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Settling In & Key Person Policy 
 

Aim of the Policy 
The aim of this policy is to ensure a smooth transition from home to nursery, creating a positive experience both for 
parent and child. We aim to help parents and other carers to help their children settle quickly and easily by giving 
consideration to the individual needs and circumstances of children and their families. 
 
The nursery team will work in partnership with parents to settle their child into the nursery environment through 
various different ways; 
 

Home Visits 
Prior to starting sessions at nursery, Muddy Boots endeavours to visit every child in their home, an environment 
where they feel safe and secure. This will usually be the Nursery Manager or Deputy Manager and the child’s Key 
Person. This provides an ideal opportunity for paperwork to be fully completed, comprehensive information sharing 
between nursery and parents, and for parents to ask any questions or discuss concerns they may have. 
 

‘Settling In’ Visits 
 Prior to the first full day of attendance, arrangements will be made for two ‘settling in’ visits at the nursery, 

so that the child and parent can meet the team and visit the room in which the child will be based. 

 The first settling in visit lasts around an hour and requires the parent to remain with the child. 

 During the second settling in visit, we encourage the parent to leave the child in the room on their own. This 
visit usually lasts 2 hours. 

 Third and subsequent visits may be made prior to full attendance commencing. These can be either made 
in advance or agreed at the time if felt necessary. These additional settling in sessions can be booked as half 
or full days and are chargeable at the usual rates. 

 

The Key Person 
Muddy Boots operates a Key Person system, whereby each child and their family has a designated team member 
who will take lead responsibility for the relationship between the family and the nursery. The Key Person provides 
a point of contact for parents, however they do not have sole charge of the child and parents are free to discuss 
their child and his/her requirements with any other team member.  
 
The Key Person: 

 Welcomes and looks after the child and his/her parents during the settling in period and throughout his/her 
time at nursery to ensure the family has a familiar contact person.  

 Helps your child to become familiar with the setting and feel confident and safe within it 

 Develops a genuine bond with children and offers a settled, close relationship 

 Meets the needs of the child in their care and respond to their feelings, ideas and behaviour 

 Talks to parents to make sure they are happy with the way their child is being cared for at nursery 

 Make careful records of the child’s development and progress in their Learning Journey, taking photographs, 
tracking developmental progress and intervening early if there is an area of development which needs 
supporting 

 Shares records with the parents, the child and other professionals as necessary. 
 

A close relationship with a key person does not undermine children’s ties with their own parents. The parent 
should always have access to the child’s records, which can also be passed on to school to support transitions and 
shared understanding of a child’s abilities and interests. 
 
There should be consistency and continuity of care as much as possible to ensure the stability for the child – 
however, it is our policy to change a child’s Key Person if necessary and in the best interests of the child (e.g. 
change of attendance pattern, or if the child appears to bond with an alternative team member, etc.). This will 
always be in consultation with the parents. 


