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1. Introduction
St Andrew’s recognises the importance of developing warm, responsive and secure relationships between children and the adults who care for them. The key person system is central to ensuring that every child receives individualised care, support and learning opportunities.
This policy provides staff with a clear framework for operating the setting's key person system. It defines the role and responsibilities of the key person and explains how these responsibilities should be put into practice.
The key person works closely with the child and their parents/carers to develop a clear understanding of the child's individual needs, interests, abilities, development, experiences and family circumstances. This information enables staff to provide appropriate care, learning experiences and support that are responsive to each child.
St Andrew’s recognises that parents/carers are their child's first and most important educators. Effective partnership working enables staff and families to share information, celebrate children's achievements and work together to support children's learning, development and wellbeing.
The key person system will be managed in accordance with the Statutory Framework for the Early Years Foundation Stage (EYFS).
Each child will be assigned a key person. Parents/carers will be informed of the name of their child's key person and the role they will undertake.
The key person will:
· Help ensure that each child's learning and care is tailored to meet their individual needs.
· Help the child become familiar with the setting and settle confidently.
· Develop a secure and trusting relationship with the child.
· Build a positive and respectful relationship with the child's parents/carers.
· Support parents/carers in guiding their child's development at home.
· Share relevant information with parents/carers about their child's learning, development and wellbeing.
· Help families access additional or specialist support where appropriate.
2. Guiding Principles
The key person system at St Andrew’s is based on the following principles:
· Every child is valued as an individual.
· Every child should feel safe, secure, welcomed and emotionally supported.
· Children learn best when they have secure and responsive relationships with trusted adults.
· Relationships should be warm, respectful, consistent and responsive.
· Parents/carers are valued as partners in their child's care and learning.
· Children's individual interests, abilities, experiences, cultures and needs should inform provision.
· Children should be encouraged to develop independence, confidence and resilience.
· Children should have their voices heard and their views taken into account.
· Continuity of care should be maintained as far as reasonably possible.
· Key person responsibilities remain shared across the staff team; the key person is not solely responsible for a child's care, learning or safeguarding.
3. What is a Key Person?
A key person is a named member of staff assigned to an individual child who has particular responsibility for supporting that child's wellbeing, care, learning and development.
The key person develops a special and trusting relationship with their key children while recognising that children should develop positive relationships with all members of the staff team.
The key person is the family's initial, but not exclusive, point of contact within the setting.
The key person should:
· Get to know each child as an individual.
· Develop a secure and trusting relationship with the child.
· Understand the child's interests, strengths, needs and developmental stage.
· Support the child to settle into the setting.
· Provide consistent emotional support.
· Communicate regularly with parents/carers.
· Support the child's learning and development.
· Contribute to observations, assessment and planning.
· Support transitions.
· Identify and communicate any concerns about the child's development or wellbeing.
· Work with colleagues and other professionals where appropriate.
Although each child has a named key person, all staff have a responsibility for the care, learning, development and safeguarding of every child.
4. Key Person Relationships
The key person should provide a secure base from which children can explore their environment, develop relationships, investigate their interests and build independence.
Staff should:
· Be warm, responsive and emotionally available.
· Interact with children at their developmental level.
· Sit at the child's level where appropriate.
· Use positive body language, facial expressions, eye contact and tone of voice.
· Respond sensitively to children's verbal and non-verbal communication.
· Recognise and respond appropriately to individual children's temperament, communication style, culture and preferences.
· Provide reassurance and comfort when children are distressed.
· Help children understand and express their emotions.
· Acknowledge children's feelings and respond calmly and empathetically.
· Encourage children to return to their trusted adult for reassurance before continuing their exploration.
· Support children to build confidence and independence rather than creating dependency.
Physical comfort and appropriate touch may be used where it is appropriate to the child's age, needs and circumstances. Staff must always maintain professional boundaries and follow St Andrew’s safeguarding and staff code of conduct procedures.
5. Settling-In
The key person has an important role in helping children and families become familiar with St Andrew’s.
Before or when a child starts, the key person should seek information from parents/carers about:
· The child's routines and preferences.
· Comfort items.
· Sleep patterns where relevant.
· Eating and drinking preferences.
· Toileting and intimate-care needs.
· Communication methods.
· Interests and favourite activities.
· Previous experiences of childcare.
· Important family information.
· Any additional needs, medical needs or developmental concerns.
· Information that will help the child feel secure and comfortable.
The settling-in process will be flexible and responsive to each individual child and family.
Where possible, the key person should be available to welcome their key children when they arrive.
Children should be supported to develop relationships with other familiar adults in the setting so that they remain secure when their key person is unavailable.
Parents/carers will be kept informed about how their child is settling and any concerns or successes will be shared appropriately.
6. Supporting Emotional Wellbeing
The key person plays an important role in supporting children's emotional wellbeing.
Staff should:
· Recognise children's emotional cues.
· Respond sensitively to distress.
