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1. Purpose & Scope Vladlg yo,2ll .1
This policy sets a clear, child-centred framework for planning buasill jeme 8 Jabll gy Buslg [ilb] duwluwl 030 )i
and managing the sensitive settling-in of every infant and oo gouily Jabog ) JS Lgilaly duwluus! diigal il

child joining The Montessori Children’s Garden Nursery
(TMCQG). It standardises the settling-in approach for all new
admissions and re-entries after a long absence, and sets
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clear expectations for TMCG management, staff, parents and \satazg )9"31""-&]9'9"0*‘159"”9 §L¢£l 8l dously Wladys
external service providers, consistent with the ADEK EEI Oluwwgal diugidl dwluw 20 (39150 Loy «Huum) Bl Wloaxll
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The policy applies to every child accepted for enrolment at IS Lleg diliasdb bl Jusy Jeb JS Gle dwled] 03 (5 pund
TMCG, every parent or guardian, and every staff member — Lasl Bpse 0gsd o — Cabgo JS Lleg (og ol )p, o
including the Nursery Manager, EE Director, EE Educators, Sailacluog Saoll eudaill ol g Ssoll auleill 5200

EE Assistants and EE Aides — who supports a child through

their first weeks in the setting. ° el agplol J3> Jabll Gsac pae — Geiliuses

Ailasdl

2. Definitions Olay el .2
e r———

Child A person under the age of four years, powyall B8y Ayl G (399 Ladud
as per Federal Decree-Law No. 51 of 03 2022 &l (51) @8) (53l il

2022 Regulating Nurseries. H Blandl 1es addiis
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ADEK | ISO 9001:2015 | ISO 45001:2018

Early Education
Institution (EEI)

Settling-In

Transition

Key Group

Key Person

Key Team

Parent Induction

Staggered Arrival

Comfort Object

All ADEK-licensed institutions
offering early-years services,
including TMCG Nursery.

The gradual process by which a child
adjusts to new people, environments
and routines when attending TMCG
for the first time. The settling-in
period usually lasts from one to three
weeks, depending on the child’s
response.

Any change between settings,
groups or stages — the move from
home to nursery, from one key group
to another, daily arrival and
departure, and moving between
activities within the day.

A stable group of children with their
EE Educator and key team — the
child’s core social and learning unit
within TMCG (equivalent to a
“class”).

A named staff member who is the
primary point of contact for a key
group of children and their families,
and who helps each child feel safe,
known and cared for.

The full team supporting a key group
day-to-day — EE Educator, EE
Assistant and EE Aide — responsible
for the child’s physical, emotional
and educational needs.

A structured session held before the
child starts, in which TMCG
introduces its settling-in approach,
routines, policies and communication
channels to the family.

Scheduling new arrivals in small
groups at different times of the day
or week so that each child receives
the individual attention needed for
smooth settling.

A familiar object from home (for
example, a soft toy or blanket) that
supports the child’s emotional
regulation during separation and
unfamiliar routines.
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3. Pre-Attendance — Parent
Communication & Induction

TMCG explains its full settling-in process to every family
before the child begins to attend. This starts at registration
and is reinforced during the Parent Induction Day held before

the child’s first day. Every family receives:

e The written settling-in process (clear, step-by-step, plain

language).

e The Parent Handbook, which contains the step-by-step
settling-in breakdown, arrival and departure routines, and

the Key Person’s contact details.

e A Parent Information Pack — What to Expect, including the
staggered-arrival schedule and how TMCG will keep the

family informed each day.

e A guided tour with the Key Person of the key-group room,
sleeping room, changing area and outdoor space.

e A private meeting with the EE Director and Key Person to
complete the ‘All About Me’ profile and confirm any

additional-learning-needs support.

Parent Induction Day covers: TMCG philosophy
(Montessori + ADEK), the settling-in schedule, the Key
Person approach, arrival and departure protocol,
communication channels, health and safety, and the

parent’s role during the first weeks.

4. The Settling-In Process — Sample

Schedule

TMCG follows a flexible, gradual schedule over one to three
weeks. The Key Person adjusts the pace to each child. The
default plan below is a starting reference — actual duration is
agreed between the Key Person and the parent after

observing the child’s responses.

