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2. Settling-In/Key person Policy 
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Statement of intent 
We want children to feel safe, stimulated and happy in North Nibley Pre-School 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 active partners with the Pre-School. 
 
Aim 
We aim to make the Pre-School a welcome place where children settle quickly and easily 
because consideration has been given to the individual needs and circumstances of children 
and their families. 
 
Methods 

 Before a child starts to attend at North Nibley Pre-school, we use a variety of ways to 
provide his/her parents with information.  These include written information (ie. our 
Welcome Pack), the Pre-school’s website, and termly newsletter. 

 During the half-term before a child is enrolled, we provide opportunities for the child and 
his/her parents to visit the Pre-school. 

 In certain situations we may offer a home visit by the person who will be the child’s key 
person1, to ensure all relevant information about the child can be made known. 

 When a child starts at the Pre-school (in non COVID times) we will allow them two 1 
hour sessions with one parent/carer in attendance.  This will allow the child time to 
become familiar with the setting, as well as the parent/carer.  These two sessions are 
free.  If after these sessions the parent/carer feels that their child is not quite ready, 
then they can arrange for their child to attend one further 2 hour session, without the 
parent/carer in attendance.  This 2 hour session is chargeable.  

 We allocate a key person to each child and his/her family, before they start to attend.  
Wherever possible the key person will welcome the child and look after them on their 
first day. 

 We judge a child to be settle when they have formed a relationship with their key 
person; for example, the child looks for the key person when he/she arrives, goes to 
them for comfort, and seems pleased to be with them.  The child is also familiar with 
where things are and is pleased to see other children and participate in activities. 

 When parents leave, we ask them to say goodbye to their child/children and explain 
that they will be coming back, and when. 

                                                 
1 The key person role is set out in the Welfare Requirements of the Early Years Foundation Stage (EYFS).  Each 
setting must offer a key person for each child. 
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 We do not believe that leaving a child to cry will help them to settle any quicker.  We 
believe that a child’s distress will prevent them from learning and gaining the best from 
the setting. 

 We have an EYFS starting point for parents/carers to fill out so we are able to start their 
learning journey online (tapestry)  

 The key person is responsible for development 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 recommend having a look at our website, finding our videos we have uploaded so 
your child can get a sense of who we are before coming to pre-school.  

 
 
Settling in during a Pandemic  
 
During pandemic things will be slightly different as we follow the government guidelines but 
our aim is to keep everyone safe and well.  During these times settling in will be different.  
 
 

 Parents are unable to come into the setting.  

 We encourage parents to come after session (3.30) to discuss paperwork and information 
about child, or over the telephone at a time, which fits best for the parents. 

 On day of session, child is to be greeted outside by their keyworker and taken into setting; 
parents will be contacted to let them know how they are doing.  

 We will keep parents fully informed during the session, if we feel the child would benefit 
from shorter sessions we will discuss with parents on an individual basis and agree a plan 
that parents are happy with.  

 In certain situations, we are able to offer home visit (outside) to gather information about 
child and to get to know child, this will be carried out by keyworker.  
 


