
 
Kings Meadow’s Policies and Procedures at a glance 

4.6 Settling in 
 

EYFS: 3.26, 3.27, 3.72 

3.73 

 
Kings Meadow we aim to support parents and other carers to help their children settle quickly and 
easily by giving consideration to the individual needs and circumstances of every child and their 
families. Our aim is for children to feel safe, stimulated and happy in the nursery and to feel 
secure and comfortable with all staff. We also want parents to have confidence in both their 
children's continued well- being and their role as active partners, with the child being able to 
benefit from what the nursery has to offer. 
 
All our staff know about the importance of building strong attachments with children. They are 
trained to recognise the different stages of attachment and use this knowledge to support children 
and families settling in to the nursery. 
 
Our nursery will work in partnership with parents to settle their child into the nursery environment 
by: 

• Allocating a key person to each child and his/her family, before he/she starts to attend. The 

key person welcomes and looks after the child ensuring that their care is tailored to meet 

their individual needs. He/she offers a settled relationship for the child and builds a 

relationship with his/her parents during the settling in period and throughout his/her time at 

the nursery, to ensure the family has a familiar contact person to assist with the settling in 

process 

• Providing parents with relevant information about the policies and procedures of the 

nursery 

• Encouraging parents and children to visit the nursery during the weeks before an 

admission is planned and arranging home visits where applicable 

• Planning settling in visits and introductory sessions (lasting approximately 1-2 hours). 

These will be provided free of charge over a one or two week period, dependent on 

individual needs, age and stage of development 

• Welcoming parents to stay with their child during the first few weeks until the child feels 

settled and the parents feel comfortable about leaving their child. Settling in visits and 

introductory sessions are key, to a smooth transition and to ensure good communication 

and information sharing between staff and parents 

• Reassuring parents whose children seem to be taking a long time settling in to the nursery 

and developing a plan with them 

• Encouraging parents, where appropriate, to separate themselves from their children for 

brief periods at first, gradually building up to longer absences 

• Assigning a buddy/back-up key person to each child in case the key person is not 

available. Parents will be made aware of this to support the settling process and 
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attachment 

• Reviewing the nominated key person if the child is bonding with another member of staff to 

ensure the child’s needs are supported 

• Respecting the circumstances of all families, including those who are unable to stay for 

long periods of time in the nursery and reassure them of their child’s progress towards 

settling in 

• Not taking a child on an outing from the nursery until he/she is completely settled. 

 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

14/05/2019  C.Hincks (Nursery manager) September 2020 
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4.14 Parents and Carers as Partners 
 

EYFS: 3.27, 3.72, 3.73 

 
At Kings Meadow we believe that parents and staff need to work together in a close partnership in 
order for children to receive the quality of care and early learning to meet their individual needs. 
We welcome parents as partners and support a two-way sharing of information that helps 
establish trust and understanding. We are committed to supporting parents in an open and 
sensitive manner to be an integral part of the care and early learning team within the nursery. Our 
policy is to: 

• Recognise  and  support  parents  as  their  child’s  first  and  most  important educators 

and to welcome them into the life of the nursery 

• Generate confidence and encourage parents to trust their own instincts and judgement 

regarding their own child 

• Welcome all parents into the nursery at any time 

• Welcome nursing mothers. The nursery will make available a private area whenever 

needed to offer space and privacy to nursing mothers 

• Ensure nursery documentation and communications are provided in different formats to 

suit each parent’s needs, e.g. Braille, multi-lingual, electronic communications 

• Ensure that all parents are aware of the nursery’s policies and procedures. A detailed 

parent prospectus will be provided and our full policy documents will be available to 

parents at all times on a cd and on the nursery website 

• Maintain  regular  contact  with  parents  to  help  us  to  build  a  secure  and beneficial 

working relationship for their children 

• Support parents in their own continuing education and personal development including 

helping them to develop their parenting skills and inform them of relevant conferences, 

workshops and training 

• Create  opportunities for  parents to  talk  to  other  adults  in  a  secure  and supportive 

environment through such activities as open days, parents’ evenings and a parents’ forum 

• Inform  parents  about  the  range  and  type  of  activities  and  experiences provided for 

children, the daily routines of the setting, the types of food and drinks provided for children 

and events through regularly distributed newsletters 

• Operate a key person system to enable parents to establish a close working relationship 

with a named practitioner and to support two-way information sharing about each child’s 

individual needs both in nursery and at home. Parents are given the name of the key 

person of their child and their role when the child starts 

• Inform parents on a regular basis about their child’s progress and involve them in shared 

record keeping. Parents’ evenings will be held at least twice a year. The nursery will 

consult with parents about the times of meetings to avoid excluding anyone 

• Actively encourage parents to contribute to children’s learning through sharing 
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observations, interests and experiences from home. This may be   verbally, sharing 

photographs or in written form 

• Agree the best communication method with parents e.g. email, face-to-face, telephone and 

share information about the child’s day, e.g. food eaten, activities, sleep times etc. 

