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Settling in Procedure

September 2023
Aim

From the start we want children to feel safe and happy in the absence of their parents.  Settling in is an individual process and therefore we aim to understand the individual needs of children and their parents. Discussing previous separation experiences, how many transitions there may have been and how parents are feeling about leaving their child, begins to help this process.

Before your child starts

Before a child starts attending the Nursery we encourage parents to visit the Nursery with the child so they can get familiar with the environment, facilities and staff at the Nursery. During the visit the Head Teacher/Deputy will tell the parents about the nursery, what principles we follow etc. and also they will discuss the admissions and settling in procedures so the parents can help them to work out the best way forward for their child. Parents also receive a Prospectus with the information about the Nursery, some policies in brief and the Registration Form. Information about the Nursery can also be found on our school website www.lemontreemontessori.co.uk, or the parents can email the Office (info@lemontreemontessori.co.uk) with any queries they have. 

The place is offered on receipt of the completed Registration form (see Admissions Policy). The Registration form acts as a contract between the Nursery and the parents and it contains the Terms and Conditions which the parents sign. 

The medical form is then sent for parents to complete together with the Starter form which contains questions about the child’s development (for example: Have they been left alone before? Are they toilet trained? etc.) so the staff can prepare the individual planning for the child.

All children are assigned a key person either before they start attending the Nursery or within a few weeks of starting Nursery. The key person prepares paperwork, the learning journey and the individual planning for the child and remains the key person for all the time that the child attends the Nursery. 

Please pack in a signed bag:

- Lunch/Tea in signed lunch box (if not taking hot lunch offer)
- Spare set of clothes
- Jumper/wellies/raincoat for colder/wet weather
- Nappies and wipes (if your child is in nappies)
- Nappy cream or other medication if needed (signed permission form required)
- Completed and signed Starter Pack (if you have not already sent it in)
- Comforter to help settle in (optional) 

Your child’s first session at nursery

On the first day of term, we ask you to bring your child along at their normal time.   

Please stay with your child in the classroom and a member of staff will introduce herself and come and sit with you.  It is important that the parent/carer plays as passive a role as possible allowing the staff member to help introduce an activity which they can start to play with together.  We advise that the parent/ carer says goodbye to the child, telling him/her that they will return very soon to take them home.  Unless it has been decided in advance that parent/carer should stay, it is our advice that the parent/carer does not prolong the goodbye even if the child is upset.

We ask that the parent/carer waits out of sight of the child for a while until a staff member comes to advise how the child is settling and to discuss the best return time.  It may be that the child is left only for a very short time at first until he/she feels more settled.

If the child concerned is finding it difficult to settle (particularly if very young) the parent will be allowed to stay for 5-10 minutes on the child’s first morning and then an arrangement must be made for the child to be collected much earlier than the other children in the class. This procedure may need to continue during the child’s first weeks. 

The parent is encouraged to phone the school number on 020 8651 5061 at any time and for whatever reason and any number of times during the session.

It is important that the parent makes themselves available during the child’s first 2 weeks at school. The parent is always contacted if the child becomes very distressed. We believe in the child’s happiness and freedom and never, ever allow a child to become too distraught. We will always contact the parent if this occurs. 

Procedures to aid settling in: 

· We may suggest you bring your child into nursery 15 minutes later when all the children are settled.

· We may suggest you return to nursery earlier to collect your child and each day extend the length of time.

· In some circumstances, perhaps a friend could drop your child to school so that ‘goodbyes’ can be said in the privacy of your home.

Most children do settle in very quickly and easily into their new routines and begin to form a strong attachment to their key person. They also become familiar with the routines at nursery knowing that they will be picked up after the ‘goodbye’ song has been sung. Most of our children settle into the new nursery routine quickly, however if the child becomes upset and the staff are not able to distract or involve the child in an activity, the parents will be called and asked to collect the child.

On the odd occasion there has been a child who has taken longer to settle, especially if they are very young, and the above procedures would therefore apply more to these children. 

Parents are always welcome to stay for a short while for the first few mornings and will be encouraged to leave the child for a short while. The length of time the parent is absent will be slowly and carefully extended in liaison with the Registration Coordinator at the school. The Head Teacher is always available on 020 8651 5061 if further clarification is needed.
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