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Induction Policy

Aims:

· We will be warm welcoming non-judgemental and respect individual families’ needs in the induction process.

· Children will feel safe and secure within the setting.

· Each child will have 2 key workers who will have special responsibilities for building relationships with the child, parents and carers.

· We will value and build upon all learning that has taken place at home.

· We respect the fact that each child is unique and this will be reflected in the induction process.

· We aim to work in partnership with parents.

Guidelines:
· Each parent and carer will be given a Children’s Centre Prospectus.

· Every child and family will receive a home visit by the child’s key workers – unless otherwise agreed.

· Home visits will enable information to be gathered and shared.

· Parents will need to agree to the Centres settling process.

· Parents and key workers will need to respect the partnership between the families and the Children’s Centre.

· All staff and visitors will positively promote a warm and welcoming environment.

· We will endeavour to respect home routines and can time these within the Centre.

Home Visits:
Two key workers/ practitioners will make an initial visit to the family at home – to enable the first attachments to begin.

· All registrations will be explained and completed

· Induction process will be explained

· Arrangements for children’s start dates will be discussed and agreed

Settling In:
Parents will be made aware of the 3 stage process of settling in.

· Nearness of parents/carers (assurance of closeness of parent to help explain/familiarise with the setting)

· To establish a secure base ( to learn to becomes independent through building a safe and secure relationship with the hey worker)

· Dependent/independent (this is the stage where the parent is able to leave the child at the setting for increasing periods of time, through the relationship with a key worker)

· Parents will discuss with their child’s key worker any specific needs and will complete together the settling in and information forms.

Rationale:
At Upper Horfield Children’s Centre we strongly believe parents/carers are children’s first and most enduring educators. We aim to enable parents and practitioners to work together to agree an introduction process that is responsive to children’s individual needs which will have appositive impact on their learning and development.

Key Points for Home Visits:
· Introduce yourself and colleague.

· One key worker will spend time with the child.

· Refer to parents preferred name as often as possible and use the child’s name as often as possible.

· Explain the purpose of the visit – 0.5 hours maximum:

Explain the induction process

Gather information and a registration form

Home interest sheet

Take photos of child (with parents/carers permission)

Ask what their expectations of the Children’s Centre are

Welcome to bring a comfort toy

Explain start date and settling in process 

Settling in Process
Session 1:
Parent will be expected to stay for a session

Session 2:
On a different day to settle in, sty in the Centre for coffee – return to session

Session 3:
Parent to stay to settle child and then leave until agreed collection time.

· Reconfirm starting date

· Check if any additional questions

The Centre will offer up to 3 sessions for settling the child in, sessions after this will be charged if applicable.

Personal Safety
· 2 key workers are attached to the child.

· Arrangements to visit the home will be made at a mutually convenient time, by one of the key workers.

· Staff to ensure that the office knows the address of the family they are to visit. Also the start and end time of visit.

· Staff to contact the office before entering the home and immediately after leaving the home.

· Office to contact the staff if they have not contacted them within the specified time.

· If staff feel they are in danger they must inform the office using the agreed code:

‘What time is my next appointment?’
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