The Role of the Key Person

‘Each child must be assigned a key person’ (EYFS 2025)

Young children need to form a secure attachment to key person when they join The Little Acorns Preschool
(Chelmsford) to feel safe, happy, and eager to participate and learn.

The key person role

A key person builds an on-going relationship with the child and his/her parents and is committed to that
child’s well-being while in the setting.

Every child that attends is allocated a key person before they begin settling in - it is not the responsibility of
the child to choose their own key person.

Where possible a ‘buddy’ key person is also identified for each child so that they can fulfil the role in the
absence of the main key person, for example, during annual leave or sickness.

The key person conducts the progress check at age two for their key children.

The role is fully explained to parents on induction and the name of the child’s key person and ‘buddy’ key
person is recorded.

The key person is central to settling a child into the setting. The setting manager and key person explain
the need for a settling in process and agree a plan with the parents.

Shift patterns and staff absence can affect a child who is just settling in; where possible, settling in should
be matched to when the key person is on duty.

The number of children for each key person considers the individual needs of children and the capacity of
the key person to manage their cohort; it is also influenced by part-time places and part time staff. The
setting manager should aim for consistency.

Photographs of key persons and their key groups are displayed clearly.

The key person spends time daily with his or her key group to ensure their well-being.

Parents/carers

Key persons are the first point of contact for parents regarding matters concerning their child and any
concerns parents/carers may have been addressed with the key person in the first instance.

Key persons support parents/carers in their role as the child’s first and most enduring educators.

The key person is responsible for the child’s developmental records, completing the progress check at age
two, and for sharing information about progress with the child’s parents/carers.

Learning and development

The key person helps to ensure that every child’s learning and care is tailored to meet their individual
needs. This is achieved through regular observation and assessment of children, using information
gathered about their achievements, interests and learning styles to plan for each individual child’s learning
and development.

If a child’s progress in any of the prime areas gives cause for concern, the key person must discuss this
with the setting manager or SENCO and the child’s parents/carers.

Buddy key person

The role of the buddy key person is to step in when the main key person is absent or unavailable to
provide a stable and consistent care relationship for the child.

The buddy key person is identified when the child starts but is not introduced to the child until an
attachment is beginning to form with the key person.

The buddy key person gradually forms a relationship with the child until the child is happy to be cared for
by this person.
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e The buddy key person shares information with parents in the key person’s absence and makes notes in
the child’s records where appropriate.
e The buddy key person ensures information is shared with the key person.

Safeguarding children

e The key person has a responsibility towards their key children to report any concern about their
development, welfare or child protection matter to the setting manager and to follow the procedures in this
respect.

e Regular supervision with the setting manager provides further opportunities to discuss the progress and
welfare of key children.

e The buddy key person has a duty likewise.

Establishing children’s starting points

When children start at the setting they arrive at different levels of learning and development. In order to help

them to settle and make rapid progress it is important that they are provided with care and learning

opportunities that are suited to their needs, interests and abilities. This means establishing and understanding
their starting points and whether there are any obstacles to their learning, so that teaching can be tailored to
the ‘unique child’.

* The aim of establishing a child’s starting points is to ensure that the most appropriate care and learning is
provided from the outset.

e Starting points are established by gathering information from the first contact with the child’s parents at
induction and during the ‘settling in’ period. Staff do not ‘wait and see’ how the child is settling before they
begin to gather information.

* The key person is responsible for establishing their key children’s starting points by gathering information
in the following ways:

- observation of the child during settling in visits
discussion with the child’s parents
building on information that has been gathered during registration by referring to the registration form,
all about me and one page profile

The information gathered is recorded within two weeks of the child’s official start date and sooner where

possible.

= The key person must make a ‘best fit' judgment about the age band the child is working in, referring to
Development Matters or Birth to Five Matters.

= The key person should complete details by indicating where they have gathered their evidence from, using
more than one source where possible i.e. parent comment and observation during settling in.

If the initial assessment raises any concerns that extra support may be required, then the graduated approach
support followed.

Progress check at age two

e Atemplate for completing the two-year-old progress check is provided

e The key person is central to the progress check and must be the person completing it.

e Settings should work with the Health Visitor to complete 2 year checks for children in receipt of FEEE2
funding. Otherwise, the progress check is completed as soon as the key person has enough information
of the child’s milestones.

e Once the timing of the child’s progress check is confirmed, parents are invited to discuss their child’s
progress at a mutually convenient time.

e The setting must seek to engage both parents and make allowance for parents who do not live with their
child to be involved.

Reviewed October 2025
Page 2 of 3



Completing the progress check at age two
e On-going observational assessment informs the progress check and must be referred to.
e Children’s contributions are included in the report. Staff must be ‘tuned in’ to the ways in which very young
children, or those with speech or other developmental delay or disability, communicate
e Where any concerns about a child’s learning and development are raised these are discussed with the
parents, the SENCo and the setting manager.
e If concerns arise about a child’s welfare, they must be addressed through Safeguarding children, young
people and vulnerable adults procedures.
e The key person must be clear about the aims of the progress check as follows:
to review a child’s development in the three prime areas of the EYFS
to ensure that parents have a clear picture of their child’s development
to enable practitioners to understand the child’s needs and, with support from practitioners, enhance
development at home
note areas where a child is progressing well and identify any areas where progress is less than
expected
describe actions the provider intends to take to address any developmental concerns (working with
other professionals as appropriate)

This policy was adopted by The Little Acorns Pre-school

Date: 1 October 2025

Signed on behalf of the pre-school

Name of Signatory

Role of Signatory
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