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Welcome to Elham Pre-School

Based in the Kent Village of the Year 2012!

Elham Pre-School was established in 1965 and has its home at The Village Hall, Elham.  The Pre-School is a registered charity and company limited by guarantee, and is run in accordance with a constitution approved by both the Charity Commission and Companies House, a copy of which is available on request.

The Pre-School has full registration under the Children's Act 1989.

The Pre-School is a full member of The Pre-School Learning Alliance and has appropriate insurance arranged through Morton Michel.  To gain government funding for education for all of our three and four year olds, the Pre-School is inspected by OFSTED at regular intervals.  The Pre-School has consistently received very good OFSTED reports.

The Management Committee of Elham Pre-School is mainly made up of parents attending Pre-School.  The role of the Management Committee is to make decisions about all aspects of Pre-School such as staffing and policies.  Fundraising forms a big part of the Committee's work and we welcome every parent to join to contributes as much or as little as they want.  The success of the Pre-School depends on a good team of parents as well as committed and professional staff.

This prospectus contains some of the many policies that Elham Pre-School is required to have, and parents are asked to read these as part of the admissions procedure.  All other policies are available to view at Pre-School.

The management of our setting

As a charity, a Management Committee manages the setting.  This is largely made up of parents who are elected at our Annual General Meeting, to which all parents are invited.  The Committee is responsible for:

· managing finances;

· employing staff;

· ensuring that the Pre-School has, and works to, policies that help to provide a high quality service;

· ensuring that the setting works in partnership with the children's parents.

Committee as at October 2011
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Committee members are checked for suitability by OFSTED.
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Managers


Maria Wakefield
D.P.P. '98 / First Aid / Makaton / Designated Child Protection

Patricia Sutton
D.P.P. '98 / First Aid / Makaton / Designated Child Protection

Deputy Leader

Jo Wooding

NVQ 3 / First Aid / Child Protection

Pre-School Assistants

Mel Pritchard
NVQ 3

Vikki Woodward
NVQ 3

Nicky Knight

NVQ 2 / Child Protection / First Aid

General Assistant

Tina Milton

Financial Administrator

Elaine Troth

Charity Administrator

Karen Raeburn

Our aims

Our aim is to provide sessional care for children aged 2 and over to school age in a secure, safe and stimulating environment; to enhance the development and education of the children in a parent-involving community based group; and to work within a framework which ensures equality of opportunity and support for all children and their families.

Your child’s welfare and development is paramount. We aim to ensure each child is given generous care and attention, and because of that our ratio of qualified staff to children is above those set through the Early Years Foundation Stage Statutory Framework. 

We believe it fundamental that all children are treated with respect and as individuals whose needs, including special needs, should be catered for. Children are encouraged to become more self-reliant and to learn self-discipline. We aim to achieve this by ensuring that each child: 

· has the chance to join with other children and adults to play, work and learn together;

· is helped to take forward his/her learning and development by being helped to build on what he/she already knows and can do;

· has a key person who ensures each progresses to reach their full potential;

· is in a setting that sees parents as partners in helping each child to learn and develop;

· is in a setting in which parents help to shape the service it offers.

We have an equal opportunity policy which states that no one will be denied a place for reasons of race, culture, belief, class, sex or disability. This applies not only to children but also adults who are connected with our Pre-School. We are always pleased to admit children with SEN and through consultation with parents/carers, try to do the best we can to provide for their needs and to build on their abilities.

We welcome comments from parents to help us to provide the best possible service and results.

Children's development and learning

The provision for children's development and learning is guided by the Early Years Foundation Stage (EYFS) Statutory Framework (2008) document issued by the Department for Children Schools and Families (DCSF). This document is available for parents to look at in Pre-school.  Please ask a member of staff.

Every child deserves the best possible start in life and support to fulfil their potential.  A child’s experience in the early years has a major impact on their future life chances.  A secure, safe and happy childhood is important in its own right, and it provides the foundation for children to make the most of their abilities and talents as they grow up.  When parents choose to use early years services they want to know that provision will keep their children safe and help them to thrive.  The Early Years Foundation Stage is the framework that provides that assurance.

