Safeguarding and Welfare Requirement: Key Person

Each child must be assigned a key person. Their role is to help ensure that 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


4.1 The Role of Key Person Policy
Policy statement

At Cumnor Preschool Nursery 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, our 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 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 children and their families.

The key person role is set out in the Safeguarding and Welfare Requirements of the Early Years Foundation Stage. Each child must have a key person. These procedures set out a model for developing a key person approach that promotes effective and positive relationships for children.

Procedures

· If possible, we allocate a key person before the child starts. If an older sibling has attended the Pre-school we will try to allocate the same key person.
· The key person is responsible for:

· Providing an induction for the family and for settling the child into our setting.
· Completing relevant forms with parents.
· Explaining our policies and procedures to parents with particular focus on policies such as safeguarding. 
· 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 the 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.
·  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 adults and children.
· Whenever possible the Key person greets their key children. This ensures that young children are received into the setting by a familiar and trusted adult.

· The Key person aims to speak to parents when they collect their child at the end of a session to give a brief verbal feedback about their child’s day/session.

Key person supervision

Staff taking on the role of key person must have supervision meetings in line with this procedure. 

Structure

· Supervision meetings are held at least once a term or a minimum of 3 times per year.
· New staff/key persons will have more frequent supervisions, during their probation period and first year of employment.

· Key persons are supervised by the Pre-school manager or deputy.

· Supervision meetings are held in a confidential space suitable for the task

· Key persons should prepare for supervision by having the relevant information to hand.

Content

The child focused element of supervision meetings must include the opportunity for discussion about:

· the development and well-being of the supervisee’s key children and to raise concerns in relation to any child attending the setting. Safeguarding concerns must always be reported to the designated person immediately and not delayed until a scheduled supervision meeting

· reflection on the journey a child is making and potential well-being or safeguarding concerns for the children they have key responsibility for

· promoting the interests of children.

· coaching to improve professional effectiveness based on a review of observed practice/teaching

· reviewing plans and agreements from previous supervisions including any identified learning needs for the member of staff

· During supervision staff can discuss any concerns they have about inappropriate behaviour displayed by colleagues, but must never delay until a scheduled supervision to raise concerns.

· Staff are reminded of the need to disclose any convictions, cautions, court orders, reprimands and warnings which may affect their suitability to work with children that have occurred during their employment. New information is referred immediately to the designated officer.

Recording

· Key person supervision discussions are recorded and filed in the Key person’s file

· The key person and manager must sign and date the minutes of supervision within 4-6 weeks of it happening and any disagreements over recorded content must be Minuted.

· Concerns raised during supervision about an individual child’s welfare may result in safeguarding concerns not previously recognised as such, these are recorded on a Safeguarding incident reporting form and placed on the child’s file. The reasons why the concerns have not previously been considered are explored.

· Additional safeguarding or welfare decisions made in relation to a child during supervision are recorded on the individual case file and acted upon.
Checking continuing suitability

· The Manager checks with staff if there is any new information pertaining to their suitability to work with children. 

· All staff members sign a declaration each term (approximately every 6 weeks) which is kept in their individual file.
Agency Staff and Students:

· There is an expectation that as part of the agreement with agencies they have sought information regarding their employee’s suitability to work with children. 
· The position for students on placement is the same as that for agency staff

Exceptional Circumstances:
Where exceptional circumstances prevent staff from conducting supervision as outlined in this procedure, the manager is informed in writing, a copy placed on the staff members file and the appropriate actions agreed to ensure that the setting meets its obligations within the EYFS.

Further guidance

Recruiting Early Years Staff (Alliance Publication)

People Management in the Early Years (Alliance Publication)
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Other useful Early Years Alliance publications

· Statutory Framework for the Early Years Foundation Stage: With non-statutory supporting documentation (January 2024) 
