
GREAT TEY PRE-SCHOOL 
 
SAFEGUARDING CHILDREN AND PROMOTING CHILDREN’S WELFARE: The provider must take 
necessary steps to safeguard and promote the welfare of children. 
 
Safeguarding and Welfare Requirement: Key Person 
Each child must be assigned a key person. Their role is to help ensure that every child’s care is tailored to 
meet their individual needs, to help the child become familiar with the setting, offer a settled relationship for the 
child and build a relationship with their parents 

 
The Role of the Key Person, Settling-in and Childcare Practice 
 
Policy statement 
 
We believe that children settle best when they have a key person to relate to, who knows them and their 

parents well, and who can meet their individual needs. Research shows that a key person approach benefits 

the child, the parents, the staff and the setting by providing secure relationships in which children thrive, 

parents have confidence, staff are committed and the setting is a happy and dedicated place to attend or work 

in. 

 

We want children to feel safe, stimulated, happy, eager to participate and to learn in the setting and to feel 

secure and comfortable with staff. We also want parents to have confidence in both their children's well-being 

and their role as active partners with the setting.  

 

We aim to make the setting a welcoming place where children settle quickly and easily because consideration 

has been given to the individual needs and circumstances of children and their families. The manager or 

deputy will explain the need for settling in and agree with the parents the best plan for their child. Our setting 

does not rush the process, and this can take several weeks if needed. 

 

We aim to help children to gain from the social experience of being part of a group and provide children with 

opportunities to learn and help them to value learning.   

 

The key person role is set out in the Safeguarding and Welfare Requirements of the Early Years Foundation 

Stage. Each child has a key person. We aim for key people to form a secure attachment with their key children 

when they join the setting. 

 

The procedures set out a model for developing a key person approach that promotes effective and positive 

relationships for children who are in settings. 

 

 

 



Procedures 
 

§ We aim to ensure children: 

- are given generous care and attention, because of our ratio of staff to children. 

- has the chance to join in with other children and adults to live, play, work and learn together 

- is helped to take forward her/his learning and development by being helped to build on what she/he 

already knows and can do 

- has a personal key person who makes sure each child makes satisfying progress 

§ We allocate a key person before the child starts. The key person is recorded on the child’s registration 

form. 

§ Parents are informed of their key person and ‘buddy’ key person by letter before their child starts the 

setting.  

§ In some settings where a home visit is carried out before the child starts, this is done by the manager or 

deputy and the key person. Please see Health and Safety Policy for safety of staff.  

§ The key person is responsible for the induction of the family and for settling the child into our setting. 

The key person offers unconditional regard for the child and is non-judgemental. 

§ The key person works with the parents to plan and deliver a personalised plan for the child’s well-being, 

care and learning. 

§ The key person acts as the key contact for the parents and has links with other carers involved with the 

child, such as a childminder, and co-ordinates the sharing of appropriate information about the child’s 

development with those carers. 

§ The key person is responsible for developmental records and for sharing information on a regular 

basis with the child’s parents to keep those records up-to-date, reflecting the full picture of the child in 

our setting and at home. 

§ A key person builds an on-going relationship with the child and his/her parents and is committed to 

that child’s well-being while in the setting.  

§ Shift patterns and staff absence can affect a child who is just settling in, where possible, key people 

match the sessions the child is in, or at first will work extra sessions to ensure child is settling well.  

§ Every child also has a ‘buddy’ key person so that they can fulfil the role in the absence of the main key 

person, for example, day’s off, annual leave or sickness.  

§ Staff will form relationships with all children and parents to ensure there is contact in case of a child’s key 

person being absent. 

§ We promote the role of the key person as the child’s primary carer in our setting, and as the basis for 

establishing relationships with other staff and children. 

§ Sometimes the key person can be changed, this would be discussed by the manager with the parents 

before a change is made.  

§ The needs of part-time children are considered. 

§ There is a procedure for prolonged absences of children (See policy). 

§ We make the very best of routine opportunities to promote ‘tuning-in’ to the child emotionally and create 

opportunities for learning. We actively promote British values, inclusion, equality of opportunity and the 

valuing of diversity.  



§ Children need to form attachments with adults who care for them, primarily to a key person, but with other 

adults and children too. In this way children feel part of a community of learnings; they can contribute to 

that community and receive from it.  

§ The number of children for each key person takes into account the individual needs of children and the 

capacity of the key person to manage their cohort; it is also influenced by part-time places and part time 

staff. The setting manager aims for consistency i.e. matching part-time staff to part-time children; full-time 

children are not divided between key persons during the week. 