· Help children name and understand their feelings.
· Provide reassurance and comfort.
· Support children to develop emotional regulation.
· Encourage positive relationships with peers.
· Model respectful communication.
· Help children develop confidence and resilience.
· Celebrate children's achievements and efforts.
· Provide predictable routines and consistent responses.
Staff should never dismiss, ridicule or punish children for expressing emotions.
7. Key Person Responsibilities
The key person's responsibilities include:
Care and wellbeing
· Knowing the child's individual care needs.
· Supporting the child's physical and emotional wellbeing.
· Supporting personal care sensitively and in accordance with the Intimate Care Policy.
· Supporting children to develop independence.
· Identifying changes in behaviour, presentation or wellbeing.
· Reporting concerns through the appropriate safeguarding procedures.
Learning and development
· Observing key children regularly.
· Identifying children's interests, strengths and developmental needs.
· Contributing meaningful observations to children's records.
· Using observations and professional knowledge to inform planning.
· Providing experiences that reflect individual children's interests and developmental stages.
· Supporting children to make progress across the EYFS areas of learning.
· Recognising when a child may require additional support.
Assessment and records
The key person is responsible for contributing to accurate records of their key children's learning and development.
This includes:
· Recording significant observations.
· Identifying progress and emerging interests.
· Contributing to assessments.
· Identifying areas where further support may be required.
· Contributing to individual learning plans where appropriate.
· Working with the SENCO where a child has, or may have, additional needs.
· Ensuring information is accurate, relevant and securely maintained.
Records should reflect the child's individual development rather than simply recording activities completed.
8. Children with SEND or Additional Needs
The key person will work closely with the SENCO, parents/carers and other relevant professionals to support children with special educational needs and/or disabilities.
Where appropriate, the key person will:
· Identify concerns about development at an early stage.
· Discuss concerns with the room manager and SENCO.
· Gather relevant information from parents/carers.
· Contribute to individual support or learning plans.
· Implement agreed strategies consistently.
· Monitor progress.
· Communicate with parents/carers about the support being provided.
· Work with external professionals where appropriate.
· Support transitions and information sharing.
The key person should ensure that children with additional needs are fully included in the life of the setting and have appropriate opportunities to participate, communicate and develop independence.
9. Partnership with Parents and Carers
Positive relationships with parents/carers are an essential part of the key person role.
The key person should:
· Welcome parents/carers and encourage open communication.
· Listen to parents/carers and value their knowledge of their child.
· Share appropriate information about the child's day.
· Communicate children's achievements and progress.
· Discuss concerns sensitively and professionally.
· Encourage parents/carers to share information about learning and development at home.
· Suggest appropriate ways parents/carers can support learning at home.
· Communicate through agreed channels, including ClassDojo where appropriate.
· Maintain confidentiality and professional boundaries.
Where a parent/carer raises a concern, the key person should listen carefully, respond professionally and refer the matter to the appropriate manager where necessary.
10. Communication with Parents/Carers
Communication should be regular, respectful and focused on the child's wellbeing, development and learning.
Information may be shared:
· Face-to-face at arrival or collection.
· Through ClassDojo.
· During planned parent/carer meetings.
· Through written reports or learning records.
· By telephone where appropriate.
· Through other communication systems used by St Andrew’s.
Sensitive, confidential or safeguarding information must not be discussed through inappropriate communication channels.
Where a safeguarding concern exists, staff must follow the setting's safeguarding procedures rather than relying on routine communication with parents/carers.
11. Secondary Key Person and Staff Cover
St Andrew’s recognises that the named key person may not always be present when a child attends the setting.
Each child should therefore have access to a secondary key person or familiar member of staff who understands their needs and routines.
Where the key person is absent:
· A familiar member of staff should provide continuity of care.
· Relevant information should be shared with the staff member providing cover.
· The child's learning and development should continue to be supported.
· Parents/carers should still have an appropriate point of contact.
· Staff should ensure that important information is communicated to the key person when they return.
Children should develop secure relationships with more than one trusted adult to ensure that their emotional security is not dependent on one individual.
12. Transitions
The key person has an important role in supporting children through transitions.
This includes:
· Settling into St Andrew’s.
· Moving between rooms.
· Changes in key person.
· Returning after an extended absence.
· Preparing for school.
· Moving to another setting.
Transitions should be planned in advance wherever possible.
When a child moves rooms or their key person changes, relevant information about the child's:
· Development.
· Learning.
· Interests.
· Strengths.
· Communication.
· Care needs.
· Family circumstances where relevant.
· Additional needs.
· Current support strategies.
should be shared appropriately with the receiving staff.
Children and parents/carers should be informed about significant changes wherever appropriate and given opportunities to become familiar with new staff and environments.
13. Observations and Planning
The key person should use observations to develop a clear understanding of each child's development, interests and learning.
Observations should:
· Be purposeful.
· Focus on significant learning and development.
· Reflect children's interests and experiences.
