
 

                                                              

                           INDUCTION, TRANSITION AND KEY PERSON POLICY - CHILDREN 

 

Aims and Objectives: 

It is of the utmost importance that the child’s welfare and happiness is paramount at all times. Therefore, 

although we have this policy on induction and transition, it is important to recognise that each child is 

individual and the induction procedure may differ to allow for this. 

At all times our aim is to provide a high level of contact with parents/ carers – to ensure that we give plenty 

of information in an accurate way. It is also our aim to enable children to move through our classrooms with 

ease and with parents being informed of all decisions and new information in an efficient way. 

As a Montessori school it is our belief that our approach to learning is naturally appealing to children and 

the strong Montessori accent on leading children to independence will ensure that most children who leave us 

are physically and socially capable of dealing with new situations such as changing schools.  However, we 

recognise that transition can create emotional stress in young children and their families. Our aim is to 

ensure that we do all that we can to enable the child to face change in a positive and joyful manner.  

We prefer that all children have a period of induction before starting at one of our Colourbox nurseries. This 

includes babies and children who transition between our Newmarket, Haverhill and Red Lodge nurseries.  

This is to allow for the following: 

• For staff to spend time with the parent/carer – to ensure all required forms are filled in, and to 
discuss any individual needs that the child may have 

• For the Key Person and Buddy to meet the child and the family  

• By following this procedure – that all parents/carers are given the appropriate information packs 
and have our record keeping system explained to them 

• To allow the child time in the classroom to familiarise themselves with the staff, room and routine 

• To allow the staff to spend some time with the child, while their parent/carer is present 

• To allow for an initial short period of time for the child to be left without their parent/carer 

• A home visit if deemed necessary or beneficial 

• To introduce parents to the Blossom system and complete the home assessment  
 

 

 

 

 



Procedure for Induction and transition 

Babies (under 2): 

• The child will be invited to do two or three induction visits/playtimes. The first two for one hour 
each, with parent/carer staying within the room. The third visit we will encourage the 
parent/carer to leave the room and meet with the Key Person to discuss child’s routine, 
development and any other factors which may affect them 

• The Key Person will also discuss with the parent the form of record keeping for the room - this is 
in the form of a daily diary on Blossom, which is shared with the parents 

 

Toddlers (2-3 year olds): 

• The child will be invited to do 2 or 3 induction visits. The first two for 1 hour each, with parent/ 
carer staying within the room. The third visit we will encourage the parent/carer to leave the 
room (but not necessarily the premises) – this will be for an hour only.  

• After the appropriate registration form has been completed and returned to the office, the Room 
Leader will use this information to clarify the child’s individual needs 

• The Room Leader will arrange home visits, if needed, to discuss the child’s early development and 
any other factors which may affect them 

• The child will be added to Blossom which will enable the parents/carers to access all 
information/policies/forms and a platform to communicate with the nursery room using our one-
way messaging board. 

• Children who transition from our baby room will also visit the toddler room during their regular 
sessions, a transition form will be completed and their details will be transferred to the new class 
on the Blossom system. Parents/carers will be invited to visit the new room and meet the Key 
Person and room staff 
 

Pre-School (3-5 year olds): 

For children starting Pre-School age: 

• We will invite the child to have 2 or 3 short induction sessions, as necessary.  

• Children who transition from our toddler rooms will also visit the pre-school rooms during their 
regular sessions 

• The Room Leader/Key Person will discuss the child’s needs with the parent/carer 

• For a new child, they will be added to Blossom and invited to complete a home assessment, whilst 
parents/carers of transitioning children will be invited to update their Blossom account  
 

Children with Special Educational Needs: 

All of the relevant points above will apply. In addition, the Colourbox SENCo will liaise with 
past/future/additional providers and other involved professionals to ensure continuity of additional support 
and care as required by the child. 

 

 

 

 



The Importance of a Key Person for you and your child:  

 
Babies: 
Very young babies need a close bond with one or two adults in a nursery setting to ensure that they feel 
secure and safe and that their needs are met on all levels. In the Nest, the Key Person has the main 
responsibility for liaising with the baby’s parents/carers regarding physical and emotional care of the young 
baby and will feed back information to them at the end of the day. The Key Person also maintains pictorial 
and written observations of the baby to show the baby’s developmental progress (Learning Journey) and will 
be the main person to anticipate and fulfill the baby’s physical and emotional needs. The Key Person will use 
all information collected to provide stimulating and developmentally-appropriate activities for the baby (i.e. 
planning) in accordance with Montessori philosophy and the Early Years Foundation Stage. A ‘Buddy’ system 
also operates in the Nest so that if the baby’s Key Person is absent, the baby has another familiar person to 
take care of them and fulfil the Key Person tasks. The Room Leader maintains an overview of every child’s 
development and needs.  
 
Toddlers: 
By the time toddlers reach 2 years of age they may be able to relate to more adults.  The Key Person’s and 
Buddy’s role in this room is to ensure the child’s emotional well-being, to make observations and plan further 
activities for the child with regard to Montessori philosophy and the Early Years Foundation Stage, which are 
recorded in the ‘Learning Journey’.  Personal care in this room may be shared between staff, as and when 
the child is comfortable with more than one person taking care of their needs. The Room Leader maintains an 
overview of every child’s development and needs.  
 
Pre School age: 
All adults in these rooms: observe, record and contribute to the child’s individual learning plan, i.e. ‘Learning 
Journey’ (which is in accordance with Montessori philosophy and the Early Years Foundation Stage).  Key 
Persons in these rooms help the child to settle in at first and provide a point of contact with the child’s 
family. Unless a child has particular needs, personal care may be shared between the adults – we find that at 
this stage a child may make their own choices about which adult to approach when they need help.  The 
Room Leader maintains an overview of every child’s development and needs.   
 
What Happens When a Child Leaves Montessori? 

• The Room-leader/Key Person will visit the child’s new childcare setting/school wherever possible. 

• The child’s new teacher is invited to visit Colourbox and observe and talk to the child, and to see 
Montessori in practice. 

• A Leavers Report is passed to the child’s new teacher/nursery practitioner if at all possible and the 
Learning Journey is given to parents.   

• Staff will sympathetically discuss the new school and use resources such as stories and books to 
support the child. 

• The child is invited to return to visit us at any time with parent/carer. 

 
 

 

 

 

 

 



 

Montessori children are unusually adaptable. They have learned to work independently and in groups. Since 
they've been encouraged to make decisions from an early age, these children are problem-solvers who can 
make choices and manage their time well. They have also been encouraged to exchange ideas and discuss 
their work freely with others and good communication skills ease the way in new settings.  

Research has shown that the best predictor of future success is a sense of self-esteem. Montessori programmes 

based on self-directed, non-competitive activities, help children develop good self-images and the confidence 

to face challenges and change with optimism. When they leave Colourbox Montessori School, it is our aim 

that children are well-prepared and enthusiastic learners who value community and make important 

contribution to their new schools. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This policy will be reviewed in April 2022 