The overarching aim of the EYFS is to help children achieve the five Every Child Matters outcomes of staying safe, being healthy, enjoying and achieving, making a positive contribution, and achieving economic well-being.  The EYFS is a central part of the 10 year childcare strategy "Choice for parents, the best start for children and the landmark Childcare Act 2006.”                                                                                                                                                                                                                                                          

Statutory Framework for the Early Years Foundation Stage, 2008, DCSF

Children start to learn about the world around them from the moment they are born.  The care and education offered by our setting helps children do this by providing all the children with interesting activities that are appropriate for their age and stage of development.                                                                                                                     

The EYFS divides children’s learning and development into six areas:                                                                                                            

· Personal, Social and Emotional Development (PSED)

· Communication, Language and Literacy (CLL)

· Problem Solving, Reasoning and Numeracy (PSRN)

· Knowledge and Understanding of the World (KUW)

· Physical Development (PD) and

· Creative Development (CD)

For each area, the guidance sets out early learning goals.  These goals state what is expected the children will know and be able to do by the end of the reception year of their education.

Personal, Social and Emotional Development: covers the following aspects –

· Dispositions and Attitudes - Encourages children to become and continue to be interested, exited and motivated to learn.  To promote confidence and maintain attention and concentration.

· Self Confidence and Self Esteem - Encourages children to develop awareness of and to be sensitive to, their own and others needs, views and feelings and to respond appropriately.  To develop respect for their own and other peoples cultures and beliefs.

· Making Relationships - Promotes the importance of forming good relationships with others and being able to work as part of a group/class. To understand agreed rules and expected behaviour through turn-taking/ sharing etc.

· Behaviour and Self-Control - Encourages children to understand what is right, wrong and why.  To understand the consequences of their words or actions for themselves and others.

· Self Care - Encourages the children to  independently manage their own personal hygiene.

· Sense of Community - Promotes the understanding that they and other people have different needs, views, cultures and beliefs that need to be treated with respect.

Communication, Language and Literacy: covers the following aspects –

· Language for Communication - Encourages children to develop and sustain key listening and responding skills through verbal and non-verbal communication.  Children will extend their vocabulary and understanding through enjoying and responding to stories, rhymes, songs and music.

· Language for Thinking - Promotes the use of appropriate language to organise, sequence and clarify thinking, ideas, feelings and events.  To use language imaginatively to recreate roles and experiences.

· Linking Sounds and Letters - Develops the ability to link sounds to letters of the alphabet.  To recognise rhythm, rhyme and alliteration.  Begin to use phonic knowledge to write simple regular words.

· Reading - Promotes enjoyment of a variety of books, stories and rhymes recognising elements of stories.  To understand that print carries meaning and to start to read a range of familiar words and simple sentences.

· Writing - Promotes understanding of the link between sounds and the written word and to recognise the use of writing to record and communicate.

· Handwriting - Encourages children to use a pencil effectively using anti-clockwise movements to begin to write appropriately formed, recognisable letters.

Problem Solving, Reasoning & Numeracy: covers the following aspects -

· Numbers as Labels and for Counting - Promotes use of numbers/counting in play encouraging recognition of numbers and the development of mathematical ideas and problem solving.

· Calculating - Encourages practical activities, discussion and vocabulary to introduce adding and subtracting and comparison.

· Shape, Space and Measure - Encourages children to use appropriate mathematical language in relation to quantities, size and shapes.  To use everyday words to describe position and to develop mathematical ideas to solve problems.

Knowledge and Understanding of the World: covers the following aspects -

· Exploration and Investigation - Encourages children to investigate objects and materials using all of the senses.  To learn about and explore similarities, differences, patterns and change and to question why and how things work.

· Designing and Making - Encourages children to use a variety of materials and tools appropriately and safely to design and construct.

· ICT - Promotes the use of ICT equipment and simple programmes appropriately to support their learning.

· Time - Children begin to understand and differentiate between past and present events in their own families and familiar people.

· Place - Children begin to become aware of their local environment, any changes and their place in it.

· Communities - Through attachments and friendships, children will gain a sense of belonging to their community and will become aware of their own and others cultures and beliefs.

Physical Development: covers the following aspects - 

· Movement and Space - A variety of equipment and activities encourage children to move confidently and safely with control, co-ordination and imagination using a number of methods.  To show an awareness of space, of themselves and others.

· Health and Bodily Awareness - Promotes understanding of the importance of keeping healthy through good practices relating to exercise, eating, sleeping and hygiene.

· Using Equipment and Materials - Encourages children to use a range of small and large tools to develop minor and gross motor control.

Creative Development: covers the following aspects -

· Being Creative - Responding to Experiences, Expressing and Communicating Ideas - Encourages children to respond in a variety of ways to what they see, hear, smell, touch and feel.  To express their ideas and thoughts through using a wide range of resources.

