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Employment
2.2 The role of the key person and settling in
Policy statement

We strive to ensure that each child feels happy, secure and looks forward to coming to Beechoak Farm. We also want parents to feel confident in their child’s well-being whilst they are with us. We feel that one of the best ways to promote this feeling of security is to adopt the key person approach. Each child is assigned a member of staff to be their key person. This person knows them and their family well and will ensure that their individual needs are met. 
We aim to make Beechoak a welcoming and warm place where children are able to settle quickly and easily due to the consideration staff give to the individual and their families.
Procedures
Key person

· We allocate a key person before the child starts at Beechoak Farm; this person is responsible for:

·  The induction and settling in of the child and their family.
· Acting as the key contact for the parents. 

· Working with the parents to plan and deliver a personalised plan for the child’s well-being, care and learning.
· For updating development records and for sharing information with the child’s parents.

· Encouraging positive relationships between children in her/his key group, spending time with them as a group each day.
· The officer in charge is responsible for ensuring that any relevant forms are completed and returned. Policies and procedures will also be shared with the family before the start date.

· Each child has a back up key person in the absence of their key person; this is the other member of staff in the child’s room.

· The key person is the primary carer of the child whilst they are at Beechoak Farm.
Settling-in

· Before a child starts at Beechoak Farm we provide the parents with written information and telephone consultations to answer any questions. Parents are also welcome to visit the nursery in person prior to their child starting.
· A key person is assigned to each child and family when they start at Beechoak Farm. This key person will co-ordinate the induction and settling process.

· The weeks before the child visits we arrange for them to visit Beechoak Farm on two separate occasions to become accustomed to their room, staff and the other children.

· We use the pre-visits to gain information regarding comforters, likes/ dislikes etc alongside a pre-completed ‘All About Me’ form, that parents are encouraged to bring to the induction visits.
· We ask all parents to stay for the first settling in visit, during which time the key person will liaise with the parent to decide the best way to settle the child in. 
· During the second settling visit the expectation is that the parent/ carer will gradually take time out of the room in readiness for leaving the child on their first day.
· A child will be able to access additional settling visits if deemed they need additional time.
· Some children take longer to settle in than others and children who experience long breaks away from Beechoak may need to be re-settled.

· We judge a child to be settled when they are happy to go to their key person for comfort, looks for them when they arrive or gains pleasure in spending time with them.

· When parents leave we ask them to say goodbye to their child and reassure them that they will be returning later.

· Observations will be added to Tapestry regarding the child’s settling progress for parents to view.
The progress check at age two

· The key person carries out the progress check at age two.
· The progress check aims to review the child’s development and ensures that parents have a clear picture of their child’s development.
· Within the progress check, the key person will note areas where the child is progressing well and identify areas where progress is less than expected.
· The progress check will describe the actions that will be taken by us to address any developmental concerns (including working with other professionals where appropriate) as agreed with the parents. 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.

This policy was adopted by staff at Beechoak Farm Montessori preschool.
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