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Settling-in Policy and Procedure
Statement of Intent

For most children, starting playgroup is their first separation from their main carer, and we recognise that ‘parents are children’s first and most enduring educators’ (Early Years Foundation Stage – Positive Relationships/Parents as Partners). Starting in a new setting is a major event in a child’s life and this time of transition can be stressful for both children and parent/carers.  At Stepping Stones, we seek to ensure a smooth transition by working in close partnership with home and school, so that both child and parent/carers feel supported as they work towards feeling comfortable and at ease in the new setting. We believe that it is important for staff to take time to get to know the children and their home environment. 

Stepping Stones endeavours to be accessible to children and families from all sections of the local community. We recognise that ‘children approach school with a diversity of individual experiences, attitudes, expectations and developmental differences.  (Children Starting School: A Guide to Successful transition and transfers for teachers and assistants - Hilary Fabian, chapter 1 page 1) and take account of this in our initial and ongoing planning.   

We want children to feel safe, stimulated, and happy in the setting and to feel secure and comfortable with staff. We also want parents/carers to have confidence in both their children's well-being and their role as active partners with the setting.  We want children to recognise other adults as a source of authority, help and friendship and to be able to share with their parents/carers afterwards the new learning experiences enjoyed in the playgroup.

All our staff know about the importance of building strong attachments with children. They are trained to recognise the different stages of attachment and use this knowledge to support children and families settling into the nursery.

Aim 
At Stepping Stones, we aim to:  
· Make the children feel happy and secure in their new environment in the absence of their parent/carer.  
· Make the children feel confident to explore and experiment in the physical environment.  
· Help the children to develop independence in the new environment and freely access all the resources.  
· Support the children to develop positive relationships with both adults and other children in the setting.  
· Help children to communicate their needs to others in an appropriate way.  
· Promote appropriate behaviour, with clear expectations and positive reinforcements.  
· Work in partnership with parent/carers in their children’s learning.  
· Support and build upon the children’s prior experiences and knowledge gained in their home environment.  
· Encourage and welcome open and honest communication between staff and parent/carers.

· Make the setting a welcoming place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families. 

· Show empathy and sensitivity towards new parents/carers and children.  
· Be responsive and flexible by considering the individual needs of the children and parents/carers.
· Take time and space to get to know new children and their parents/carers whilst they are settling in. 
· Organise and manage the environment in such a way that the children can operate independently, safely, and imaginatively. 

Procedures
· The children and parent/carers are always welcomed warmly and invitingly into the setting.  
· All children and their parents/carers are made very aware of their allocated individual key person.

· Each key person always endeavours to develop a genuine bond with each child, and their parents/carers, and offers a settled, close relationship, responds sensitively to the feelings, ideas, and behaviour of each of the children and endeavours to meet each child’s particular needs, and those of their parent/carers. 
· Before a child starts to attend the setting, we use a variety of ways to provide his/her parents/carers with information. These include written information (including our website and policies), telephone or email conversations, individual meetings with parents/carers and children and visits to the playgroup.

· We provide opportunities for the child and their parent/carer to visit the setting and attend a free ‘play’ session with a flexible approach according to the parent/carers wishes as to whether they stay with the child.  Additional taster sessions can be booked, depending on individual needs.

· We use pre-start visits to explain and complete with his/her parent/carer the child's registration records, including a ‘All about me’ booklet.

· Before a child starts to attend, we explain the process of settling-in with his/her parent/carer and jointly decide on the best way to help the child to settle into the setting, eg stay and play, drop and go etc.

· Younger children may take longer to settle in, as many children have not previously spent time away from home. Children who have had a period of absence may also need their parent/carer to be on hand to re-settle them.  Reassurance to families/carers will always be given.

· Personal phone calls will always be made initially and as needed to support parent/carers during the settling in period, informing them of their child’s emotional well-being.

· We judge a child to be settled when they have formed a relationship with their key person or other adult; for example, the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to be with them. The child is also familiar with where things are and is pleased to see other children and participate in activities.

· We try to encourage home visits as part of our settling-in procedure where appropriate.  Refer to Home Visits Policy and Procedure.

· During the ‘settling in’ period, starting times in the mornings and number of days attended are very much an individual decision for the parent/child/staff to make in consultation together, as they seek to make the best choice for each child.   
· We offer ongoing, regular, informal discussion with the parent/carers, to enable us to build up a picture of their child and the previous experiences they arrive at Stepping Stones with, and how each day is progressing and how their child is settling in, often using Famly as a communication tool.   
· During the settling in period, activities and experiences provided in the setting are geared towards helping the children settle into the new environment and routines, in response to how each child is progressing.    

For children whose first language is not English

· For many children learning English as an additional language, the stage of proximity takes longer as the child is dependent upon the parents’ input to make sense of what is going on.
· If the parent does not speak English, efforts are made to source an interpreter for induction; it will be helpful for them to see around the setting and be clear about their role in interpreting in the play area.

· The settling-in programme is explained to the parent, and it is emphasised how important it is that they stay with the child and talk to him/her in the home language to be able to explain things. 

· Through the interpreter, the key person will try to gauge the child’s level of skills in their home language; this will give the key person an idea of the child’s interests and levels of understanding. 

· The need for the parent to converse in the child’s home language is important.

· The key person makes the parent feel welcome using smiles and gestures.

Our Policy and Procedures for ‘Settling-in’ are always open and responsive to feedback from parents/carers and staff if it is felt worthwhile and helpful additions and changes can be made to the process. In all we do in settling children into the playgroup, we very much see it as a close collaboration between home and setting, to enable the very smoothest and happiest transition into Stepping Stones for all concerned – parents/carers, child, and staff.

Children cannot play or learn successfully if they are anxious and unhappy.  Our settling in procedures aim to help all children feel comfortable in the playgroup, to benefit from what it has to offer and to be confident that their parent/carers will return.

Updated and implemented Autumn Term 2023– reviewed regularly and the procedure monitored and evaluated.
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