 

Learning through play 

§ Being active and playing supports young children’s learning and development through doing and talking. 

This is how children learn to think about and understand the world around them. We use the Statutory 

Framework for the EYFS to plan and provide opportunities which will help children to make progress in all 

areas of learning. This programme is made up of a mixture of activities that children plan and organise for 

themselves and activities planned and some are led by practitioners. 

 

Characteristics of effective learning 

§ We understand that all children engage with other people and their environment through the characteristics 

of effective learning that are described in the Early Years Foundation Stage as: 

- playing and exploring - engagement 

- active learning - motivation 

- creating and thinking critically - thinking 

§ We aim to provide for the characteristics of effective learning by observing how a child engages with 

learning and being clear about what we can do and provide to support each child to remain an effective 

and motivated learner. 

 

Settling-in 

§ Before a child starts to attend the setting, we use a variety of ways to provide their parents with information. 

These include written information, including our prospectus, a video about activities is available on the 

website and individual phone calls with parents. 

§ During the half-term before a child is enrolled, we try to provide opportunities for the child and their 

parents to visit the setting. However this is to the conditions of the health and safety of any outbreaks of 

COVID-19 in the area.  

§ We allocate a key person to each child and his/her family before she/he starts to attend.  

§ The key person welcomes and looks after the child and his/her parents at the child's first session and 

during the settling-in process. The key person will make a ‘welcome key chat’ with the parents of the child 

before the settling in process begins.  

§ We use the welcome key chat to explain the settling in process with his/her parents. The parents 

can ask any questions they have too.  

§ The key person with his/her parents jointly decide on the best way to help the child to settle into the 

setting. 

§ Depending on the child’s individual needs, settling in procedures may differ for individual families.   



§ Younger children may take longer to settle in, as will children who have not previously spent time away 

from home. Children who have had a period of absence may also need support to re- settle them. 

§ We judge a child to be settled when they have formed a relationship with their key person; for example, 

the child looks for the key person when he/she arrives, goes to them for comfort, and seems pleased to 

be with them. The child is also familiar with where things are and is pleased to see other children and 

participate in activities. 

§ When parents leave, we ask them to say goodbye to their child and explain that they will be coming 

back, and when. 

§ We recognise that some children will settle more readily than others, but that some children who appear to 

settle rapidly are not ready to be left. We expect that parents will assist us in helping to settle their child, 

which may mean only leaving the child for a short period of time, until their child can stay happily without 

them. 

§ We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's 

distress will prevent them from learning and gaining the best from the setting. 

§ We reserve the right not to accept a child into the setting without a parent or carer if the child finds it 

distressing to be left. This is especially the case with very young children. 

§ Key people record, on Tapestry, settling in visits and their child’s first day with us for parents to see how 

their child is settling at the setting.  

 

Establishing children’s baseline assessments 

§ When children start at the setting they arrive at different levels of learning and development. In order to 

help them to settle and make rapid progress it is important that they are provided with care and learning 

opportunities that are suited to their needs, interests and abilities. This means establishing and 

understanding their baseline and whether there are any obstacles to their learning, so that teaching can be 

tailored to the ‘unique child’. 

§ The aim of establishing a child’s baseline is to ensure that the most appropriate care and learning is 
provided from the outset. 

§ Baseline assessments are established by gathering information from the first contact with the child’s 

parents at the welcome key chat and during the ‘settling in’ period. Staff do not ‘wait and see’ how the child 

is settling before they begin to gather information.  
§ The key person is responsible for establishing their key children’s baseline by gathering information in the 

following ways: 

- observation of the child during settling in visits 

- discussion with the child’s parents 

- building on information that has been gathered during registration by referring to the registration form, 

all about me form and home observations forms 

§ The information gathered is assessed within two weeks of the child’s official start date or sooner where 

possible. 

§ The key person must make a ‘best fit’ judgement about where the child is with their development, referring 

to Development Matters and/or Birth to 5 Matters.  



§ The key person will identify developmental points they fell the child needs support with or extending their 

development. This is discuss with management.  

§ If the initial assessment raises any concerns that extra support may be required procedure 09.13 

Identification, assessment and support for children with SEND is followed. 

 

The progress check at age two 

§ The key person is central to the progress check and will be the person completing it 

§ We take guidance from the local authority as to when the progress check at age two is completed, 

normally between 26 and 30 months old. The child should be attending for at least 1 term before the check 

is completed.  

