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Settling in and Key Person Policy 

Rationale  

A base of loving and secure relationships is normally provided by a child’s parents but it can 
also be provided by a key person. A key person is a named member of staff with 
responsibilities for a small group of children who helps those children in the group feel safe 
and cared for.  
The Key person approach has proved to work successfully in supporting EYFS children when 
settling in a new environment. It involves the key person in responding sensitively to 
children’s feelings and behaviours and meeting emotional needs by giving reassurance, such 
as when they are new to a setting or class, and supporting the child’s well-being. The key 
person supports physical needs too, helping with issues like nappy changing, toileting and 
dressing. That person is a figure who become accessible and available as a point of contact 
for parents and the one who builds relationships with the child and parents. 
Records of development and care are created and shared by the key person, parents and 
the child. Small groups foster close bonds between the child and the key person. These 
groups allow the key person to better ‘tune into’ children’s play and their conversations to 
really get to know the children in the group well. Children feel settled and happy and are 
more confident to explore and as a result become more capable learners. 
 
Why Attachment Matters 
 
What is attachment and why is it important for young children? Attachments are the 
emotional bonds that young children develop with parents and other carers such as their 
key person. Children with strong early attachments cry less when separated. They engage in 
more pretend play and sustain attention for longer. They are less aggressive and are popular 
with other children and with adults. Their sense of who they are is strong. Children need to 
be safe in the relationship they have with parents or carers. They are vulnerable but will 
develop resilience when their physical and psychological well-being is protected by an adult. 
Being emotionally attached to such an adult helps the child feel secure that the person they 
depend on is there for them.  When children feel safe they are more inclined to try things 
out and be more independent. They are confident to express their ideas and feelings and 
feel good about themselves. Attachment influences a child’s immediate all-round 
development and future relationships. 

At Acorn House in Early Year class children during the initial school week learn to refer to a 
relevant figure and to bond in particular with one person at the time. We also make sure 
that new children who just joined Reception class group will refer to a specific key person. 
Once they understand that mum/dad is going away, but will always come back for them, 
they will also be able to feel safe and happy within our setting as well as feel secure and 
comfortable with staff. We are willing to build a relation-ship of trust with each of you as 
parents, in order for you to have confidence in both your child’s wellbeing and your role as 
an active partner within our setting.  At Acorn House in the EYFS department during 



September we aim to be flexible with our daily routine and as far as possible cater to 
individual needs of each family and child. 

Aims: 

 To make the setting a welcoming space for your child to adjust to 
 To create a secure relationship for your child within our setting. 
 To make the setting a place where your child can settle in quickly and comfortably. 

Methods: 

Just before the school year starts, we provide you with the opportunity to visit the class with 
your child and meet respectively the EY – FS staff team during an initial orienteering 
meeting. You will be allocated a Key-Person, who will welcome your child and look after 
them during their first sessions and continue providing the support needed throughout the 
settling in process. During the orienteering meeting you will start bounding in particular 
with your child Key-person, who will be happy to hear about your child and receive specific 
information of what your child likes and don’t like and you will be asked to fill in together a 
profile of your child. The Key person will listen to your expectations and needs and explain 
you the process of settling in.  

We expect that you as the parent, or close relative, will stay during the whole first morning 
of the settling in sessions and will be able to dedicate every morning of the first week some 
of your time to support your child. We recommend that during the settle in process the 
parent who is able to rationalize emotions and contain the anxiety that separation will 
provoke to the child and to you will be the person that will accompany the child in the 
mornings for the first couple of weeks in September.  

Your reference Key person will observe your child and give personal indications according to 
your child’s responses at the end of each day, during the adjustment period. Parents will be 
asked to gradually decrease their time at the setting during the first week of school.  

In order to flourish at nursery, children need to feel safe, secure, loved and happy.             
The settling in process is very important in helping them to feel this way. The aim of our 
settling in procedure is not to get children used to being at our setting – usually children 
love having the possibility to explore a new space and the variety of toys to play with and 
experiences to be involved in – but to get them used to their parents leaving them, 
understanding that they will come back, in order for them to be able to bond and trust a 
different relevant figure. Therefor your child may need several sessions of you leaving and 
coming back, so that he/she become confident that you will always come back for him/her. 

Younger children will take longer to fully settle, as will children who have not previously 
spent time away from home. Children who have had a period of absence for whatever 
reason may also need you re-settle them. 

We consider a child to be ready to stay for the whole day when they have started to bond 
with their Key-Person. Each child will be fully settled when the relationship of trust is 
consolidated with the key person and the rest of the YE team, subject teachers, non-



teaching staff members and able to move confidently outside and inside the school’s 
different areas, knowing where things are in their play room, play-ground and be happy to 
participate in the different activities. But this is a long term objective, that will be fully 
reached at different time, by the end of the first Term of school by all. 

Going back to the initial period, when you leave your child, we ask that you say goodbye, 
fully explaining to them that you will be coming back later, and let them know when you’ll 
be back. (Such as saying, ‘Mummy will be back after you eat lunch’ or “Daddy will be back 
after you went in lab. Don’t forget to draw me a flower” remembering to ask to see the 
flower when you meet your child at the end of the session.) 

