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Key Person Policy

As a Key Person you are responsible for the care of that child and to make sure you offer the child and the family all the support you can.

You should immediately familiarise yourself with the child and introduce yourself to her/his parents or carers. A child will usually feel more at ease in the nursery if they feel close to at least one adult.

You should help them settle into the nursery by constantly chatting to them, holding their hand, giving hugs when needed. You should give the child/children reassurance to feel safe and cared for as you build a relationship with the child and parents. As a Key Person, you will help a child to become familiar with the setting and to feel safe and confident within it.

A Key Person must ensure the following responsibilities:
· Child’s nappy is changed regularly.
· Carry out a Baseline Assessment no later than the end of the child’s forth week.
· Toilet training is consistent.
· To make sure the child is clean, tidy and appropriately dressed throughout the day and prepared appropriately for collection by parents / carers.
· Child’s progress is being monitored.
· Keeping record of child’s observations, planning and development.
· Daily records such as nappy changes and sleep times are to be ekpt on top of throughout the day (baby room and toddler room)
· A balance between adult led activities and child-initiated activities.
· Medicines are administered correctly and at the right time and recorded. This will only apply to staff who have received first aid training and are level 3 qualified. 
· To ensure parent/carer receives copies of assessments, reports etc.
· Making sure the child has a bag for spare clothes which stay in the premises during nursery hours.
· Nappies and wipes are regularly brought in.
· Key child’s birthday has been noted and celebrated at the parent’s discretion. If the parent has brought in a cake this must be given only when the children are collected by their parents in case of any allergies or preferences.

· Constant communication with parents/carers is a major role. Give daily feedback to ensure that the parents/carers are always kept up to date with their child’s development, behaviour and needs.
· Communicate with the other members of staff in the room.
· Activities and events will need to be communicated with all parents and if necessary, completed through newsletters, the parent portal and the website.

Each Key Person will have a named buddy who will work, as far as is practicable, opposite shifts to one another. This will ensure that children’s progress and parent communication is consistent and thorough. Parents will be made aware of who their child’s buddy Key Person is and will be informed of when their Key Person is absent so that they know who to communicate with on any given day.
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