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Key Person and Settling in procedure policy 
 

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

Stage (EYFS, last updated in 2017) and it states that the key person must: 

• Help ensure that every child’s learning and care is tailored to meet his/her individual needs 

• Seek to engage and support parents and/or carers in guiding their child’s development at home 

• Help families to engage with more specialist support, if appropriate 

• When a child begins to attend a setting, the provider must inform the parent/carer of the key person's 

name and explain what the role involves. 

 

At Chelsea Pre-Prep (CPP), we believe that ‘children learn to be strong and independent from a base of loving 

and secure relationships with parents and/or a key person’ (DCSF, 2008). As the EYFS states, the key person 

approach allows teachers to form close attachments of emotional significance with children as well as being 

able to work closely with their parents, carers and other professionals. We refer to the staffing ratios set out 

on in paragraphs 3.28-3.39 of the EYFS framework (last updated in 2017). 

 

Procedures 

• Chelsea Pre-Prep allocates a key person and inform parents before the child starts in our setting. 

• The key person is responsible for the induction of the family and for settling the child into his/her 

class. 

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

• The key person works with the parent to plan, care and to meet the children’s individual needs and 

the child’s well-being, care and learning. 

• The key person acts as the key contact for the child’s parents and has links with other carers involved 

with the child, such as a nanny, and co-ordinates the sharing of appropriate information about the 

child’s development with those carers. 

• For children joining our setting for the first time, the key person will make ‘on-entry’ judgements 

(baseline assessment) within the first few weeks of the term (this knowledge will come from observing 

and communicating with the child, information from others and mainly from discussions with parents 

-parents are given access to the EYFS guide “what to expect, when” as guidance to help teachers assess 

their child’s starting points). By identifying each child’s starting points, teachers can make a judgment 

on the progress each child is making. Thus, teachers will be able plan additional support and next steps 

that challenge children sufficiently.  

• For children in their second or third year with us, the key person will use as a baseline the information 

recorded by their previous key person in the child’s Tapestry online journal which also may include a 

transition plan.  

• The key person is responsible for carrying out observations, collecting evidence and maintaining 

developmental and progress records in the child’s personal Tapestry online learning journal. This will 

allow the key person to understand the child’s interests and stage of learning and development for 

activities and learning goals to be planned accordingly. This will also allow the key person to identify 

any additional needs where the child might need additional support and to be able to share this with 

parents and, if necessary, with other professionals in a confidential and appropriate manner (see SEND 

policy for more information). 



 

Key person and Settling in Page 2 of 2 September 2018 

If this document has no authorised signature, it is an uncontrolled copy and may become out of date  

• The key person is responsible for raising any concerns or additional needs in order to support every 

child individual needs (e.g. discussing concerns with the school’s SENDCO). 

• The key person is responsible for sharing appropriate information with other professionals in 

coordination with the SENDCO (e.g. Speech and Language Therapist). 

• The key person is responsible for sharing information regarding the child’s learning and development 

on a regular basis with the child’s parents (informally at drop-offs, emails, Tapestry). The key person 

will be expected to hold at least one meeting per term in which parents can discuss their child’s 

learning and development stage as well as any concerns or suggestions. 

• The key person encourages positive relationships between children in her/his key group, spending 

time with them as a group each day. 

 

Settling Procedure for New children 

When joining Chelsea Pre-Prep, parents are provided with the following information (this can be accessed 

securely through the Parents Portal on our website): 

 

“We realise that this can be a daunting time for both children and parents, but we want to reassure you that 

all the staff at our school are highly qualified and experienced in settling children.   

The key to an easy ‘settling in period’ is communication between the child/parent/teacher.  Children who are 

able to understand the adults and other children around them and communicate their own thoughts and 

needs in a positive way are well placed to succeed at nursery and school.  This may be difficult for children 

who come to school with English as an additional language therefore teaching your child’s teachers a few key 

words in your home language is very important.   

Teachers at our school are able to communicate with children in a variety of languages if needed however we 

do insist on an all English approach to education.  If your child has a soft toy or small blanket that helps settle 

them initially they are more than welcome to bring this in with them.  Also, please let the teachers know if 

they have a favourite activity or toys i.e.. Music, favourite stories, cars, etc.  Questions related to this are in 

the parents questionnaire therefore it is very important we have these forms prior to their first day. 

When dropping off your child for school it can be a very worrying time for both parents and children.  From 

experience the best method is to not stay for too long.  It is better to spend only a very short time at the school 

at ‘drop off’ time and come back earlier than it is to stay initially for a longer period.  Often spending longer 

periods during the first few weeks prolongs the nervousness and builds up their emotions for being upset 

when you do eventually leave.   

We will call you at any time if we feel your child is in distress but it is important the teachers and children have 

time together to bond.   The relationship between your child and their teacher at this age is extremely 

important.   For a child who is upset we would very gently increase the length of time at nursery over a three 

to four week period.  For example on the first week; work with the parents in having a quick drop off and come 

back after an hour.  The second and third weeks we would suggest increasing the time to 1.5-2 hours and so 

on.” 
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