Neatishead and Barton Preschool

The role of the Key Worker and Settling-In Policy
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.
The Key Worker role is set out in the Welfare Requirements of the Early Years Foundation Stage. Each setting must offer a key person for each child.

Procedures

· The Key Worker is responsible for the induction of the family and settling the child into our setting.
· The Key Worker 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.
· A Key Worker 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.
· We will provide a back-up Key Worker for the child in the instance of any long-term absence of the child’s usual Key Worker.
· We promote the role of the Key Worker as the child’s primary carer in our setting, and as the basis for establishing relationships with other staff and children.
· All parent’s will be invited regularly to look at their child’s Learning Journey but may request to look at this whenever they wish.
· Each Key worker will communicate with their children’s parents to find out about ways we can support learning at home and celebrate achievements at home. Slips are included in each child’s Learning Journey which details what they have done at home (completed by the parents). 
Settling-in

We start the settling in process before entry as we recognise this as a crucial time to build relationships and establish a two-way dialogue.

· Before a child is enrolled, we provide opportunities for the child and their parents/carers to visit the setting to look round and ask questions. 
· We explain the settling in process to parents however, we are flexible to meet the parents/carers and child’s needs. We recognise that different children have different ways to be settled/ the length of the process may be different, but we work with the parents/carers to devise a strategy together.

· Parents/carers are asked to complete registration forms and “All about me” form, for the staff to get to know and help the child to settle more easily. The parent/carer will then pay £10.00 registration fee to secure their child’s place. 

· Opportunities are available for the child, with the parent/carer to visit prior to starting. We offer up to two “Settling in” sessions which provide an opportunity to get to know the staff, talk about the individual child, any needs and familiarise themselves with the setting. Home visits are also available to those parents who request this option but these will be undertaken by the manager and one other staff member. 
· Younger children may take longer to settle in, as will children who have not previously spent time away from home. 
The progress check at age two

· The key person carries out the progress check at age two in accordance with the procedures that are in place and referring to the guidance A Know How Guide: The EYFS progress check at age two. 
· The progress check aims to review the child’s development and ensures that parents have a clear picture of the child’s development.

· Within the progress check, the key person will note areas where the child is progressing well and identify areas where progress is less than expected.

· We will keep a record of the actions that will be taken by the setting to address any developmental concerns (including working with other professionals where appropriate) as agreed with the parents. It will also detail the targets set and agreed by the setting and parents.
Transition sheets

Key Workers are responsible for the completion of all Transition paperwork for school leavers or those children moving to another setting. These must be handed to the manager by the agreed date so that these can be passed onto the appropriate school/preschool. 
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