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2.2 The role of the key person & settling in 

 

Policy statement 

The EYFS 2021 states that ‘Each child must be assigned a key 

person’.  

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.  

Procedures 

Key person 

• We allocate a key person before the child starts at Beechoak Farm and parents are 

notified via email in the form of a welcome pack. 

• The key person 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. 

- Updating development records and for sharing information with the child’s parents. 

- Encouraging positive relationships between children in their key group. 

• The manager 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 role of the back-up 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 key person is the primary carer of the child whilst they are at Beechoak Farm. 

• 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. 

• The key person spends time daily with their key children. 

• 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 early 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. 

• The key person has a responsibility towards their key 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. 

• The back-up key person has a duty likewise. 

Learning & 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. 

• The key person ensures that each of their key children has at least three 

observations monthly, these observations are available for parents to view via 

Tapestry. 

• Key persons are responsible for arranging any transitioning visits to older rooms 

when the child is due to move to the next room. At this point they will also complete 

a full Tapestry observation in which every area of the EYFS will be assessed. 

• Key persons will ensure a full report covering all areas of the EYFS is completed 

before the child’s final day with us. 

• 2 year checks are completed in line with current guidance. 

Settling-in 

• Before a child starts at Beechoak Farm we provide the parents with written 

information and a telephone consultation to answer any questions. Parents are also 

welcome to visit the nursery in person prior to their child starting. 

• We use the telephone consultation to gain information regarding comforters, likes/ 

dislikes etc alongside a pre-completed ‘All About Me’ form, that parents are 

encouraged to return before the induction visits. 

• The week before the child starts, we arrange for them to visit Beechoak Farm to 

become accustomed to their room, staff and the other children. 

• During the settling visit the expectation is that the parent/ carer will leave their 

child to begin to form relationships with their keyperson and become familiar with 

the room. 

• 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 on in the day. 

• Observations will be added to Tapestry regarding the child’s settling progress for 

parents to view. 
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