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4,Transition / settling in 
Policy 

 
A ‘Transition’ is defined as movement, passage, or change from one 

position, state, or concept to another. 

Children may go through many different transitions during their time with us and 

this policy states how those transitions are managed and what we do to support 

our children and families when change happens. Staff are sensitive to the 

difficulties children may have whilst going through these transitions and aim to 

support them the best we can. 

 

Some examples of transitions that young children may experience are:  

• Starting pre-school/nursery/childminder 

• Changing days 

• Starting school or moving pre-school/nursery/childminder 

• Attending additional providers 

• Family breakdowns 

• New siblings  

• Moving home 

• Death of a family member 

• Death of a family pet. 

Staff are trained to observe children and their behaviours as such will be 

sensitive to any changes they see in the children in our care. We respectfully ask 

that parents inform us of any changes in the home environment that may impact 

on their child so staff can be aware of the reasons behind any potential changes 

in the child’s character.  
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Home to Pre-School 

The following steps are taken to ensure a smooth transition to our Pre-School 

to ensure all children and their families settle in when joining Pre-School. We aim to 

make the transition from home to Pre-School as smooth as possible. We do this 

by respecting the family’s wishes and valuing the parents’ role as the child’s 

first educator.  In order to do this, we follow the structure below: - 

Before your start date: - 

 

 

• We encourage frequent visits to the Pre-School prior to starting. This 

gives opportunities to see the Pre-School running smoothly and to meet 

settled children, get to know the staff and to participate in some 

activities. 

 

• Parents are asked to fill in an ‘All About Me’ with the child telling us as 

much as possible about their child and his/her family. 

 

• Parents/carers may request a home visit prior to their child starting Pre-

School and this will normally be carried out by the child’s key person and 

another member of staff 

 

• We allocate a key person to each child and his/her family. The key person 

will help the child settle by meeting their needs and responding 

sensitively to their feelings, ideas and behaviour. 

 

• The key person will talk to parents to make sure that the child is being 

cared for appropriately for each family. 

 

• When intake is high the Pre-School operates a staggering procedure to 

give staff an opportunity to spend more time with the uncertain children 

on their first day. 

 

During the Settling in  

We believe that children settle best when they have a key person to relate to, 

who knows them and their parents well, and who can meet their individual needs. 

We believe that when the parents and staff /key person work together to meet 

the individual needs of the child they will be more likely to settle quickly and 

easily. Staff are committed to creating a happy comfortable setting where all 

feel welcomed. 
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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 child’s well-being put first and their role as active partners with in 

the setting. 

To help children and families settle we 

• Allow children to bring in comfort items e.g. cuddle cloth, soft toy etc. 

and staff should be informed of any special words etc. that they child 

may use. 

 

• Wherever possible the child’s key person will be on the same session as the 

child. Where this is not possible another member of staff who your child 

is comfortable with will take on the role temporally. 

 

• Parents/carers are asked to bring their child to an adult who the child 

can relate to, preferably their key person, and not to just leave the child 

in the room by themselves. 

 

• We are happy for parents, carers or a close relative to stay to settle 

their child in the early days. 

 

• We recognise that some children will settle more readily than others. We 

accept that younger children and those who have not previously spent 

time away from home may take a little longer to settle. 

 

• Parents who feel their child is ready to be left can be assured that if 

their child should become unduly distressed they will be contacted. We 

do not believe that leaving a child to cry will help to settle them any 

quicker. We believe that a child’s distress will prevent them from learning 

and gaining the best from the setting. 

 

• Parents/carers are advised to tell their child when they are leaving, 

explain they will be coming back and when. 

 

• We respect the circumstances of all families, including those who are 

unable to stay for long periods of time in the Pre-School and reassure 

them of their child’s progress towards settling in.  

 
• The key person will support the child to participate in activities and begin 

to learn the daily routines. 
 

• Children will be supported in learning and understanding Pre-Schools rules 
and boundaries 
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• Observations will be made to gather information on children’s starting 

points and interests. 
 

• Parents will be kept informed through discussions, photographs etc. 

 

Early years setting to Early years setting 

When a child moves to us from another setting we follow the same procedure as 

if they were coming from home (please see above). In addition to this we gain 

permission from the family to speak to the child’s previous setting after 

receiving a transition report to make sure we have all information to best 

provide for the child. 