§ Parents are invited to discuss their child’s progress at any time, preferably on the phone.  

§ The setting seeks to engage both parents and make allowance for parents who do not live with their child 

to be involved.  

§ On-going observational assessments informs the progress check and must be referred to. 
§ Children’s contributions are included in the report. Staff must be ‘tuned in’ to the ways in which very young 

children, or those with speech or other developmental delay or disability, and communicate.  
§ Where any concerns about a child’s learning and development are raised these are discussed with the 

parents, the SENCo and the setting manager.  
§ If concerns arise about a child’s welfare, they must be addressed through Safeguarding children, young 

people and vulnerable adults procedures. 
§ The key person must be clear about the aims of the progress check as follows: 

- to review a child’s development in the three prime areas of the EYFS 

- to ensure that parents have a clear picture of their child’s development 

- to enable practitioners to understand the child’s needs and, with support from practitioners, enhance 

development at home 

- note areas where a child is progressing well and identify any areas where progress can be supported 

- describe actions the provider intends to take to address any developmental concerns (working with 

other professionals as appropriate) 

§ The key person will plan activities to meet the child’s needs within the setting and will support parents to 

understand the child’s needs in order to enhance their development at home. 

 

Parents 

§ Key persons are the first point of contact for parents with regard to matters concerning their child and any 

concerns parents may have are addressed with the key person in the first instance. 

§ Key persons support parents in their role as the child’s first and most enduring educators. 

§ The key person is responsible for the child’s developmental records, completing the progress check at age 

two, and for sharing information about progress with the child’s parents. 

 

Learning and development 

§ The key person helps to ensure that every child’s learning and care is tailored to meet their individual 

needs. This is achieved through regular observation and assessment of children, using information 



gathered about their achievements, interests and learning styles to plan for each individual child’s learning 

and development. 

§ If a child’s progress in any of the prime areas gives cause for concern, the key person must discuss this 

with the setting manager or SENCO and the child’s parents. 

 

Buddy key person 

§ The role of the buddy key person is to step in when the main key person is absent or unavailable to 

provide a stable and consistent care relationship for the child. 

§ The buddy key person is identified to the parent and supports the child when they starts however the main 

attachment is formed with the key person. 

§ The buddy key person gradually forms a relationship with the child until the child is happy to be cared for 

by this person. 

§ The buddy key person shares information with parents in the key person’s absence and makes notes in 

the child’s records where appropriate. 

§ The buddy key person ensures information is shared with the key person. 

 

Safeguarding children 

§ The key person has a responsibility towards all children to report any concern about their development, 

welfare or child protection matter to the setting manager and to follow the procedures in this respect. 

§ Regular supervision with the setting manager provides further opportunities to discuss the progress and 

welfare of key children. 

 

For children whose first language is not English 

§ For many children learning English as an additional language, settling in can take longer as the child is 

dependent upon the parents’ input to make sense of what is going on. 
§ If the parent does not speak English, efforts are made to source an interpreter for induction; it will be 

helpful for them to see around the setting and be clear about their role in interpreting in the play area. 

§ Through the interpreter, the key person will try to gauge the child’s level of skills in their home language; 

this will give the key person an idea of the child’s interests and levels of understanding.  

§ The need for the parent to converse in the child’s home language is important. 

§ The key person makes the parent feel welcome using smiles and gestures. 

§ With the parent, make a list of key words in the child’s home language; sometimes it is useful to write the 

word as you would pronounce it. These words will be used with the child and parents will be addressed 

with ‘hello’ and ‘goodbye’ in their language. 

§ The key person prepares for the child’s visits by having a favourite toy or activity ready for the child to 

provide a means to interact with the child.  

§ Children will be spoken to as per any other child, using gestures and facial expressions to help. 

 

Assessment 

§ We assess how young children are learning and developing by observing them. We use information that 

we gain from observations of the children, to understand their progress and where this may be leading 



them. We believe that parents know their children best and we will ask them to contribute to assessment 

by sharing information about what thier child likes to do at home and how parents are supporting 

development. 

§ We may make periodic assessment summaries of children’s achievement based on our on-going 

observations. These help us to build a picture of a child’s progress during their time with us and form part 

of children’s records of achievement/learning journeys. We undertake these assessments at regular 

intervals, as well as at times of transition, such as when a child moves into a different setting or when they 

go on to school. 
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