
Settling In and Key Person Policy (3.27) 

 

We believe that children settle best when they have a key person that they can relate to, 

who knows them and their parents well and who can meet their individual needs. Each child 

is assigned a key person to help ensure every child’s care is tailored to meet their individual 

needs, to help the child become familiar with the setting, offer a settled relationship for the 

child and build a relationship with their parents.  

We want children to feel safe, stimulated and happy in the setting and to build secure 

relationships with our staff. We also want parents to have confidence in both their 

children’s well-being and their role as active partners with our setting. We aim to make our 

setting a welcoming place where children settle quickly and easily because consideration 

has been given to the individual needs and circumstances of each child and their family.  

 

Home Visit 

Before a child attends the preschool, we arrange a home visit. This gives opportunities for 

parents to share information about their child and raise any concerns they may have, in a 

familiar environment for both the parent and child. The manager and key person to the 

family will spend time with the child and their parents and start to lay the foundation of our 

relationship with the family. 

 

Key Person (EYFS 3.27) 

The key person is responsible for:- 

• Settling the child into the setting. 

• Offering unconditional regard for the child and being non-judgemental. 

• Working with the parents to plan and deliver a personalised plan for the child’s well-

being, care and learning. 

• Acting as the key contact for the parents. 

• Keeping developmental records and for sharing information on a regular basis with 

the child’s parents to keep those records up to date, reflecting the full picture of the 

child in our setting and at home. 

• Having links with other carers involved with the child and co-ordinating the sharing 

of appropriate information about the child’s development with those carers.  

• Encouraging positive relationships between children and spending time with them 

each day.  



 

Settling In Procedure 

Our settling in procedure aims to help both parents/carers and children to feel comfortable 

and relaxed, enabling their enjoyment of the different opportunities offered within the 

setting.  

Before your child starts to attend, we use a variety of ways to provide parents with 

information. These include written information, including our prospectus and policies, home 

visits by the Manager/key person and visits to the setting for the child and parent. Parents 

are given the registration forms to complete. We discuss the settling in process with the 

parents and how best to approach it to ensure that each child’s individual needs are met. 

 

First Day  

 

On the child’s first day, we encourage parents to stay, this introduces the staff and setting to 

the parent and comforts the child. Some children may settle quicker than others, younger 

children may take longer to settle in as may children who have not previously spent time 

away from home. Children who have had a period of absence may also need their parents to 

be on hand to re-settle them. We support this transition with strategies such as arranging 

for the children to arrive later or leave earlier until they are ready to attend a full session. 

We ask parents to say goodbye when they leave their child and explain that they will be 

coming back and when, or ensuring that the child knows who is coming to collect them if 

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

quicker and this distress will prevent them from learning and gaining the best from the 

setting. We will work with parents to do everything we can to help the child to settle but we 

reserve the right not to accept a child into the setting without a parent or carer if the child 

finds it too distressing to be left. This is especially the case with very young children. 

Once the child has settled and we have had chance to monitor and observe them, the key 

person will record the child’s starting point (usually within two weeks of attending the 

setting) and begin to create the child’s development record.  

 

Progress check at age two (EYFS 2.4, 2.5, 2.6) 

 

When a child is aged between two and three, we review the child’s progress and provide 

parents/carers with a short, written summary of their child’s development in the prime 

areas. This progress check identifies the child’s strengths, notes areas where additional 

support may be needed and will focus on areas where there is a concern that a child may 

have a developmental delay.  If there are significant emerging concerns or an identified 



special educational need or disability, we will develop a targeted individual plan to support 

the child’s future learning and development. Parents/carers and other professionals will be 

involved as appropriate. The key person will plan activities to meet the child’s needs within 

the setting and will support parents to understand the child’s needs in order to support 

their learning at home.  

Parents are encouraged to share this information with any relevant professionals, including 

their health visitor and the staff of any new provision the child may transfer to. Where 

possible, the progress check and Healthy Child Programme health and development review 

at age 2 should inform each other and support integrated working.   
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