· Inform future provision.
· Identify emerging needs.
· Contribute to assessment.
· Avoid unnecessary paperwork.
Planning should be flexible and responsive. Staff should follow children's interests and respond to opportunities that arise naturally during play and everyday experiences.
The key person should work with colleagues to ensure that children's learning opportunities are not limited to interactions with their named key person.
14. Safeguarding Responsibilities
The key person has a responsibility to safeguard their key children, but safeguarding remains the responsibility of all staff.
The key person should be alert to:
· Changes in behaviour.
· Changes in emotional wellbeing.
· Unexplained injuries.
· Changes in appearance or presentation.
· Concerns about attendance.
· Signs of neglect.
· A child's comments or disclosures.
· Any other indicators that may suggest a child is at risk of harm.
Any safeguarding concern must be reported immediately in accordance with St Andrew’s Child Protection and Safeguarding Policy.
Staff must not investigate concerns themselves or promise confidentiality to a child.
The key person must not allow their relationship with a child or family to affect professional judgement or safeguarding responsibilities.
15. Attendance and Absence
The key person should be aware of the attendance of their key children.
Where a child is absent unexpectedly, the appropriate setting procedures should be followed.
The key person should follow up absences in consultation with the Office Manager and/or appropriate member of the leadership team.
Patterns of absence or changes in attendance should be considered in accordance with safeguarding and attendance procedures.
16. Professional Boundaries
Key persons are expected to develop warm and trusting relationships while maintaining appropriate professional boundaries.
Staff must:
· Treat all families fairly and respectfully.
· Maintain confidentiality.
· Avoid favouritism.
· Avoid becoming overly dependent on or emotionally involved with a child or family.
· Follow the Staff Code of Conduct.
· Communicate with families through approved setting channels.
· Never use personal social media accounts to communicate with families about setting matters.
· Never accept inappropriate gifts or enter into inappropriate arrangements with families.
· Maintain professional judgement at all times.
17. Management of the Key Person System
All staff working within the EYFS are expected to contribute to the key person system and to provide high-quality care and learning for all children.
The Room Managers, supported by the Foundation Stage Leader, will oversee the key person system.
Their responsibilities include:
· Ensuring every child has a named key person.
· Ensuring parents/carers are informed of their child's key person.
· Ensuring key children are distributed fairly and appropriately among staff.
· Monitoring the number of children allocated to each key person.
· Ensuring appropriate secondary key-person arrangements are in place.
· Monitoring children's learning and development records.
· Supporting staff to fulfil their key person responsibilities.
· Ensuring appropriate arrangements are in place during staff absence.
· Monitoring the quality of parent/carer communication.
· Supporting effective transitions between rooms and settings.
· Identifying training and development needs.
18. Staff Reflection, Supervision and Support
St Andrew’s recognises that working closely with children can be emotionally demanding.
Room Managers and the Foundation Stage Leader should provide opportunities for staff to reflect on:
· Their relationships with children.
· Children's emotional and developmental needs.
· Their own emotional responses.
· Challenging situations.
· Children's progress.
· The effectiveness of planned experiences.
· Partnership working with parents/carers.
· Any support or training they may require.
Regular supervision and professional discussions should be used to support staff wellbeing and maintain high standards of practice.
19. Confidentiality and Information Sharing
Information about children and families must be treated sensitively and confidentially.
Staff must:
· Only access information necessary for their role.
· Store records securely.
· Share information appropriately with relevant staff.
· Follow data protection requirements.
· Follow safeguarding procedures when information needs to be shared to protect a child.
Confidentiality must never prevent staff from sharing information where there is a safeguarding concern.
20. Monitoring and Review
The implementation of the key person system will be monitored by the Room Managers and Foundation Stage Leader.
Monitoring will consider:
· Whether every child has an identified key person.
· The quality of relationships between staff and children.
· Children's emotional wellbeing and sense of security.
· Parent/carer feedback.
· Quality of observations and assessments.
· Individualised planning and support.
· Transition arrangements.
· Staff understanding of their key person responsibilities.
· Continuity of care when staff are absent.
The policy will be reviewed annually or sooner where there are changes to legislation, statutory guidance, EYFS requirements or St Andrew’s procedures.
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SCHOOL MOTTO:

Respect, Achievement, Fun.
MISSION STATEMENT:

“Shine like stars.” Philippians 2:15

At St Andrew’s we want our children to have the brightest futures, each one nurtured
individually to be a shining light with their own unique twinkle. We encourage our
children to have high aspirations and to always try their best, knowing that they are at
the centre of everything we do. We teach one another to have respect, to achieve and
to have fun. We help our children to understand that with trust, compassion, friendship
and forgiveness they can shine. Our vision draws inspiration from Philippians 2:15-16
(NCV) 'Then you will shine like stars in the dark world." This vision is based on all
members of the school community showing God’s light to others through our character,
our conduct, our actions and our words.
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