Day 1

Day 2

Day 3

Day 4

Day 5

Week 2

Duration

in
Nursery

1.5-2 hr

2-3 hr

3—4 hr

4-5 hr

Parent Presence

Parent stays in room
Parent stays partially
Short parent absence

(15 min)

Parent leaves for 45—60
min

Parent leaves for 2 hr

Parent drop-off & pick-
up
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Focus for the Child

Meet Key Person; explore Practical-
Life area

Short shared activity with Key Group

First brief separation; snack with
group

Snack + one indoor + one outdoor
activity

Sensorial exploration + first sleep
attempt

Full morning + nap + lunch
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EV Duration | Parent Presence Focus for the Child
Stage in
Nursery
Week 3  Full day Standard drop-off & Full day integrated into routine Slizell Gigl 8 goie JolS pgy

pick-up

Minimum stay: no child under two years is left for the full poddl Jlgb Guiiundl 993 Jab sl Wy 3 relad) Lis3l sl

day before at least three graduated sessions have been
observed as successful. If the child shows persistent
distress, the Key Person and parent pause progression
and repeat the previous stage.

5. Staggered Arrivals & Key Person

Approach
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TMCG staggers new admissions so that no more than three
new children join any Key Group in the same week. Arrival
times are staggered across the morning window so that each
Key Person can greet, observe and record for each child

individually.

Jab31 33 303 3 sy b2l Bl suclgo Glasl g3
o3l 6 B Lle duwliol degamo st LIl Gsasany (udll 332l
JS OS5 > desluall 8xa)l Gle Jauogll Ol £5939 dunds
8ygua dill> (G839 dikasNog Jab JS Jlbiwl (o duolwl dalso
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Named Key Person Assigned before Day 1; introduced sdl Ll k_éjgj‘g Jo3l aculll LB a5 2 bl dalzoll
during Parent Induction; primary Jeolgill s (59859 «anp2ill pgy JN> 8330l
parent contact for all first-month -3l ; }ll ) "
communications. = gz P edl oo &D s

.Jo3l ygull

Buddy Backup A second staff member is named as Olawa) dhy lgaogy dsl dabbgs A 8 dublu>3l dysdl
a buddy for continuity when the Key Awlwdl daleall OLE sic d&)lpaiwdl
Person is absent. i o i

Ratio during settling 1 adult : 3 children under 2 years | 1 : 093 Jlabl &35 JSI 851y dabrge gl PR P |
4 for 2—4 years — for the first week, &m)j JSJ 83519 dabbgog «puiimnll
ratios are enhanced by adding one o ".l . i 0] oy i Lok
floating Aide. sy tSlgiw gl J Gt 0o J

Lol Jo3l gorwdl Jds> il
8>y dlsiie dixes

Daily hand-over Written Daily Home-Link Note + 5- &0 Juolgill digiSo duogy dla>do ool ealuuidl
minute verbal hand-over at pick-up Gao Lghut 5 Ul d6Ls] . Jiwoll h
during the first three weeks. LSl e im}!l N ls .

o3l &l

Comfort strategies Comfort object accepted; family )90 @99 «Hinkoll yoyall Jusd Blabl Olzuilyiwl
photograph placed at the child’s OL&T(_‘ ag f’.9 Jaball G55 e &bl
cubby; consistent transition songs : b Jlasl ol Lu|
and cues. o P

Progress review Key Person completes a Settling-In das>No duwlwI doleal JaSiwi paadl da>lye

Observation daily and reviews it with
the EE Director at the end of Week 1
and Week 3.
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6. Daily Transitions — Arrival, Departure &

Routine Changes
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Once the settling-in period has been completed, TMCG
continues to manage the four types of daily transition
carefully. Consistent cues — the same greeting, transition
song, hand-washing routine and cubby ritual — support each
child in moving smoothly through the day.
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Transition Type TMCG Practice TMCG (9 duw)lowoll Jlas3l goi

Home - Nursery
(Arrival)

Warm named greeting at the door;
parent completes 30-second hand-
over; child places belongings in their
labelled cubby; Key Person supports
the parent’s goodbye ritual.

Between Activities Two-minute warning bell or song;
visual timetable card is flipped; child
is given real choice within the

Montessori “work-cycle” framework.

Between Key Groups
(movement up)

Two-week bridging plan with visits to
the new room; joint activities with
new Key Person; written “Passport”
summarising milestones handed to
the receiving Educator.

Nursery - Home
(Departure)

Verbal hand-over at pick-up; take-
home communication note (physical
or digital); child says goodbye to Key
Person and closes the day at the exit
ritual point.

7. Leaving TMCG — Moving On to School

TMCG prepares every child who is graduating (typically at
age four) or moving to a different setting through a structured,
six-week exit plan:

¢ Weeks 1-2: ‘Big-School Ready’ theme in the classroom —
books, dramatic-play uniforms and visitor talks.

e Weeks 3-4: Child creates a ‘My Learning Portfolio’ with
the Key Person to take to the new school.