We reserve the right not to accept a child for a whole morning session or for the whole day 
if the child finds it too distressing to be left with us. In case your child may take longer time 
to adjust we will plan and agree with you a specific schedule where differentiated entry and 
exit time will be allotted to your child then the rest of the class group.  

Within the first weeks of your child’s starting day the Key person will discuss with you the 
initial observations of your child. An initial observation form will be filled out by your    
child’s key person and be given to you to read at home, the initial observation form will then 
be placed in the Learning Journey document and act as a means to help us adequately plan 
for the needs of your child. At a later date a Progression Check will be made and feedback 
offered to you. (For more information please refer to EYFS Observation and Formative 
Assessments Policy). 

Key Person System 

At Acorn House we operate a Key Person system. The key person is responsible for working 
with a small group of children providing the reassurance needed for each child to feel safe 
and cared for, as well as building a closer relationship with parents/care 

ers. The key person will help the young child to become familiar with the setting and feel 
safe within it. They will also talk to parents to make sure the needs of the child are being 
met appropriately, and will keep records of developments and progresses of each child 
sharing them with parents, the Head teacher as EYFS coordinator and the school 
Psychologist if needed. 

How the Key Person System Works 

Once your child begins Nursery/Preschool a key person will be allocated to him/her, this 
person will be the named carer throughout the day and the first point of contact for 
parents. The key person will record information regarding your child’s home routine, as well 
as specific information such as health needs. 

Changes in routine at home can affect your child’s wellbeing so it is important that the key 
person forms not only a strong bond with the child but also with the child’s family so that 
the sharing of information between the two can be done successfully, leading to the best 
possible outcomes for your child. 



 

Our Key Person System Provides: 

 Assistance with the settling in process. 
 Building an attachment and getting to know your child. 
 Building a strong relationship with parents and families. 
 A key person time, in small groups or one to one time every day. 
 Close monitoring of your child’s progress in all areas of development. 
 Knowledge of each child’s needs when planning activities and curriculum. 

A Child’s Key Person 

 Will provide parents with information regarding the routines, daily timetables, and 
activities in and outside the class. 

 Will assist both parent and child during the settling in period. 
 Will support the child in becoming familiar with the daily routine and the layout of 

the EY class. 
 Will be aware of circumstances at home that may affect changes in a child’s behavior 

from time to time. 
 Will carry out regular observations on children in their groups and devise plans for 

future activities taking into account children’s needs and interests. 
 Will fill out a weekly dairy on what your child has been doing during their time in the 

EY class. 
 Will take care of your child’s personal needs i.e. nappy changing, toileting, whenever 

possible, supported by the EY assistant teacher and/or by the Italian EYFS teacher.  

At Acorn House we use the following procedure to settle the children into EY class: 

The settling in process at Acorn House takes a period of 1 week, but may be extended in 
case of need.  

The first day of school (one parent present from 8.30 to 12.30) 

We ask the child’s parent to be present with their child for a whole morning, starting to 
know the rest of the parents in the small group your child is allocated, getting involved 
within diverse activities planned for the day in the different areas of the park, following a 
timetable according to your group and having a picnic in the garden at 11.45 am all 
together. This day helps the child become familiar with the setting, the daily changes and 
routines, their key person and other EY practitioners. It will also help parents getting to 
know the EY team and starting to building a strong, trust relationship with the Key person of 
your child. Parents will also have the opportunity to get to know other families belonging to 
the EY community during the experience of the first day.  

The second day (one parent present for two hours in the morning) 

We ask the child’s parent to bring your child to the class according to the group they belong, 
following this time schedule 



- Yellow group entry time 8.30 exit time 10.30 
- Blue group entry time 10.30 exit time 12.30 

Parents will have the opportunity to play with their children in the company of their key 
worker, letting them explore the play area and chose what they want to play with. After the 
two hours it is important that you take your child home. If your child doesn’t want to leave, 
smile and say you’ll be coming back tomorrow, then take them home.   

The third day (one parent present for 45’ minutes at the arrival and for the last 30 minutes 
of the morning) 

Starting from the third day, children who display readiness or whose parents during 
orienteering day may have expressed a need to be considered, will get the opportunity to 
attend school for a longer time, according to the group they belong to, they will follow this 
time schedule: 

- Yellow group entry time 8.30 exit time 12.00 
- Blue group entry time 9.30 exit time 13.00  

When you will bring your child in the class, you are invited to play with them and with their 
key worker for a while (45’ minutes), then smile and say: 
 

 “Mummy/daddy’s just popping out now. I’ll be back so that we can eat together with 
your new friends.” Come back after 1 hour and a half. If weather permit the lunch 
will be served outside and we will be happy to have you and your child eating at 
school. In case of bad weather, the first lunch at school of your child, that we like it 
to happen with parents, will be postponed the day after.  
 

Your child may well cry, but as long as they stop and calm down after a while, we’ll keep 
them for the allotted time. Your key worker will hold and comfort your child, starting 
bounding and building a relationship of trust with them. If you’re worried, ring us in ten 
minutes to see how your child is coping. If a child was crying inconsolably for any length of 
time, we would phone you and ask you to come back sooner. Therefor we recommend 
parents during settling in period to be reachable in any moment.  
 
