
THE ROLE OF THE KEY PERSON AND SETTLING IN 

 

Procedures 

 
 We have a Safeguarding and Child Protection Policy which details our procedures for 

safeguarding children and supervising key persons. 
 

 We allocate a Key Person as the child starts Pre-School. Where possible we give siblings 
who come to us in subsequent years the same Key Person, as we hope to form a really 
strong bond with the family. 

 
 The Key Person is responsible for the induction of the family and for settling the child into 

our setting, explaining routines and introducing parents to other families. 
 

 We aim to be clear and concise in all our verbal and non-verbal communications with 

parents and carers. Key Persons aim to relay all information to EAL families verbally as well 

as in written form to avoid confusion / misunderstanding and be sensitive to parents who are 

hard to reach. 

 

 Key Persons share, with permission, information about the child with other agencies, 

settings and childminders. 

 
 The Key Person offers unconditional regard for the child and is non-judgmental. 

 
 The Key Person works with the parent to plan for the child’s well-being, care, learning and 

development,  and is the key contact for the parent and other carers involved with the child, 
e.g. childminders. 

 
 A Key Person is responsible for developmental records and for sharing information on a 

regular basis with the child’s parents. 
 

 The Key Person encourages positive relationships between the children in her key group, 
spending time with them as a group each day at the beginning and end of each session. 

 
 We provide a back-up Key Person so that the child and their parents have a key contact in 

the absence of the child’s Key Person. 
 

 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. 

 
 

Settling in 

 
 Before a child begins attending the setting, we use a variety of ways to provide parents with 

information. These include written information; including our prospectus and Welcome Pack; 
displays in the church and school about activities available in the setting; open days and our 
own website. There are links to this from the parish website. We also advertise in The 
Family Grapevine. 
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 We organise a Welcome Visit for new children and their parents in the half term before they 
are due to start. The child can take away a book bag with a story book to share with Mum 
and Dad. We send the name and photo of their Key Person and photographs of the setting 
before they come in, so they have something to talk about. 
 

 We invite parents to make visits to the Pre-school with their child and to stay for part of the 
session, before they begin to attend. 

 
 We introduce new children into the group on a staggered basis rather than all at once. 
 
 When a child first starts to attend, we explain the process of settling in with parents, 

introduce the Key Person and jointly decide on the best way to help the child settle in. This 
may include filling a basket with familiar things from home, or coming a few times to get a 
new book and say hello. 
 

 We reassure the parent that they may stay for all or part of the session, gradually increasing 
time away from the child as and when the child can cope. 
 

 We judge that the child has settled when they have formed a relationship with their Key 
Person; e.g. the child looks for the Key Person when she/he arrives, goes to them for 
comfort, and seems pleased to be with them. Other good indications are when the child is 
familiar with where things are and is pleased to see other children and participate in 
activities. 

 
 We always ask the parent to say goodbye before leaving and to reassure their child that 

they will come back for them at the end of the session. The key person will share a visual 
timetable with the child to help them understand the routine. 

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

that a child’s distress will prevent them from learning and gaining the best from the setting. 
 

 Within the first four to six weeks of starting we discuss and work with the child’s parents to 
start to create their child’s learning journal. 
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