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Policy Statement 

 

We want children to feel safe, stimulated and happy at Churchwood Kindergarten and to feel secure 

and comfortable with staff. We also want parents to have confidence in both their children’s well-

being and their role as an active member of our kindergarten community. 

 

At Churchwood Kindergarten 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. We aim 

to make our kindergarten setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of both the 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.  

 

Our aims 

 

 To work closely with parents and children to introduce the family to Churchwood 

Kindergarten’s unique outdoor setting. 

 To support children and parents in the transition from another childcare setting, home 

and/or family and familiar people, into our outdoor kindergarten. 

 To help children form a strong attachment to their key person and other kindergarten staff 

who will be involved in their care. 

 To help children feel secure and confident at Churchwood Kindergarten. 

 To work with parents to help children with any difficulties that might arise. 

 

The key person 

 

At Churchwood Kindergarten, we allocate a key person to the child once the child has started at our 

setting (usually within the first one to two weeks). Staff observe the children closely during their first 

two weeks at the setting to see who the child naturally gravitates towards for support and comfort.  

 

A child’s key person is responsible for: 

 greeting the child and family on arrival to kindergarten and settling the child into our setting; 

 offering unconditional regard for the child and being non-judgemental; 

 working with parents to plan and deliver a personalised plan for the child’s well-being, care 

and learning; 

 acting as the key contact for parents; 

 maintaining developmental records and sharing information with parents on a regular basis, 

to ensure those records are kept up-to-date and reflect the full picture of the child in both 

our setting and at home; 



 building relationships with other carers involved with the child, and co-ordinating the sharing 

of appropriate information about the child’s development with those carers; and 

 encouraging positive relationships between children in their key group, spending time with 

them as a group each day. 

 

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. 

 

Settling in 

 

Churchwood Kindergarten staff understand that children will settle in to a new setting in lots of 

different ways; some children will confidently move into the space as soon as they arrive, while 

others may be more nervous and anxious about leaving their parent/carer. Kindergarten staff also 

recognise that many parents will find the settling in period to be a difficult and sometimes upsetting 

process too. Our staff will use their experience to support both children and parents in whatever way 

suits them best.  

 

We do not have a formal written procedure for the children to follow when settling in at 

Churchwood Kindergarten. Instead, staff work with children and their families to get to know them 

and decide the best way to help the child settle in quickly and confidently.  

 

Before a child starts at the Kindergarten 

 We use a variety of ways to gather information from parents about their child. These include 

completing the registration forms and inviting parents to tell us more about their child’s 

personality, likes and dislikes, routines etc. 

 We use a variety of ways to provide parents with information about the kindergarten. These 

include written information (including our Parent Information Handbook and Policies), social 

media posts, emails, invitations to open days and individual meetings with parents. 

 We offer families the chance to attend a number of ‘stay and play’ sessions at the 

kindergarten before the child starts officially at the setting. These sessions give children and 

their families the chance to become familiar with the setting and staff, and for parents to go 

through the registration forms and raise any questions with a member of staff. 

 If requested, the child’s key person (or another member of staff) may visit families at home 

or at another location, such as a park. 

 

Settling in at the kindergarten 

 For the first two weeks after their admission date, parents are welcome to attend the 

beginning of sessions in negotiation with the Kindergarten Manager. 

 We encourage parents to only stay for a maximum of 30 minutes; this is in the interests of 

the child who may struggle to make friends and integrate when parents are around. 

 We judge a child to be settled when they have formed a relationship with their key person; 

for example, the child looks for their key person on arrival, goes to them for comfort and is 



pleased to be with them. A child is also settled when they are familiar with where things are 

and when they are pleased to see other children and participate in activities. 

 When a child is settled, we ask that parents limit the amount of time they stay for dropping 

off, as in our experience this is easier for all the children at the kindergarten. 

 We also ask that parents say goodbye to their child clearly, stating that they will return so 

that the child knows what is going on and when. 

 We do not believe that leaving a child to cry will help them to settle any quicker. Staff will 

provide comfort and aim to engage the child in an activity to help them settle. If the settling 

in process is going well, the child will be able to manage their emotions with the support of 

kindergarten staff.  

 If a child continues to be upset long after their parent has gone, kindergarten staff will 

contact the parent and discuss the situation with them. 

 

The progress check at age two 

 

The EYFS requires that parents must be supplied with a short, written summary of their child’s 

development in the three prime learning and development areas of the EYFS when their child is aged 

between 24 and 36 months. These are:  

 Personal, social and emotional development; 

 Physical development; and 

 Communication and language.  

 

The aims of the progress check are to: 

 review a child’s progress in the three prime areas of the EYFS; 

 ensure that parents have a clear picture of their child’s development; 

 enable staff to understand the child’s needs and plan activities to meet them in the setting; 

 enable parents to understand the child’s needs and, with support from staff, enhance 

development at home; 

 note areas where a child is progressing well and identify any areas where progress is less than 

expected; and 

 describe actions the setting intends to take to address any developmental concerns 

(including working with other professionals where appropriate). 

 

The progress check will be completed by a child’s key person as they will know the child best and 

work directly with them in the setting.  

 

Useful publications 

http://www.earlyyearsmatters.co.uk/eyfs/positive-relationships/key-person-attachment/ 

https://www.foundationyears.org.uk/files/2012/03/A-Know-How-Guide.pdf 
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Policy Monitoring and Review 

This policy is monitored by the staff and management of Churchwood Kindergarten and will be 

reviewed annually, or before if necessary. 
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