a plan will be drawn up between the parent, school and the Health 

Visitor.  

If a parent does not give permission for intimate care they have to be contactable 

and available to come to the Nursery to change their child. If a parent is not      

contactable and the child is wet or soiled, it is our duty of care in an emergency, to 

change them where necessary.  

If you have a concern about your own or another child, you should follow these 

procedures:  

SAFEGUARDING & CHILD PROTECTION REPORTING PROCEDURES  

I have a concern about my child’s safety.  

  

I can talk to Miss Bittle and/or Mrs Brown.  

If I am still concerned I can talk to –the Designated Teacher for Child Protection or 

any one of the Deputy Designated Teachers –Mrs Watson, Mrs Maxwell, Mr Adair, 

Mrs Brown (Nursery AM) or Miss Bittle (Nursery PM).  

    

If I am still concerned, I can talk/write to the Chairperson of the Board of           

Governors—Mrs A Noble  

 

  At any time, I can talk to the Gateway Team at Social Services or the PSNI.  

Gateway Team —0300 100 0300  

Emergency Duty Service—02890565444  
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 PSNI Public Protection Unit (PPU)  

Contact 101  

 

 

BEHAVIOUR MANAGEMENT 

In Killowen Nursery we place a strong emphasis on assertive discipline through a 

structured approach in the use of positive behaviour management skills and their 

impact on the quality of learning and teaching.    

It is about setting up a system of rules, rewards and consequences by way of a 

dialogue between teachers and pupils about how best to meet the needs of both 

social and academic progress. This system is flexible, easily adaptable for each 

class and incorporates the value and insights of a range of stakeholders.  

Through visual and verbal reminders, the children are constantly aware of the 

class ‘Rules, Rewards and Consequences’.  

Our aim is to help the children become self-disciplined, accept responsibility for 

their own actions and respect others and their work. By following such a system, 

we hope to achieve the following: -  

• Reduction in disruptive behaviour  

• Children have the responsibility to choose appropriate behaviour  

• Increased time spent ‘on task’ by both child and staff member  

• Consistency of approach within the daily routine  

• Increased levels of teamwork and co-operation  

• More favourable perception of fairness amongst pupils  

• A more positive Nursery ethos  

  

We look forward to sharing more information about how we actually plan to 

encourage the children to follow the rules at a later date as we value the 

importance of the home-school link. Parents can be actively involved by 

reinforcing our Behaviour Management Plan at home.  
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If you are concerned about any aspect of your child’s behaviour or if you feel the 

behaviour of another child is affecting your child in any way, please do let us 

know.    



 

 

Important and Useful Links  

Below is a list of essential Links for parents.  Included are important links to school policies 

which are also available on the school website.  Parents must complete the online 

permission form which can be accessed from the link below.  

 

School Meals and Uniform Grants Form - https://www.eani.org.uk/financial-help/free-school-meals-

uniform-grants  

  

Uniform Suppliers - https://mccallsoflisburn.com/schoolwear-c6/your-school-uniform-c8/primary-

schools-prep-schools-c58/killowenprimary-school-c141    

  
School Attendance matters – Department of Education https://www.education-

ni.gov.uk/sites/default/files/publications/de/attendance-matters-a-parents-guide.pdf  

  

School Money - 

https://login.eduspot.co.uk/public/portal/parent/?app=schoolmoney&source=website&version=201

90314  

  

 
Policies are available to view on our school website.  
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