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For children new to the setting 

 
Key questions/indicators.  

Do you….? 

 
Yes/No/Partially 

 
Evidence 

 
Actions 

 
Plan a programme of informal 
visits and drop-in visits to the 
setting? 
 

Yes All families are encouraged to visit the setting prior to their 
child attending and are able to visit both the Sunshine 
Room and the Biggen to see how both kinds of session 
work. We also, as much as possible, accommodate drop in 
visits to the setting. 

n/a 

Allocate a Key Person prior to the 
child starting? 
 

Yes Keyworkers are allocated at the beginning of each 
academic year before home visits, so that the key person 
can attend the visit. We do this as soon as possible 
matching children to key people based on 
working/attendance pattern, EY specialisms, previous 
relationship with families and any other relevant 
information. Once the children have settled we also allocate 
a buddy key person to a member of staff who the children 
have also bonded with to ensure good attachments within 
the setting. 

n/a 

Visit and observe children in their 
previous setting? 
 

No This currently does not happen for two reasons. All children 
are observed in their home environment during a home visit 
before starting at Preschool. In addition to this, for many 
children, we are their first early years setting. We do 
however obtain relevant summative assessments and other 
developmental and personal records from a child’s previous 
setting, if they have attended one, and if there are any 
concerns the previous setting is contacted to discuss them. 

Look into the feasibility of 
visiting children in their 
existing setting before they 
attend Preschool in 
agreement with that setting 
and their policies. 

Provide parents/carers with key 
information about routines, 
clothing, admission forms etc? 
 

Yes This is all emailed to parents before their child starts 
attending Duxford Preschool as part of their welcome pack. 
We also share the same information face to face during 

n/a 



visits to the setting and can answer any further questions 
via phone, email or our Facebook page messenger service. 
In addition this year we are having a new parent information 
workshop where parents can meet staff, discuss individual 
concerns or anxieties, get to have a look around the 
facilities in more depth and review any paperwork they may 
want to see as well as get information about what it means 
to be “preschool ready!” 

Share transition plans with 
parents and children? 
 

Yes A transition and settling in plan is part of the registration 
form for attending the setting, which details how the family 
would like to settle their child in, but this is flexible to 
changing needs from all parties. 

n/a 

Accommodate children and 
parents/carers with additional 
needs? And brief all relevant 
staff? 
 

Yes There are two Setting SENCo’s at Duxford Preschool who 
are both well equipped to accommodate and make plans 
for children with additional needs. This is all done in 
collaboration with the child and their family to ensure it is a 
best fit for everyone, especially the child. All information is 
passed on where relevant to those who need to know. 

n/a 

Show respect to all families to 
ensure they feel welcome and 
included? 
 

Yes We have a vibrant and welcoming staff team who do 
everything they can to make parents and children feel 
welcome, we make ourselves available via email too and 
via Facebook. We have a setting ENCo who is responsible 
for ensuring equalities good practice throughout the setting 
too. We invite parents into the setting to volunteer and 
share skills and are run by a parent committee of trustees. 

n/a 

Organise and support home 
visits? 
 

Yes All children are given a home visit by a member of staff, 
where possible this is their key person, so that they have a 
familiar face on their first day. 

n/a 

Prepare welcome packs with 
pictures and information? 
 

Yes This is all sent to parents electronically or on hard copy if 
they do not have email before their child starts at the 
setting. 

n/a 

Offer flexible/staggered start 
times? 
 

Yes During the settling in period we work out a plan with each 
individual family to see what will work best to settle their 
child, these are as flexible as the child/family need them to 
be and staff recognise that it is often just as much about 
settling the parents in to leaving their child, sometimes for 
the first time, as it is about settling the child into a new 
place. We do not have all new starters on one day but limit 

n/a 



it to a maximum of three per day to ensure they are allowed 
time to settle with a familiar adult. 

Offer flexibility at the start of 
sessions to enable parents to 
settle their children? 
 

Yes Parents are allowed to stay as long or as little as they feel 
is best to help settle their child in to the setting. We are very 
flexible in this approach and will advise parents where 
necessary. 

n/a 

Support parents/carers who have 
specific anxieties about their 
children starting preschool? 