• Consider and discuss all suggestions from parents concerning the care and early learning 

of their child and nursery operation 

• Provide opportunities and support for all parents to contribute their own skills, knowledge 

and interests to the activities of the nursery 

• Inform all parents of the systems for registering queries, compliments, complaints or 

suggestions, and to check that these systems are understood by parents 

• Make sure all parents have access to our written complaints procedure 

• Share information about the Early Years Foundation Stage, young children's learning in the 

nursery, how parents can further support learning at home and where they can access 

further information 

• Provide a written contract between the parent(s) and the nursery regarding conditions of 

acceptance and arrangements for payment 

• Respect the family’s religious and cultural  backgrounds  and  beliefs  and accommodate 

any special requirements wherever possible and practical to do so 

• Inform parents how the nursery supports children with special educational needs and 

disabilities 

• Find out the needs and expectations of parents. We will do this through regular feedback 

via questionnaires, suggestion system and encouraging parents to review working 

practices. We will evaluate any responses and use these to promote nursery practice, 

policy and staff development. 

 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

14/05/2019  C.Hincks (nursery manager) September 2020 
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4.11 Caring for Babies and Toddlers 
 

EYFS: 3.47, 3.48, 3.54, 

3.58, 3.59, 3.60, 3.64, 3.70 

 
At Kings Meadow we care for children under the age of two and ensure their health, safety and 
well-being through the following: 

• Children under the age of two have a separate base room and are cared for in small 

intimate groups. We ensure that younger children have opportunities to have contact with 

older children whilst at nursery 

• Care is taken to ensure that babies and toddlers do not have access to activities containing 

small pieces, which may be swallowed or otherwise injure the child 

• The environment and equipment are checked daily before the children access the area. 

This includes checking the stability of cots and areas around, low/highchairs and ensuring 

restraints on these, pushchairs and prams are intact and working 

• All doors are fitted with viewing panels and door finger-guards to ensure the safety of 

children 

• Babies and toddlers have their nappies changed according to their individual needs and 

requirements by their key person wherever possible 

• Information will be shared between parents and the key person about nappy changing and 

toilet training in a way that suits the child 

• Potties are washed and disinfected after every use. Changing mats are wiped with anti-

bacterial cleanser before and after every nappy change 

• Each baby must have his/her own bedding which is washed at least weekly and when 

necessary 

• Cot mattresses meet safety standards 

• Children under two years are not be given pillows, cot bumpers or any soft furnishings in 

order to prevent risk of suffocation 

• Children are not left to sleep in pushchairs or baby bouncers as their backs are not fully 

supported in this equipment whilst sleeping 

• We follow all cot death prevention/safety guidelines and advise parents of this information. 

Babies are always laid to sleep on their back, with their feet touching the foot of the cot 

• Sheets or thin blankets will come no higher than the baby's shoulders, to prevent them 

wriggling under the covers. We make sure the covers are securely tucked in so they cannot 

slip over the baby's head 

• Children’s individual sleeping bags may be used in consultation with parents. These are 

washed at least weekly and when necessary 

• Cots are checked before use to ensure no items are within reach i.e. hanging over or 
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beside the cot (e.g. fly nets, cables) 

• All low/highchairs used for feeding are fitted with restraints and these are used at all times. 

Children are never left unattended in high chairs. Restraints are removed and washed 

weekly or as needed 

• No child is ever left unattended during nappy changing time 

• Babies are never be left propped up with bottles as it is both dangerous and inappropriate 

• Babies sleeping outside have cat/fly nets over their prams and prams must lie flat so 

children are supported 

• Sleeping babies and toddlers are checked on every 10 minutes.  This may increase to 

every 5 minutes for younger babies and/or new babies. Checks are documented with the 

time and staff initials on the sleep check form 

• Staff do not change nappies whilst pregnant until a risk assessment has been discussed 

and conducted. Students only change nappies with the support and close supervision of a 

qualified member of staff 

• Bottles of formula milk are only be made up as and when the child needs them. These 

should be cooled to body temperature, which means they should feel warm or cool, but not 

hot, and should be tested with a sterilised thermometer to ensure they are an appropriate 

temperature for the child to drink safely 

• Following the Department of Health guidelines, we only use recently boiled water to make 

formula bottles (left for no longer than 30 minutes to cool). We do not use cooled boiled 

water that is reheated 

• Bottles and teats are thoroughly cleaned with hot soapy water and sterilised after use (they 

will not be washed in the dishwasher) 

• Bottles are disposed of after two hours 

• A designated area is available for  mothers who  wish to  breastfeed their babies or 

express milk 

• Labelled mothers’ breast milk is stored in the fridge 

• If dummies are used they will be cleaned and sterilised. This also applies to dummies 

which have been dropped (see separate dummy policy pg.151) 

• All dummies are stored in separate labelled containers to ensure no cross- contamination 

occurs 

• Sterilisers are washed out and cleaned daily 

• Children transfer to the older age group when assessed as appropriate for their age/stage 

following our agreed transition and settling procedures. 