· Exploring Media and Materials - Encourages children to explore and investigate and create purposefully using a wide variety of media and materials.

· Creating Music and Dance - Encourages children to explore movement, rhythm and music.  To build a repertoire of songs and dances.

· Developing Imagination and Imaginative Play - Promotes using children’s imaginations to role play alongside other children and to use their imagination in art and design, music, dance and stories.

Play helps young children to learn and develop through doing and talking, which research has shown to be the means by which young children think.  Our setting uses the Early Years Foundation Stage document leading to the early learning goals to plan and provide a range of play activities which help children to make progress in each of the areas of learning and development. In some of these activities children decide how they will use the activity and, in others, an adult takes the lead in helping the children to take part in the activity. In all activities information from early learning goals has been used to decide what equipment to provide and how to provide it. However, for the children to benefit fully our planning must be flexible on a daily basis to support their learning and development.

Please see appendix 1: "The importance of play".

Key worker

The child’s key worker will aim to document evidence of their progress and help them understand all areas of the EYFS by encouraging, nurturing and monitoring the child’s spontaneous interest and curiosity and by reporting feedback and working in partnership with parents.  We also offer parents the opportunity to speak to any of the supervisors before or after pre-school  by appointment.

How parents take part in the setting

Our setting recognises parents as the first and most important educators of their children.  All of the staff see themselves as partners with you in providing care and education for your child. There are many ways in which parents take part in making the setting  welcoming and stimulating, such as:

· exchanging knowledge about their children's needs, activities, interests and progress with the staff;

· sometimes helping at sessions of the setting;

· sharing their own special interests with the children;

· helping to provide, make and look after the equipment and materials used in the children's play activities; 

· being part of the management of the setting;

· taking part in events and informal discussions about the activities and curriculum provided by the setting;

· joining in community activities in which the setting takes part; and

· building friendships with other parents in the setting.

Elham Pre-School fund

In 2005 we introduced our Pre-School Fund in common with many other schools and pre-schools.  We ask parents to make a minimum annual donation of £10 which helps towards meeting the cost of events such as the Christmas Party, Easter Egg Hunt etc.  Your donation will be Gift Aided which means that as long as you are a UK taxpayer, we gain an extra 28p from the Inland Revenue for every pound you donate.  

Admission and attendance

Places

We are permitted to receive 30 children on the premises at any one time. Children must be at least 2 years old. Please bring your child’s birth certificate along with the Admission form as required by KCC for funding entitlement.

Hours

The pre-school is open during school term times from 9am to 2.45pm Mon-Thurs, and 9am-1pm on Fri.

Fees

Please see Appendix 2 for list of current fees.

We are in receipt of nursery education funding for three and four year olds; where funding is not received, then fees apply.  For further information on government nursery education funding you can go to:

www.kent.gov.uk/education_and_learning/childcare_and_early_education.aspx

or go to www.kent.gov.uk and then type 'free pre-school education' in the search box. 

The fees are payable monthly, weekly, daily or termly. Fees must still be paid if children are absent for a short period of time. If your child is likely to be absent over a longer period of time, please talk to the Treasurer or the Supervisors.

Our financial administrator will give you a termly bill detailing the fees for your child.  For your child to keep her/his place at the setting, you must pay the fees.  You may pay by standing order, cheque or cash.  Please place cheques/cash in an envelope and put in the designated fees box on the staff table. Standing order details will be supplied with each bill.

Should you wish to change any days your child attends we will try and accommodate these changes wherever possible.  If you decide to remove your child from Pre-School or reduce their sessions, four calendar weeks' notice is required to compensate us for loss of income, but this is at the discretion of the committee. Notice should be put in writing, stating the date your child will be leaving, or details of the reduced hours, and addressed to the Pre-School Committee Chairperson, c/o a Pre-School Leader. Likewise Pre-school will be unable to refund fees for absences, holidays or sickness taken during term time.

Pre-School policies

The setting's policies help ensure that the service is of high quality and that being a member of the setting is an enjoyable and beneficial experience for each child and his/her parents.  The staff and parents work together to adopt the policies and they all have the opportunity to take part in the annual review of the policies. 

Pre-school has written policies and procedures on the following:-

Admissions and settling in

Behaviour management

Complaints

Confidentiality and data protection

Disciplinary 

Equality and diversity 

Equipment and resources

Grievance

Health and safety

Non-collection of children

Parental involvement

Parental responsibility

Special educational needs

Staffing and employment

Copies of all policies are kept at Pre-school and are available for parents to see at any time.

