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1. Introduction 
The purpose of this policy is to outline the procedure for helping children settle into preschool and ensuring their transition into our setting is smooth, secure, and happy. It aims to provide children with a sense of security and promote their emotional well-being as they begin their preschool journey.
2. Objective
· To support children in adjusting to their new environment.
· To establish positive relationships between children, parents, and staff.
· To ensure that each child is treated as an individual with their unique needs.
· To promote a warm, welcoming environment where children feel safe and valued.
3. Legal and Regulatory Framework
This policy is based on the requirements of:
· The Statutory Framework for the Early Years Foundation Stage (EYFS).
· The Ofsted Early Years Inspection Handbook.
· The Children Act 1989 and 2004.
4. Key Principles
· Key Person Approach: Each child will be assigned a key person to support them during the settling-in process. The key person will establish a relationship with the child and their family to ensure a smooth transition.
· Individual Needs: The settling-in procedure should be flexible and adapted to the needs of each individual child.
· Parental Involvement: Parents/carers are encouraged to participate in the settling-in process, providing insight into their child’s preferences, routines, and comfort strategies.
5. Settling-In Procedure
· Pre-Start Communication:
· Parents will be invited to visit the setting with their child prior to starting. This visit will allow the child to familiarise themselves with the environment, staff, and other children.
· Parents will complete relevant paperwork (e.g., consent forms, medical information, emergency contact details). This will be completed on our system My Montessori Child (MMC) 
· The MMC system will ask parents to complete information about the child's likes, dislikes, routines, and any other important details.
· The First Day:
· On the child’s first day, parents are welcome to stay for a short period to help ease the child into the setting. The length of time parents stay will depend on the child’s needs.
· Staff will encourage a positive and calm approach, offering reassurance to both the child and the parent.
· The child’s key person will spend time with them and offer comfort, distraction, and attention to help them feel settled.
· Gradual Separation:
· For children who may find separation from their parents difficult, a gradual separation process is recommended. This might include shorter sessions that gradually increase in length over several days.
· Parents are encouraged to discuss their child’s emotional needs with the staff so that an appropriate settling-in plan can be developed.
· Ongoing Support:
· Staff will monitor each child’s emotional well-being and comfort levels and adapt the settling-in procedure accordingly.
· If a child is distressed, staff will provide comfort and reassurance, working closely with parents to resolve any issues.
· Staff will keep parents informed about how their child is settling in and share any positive experiences or concerns.
6. Role of the Key Person
· The key person will build a strong bond with the child, providing consistent emotional support and developing a relationship based on trust.
· The key person will be responsible for supporting the child during the settling-in period and will communicate regularly with parents about the child’s progress.
· The key person will also provide a transition plan if necessary, adjusting the schedule or environment to meet the child's needs.
7. Parental Involvement and Communication
· Parents will be encouraged to stay in close communication with staff throughout the settling-in process.
· The setting will provide regular updates on how the child is adjusting and will be available to address any parental concerns or questions.
· Parents will be encouraged to share any information about home routines, as this can help staff to provide continuity of care.


8. Monitoring and Reviewing
· The settling-in process will be continuously monitored, and any necessary adjustments will be made to support the child.
· After the settling-in period, the key person will review the child’s progress with the parents and staff to ensure the child’s needs are being met.
· The policy will be reviewed annually or as needed to ensure its effectiveness and compliance with Ofsted regulations.
9. Confidentiality and Privacy
· All information shared by parents about their child will be treated confidentially, in line with data protection regulations (GDPR).
· Staff will be trained to respect family confidentiality, ensuring that any sensitive information remains private.
10. Conclusion
A well-planned and thoughtful settling-in process is essential for providing children with a positive and supportive start in their preschool journey. By creating a welcoming and secure environment, preschools can help children feel comfortable, confident, and ready to explore and learn.
This policy should be reviewed and adapted to meet the individual needs of children and the setting’s specific circumstances, ensuring it aligns with both EYFS guidelines and Ofsted requirements.
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