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Settling in Procedure.  

We find that a “Settling In” period works best for children to be introduced to the nursery gradually.  
We begin the settling in period with a ‘Welcome Session’ where the family are requested to stay 
with their child and spend time with their key person to complete relevant permissions forms and 
welcome sheets whilst their child explores the nursery environment.  
After this initial welcome visit, we make it our priority to ensure that children feel happy and safe in 
our nursery. To help them settle in, we will: 

• Encourage parents to visit with and without their child. This allows you to spend time getting to 
know us and the staff team, and ask any questions about our setting and the services we offer. 

• Encourage parents to visit with their child at least one or two times prior to the child being 
placed in our care for a short period of time. During this time, activities will be available which 
parents and their child can do together with gradual input from the staff members. 

• Allow the child to stay for several short periods without a parent, steadily increasing the 
duration each time and getting to know the staff members in their room. During this time, 
observations will be made to see if the child naturally prefers the personality of one team 
member to another. During this time, the staff within this room will choose whom they think 
will be the best person to support the child and their family as their key person. We do not put 
a limit on the times or number of these sessions needed and work around our availability to 
accommodate these. 

• Encourage an open door policy and allow parents to telephone or email during the day if they 
have any concerns. 

• Welcome any comfort toys which provide essential emotional support to those who need them. 
These toys or objects will be treated with respect and encouraged for as long as they are 
needed. 

• Ask parents to give us as much information as possible about their child's likes and dislikes; as 
well as any fears and areas of distress. 

• Encourage other children to be welcoming and supportive to any new child. This will be done 
through talking and activities that promote team work, and taking turns. 

Each settling in period is different for individual families and the agreement of how many settling in 
sessions are required is dependent on each individual children. We will not put a limit on how many 
sessions are needed, although if children are overly upset, we will apply a 1 hour maximum time 
limit on the session to avoid the child being unsettled for too long.  

It is in the best interest of the child that the settling in sessions are productive to their well-being 
and involvement within the nursery and therefore the number, organisational timing of the sessions 
will be in agreement with both the parents and the nursery.  

The welcome visit 

An essential part of the settling in process is the welcome visit which is arranged at a convenient 
time for the family and nursery. It is important that this visit is held during a time in which the key 
person can give their full attention to the child and their family.  

During the welcome visit, they key person conducts the meeting, in which a welcome pack is given 
to the family, detailing our most important policies and procedures. There is a list of all our other 
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policies and procedures, which are available for the family to read in full if they require. Within the 
welcome pack, there is also a list of important contact details, including contacts for the managing 
director, Ofsted and the local authority. The key person will take the time to go through the 
welcome pack with the family, explaining the information inside.  

The remainder of the welcome visit, the key person will lead the family to explore all the 
information we require to enable the staff team to fully look after their child, a welcome form 
documents all this information and a permissions form is then completed to ensure that we 
understand what we are allowed to do or not do with the children during their time with the 
nursery. It is important that these forms are used in full and all information is explored with the 
families to have a full and thorough understanding of the child and their welfare needs. This may 
mean the key person may ask what appears to be probing questions, so with this in mind, we 
approach these meetings sensitively, with each key person having done a welcome visit alongside a 
member of the management team before allowing them to conduct them, themselves.  

Once all the information is gathered during the welcome visit, subsequent settling in play visits are 
booked into the diary at times at a mutually convenient time. These are then conducted as 
explained above.  

Using the child’s file front page pro-forma, all the information must then be shared and appropriate 
actions undertaken to ensure that the children is included into all of the nursery’s systems. Please 
see the Children’s File Front Page Pro-forma for more detail (available on request). 

 