Discipline

It is important that under our guidance the children are allowed the freedom to grow and develop their personalities.  If deemed necessary any unacceptable behaviour will be dealt with in a gentle but firm manner.

Safety and security

When you arrive at Pre-school you are required to complete the  signing in register.  Please refer to the Child Collection section of our Health and Safety Policy and our Non-collection of Children Policy included in this prospectus (Appendices 3 and 4).

Pre-school is required to have two types of injury log.  The first is an Accident Log for recording if your child has had an injury at Pre-school.  Parents and staff must sign this.  The second log is to record any injuries such as scratches or bruises that your child has incurred outside of Pre-school.  Please ask the staff for this log if you need it.

Snacks

The setting makes snack time a social time at which children and adults eat together. We provide fruit, crackers and breadsticks with a choice of water or milk to drink.  Rotas will be displayed termly when we ask parents, in turn, to provide a bag of apples or bunch of bananas. Donations of crackers or breadsticks are also gratefully received. 

Please inform us if your child has any food allergies or dietary requirements. We do include simple cooking lessons and tasting sessions within our curriculum so it’s important for us to know.

Lunch

WE ENCOURAGE HEALTHY EATING.  We encourage children to bring in a healthy lunch with a drink in a lunch box labelled with his/her name. PLEASE NO NUTS OF ANY KIND.  

Learning opportunities for adults

As well as gaining qualifications in early years care and education, we ensure our staff take part in further training to maintain their professional development.  The setting keeps itself current with best practice in early years care and education. 

From time to time the setting holds learning events for parents. These usually look at how adults can help children to learn and develop in their early years. 

The setting's timetable and routines

Our setting believes that care and education are equally important. The routines and activities that make up the session/day in the setting are provided in ways that:

· help each child to feel that s/he is a valued member of the setting;

· ensure the safety of each child;

· help children to gain from the social experience of being part of a group; and 

· provide children with opportunities to learn and help them to value learning.

The session

We organise our sessions so that the children can choose from - and work at - a range of activities and, in doing so, build up their ability to select and work through a task to its completion. The children are also helped and encouraged to take part in adult-led small and large group activities which introduce them to new experiences and help them to gain new skills, as well as helping them to learn to work with others. 

Outdoor activities contribute to children's health, their physical development and their knowledge of the world around them. The children have the opportunity - and are encouraged - to take part in outdoor child-chosen and adult-led activities.

Special needs

As part of the setting's policy to make sure that its provision meets the needs of each individual child, we take account of any special needs a child may have.  The setting works to the requirements of the 1996 Education Act and The Special Educational Needs Code of Practice (2001), and has a Special Educational Needs Co-ordinator.  This is currently Valerie Gammon.

Starting at our setting

The first days

We want your child to feel happy and safe with us. To make sure that this is the case, the staff will work with you to decide on how to help your child to settle into the setting. To this end we have an Admissions and Settling-in policy, a copy of which is enclosed in this prospectus (Appendix 5).

Clothing

Although we provide protective clothing for the children for when they take part in particularly messy activities, please do not dress your child in their best clothes as they could get spoilt.  We encourage children to gain the skills that promote independence and self care. Skills include independence in the toilet and the taking off and putting on of outdoor clothing. Clothing that is easy for them to manage will help them to do this.

We hope that you and your child enjoy being members of our setting and that you both find taking part in our activities interesting and stimulating. The staff are always ready and willing to talk with you about your ideas, views or questions.

General information sheet

Apple/banana rota

The children have fruit at snack time.  We ask the parents, on a rota basis, to provide a bag of apples or a bunch of bananas for a particular week.  The rota is distributed at the beginning of each term.  Depending on the number of children at Pre-schol, you will be asked approximately three times per year.  Any donations of breadsticks or crackers are also always gratefully received.

Clothing

We ask that parents dress their children in suitable clothing for pre-school, i.e. clothes that can get dirty and ideally that children can undo themselves.  This aims to promote independence.

Please ensure that children have hats and gloves during the cold months for outdoor play.  From September to April we ask all children to bring in wellingtons.  

All clothing must be named and in a clearly labelled bag.

Sun cream and hats

During the summer term please provide your child with a named sun hat that can stay at Pre-school for the term.  Please also apply sun cream to your child in the morning before Pre-school.  This should be recorded in the signing in book.

Ellie the elephant

Ellie is the Pre-school soft toy elephant.  The children take it in turns to take Ellie home for the day and are encouraged to write up in her diary what they did with her.