* Week 5: Transition meeting between parents, Key Person
and, where possible, the receiving-school teacher.

e Week 6: ‘Graduation Celebration’ + handover of the child’s
learning journal, with parent consent, to the new setting.

e Post-transfer: TMCG offers a follow-up phone call to the
family two weeks after the child starts at the new setting.
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8. Parent Role, Roles & Responsibilities, Olgsanallg Hlgadlg yoo3l clgl y93 .8
References 8?"‘""9

8.1 The Parent Role during Settling-In diagidl Y5> 303l g 599 8.1
Parents are TMCG's essential partners during settling-in. @29 Jiong . dugdl J> dilaxl) Ooswlewl Sy H g0 clol
Their role is to: attend the Parent Induction Day; complete ELsly (e s SS9 Z3g05 JleSiuwlg ctyyeill poy youa>
e A About e for: ol th aTeed Sehetr KOO 5. iy .y g o gl s e Sl o)
object and one family photograph; and stay reachable by Eoradl Jlgb [28la Genlia clislly anl dilile 8509 -

phone for the entire first week. Jo3l

8.2 Roles & Responsibilities Oldgganallg Hlgadl 8.2
L I ] S

Nursery Manager Approves settling-in plans, monitors candl C8lyig cdingill s seiss dilaxll 830
ratios and staffing during the settling gl 8336 Jd5> Cadbgill ilgiunog

window, and reviews any early- ce . 2 lla. 5 : .
’ dugi gl 8)Suno 8y3lee A sl 251
departure or extended-settling case. w9 o < ‘,Q_:?)Jg

.00
EE Director Owns the Settling-In Policy, trains )yAig gl duwlow ddgdus Jois »Saoll el )30
Key Persons annually, and signs off saiig Lgiw Oluwbwdl Olaleall
the end-of-Week-3 review for every . qu.:..” ) Y1 dolas daol
new child, e o
EE Educator | Key Delivers the daily settling-in plan, JoSinlg «duogl diugill da> 3435 1 ySanll paleill dalas
Person completes daily observations and Juolgdl OilkasNeg duogdl cilkasdall duwlw 3 dolaoll
home-link notes, and holds the Jeoloall d3lc ;>J9-*J9 Jyiall go )

primary parent relationship. el g's - FRT

EE Assistant | EE Provides continuity of routines, Jeodlly ol dylreiuwl eeas diuso / 83sluro
Aide supports arrivals and departures, Oribgall duws 39325 zaiSy (83lially »Saall palaill
and enables the enhanced ratio i J Yl e ool db Jlab3l Ll ’ )
during the first week. USS B ;
Admissions Officer Coordinates staggered-arrival D)ling gyl Joooll Joa> (gauiy Josd)l Jogauo
scheduling and shares the Parent iyl dub>g o3l Lo Julo
Handbook and induction pack. i T
Parents | Guardians Attend induction, follow the agreed Osing syl dwls Homam  sluogBl/ yg031 sllol
schedule, share relevant health, OsS)ling e satall Joazll
sleep, foqd and comfgrt information, asilly b ) 05 o > |
and stay in reach during the first . 5, .
week. I Guslio (Hedug dilalally clislly
8.3 References &>1J18.3
» ADEK EEI Settling-In Policy, Version 1.0 (September =il 831y (e 8yaball )Suall puledl luwwgal diugidl dwliw o
2024). (2024 ji0iaw) 1.0 )lawoBl (d9)2allg
* UAE Federal Decree-Law No. 51 of 2022 Regulating 299 pulais Ol L8 2022 &l (51) @) 33l (Heilsy pguurall @
Nurseries. lbasdl
» UAE Federal Decree-Law No. 31 of 2021 Promulgating the 0 1ol 2021 divwd (31) 8) 331 Hoildy pgwall
Crimes and Penalties Law and its amendments. Gy 32y Dsdsally @iyl
* |SO 9001:2015 Quality Management Systems. 83921 §15] @laid 1ISO 9001:2015 )Lieall @
e |1SO 45001:2018 Occupational Health and Safety -duigall doduully douall 8)l3] elad 1ISO 45001:2018 )Lsoll o

Management Systems.
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8.3 References &1)0J18.3

Review — This policy is reviewed annually and whenever duwluw G35 LSy Lgiw doluwll 030 a:l,; — da>lall

the ADEK EEI Settling-In Policy or UAE nursery a2l 3313 & 8y3ball ySuall palaidl il 50l dingill
regulation is updated. Approved amendments are re- bl .)Lﬂ.';'g Lol Algs L6 BLaI 59 dak i 9i d9,20llg
issued with a new version number and communicated to * H -

o> Ly 8ldg (393> lao] 080 dasinall Widhasill
29031 cllgly (abbsgall

all staff and parents.
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