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	                                              INDUCTION POLICY


                Early Years Foundation Stage key themes and commitments

	A Unique Child
	Positive Relationships
	Enabling Environment
	Learning and Development

	1.1 Child Development
1.2 Inclusive Practice

1.4 Health and Well being


	2.1 Respecting each other
2.2 Parents as Partners

2.4 Key Person
	3.2 Supporting Every Child
	4.1 Play and Exploration
4.4 Areas of Learning and Development


	POLICY STATEMENT
At Octopus Children’s Daycare we recognise the importance of an induction time for children, their families and carers to become familiar with the setting, the routines and practitioners.       
The intention of this time is to make the child's, families and carers start in the Daycare as stress free and as easy as possible. 



	PROCEDURES AND PRACTICES
The induction process is divided into three parts:

Open day

The Daycare may hold an open day (depending on when they would like their child to start), inviting all children and their families and carers to visit the setting. The child and family/carer will be introduced to their allocated keyworker, and are encouraged to explore the surroundings, and ask any questions they may have. Registration forms and other paperwork will be completed during the open day if attended. These may also be emailed so parent/ carers are able to complete the paperwork before attending the open day/ visit day.
During the period where COVID-19 is still prevalent, we will be implementing our COVID-19 Risk Assessment.
Home visit

Although optional, it is recommended, as has proven to be a helpful part of the settling in process.     
The home visits are carried out at a convenient day and time for families/carer and daycare. During the home visit the child's keyworker and Daycare Manager / Deputy Manager will; 

· Carry out the visit in a polite and friendly way, acknowledging they are guests in other people’s homes. 

· Complete a Registration Form with the parent/carer, if open day is not attened.
· Give the child and parent/carer an 'All About Me' booklet to be completed by the child and parent/carer, to be returned when they start the Daycare. 
· A Welcome Pack detailing; policies, daily routines, healthy eating, infection control and other information regarding their child’s time in the Daycare. This is provided at the open day if attended.
· Take along photos of the Daycare to show and discuss with the child, along with a game and book to introduce to the child.

· Answer any questions the parent/carer or child may have.
·     During the period where COVID-19 is still prevalent, we will be implementing our COVID-19 Risk Assessment.
Daycare Visit 

The visit time is on a pre-arranged day and time, lasting up to two hours. The child, parent/carer will be greeted in the Daycare by their keyworker. The visit will be conducted by the keyworker, and arranged to ensure:
· There are no more than two families visiting the Daycare at anyone time, to make the disruption to other children in the Daycare as less as possible. 

· The keyworker will be allocated to the visiting family for the whole visit time, showing both child and family/carer around the Daycare and introducing them to the other staff and other children. 

The key worker will complete an Induction Form with the parent/carer to find out about the child’s fears, likes, dislikes and worries and concerns the child or the parent/carer may have.

Parent/carers are encouraged to stay for the whole allocated visit time. If a child and parent/carer has not attended the open day and not had a home visit the Registration Form will be completed during the visit, and the ‘All About Me’ booklet will be given out during this time. 

Registration Form
The Registration Form will include; who has parental responsibility, children’s dietary and medical needs (where there is significant needs a separate Medical Needs Form will be completed and regularly reviewed), religious/cultural requirements, a collecting password along with the payment of fee’s agreement. Also Collecting Persons Form will be completed at the same time, detailing adults who are authorised to collect the child. 
Staff/Student Induction

All staff are given an in depth induction meeting when starting at the Daycare, this gives information on all aspects in the running of the setting. Each section in the induction form is explained and signed by the new staff member and the person conducting the induction process.
Students are given an induction meeting by the student mentor which gives the main points they have to be aware off. 



	Other policies to read in conjunction with this policy 

· Octopus Children Centre Policies and Procedures
· Octopus Children’s Daycare SEN Policy

· Octopus Children’s Daycare Inclusion Policy
· Octopus Children’s Daycare Equal Opportunities Policy

· Octopus Children’s Daycare Key Person Policy 

· Octopus Children’s Daycare Fees Policy

· Octopus Children’s Daycare Confidentially Policy

· Octopus Children’s Daycare Equal Opportunities Policy
· Octopus Children’s Daycare General Data Protection Regulation Policy

· Octopus Children’s Daycare COVID-19 Risk Assessment




	This policy was adopted at a meeting of Octopus Children’s Daycare Management Committee 



	Signed by the Chairperson on behalf of the Management Committee



	Date of signature



	This Policy will be reviewed in January 2025



                         Octopus Children’s Daycare                 �                                          








