                                                                     St James Pre-School 



We aim for children to feel safe, stimulated and happy in our pre-school and to feel secure and comfortable with staff.  We also want parents/carers to have confidence in both their children’s wellbeing and their role as active partners, with the child being able to benefit from what the pre-school has to offer.

We aim to help parents and other carers to help their children settle quickly and easily by giving consideration to the individual needs and circumstances of children and their families.

The pre-school staff will work in partnership with parents/carers to settle their child into the pre-school environment by:-

· Providing parents/carers with relevant information regarding the policies and procedures of the pre-school
· Encouraging the parents/carers and children to visit the pre-school during the weeks before an admission is planned.
· Planning settling in visits and introductory sessions (lasting approximately 1-2 hours). These will be provided free of charge over a one or two week period dependent on individual needs, age and stage of development

· Welcoming parents/carers to stay with their child during the first few weeks until the child feels settled and the parents/carers feel comfortable about leaving him/her.  Settling in visits and introductory sessions are key to a smooth transition and to ensure good communication and information sharing

· Parents will receive an All About Me form to complete to provide the child’s key person with information to ease their settling in period as much as possible

· When a child is accepted by the pre-school, a registration pack will be provided including key policies, initial settling in visits, pre-school staff as well as general information regarding the pre-school
· Arrangements will be made with parents with regard to the child’s settling in visits and these will continue until the child feels comfortable being left for a whole session.  Fees will not apply until the settling in visits are completed

· The officer in charge will ensure that relevant staff are familiar with and the registration details of the new child.  Any information considered confidential will remain in the office in the child’s personal file

· All dietary requirements and allergies will be included and given to the staff members in the room and also in the kitchen

· During the first few weeks parents/guardians will be able to stay with their child for sufficient time so to ensure that the child feels settled and the parent/guardian feels comfortable about leaving him/her

· The number of settling in visits required depends on the individual child.  With each visit at the pre-school we gradually increase the amount of time so that the children experience different aspects of the pre-school session.
· No child will be taken on an outing from the pre-school until he or she is completely settled, and a consent form has been signed by the parents

· Reassuring parents/carers whose children seem to be taking a long time settling into the pre-school
· Encouraging parents/carers, where appropriate, to separate themselves from their children for brief periods at first, gradually building up to longer absences

· Transition visits will also be organised for the children who leave us to go to school, this will take place before they leave us and are due to start their new school, children will be given time to discuss and digest the move and will be involved in a number of activities and social events to prepare them for the transition.

· The children’s teachers will also be invited to visit the children at the setting to ensure the children recognise a familiar face when it is time to start attending their new school or setting. 

· Transition documents will also be shared with the child’s new setting; these documents will contain a written summary of the child’s development and progress in all seven areas of learning and development. Suggested areas for improvement or development will also be recorded on such documents. Parent’s signatures will be required on these documents to ensure they understand and agree to what information will be shared in regard to their child before they are forwarded to the new setting. 
· Parents will be encouraged to attend any transition events hosted by our setting or the child’s new setting to ensure the child and their parents is aware of what will happen during a transition. 
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