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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/carers well, and who can meet their individual needs. Research shows that a key person approach benefits the child, the parents/carers, 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 with the setting. They will also help families engage with more specialist support if appropriate.
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 Safeguarding and Welfare Requirements of the Early Years Foundation Stage. Each setting must assign 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 our setting.

Procedures

· We allocate a key person before the child starts.
· The key person is 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 parents to plan and deliver a personalised plan for the child’s well-being, care and learning.
· 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.
· The key person is responsible for 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.
· The key person encourages positive relationships between children and other adults.
· We promote the role of the key person, we believe children choose who they settle with and work together as a team to support all children.
Settling-in

· Before a child starts to attend the setting, we use a variety of ways to provide his/her parents with information. These include written information (including our prospectus and policies), displays about activities available within the setting, information days and individual meetings with parents/carers.
· During the half-term before a child is enrolled, we provide opportunities for the child and his/her parents/carers to visit the setting and a home visit. On the first day of our new term all new children are invited to a welcome session.
· We allocate a key person to each child and his/her family before she/he starts to attend; this is where the key person will introduce themselves to the families.
· We offer a home visit by two members of staff where you can share any relevant information about the child with us, this can include the child’s own experiences which will help us work together to support your child’s starting point. The manager and a member of staff from your child’s room will visit your home.
· We use the welcome session at which a child attends to explain and complete, with his/her parents, the child's information records.
· Prior to your child starting nursery we discuss the settling in procedure and adapt it to your child’s needs.
· We have an expectation that the parent/carer or close relative will stay close by for a couple of sessions, gradually taking time away from the child, increasing this as and when the child is able to cope.
· Some children may take longer to settle in, as will children who have not previously spent time away from home. Children who have had a period of absence may also need their parent to be on hand to re- settle them.
· When parents/carers leave, we ask them to say goodbye to their child and explain that they will be coming back, and when.
· We recognise that some children will settle more readily than others, but that some children who appear to settle rapidly are not ready to be left. We expect that the parent/carer will honour the commitment to stay close by for at least the first week, or possibly longer, until their child can stay happily without them.

· We do not believe that leaving a child to cry will help them to settle any quicker. We believe that a child's distress will prevent them from learning and gaining the best from the setting.

1st 5 sessions settling in

All our new children have staggered start dates and the settling-in period is usually carried out over the first 5 sessions (detailed below),

1st session: 09:20 – 10:20

2nd Session: 09:20 – 11:00

3rd Session: 09:20 – 11:30

4th Session: 09:20 – 12:00

5th Session: Full session 09:20 – 12:20 (or 14:20 if doing lunch club)
Please bear in mind that some children can take longer to settle, and these times may vary depending on the individual child.

If there are any problems or concerns during a child’s settling in sessions at Nursery, the staff will always ring the parent/carer to let them know and/or ask that they collect their child slightly earlier (if required).

Parents/carers are also free to ring/text the Nursery at any time to see how their child is progressing. You will also be given an update at the end of each session of how your child has been throughout the session. This helps us provide the continuity of care and working in partnership with parents which is extremely important to us as a team.

Parents/carers will still be required to pay the full session price during the settling in period.
The progress check at age two

When a child is aged between two and three, we will review your child’s progress, and provide parents and/or carers with a short written summary of your child’s development in the prime areas. This progress check will identify the child’s strengths, and any areas where the child’s progress is less than expected. If there are significant emerging concerns, or an identified special educational need or disability, we will develop a targeted plan to support the child’s future learning and development involving parents and/or carers and other professionals (for example, the provider’s Special Educational Needs Co-ordinator (SENCO) or health professionals) as appropriate.

In the child’s written summary, we will reflect on the development level and needs of the individual child. We will highlight: areas in which a child is progressing well; areas in which some additional support might be needed; and focus particularly on any areas where there is a concern that a child may have a developmental delay (which may indicate a special educational need or disability). We will provide activities and strategies that we intend to adopt to address any concerns. (If a child moves settings between the ages of two and three it is expected that the progress check would usually be undertaken by the setting where the child has spent most time). We will discuss with parents and/or carers how the summary of development can be used to support learning at home.

We will encourage parents and/or carers to share information from the progress check with other relevant professionals, including their health visitor and the staff of any new provision the child may transfer to. We will  agree with parents and/or carers when will be the most useful point to provide a summary. Where possible, the progress check and the Healthy Child Programme health and development review at age two (when health visitors gather information on a child’s health and development) should inform each other and support integrated working. This will allow health and education professionals to identify strengths as well as any developmental delay and any particular support from which they think the child/family might benefit. We will seek the consent of parents and/or carers to share information directly with other relevant professionals.

Other useful Pre-school Learning Alliance publications

· Play is What I Do 
· Statutory Framework for the Early Years Foundation Stage 
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