      The Berrypatch Nursery and Out of School club 

Settling in Policy/Procedure
Children learn best when they are healthy, safe and secure, when their individual needs are met and when they have positive relationships with the adults caring for them.  In order to achieve this for the children we care for, we aim to provide enough time for children to get to know us and our childcare setting before parents/carers leave their child with us.

First contact eg telephone,email,drop in – show parents and child around the setting ( where applicable) and issue application form. Invite parents to come and visit the setting ( if first contact is by telephone/email) . Send to parents – link to website to view policies and procedures, information about Tapestry – online learning platform . Videos of staff reading stories and a slideshow of activities will then be sent out via the Tapestry account.
Parent and child to attend the setting – Opportunity to discuss any questions . Child to become familiar with the environment.
The parent will be asked to bring in original copies of the childs birth certificate and proof of address eg utility bill and fill in the parental declaration form if they wish to claim funding. 
As we recognise that all children are individual and will settle in different ways and will support the child and family through this time. To ensure that children ( over 2) become aware that their parents do not stay with them we ask that children are dropped off at the door and a member of staff will help them to hang up their coat/bag. All other members of staff are then available to support the children . We have found that this is less stressful for the children and helps them to become familiar with the routine .It ensures the safety of children eg there are not lots of adults entering the room at once and allows staff to concentrate on the childrens needs.
Children under 2

We understand that the youngest of children will need additional support in settling. Therefor we encourage parents to bring their child to the setting and allow them to explore whilst the parent chats with the staff and ges through any paperwork including the child’s eating patterns, allergies, sleep times etc. A Second visit will then be planned for the parent and child to stay for 30-45 minutes. We will then discuss with the parent if any additional sessions are needed and plan in accordance to the child’s individual needs and parental preferences.
Written information about a child, along with parental consent and contract, need to be in place before a child can be left without parent/carer.  
We will work with parent/carer to ensure we have adequate information about their wishes for their child and will adhere to them where possible including likes, dislikes, routines, favourite activities and how to comfort them when needed.  The child’s key worker will engage and support parents/carers in guiding their child’s development at home. 