At your arrival your child may also show distress and start crying. This is a normal process 
for the first period. If your child has recovered his/her composure after your arrival and 
wants to stay and play, smile and say that you’re coming back tomorrow, then take them 
away. Children, especially during settling in period, need the security of knowing that 
when their parent comes back for them, it’s time to go home and be together. 
 

The fourth & fifth day (one parent for 30 minutes at the entry time) 

If Day Three goes well, that is, the child cries for a while but then stops and settles down, 
he/she should now be all right to be left for a whole morning.  
 



At Acorn House we will maintain for the initial two weeks of school the following separate 
entry schedule for Yellow and Blue group:  

- Yellow group entry time 8.30 
- Blue group entry time 9.30   

If your child on Day Three became very upset, we may need to repeat Day Two a few times 
until they become more confident. 
In some case it may be best to keep the first days a bit shorter – Discuss this with your key 
worker if you feel there is a need to establish a differentiated entry and exit schedule for 
your child.  
Once a child has stayed for a half day, soon after they can stay all day.  
 
Remember on the fourth/fifth day when you will bring your child in the class in the morning, 
play with them and with their key worker for a while (30 minutes or so), then smile and say: 
 

  “Mummy/daddy’s just popping out now. I’ll be back after you had your lunch.”  
 
At your arrival if your child wants to stay and play in the school park, smile and say that 
you’re coming back tomorrow, then take them away. Children need the security of knowing 
that when their parent comes back for them, it’s time to go home and be together.  
Depending on the child the process will be repeated for the rest of the week. 

Second week of settling in time 

Monday to Friday 

Parents are required to respect the allotted entry time of their child’s group also during this 
second week. A differentiated entry schedule allows children to adjust quicker. 

- Yellow group entry time 8.30 
- Blue group entry time 9.30   

Bring your child into the class, but this time you should drop them off at the door of the 
class whereupon the key person will great them and take them to a set activity area. We ask 
that on the way to school you explain to your child the process of being dropped off. 

i.e ‘Today Daddy is going to leave you in your class to play with Rachel, I’m going to take you 
to the door then say goodbye, your teacher has prepared a nice activity for you to do. I will 
be back for you after…(add a significant information to help your child picture when will you 
be back ex. After lunch; in the afternoon; after nap time…’. 

Key points: 

1) We ask that parents/carers bring their child continuously during the first two 
weeks of the settling in period as having breaks during this time disrupts the 
settling in process and sends conflicting messages to a child; this in turn may bring 
about feelings of being insecure or distressed. 



2) It is important that parents are punctual both at entry time and when they are 
supposed to come back to pick up their child. 

Most of the children should be able to stay for the whole day from the second week of 
school. Teachers will inform you of the need to change your child’s schedule if necessary. 
Those children who may display major difficulties will have differentiated entry and exit 
time schedules and different lengths of day time than the rest of the class group for the 
initial month or so. Some children may take longer to settle and become very upset upon 
parting from their parent/career, if this is the case with your child we ask that the child is 
still left with us, but for a shorter period of time, so that he/she has an opportunity to form 
a bond with their key person and eventually fully settle, without having to handle stress and 
anxiety for too long.  Settling in time is usually a very stressful time for parents and children. 
Children in September cry and show distress when entering in the morning. They have to 
learn to trust us, they have to learn to adjust to a group of other children, sharing the 
attention of the relevant figures, they have to picture the day routine in order to imagine 
what will happen next, what to expect and when to expect your arrival. They also have to 
handle the initial stress of being in a large/small group of children and having to share 
adult’s attention with others with same rights and needs. Remember that if your child 
hasn’t experienced sharing mummy’s or daddy’s attention with siblings this is going to be 
the first impact with sharing adult’s attention for them. Sharing and being happy and 
confident with sharing is one of our EYFS learning objectives. 

Useful Tips to Remember: 
 

 Smile a lot, be calm and confident yourself.  

 Talk about what fun it will be, playing with other children.  

 Try not to communicate anxiety to your child, even if you are worried. 

 Try and leave reasonably quickly. We’re not trying to get rid of you, but long drawn 

out “goodbyes” seem to unsettle children.  

 They cry when you go because they’re learning to cope with transition. They may cry 

when you come back for the same reason. Once you’ve gone they’re fine. Teachers 

will post photos of children on the class door and on the class blog to reassure 

parents and children. Share them with your child. 

 In case of need, address the initial tension that adjustment period may bring to your 

family to the school Psychologist, who will be observing children’s adjusting time in 

the first couple of weeks. 

 
Please talk to your key worker or the Head teacher if you have any questions about our 
policy or any part of it you would like to discuss further. 
Participate to the meeting at the end of the first week where EYFS coordinator, teachers and 
the school Psychologist will answer to your questions and will help you handle your worries. 
  
Welcome to Acorn House Early Year department! 
 
Dott.ssa Michaela Diena -  A.H.I. Head teacher & EYFS Curriculum Coordinator 