Helpers

Each day a child is selected to be the Helper.  This means they help prepare the snack and give out drinks and snacks at snack time.  The Helper is given a sticker as a reward for being the Helper.

Interest box

There is an interest box at Pre-school for the children to bring in items from home to be displayed for the current theme.

Library

The mobile library visits Pre-school on alternate Thursdays.  Children choose one book themselves to take home.  This should be returned a fortnight later.

Parents show and tell

Pre-school welcomes any parent who is able to come in and talk to the children about a particular skill they have or job they do.  For example in the past we have welcomed a paramedic and a soldier.

Pre-school committee

The Pre-school is a charity and so has to have a committee, which is responsible for managing and fundraising.  The committee generally consists of parents.  We are always keen for more parents to join the committee, which meets once a month.  

Signing in and out book

Please ensure you sign your child in and out of the book on arrival and departure from Pre-school stating who will collect your child.  In addition this acts as a register in case there is a fire.  The book is in the entrance hall.  Parents must confirm with staff if a person who is not authorised is collecting, and this individual should know the password.

Learning journals

Learning journals are a record of your child's learning and development.  These are kept at Pre-school an are available for you to look at.

Appendix 1

The Importance of Play

Practitioners and parents of the early years are reminded all the time about the importance of ensuring that children have the best start in life - with the under fives there is the birth to three matters curriculum to consider and the birth to three matters guidance.  All the time, we are thinking about what is best for the children, what opportunities can we offer them - but the most important activity that children can do is play.

What is play?

Play is activity that is freely chosen by the children - they choose what they play with, how they use it and where it takes them.  It is an opportunity for children to explore their world and their relationships, and encourages them to be flexible as they adapt to challenges that they encounter.  It shouldn't be led by adults, although adults can with careful observation significantly enhance the child's opportunities.

Points to remember

· Children have a right to play.

· Play should provide opportunity for risk and challenge, within a safe environment.

· Play should be active - not passive.  Children should be busy doing!

· Children should be able to play in their own way.  There is no right and wrong way to play.

· Most importantly there are not necessarily any results to show at the end.

· Play is fun!

This document has been developed from the under fives website

www.underfives.co.uk

Appendix 2

Fees as of Autumn 2011

There is a basic rate of £3.90 per hour, on which these fees are based.

	Session
	Time
	Price

	Morning 
	9am-12pm
	£11.70

	Lunch
	12-1pm
	£3.90

	Afternoon
	12-2.45pm
	£10.73

	Ad hoc afternoon
	1-2.45pm
	£6.83

	Full day
	9am-2.45pm
	£22.43


Appendix 3

Child Collection Policy

In the event of a parent/carer being unable to collect their child from Pre-School we would ask that they either:

· Telephone supervisors: 01303 840041 and/or

· Record in the “signing in book” the person collecting at the beginning of the session and inform a supervisor, naming the person collecting, and their relationship to the child.

· The person collecting must quote their name and relationship to the child, and their password (allotted to the child on enrolment to Pre-School).

Appendix 4

Non-Collection of Children Policy

Statement of intent

In the event that a child is not collected by an authorised adult at the end of a session/day, the setting puts into practice agreed procedures.  These ensure the child is cared for safely by an experienced and qualified practitioner who is known to the child.  

Aim

In the event that a child is not collected by an authorised adult, we will ensure that the child receives a high standard of care in order to cause as little distress as possible.  We inform parents/carers of our procedures so that, if they are unavoidably delayed, they will be reassured that their children will be properly cared for.

Methods

Parents of children starting at the setting are asked to provide specific information which is recorded on our Registration Form, including:

· home address and telephone number - if the parents do not have a telephone, an alternative number must be given, perhaps a neighbour or close relative;

· place of work, address and telephone number (if applicable);

· mobile telephone number (if applicable); 

· names, addresses, telephone numbers and signatures of adults who are authorised by the parents to collect their child from the setting, for example a childminder or grandparent;

· information about any person who does not have legal access to the child; and

· who has parental responsibility for the child.

On occasions when parents are aware that they will not be at home or in their usual place of work, they advise a supervisor of how they can be contacted.  

On occasions when parents or the persons normally authorised to collect the child are not able to collect the child, they advise a supervisor the name, telephone number, relationship to the child of the person who will be collecting their child.  We agree with parents how to verify the identity of the person who is to collect their child in accordance with our child collection policy.

Parents are informed that if they are not able to collect the child as planned, they must inform us so that we can begin to take back-up procedures.  We provide parents with our contact telephone number.   We also inform parents that - in the event that their children are not collected from setting by an authorised adult and the staff can no longer supervise the child on our premises - we apply our child protection procedures as set out in our child protection policy.