 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

14/05/2019 C.Hincks (Nursery manager) September 2020 
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4.20 Arrivals and Departures 
 

EYFS: 3.7, 3.62 

 
At Kings Meadow we give a warm welcome to every child and family on their arrival. 
 
Parents are requested to pass the care of their child to a specific member of staff who will ensure 
his/her safety (this is usually a child’s key person). Parents are requested to sign the child in on 
the daily attendance register. The staff member records any specific information provided by the 
parents, including the child’s needs, interests, experiences and observations from home. 
 
If the parent requests the child is given medicine during the day the staff member must ensure 
that the medication procedure is followed. 
 
If the child is to be collected someone who is not the parent at the end of the session,  there  is  
an  agreed  procedure  that  must  be  followed  to  identify  the designated person. Photo 
identification or a password is also required where possible for the designated adult. Parents are 
informed about these arrangements and reminded about them regularly. 
 
The child’s key person or other nominated staff member must plan the departure of the child. This 
should include opportunities to discuss the child’s day with the parent e.g. meals, sleep time, 
activities, interests, progress and friendships. The parent should be told about any accidents or 
incidents and the appropriate records must be signed by the parent before departure. Where 
applicable, all medicines should be recovered from the medicine box/fridge after the parent has 
arrived and handed to him/her personally. The medication policy is to be followed regarding 
parental signature. 
 
The nursery will not release a child to anyone other than the known parent unless an agreement 
has been made at the time of arrival. In the case of any emergency such as a parent being 
delayed and arranging for a designated adult to collect a child, the parent should inform the 
designated person of the agreed procedure and contact the nursery about the arrangements as 
soon as possible. If in any doubt the nursery will check the person’s identity by ringing the child’s 
parent or their emergency contact number (please refer to the late collection policy pg. 168). 
 
On departure, the parent/person collecting the child must mark the child register immediately 
marked to show that the child has left the premises. 
 
Arrivals and departures of visitors 
For arrivals and departures of visitors the nursery requires appropriate records to be completed 
on entry and exit e.g. in the visitors’ book. Please refer to supervision of visitors policy for further 
information. 
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This policy was adopted on Signed on behalf of the nursery Date for review 

14/05/2019 C.Hincks (Nursery manager) September 2020 

 

 
 

1.1d Camera, mobile phone and recording device use 
 
At Kings Meadow we recognise that photographs and video recordings play a part in the life of the 
nursery. We ensure that any photographs or recordings taken of children in our nursery are only 
done with prior written permission from each child’s parent. We obtain this when each child is 
registered and we update it on a regular basis to ensure that this permission still stands. 
 
We ask for individual permissions for photographs and video recordings for a range of purposes 
including: use in the child’s learning journey; for display purposes; for promotion materials 
including our nursery website, brochure and the local press. We ensure that parents 
understand that where their child is also on another child’s photograph, but not as the 
primary person, that may be used in another child’s learning journey. 
  
If a parent is not happy about one or more of these uses we will respect their wishes and find 
alternative ways of recording their child’s play or learning. 
 
Parents are not permitted to use any recording device or camera (including those on mobile 
phones) on the nursery premises without the prior consent of the manager. (e.g. parents may gain 
consent to take photos with their own personal cameras or phones for special events such as 
Christmas and birthday parties as long as no other parents chooses not to give permission for 
their child to have photos taken at special events) 
 
During special events, e.g. Christmas or leaving parties, staff may produce group photographs to 
distribute to parents on request. In this case we will gain individual permission for each child 
before the event. This will ensure all photographs taken are in line with parental choice. We ask 
that photos of events such as Christmas parties are not posted on any social media 
websites/areas without permission from parents of all the children included in the picture. 
 
 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

14/05/2019 C.Hincks (Nursery manager) September 2020 

 
 
 
Parents’ and visitors’ use of mobile phones and social networking 
Whilst we recognise that there may be emergency situations which necessitate the use of a 
mobile telephone, in order to ensure the safety and welfare of children in our care and share 
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information about the child’s day, parents and visitors are kindly asked to refrain from using their 
mobile telephones whilst in the nursery or when collecting or dropping off their children. 
 
We promote the safety and welfare of all staff and children and therefore ask parents and visitors 
not to post publically or privately information about any child on social media sites such as 
Facebook and Twitter. We ask all parents and visitors to follow this policy to ensure that 
information about children, images and information do not fall into the wrong hands. 
 
Parents/visitors are invited to share any concerns regarding inappropriate use of social media 
through the official procedures (please refer to the partnership with parents policy, complaints 
procedures and grievance policy)’. 
 

This policy was adopted on Signed on behalf of the nursery Date for review 

14/05.2019 C.Hincks (Nursery manager) September 2020 

 
 


