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 Special Educational Needs and Disability Policy 

Settling – In and Transitions Policy  
Link to other Policies 

 Equality and Inclusion Policy 
 
Settling In Procedure: 
 
Parents/Carers are invited to settle their child (ren) one week before they start nursery and be 
accompanied by at least one parent/carer or relative. 
 
 Parents/carers are asked to arrange a time at their convenience for settling between either: 
 
10.30 am and 11.30 am,    or    between 4.00 pm and 5.00pm, Monday to Friday. 
 
We appreciate this can be a difficult time for both the adult and child, although however difficult it may 
seem, once your child has arrived, we encourage you to stay with your child for the whole or part of the 
time as seems necessary at the beginning stages, and then encourage you to leave your child for longer 
periods when it appears they are becoming more settled. Our nursery is flexible, and will extend the settling 
in period if a child is not ready to settle during their first week. 
 
We also hope to ease any anxiety felt by parents/carers by ensuring them we are happy to receive regular 
telephone calls and give updates of their progress. We understand that parents/carers are likely to feel 
upset at first at leaving their child in someone else’s care, therefore it is our policy to telephone and inform 
parents/carers  immediately if a child is very upset and discuss any concerns. 
 
Settling In Procedure Summary 

All our Parents /carers will receive a Written Report to discuss a child’s progress: 

Settling In Report: 4 weeks after a child starts: Part Time Children 

Settling In Report 6 weeks after a child starts: Full Time Children 

Standard Report

 

: Regularly after that via 2 Year Progress Check- 2 Year Olds, or a Standard Progress 
Report- Twice yearly for all other age groups. 

…………………………………………………………………………………………………………… 

Transitions 

Children will make several transitions in their early years, nursery practitioners are sensitive to the 
difficulties children may face whilst going through these transitions. 

Starting school is a huge transition and the nursery will do all it can to facilitate a smooth transition. We 
have a variety of methods to support this: 

The key person will initiate conversations with key children, who are due to move to school, about the 
school and discuss what they think may be different and what may be the same. They will talk through any 
concerns the children may have and initiate activities around starting school. 

Starting School 

The nursery will produce a comprehensive Transitions Report when each child is due to start school, to 
enable new teachers to have a good understanding of each child received. This will include their 
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interests,strengths,and level of understanding and development in key areas. This will support continuity of 
care and early learning. 

Transitions to school for children with special educational needs or disability will be handled sensitively with 
the key person and designated ‘looked after persons’; Simona Craig and Zoe Lewis, working together with 
the child to ensure that this is a smooth transition as possible and all necessary information is shared. The 
child’s learning journey, including observations, photographs and pieces of art work and mark making will 
be passed onto the parent/ carer at this stage. 

 

When a child is ready to move from one group to another, a one week settling in period will take place 
whereby the child will be helped to ease into their new environment. A meeting will be set up with the new 
key person and parents/carers may be invited to have a tour around the new group. Key persons will 
complete a 'transition' form and share this with parents/carers, detailing settling in information and learning 
plans. Parents/carers will also be asked to complete an up-to-date immunisation form. The child’s personal 
file containing observations, assessments, samples of work, dietary needs and favourite books, 
hobbies/interests and toys will be passed onto the new key person. Key persons will ensure that a child will 
not be left in their new group until they are happy and comfortable to be there. The Manager will also move 
the child's name onto the appropriate signing in/out register by reception. 

The nursery will fully support children due to move classrooms in a variety of ways; 

Supporting Transitions within the nursery 

• The child’s key person will go with the child on the initial visit to enable a familiar person to be 
present. 

• A transition meeting will occur between the current key person and new key person and the child’s 
parents/carers before the child is due to move rooms, to evaluate readiness and plan for the child’s 
next steps so that transition is a smooth process in which the child is fully supported at all stages. 

• Wherever possible groups of friends will be moved together to enable these friendships to be kept 
intact and support the children with the peers they know. 

• Parents will be kept informed of all visits and outcomes of these sessions e.g.: through 
photographs, discussions or learning journal entries. 

• Only when the child has settled in through these ‘taster ‘sessions will the permanent room move 
take place. If a child requires more support this will be discussed with between the key person, 
parents/carers, manager and team leader of the new room to enable this to occur. 
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