 

Pre-School to School 

Starting school is a huge transition and often the transition that worries parents 

the most. The Pre-School will do all it can to facilitate a smooth move. Being on 

the same site as the local school enables children to see first-hand, the pleasure 

and joy that children can have from attending school even though it may not be 

the school they themselves will go to.    

We believe that children need time to build up trust with people who care 

for them. To enable a successful transition between Pre-School and school; 

and to share our joint way of thinking we have developed the following 

strategies together to support links between the two settings and support 

transitions; - 

 

• We organise regular visits to the Thomas Bullock school and in particular 

the reception classroom starting in the summer term (these tend to be 

when the school is able accommodate an extra group of children unless 

we identify that a child would benefit from more transition 

opportunities). The children are supported by the Pre-School staff to 

ensure they feel safe and secure within the new environment. 

 

• The Pre-School manager has regular liaisons with both the reception 

teacher and the head teacher, where information can be shared, 

particularly relating to children’s learning and development prior to 

starting school. 

 

 

• Pre-School shares data with the reception teacher both Verbally and 

in written format which relates to each individual child’s learning and 
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development, copies of any Support plans and SEND reports are also 

sent. 

 

• Transition reports are compiled and shared with parents; children 

are also given an opportunity to have their thoughts on the 

transition recorded,  

 

• The transition process is discussed with children to prepare them for 

any potential changes. 

 
 

For children who feed into a different school (other than Thomas Bullock), 

communication is done in a similar way. Class teachers are invited to call in 

for a visit to meet the child within a familiar environment, and have time to 

spend with the child’s key person. Formal paperwork is shared in the same 

manner. 

 

Children with S.E.N: All of the above transition information is equally relevant 

for children who are on a support plan If it is considered appropriate and 

helpful we will also organise a Transition Meeting with the school where all the 

adults supporting the child can meet with the adults who will be supporting the 

child in school to share information and ensure that the transition is a smooth 

as possible for the families.   

(See Appendix A timetable of transitions) 

 

Other Transitions 

 

Family breakdowns 

When parents separate, it is a difficult situation for all concerned. The Pre-

School understands that emotions run high please refer to the separated families’ 

policy which shows how the pre-school will act in the best interest of the child. 

  

Moving home and new siblings 

These are normally two events that parents will have advance notice of, and we 

ask that parents let the Pre-School know about these events so we can support 

the child to be ready for this. We will spend time talking to the child and providing 

activities that may help the child to act out any worries they have, e.g. through 

role play, stories and discussions.   

 

Bereavement 
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The pre-school has produced a separate policy on bereavement as this can be a 

difficult time for children and their families. Pre-School will offer support to all 

concerned should this be required.  

 

If parents feel that their child requires additional support because of any 

changes in their life, we ask that you speak to the Pre-School Manager and the 

key person to enable this support to be put into place.  

 

Policies which link to this policy may include: 
 

Key person 

Safeguarding 

Separated Family  

Bereavement  

 

 

 

This Policy has been approved by the members of Shipdham Pre-School 

committee: 

 
 
 
 

Signed on behalf of the 

committee:............................................................................................... 

 

Name of 

signatory.............................................................Date........................................................ 

 

Role of 

signatory............................................................................................................................... 

 

Manager/Supervisor..........................................................Date.............................................

    
 
 
 
 
 
 
 

 

Appendix A 
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Month Task 

February • Finalise School leavers list. 

March • Train staff members of writing Transition Documents. 

April • Transition Documents written by Key-People, to be completed by end of May. 

May • Parents receive confirmation of which school their child will be attending.  Parents 
to confirm schools with us. 

• Key-People to find out whether the child attends another setting which feeds to 
the school. 

• All Transition Documents written, then proof-read by Manager  

June • Transition Documents handed out to parents with a slip explaining it and 
requesting the signed copy back. 

• Manager to contact schools via telephone informing the school of how many 
children we have going to that school.  Invite teachers to visit the nursery, stating 
the days the children attend. 

• Request a ‘Transition Book’ from the school and, if possible, an item of uniform. 

• If child attends another feeder setting:  Contact the setting to discuss how they 
manage transitions.  Discuss whether we need to add anything to this. 

• If child does not attend another feeder setting:  Contact the setting to discuss how 
they manage school transition and discuss whether there is a way we could join 
in. 

July • Transition Documents posted to the schools, with covering letter. 

• School Transition Books displayed in the book corner. 

• School based activities added into our planning to help children think about what 
will be the same, what will be different (e.g.: assemblies; registers; getting 
changed for PE; playtime; packed lunches) 


