CHILD CARE PRACTICE
The role of the key person and settling-in
Policy Statement

We believe that children settle best when they have a key person to relate to, who knows them and their parents well, and who can meet their individual needs.  Research shows that a key person approach benefits the child, the parents, the staff and the setting by providing secure relationships in which children thrive, parents have confidence, staff are committed, and the setting is a happy and dedicated place to attend or work in.

We want children to feel safe, stimulated and happy in the setting and to feel secure and comfortable with staff.  We also want parents to have confidence in both their children’s well-being and their role as active partners in the setting.


We aim to make the setting a welcoming place where children settle quickly and easily because consideration has been given to the individual needs and circumstances of children and their families.

The key person role is set out in the Welfare Requirements of the Early Years Foundation Stage.  Each setting must offer a key person for each child.

The procedures set out a model for developing a key person approach that promotes effective and positive relationships for children who are in settings.

Procedures 
· We allocate a key person before the child starts.
· All staff are responsible for the induction of the family and for settling the child into our setting.
· The key person offers unconditional regard for the child and is non-judgemental.
· The key person works with the parent to plan and deliver a personalised plan for the child’s well-being, care and learning by responding to the child development profile comments and feedback.
· The key person acts as the key contact for the parents and has links with other carers involved with the child, such as a childminder, and co-ordinates the sharing of appropriate information about the child’s development with those carers.
· A key person is responsible for developmental records and for sharing information on a regular basis with the child’s parents, reflecting the full picture of the child in our setting and at home. They are also responsible for the child’s two-year check which is done with parents in the setting.
· 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.
· We use the EYFS Development Matters with Tapestry software (an on-line app) to record areas of learning for each child.
· When a child is leaving Preschool to go to school, the manager and deputy manager have a meeting with the reception teachers. The key person will make them aware of any information that needs to be shared with the reception teachers.
Settling-in

· Before a child starts to attend the setting, their parent is able to book a visit to have a look around the setting. 
· During the half-term before a child is enrolled, we invite the child and their parents in for a small group induction where the Manager gives a short presentation. Parents are able to ask questions or speak confidentially about any concerns they may have. At this meeting, parents have access to displays in the setting. They also complete the Induction Forms and are given a Welcome Information pack to take away. In this, parents are directed to our key policies on our website including Safeguarding, Making a Complaint, Information Sharing, Diversity and Equality, Missing Child and Code of Conduct.

· Parents are offered the option of a home visit if this is felt to be beneficial.
· At the induction visit, we explain the process of settling-in with his/her parents. Another visit (or ‘taster session’) is offered nearer to the child’s start date to help settle the child and reinforce expectations.
· We allow dummies for the settling-in period only, usually a maximum of 4 weeks. Once settled in, dummies would be allowed in exceptional circumstances only and for a short period of time. At no time are dummies allowed in the outdoor area or garden, to help ensure the safety of the child. 

· We judge a child to be settled when they are familiar with where things are and are comfortable seeking out activities. They are pleased to see other children and adults, and actively seek support from both their key person and other adults.
· When parents leave, we ask them to say goodbye to their child and explain that they will be coming back.
· We recognise that some children will settle more readily than others. We do not leave children to cry - their distress will prevent them from learning and gaining the best from the setting. If staff are unable to settle or distract a child, their parent would be contacted to collect them earlier.
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