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The role of the key person procedure 

‘Each child must be assigned a key person’ (EYFS 2023) 

Children need to form a secure attachment to key person when they join the setting to 

feel safe, happy, and eager to participate and learn. 

The key person role 

• 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. 

• Every child that attends is allocated a key person before they begin settling in - 

it is not the responsibility of the child to choose their own key person. 

• The key person conducts the progress check at age two for their key children. 

• The role is fully explained to parents on induction and the name of the child’s 

key person. 

• The key person is central to settling a child into the setting. The setting manager and 

key person explain the need for a settling in process and agree a plan with the 

parents.  

• Shift patterns and staff absence can affect a child who is just settling in; where 

possible, settling in should will be matched to when the key person is on duty. 

• 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 should aim for 

consistency i.e. matching part-time staff to part-time children; full-time children should 

not be divided between key persons during the week. 

• Photographs of key persons and their key groups are displayed clearly. 

• The key person spends time daily with his or her key children to ensure their well-being. 

Parents 
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• 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. 

Safeguarding children 

• 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. 
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 Settling in and transitions procedure 

To feel securely settled and ready to learn, children need to form attachments with the 

adults who care for them, primarily a key person, but others too. In this way they feel part 

of a community; they are able to contribute to that community and receive from it. Very 

young children, especially two- to three-year-olds, approach separation from their parent 

with anxieties, older children have a more secure understanding of ‘people permanence’ 

and are able to approach new experiences with confidence; but also need time to adjust 

and feel secure. It is the entitlement of all children to be settled comfortably into a new 

environment. 

We follow a three-stage model of settling in based on three key needs: 

1. Proximity - Children feel safest when a familiar adult, such as a parent, is present when 

they are getting used to a new carer and new surroundings. In this way they can 

become confident in engaging with those experiences independently later on. 

2. Secure base – Because the initial need for proximity of the parent has been met, 

children gradually begin to feel secure with a key person in a new surrounding so that 

they are able to participate independently for small periods of time. 

3. Dependency – Children are able to separate from parents’ and main carers when 

they have formed a secure attachment to their key person who knows and 

understands them best and on whom they can depend for their needs to be met.  

The setting manager and key person explain the need for settling in and agree a plan with 

the parents. They write this down.  

• The child gradually spends more time with the new key person until they feel 

comfortable to be left. 

Starting a setting for the first time 

• Children may have little or no experience of group care. As part of gathering 

information from parents, it is important to find out about the child’s experience of non-

parental care, for example grandparents, or childminder; this informs staff as to how a 

child may respond to a new situation. 
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• After the induction meeting with the key person, a settling-in plan is drawn up. 

• Separation causes anxiety, as they have no concept of where their parents have 

gone. Parents should always say goodbye and tell them when they will return. 

Patience with the process will ensure children are happy and eager to come to play 

and be cared for in the setting. 

• Some children take longer, and their needs for proximity and secure base stages will 

be accommodated as much as possible. 

For children whose first language is not English 

• For many children learning English as an additional language, the stage of 

proximity takes 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. 

• Progress with settling in will be done as with any other child; it just may take a little 

longer to reach dependency/independence. 

 

 

 

 

 Establishing children’s starting points procedure 

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 starting points and 

whether there are any obstacles to their learning, so that teaching can be tailored to the 

‘unique child’. 
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• The aim of establishing a child’s starting points is to ensure that the 

most appropriate care and learning is provided from the outset. 

• Starting points are established by gathering information from the first 

contact with the child’s parents at induction 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 

starting points 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 

The information gathered is recorded within two weeks of the child’s official start date and 

sooner where possible. 

▪ The key person must make a ‘best fit’ judgment about the child’s development, 

referring to Development Matters or Birth to Five Matters. 

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

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

 