Yes We discuss all parents and children’s needs before a new 
child starts with us, both in person during their visit to the 
setting or their home visit as well as gaining information 
about concerns/anxieties through the registration form and 
getting to know you forms. 

n/a 

 

For children moving on from the setting 

 
Key questions/indicators.  

Do you….? 

 
Yes/No/Partially 

 
Evidence 

 
Actions 

 
Plan a programme of visits to the 
setting for new settings/teachers 
for them to observe the child(ren) 
at play? 
 

Yes Once we have been made aware of which schools or 
new settings children will go on to attend after leaving 
Duxford Preschool we make sure to contact the relevant 
school or setting to arrange visits. We have had visits 
from all of the local schools in the past and this year have 
three schools planned to visit, covering all the schools 
children will go on to attend next academic year. In 
addition to this we have email and telephone 
communication with the foundation stage team from each 
school and have additional things in place for Duxford 
School as we share a site with them. 

n/a 

Meet with or communicate 
information about children’s 
development and progress to new 
setting? 
 

Yes During visits from staff at new settings/schools we 
discuss each individual child’s learning and development 
as well as any concerns we may have and we also share 
their most recent summative assessment with them for 
reference. If this is not possible during a visit we meet 
with them separately or securely send the information in 
hard copy. 

n/a 

Meet with or communicate 
information about children’s 

Yes See above n/a 



interests and fascinations to new 
setting? 
 

Provide parents/carers with key 
information about transitions and 
what it means for them and their 
child? 
 

Yes We have written and facilitated a parent “school 
readiness” workshop with great success, going though 
anything they may need to know about what school 
readiness really looks like and sharing top tips etc on 
how to support their child through the transition. 

n/a 

Give children opportunities to get to 
know their new school/setting staff 
in a safe and familiar environment? 

Partially We attend special assemblies and performances when 
invited to the school we share a site with and children get 
to know staff in the summer term with garden sharing 
and story sessions as well as visits from school staff. 
This however could be improved upon, particularly with 
Duxford School as if the fence was lower between 
preschool and reception it would allow those 
relationships to build up long before a child starts school 
there. Children starting school would also be able to see 
the familiar faces of their key people and preschool 
friends in the academic year below them as they settle in 
to new school life. 

Discuss the idea of lowering 
the fence down with 
Duxford School to improve 
relationships and 
transitions. 

Share transition plans with 
children? 
 

Yes During the summer term we do lots of activities around 
school readiness with children and going to “big school” 
becomes part of everyday conversation. For children who 
may leave the setting before the end of an academic 
year we do individual work with them on the same basis. 
We also share lots of stories around changes and going 
to school and have school uniform dressing up so 
children can practice getting into their PE kit etc 

n/a 

Accommodate children and 
parents/carers with additional 
needs?  
 

Yes We value each child as an individual and have two 
setting SENCo’s who are well qualified and experienced 
to deal with children’s additional needs. In the past this 
has come in the form of organising additional funding for 
children going on to school with SEN where appropriate, 
settling them in to catching a school bus, facilitating extra 
meetings with the school they go on to attend for parents, 
preschool and school staff as well as arranging additional 
smaller scale visits to their next setting with their 
keyworker and some friends to help them to settle. 

n/a 



Offer flexibility during transition 
periods so that parents are able to 
settle their child into the new 
setting? 
 

Yes We are able to take children over to Duxford School for 
their settling in sessions if parents are unable to and if 
parents inform us we are able to accommodate different 
pick up and drop off times to allow children to attend 
these sessions during their normal sessions with 
preschool. 

n/a 

Support parents/carers who have 
specific anxieties about their 
children starting school? 
 

Yes There is time at the end of the parent workshop on 
school readiness for individual parents to discuss their 
concerns and several parents stayed to get individual 
advice this year. We also have a 1:1 meeting with 
parents and a child’s keyworker in the summer term of 
each year so that they can confidentially discuss school 
concerns. In addition to this parents are always able to 
discuss concerns/anxiety with staff via email, over the 
phone or in person on a daily basis. 

We are considering setting 
up a secure Facebook 
closed group for parents 
and staff to have 
discussions around 
common topics like school 
readiness and term date 
etc. This will need to be in 
line with our e-safety policy 
though and will be 
considered in the next 
academic year. 

 

 


