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Settling into Nursery procedure 

N.B. The term parents will be used to refer to all main caregivers in this 

document 

Our main aim of the settling in period is for not only the child to have a 

positive experience when starting at our nursery, but also for the parent to 

feel comfortable and happy about the nursery and all the staff that will be 

caring for their child. Prior to a child‘s admission to nursery the child is 

allocated a keyworker. A strong bond with a key person will help children to 

settle in, although we encourage bonds with all staff.  

Quality transitions that are well-prepared and child-centred, managed by trained 

staff collaborating with one another, and guided by an appropriate curriculum, 

enhance the likelihood that the positive impacts of early learning and childcare will 

last through primary school and beyond. (OECD, 2017:19) 

 

Features of positive transitions practice from home to an Early Learning and 

Childcare setting (from Realising the Ambition 8.4, page 93) 

• Parents can expect to stay and help settle their child into their new 

environment within a culture which consistently values their 

contribution as the baby/ child’s first educator 

• Effective two-way communication with parents and other adults who 

are involved with the baby/child to include regular, face to face 

meetings, including home visits, and written communications using a 

variety of appropriate platforms 

• Regular child-centred opportunities for talk and discussion, stories and 

play, which help babies and children to express their feelings, and any 

anxieties they may have about their new surroundings 

• Practitioners observant of gestures and body language and asking 

themselves ‘what does the baby or young child need from me?’ 

• Flexible routines and structures in settings which allow the baby/child 

and also siblings to see one another and not to be separated for entire 

sessions into different age groups 

• Protected time for practitioners to collaborate in planning for a holistic 

transition for individual babies and children 

• Practitioners who encourage the bringing of transitional objects, a 

favourite cuddly toy, blanket, as we know they help the baby/child to 

make sense of and make connections with their new surroundings 

Procedure at Towerbank Nursery: 

• An offer letter/email will be sent, offering a placement.  

• Once the placement is confirmed a welcome pack email is sent, 

including: 



Towerbank Nursery  

o Virtual tour of the Nursery 

o Towerbank Nursery Team photos 

o Towerbank Information Book 

o Towerbank Pupil Information Form – to be completed and handed back 

o Towerbank All About Me Form – to be completed and handed back 

o Signpost to this policy 

o Details of an initial visit date and time 

• Pupil Information Form and All About Me Forms are completed by the 

parent on/prior to the first day. 

• Keyworker will phone family to introduce themselves, discuss relevant 

factors for the child and discuss the settling in procedure 

• Keyworker or Early Years Officer may attend a transition meeting for 

children who are coming from an Early Years Centre. 

• Keyworker or Early Years Officer may attend a Child Planning Meeting 

for children who are coming from another setting with additional 

support needs. 

• A home visit could be arranged if needed. 

• Visits will be discussed and arranged-the amount and length will vary 

from child to child dependent on child’s circumstances and needs.  

Standard settling in period:  

- 1st day-      1 hour accompanied by parent 

- 2nd day-     Morning session (4hours) 

- 3rd day -     Full day session 

• Key worker to work in partnership with parents to settle the child, 

gradually increasing the time spent in the Nursery setting. The settling in 

process is undertaken at the child’s own pace, parents and carers are 

encouraged to have an active part of this.  

• Past experience has taught us that the best way is to say goodbye and 

leave the child with a known member of staff. Although this may be 

upsetting for the adult, children are usually much quicker to adapt. 

• Parents are welcome to contact the nursery throughout the day to find 

out how well their children are settling in. 

• The key worker will keep parents and carers up to date with their child’s 

progress, both verbally and through the child’s Personal Learning Plan. 

• We encourage parents to talk to their keyworker about any 

concerns/needs, but please be assured that other staff are there to 

help as well, especially if the keyworker is absent.  

• After your child has started at Nursery parents will be sent a First Days 

sheet.  
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Key References 

• Realising the Ambition: realisingtheambition.pdf (education.gov.scot) 

• City of Edinburgh Council Early Years Transition Policy (2012): Early Years: 

Transition within the Early Years Services (edinburgh.gov.uk) 

https://education.gov.scot/media/3bjpr3wa/realisingtheambition.pdf
https://orb.edinburgh.gov.uk/downloads/file/8199/transition-within-the-early-years-service
https://orb.edinburgh.gov.uk/downloads/file/8199/transition-within-the-early-years-service