If a child is not collected at the end of the session/day, we follow the following procedures:

· The Collection Book is checked for any information about changes to the normal collection routines.

· If no information is available, parents/carers are contacted at home or at work.

· If this is unsuccessful, the adults who are authorised by the parents to collect their child from the setting - and whose telephone numbers are recorded on the Registration Form - are contacted.

· All reasonable attempts are made to contact the parents or nominated carers.

· The child does not leave the premises with anyone other than those named on the Registration Form and in the Collection Book.

· If no-one collects the child after one hour and there is no-one who can be contacted to collect the child, we apply the procedures for uncollected children.

· We contact our local authority social services department (telephone number 08458 247 247).

· The child stays at setting in the care of two fully-vetted workers until the child is safely collected either by the parents or by a social worker;

· Social services will aim to find the parent or relative if they are unable to do so, the child will be admitted into the care of the local authority.

· Under no circumstances are staff to go to look for the parent, nor do they take the child home with them.

· A full written report of the incident is recorded in the child's file.

· Depending on circumstances, we reserve the right to charge parents for the additional hours worked by our staff.

· Ofsted may be informed (telephone number 0300 1231231).

Appendix 5

Admissions and Settling In Policy

Statement of intent

It is our intention to make our setting accessible to children from 2 years to the end of the term in which they turn 5 years, and their families from all sections on the local community.

Aim

We aim to ensure that all sections of our community have access to the setting through open, fair and clearly communicated procedures.

Methods

In order to achieve this aim, we operate the following admissions policy:

· We ensure that the existence of our setting is widely advertised in places accessible to all sections of the community.

· We ensure that information about our setting is accessible, in written and spoken form, and where appropriate, in more than one language. Where necessary we will try to provide information in Braille, or through signing or an interpreter.

· We arrange our waiting list in birth order. In addition our policy may take into account the following:

· The vicinity of the home to the setting; and

· Siblings already attending the setting

· We keep a place vacant, if this is finacially viable, to accommodate an emergency admission.

· We describe our setting and its practices in terms that make it clear that it welcomes fathers, mothers, other relations and other carers, including childminders.

· We need parents/carers to bring in the child's birth certificate on admission which we need to witness for nursery funding purposes.

· We describe our setting and its practices in terms of how it enables children and/or parents with disabilities to take part in the life of the setting..

· We monitor the gender and ethnic background of children joining the setting to ensure that our intake is representative of social diversity.

· We make our equal opportunities policy widely known.

· We consult with families about the opening times of the setting to ensure we accommodate a broad range of family need.

· We are flexible about attendance patterns to accommodate the needs of the individual children and families.

Settling In

Statement of intent

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with staff. We also want parents to have confidence in both their children's well being and their role as active partners with the setting.

Aim

We aim to make the setting a welcoming place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families. 

Methods

· Before a child starts to attend the setting, we use a variety of ways to provide his/her parents with information. These include written information (including our prospectus and policies), displays about activities available within the setting, and individual meetings with parents when requested.

· During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents to visit the setting.

· After an initial settling in period  a key person is allocated to each child and his/her family, the key person looks after the child and liaises with his/her parents/carers. 

· We may offer a home visit by the person who will be the child's key person, to ensure all relevant information about the child can be made known.

· We use pre-start visits and the first session at which a child attends to explain and complete with his/her parents the child's registration records. 

· When a child starts to attend, we explain the process of settling-in with his/her parents and jointly decide on the best way to help the child to settle into the setting. 

· We have an expectation that the parent, carer or close relative, will stay for most of the session during the first week, gradually taking time away from their child, increasing this as and when the child is able to cope.

· Younger children will take longer to settle in, as will children who have not previously spent time away from home. Children who have had a period of absence may also need their parent to be on hand to re-settle them.

· We judge a child to be settled when they have formed a relationship with their key person; for example the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to be with them. The child is also familiar with where things are and is pleased to see other children and participate in activities.

· When parents leave, we ask them to say goodbye to their child and explain that they will be coming back, and when.

· We recognise that some children will settle more readily than others but that some children who appear to settle rapidly are not ready to be left, so we expect that the parent will honour the commitment to stay for at least the first week.

· We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's distress will prevent them from learning and gaining the best from setting.

· We reserve the right not to accept a child into the setting without a parent or carer if the child finds it distressing to be left. This is especially the case with very young children.
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