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SECTION 11 
KEY WORKERS AND SETTLING IN NEW CHILDREN 
 
1   Introduction 
 

Staff teams must make sure that children are properly introduced to the project and that their 
needs are met over the longer term. Taking time to settle children in at their own pace will 
help them to feel welcome, safe and confident in their new environment. 
 
The extent to which children need settling in may vary depending on their age, degree of 
independence and existing familiarity with other children at the project. The process may also 
depend on the numbers of children and the regularity of their attendance. 

 
2 Key worker 
 
Action to take: 

 
2.1 Each project must adopt a key worker system for: 

 all new children 
 children under the age of 5, until the child is no longer within the EYFS age range.  
 disabled children  
 children in need 

 
The length of time each child takes to settle in will vary and particular attention must be given 
to younger, vulnerable or less confident children. 

 
2.2  The assignment of key workers should be undertaken in consultation with the child and their 

parent/carer, especially in the case of disabled children and children in need. If a child 
expresses a preference towards a particular member of staff, steps should be taken to enable 
that member of staff to be the child’s key worker.  
 

2.3  Where the key worker is required to undertake impairment specific tasks, in order to meet the 
needs of the child, appropriate training, if necessary, should be sought.  

 
2.4 Key workers for children in the EYFS age range should take responsibility for the completion 

of the child’s profile.  
 
2.5 As well as offering reassurance to children, key workers should discuss with children what 

they like to do and what are their interests. 
 
3 Partnership with parents 

 
Action to take: 
 
3.1 Parents/carers should be offered the opportunity to stay with their child for a period of time on 

their first day (or for longer if required). 
 
3.2 If parents/carers are unable or reluctant to stay, workers should suggest they telephone 

during the session to check on their child. 
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4 Partnership with children 
 
Action to take: 
 
4.1 The key worker must ensure that new children: 

 are introduced to the other children 
 know the name of each staff member 

 discuss the children's code of conduct (ground rules) 
 are encouraged to ask questions and know who to approach if they have any 

problems 
 are familiarised with the play space 
 understand the evacuation procedure and know the location of fire exits 
 are made familiar with the activities programme and the organisation of the play 

session (eg: registration, snacks, lunch) 
 
4.2 On the child's second day the key worker will need to check with the child how they felt they 

were settling in and how their first day went, what activities they enjoyed and whether they 
were unhappy about anything. 

 
4.3 At the end of the first, second and third weeks, the key worker will find time to talk to the child 

about how they feel they are settling in. 
 
5 Preschool services – key person system and settling in period 
 
5.1 All children in this provision will be allocated a key person before the child begins their settling 
 in period. 
 

 The key person is responsible for ensuring the child has consent for online 
development tracking (Tapestry) and this information is passed on to the lead 
practitioner in order for them to be up and running. 
 

 The key person will spend 1:1 time with each of their key children and be responsible 
for observing and collecting evidence of the development of each of their key 
children. 

 
 Each child will spend 1-2 hours in the setting with their primary care giver on their first 

day. This will be the start of the settling in period. The key person will spend time with 
the primary care giver, completing the first pages of the child’s profile and will also 
spend time with the child, building a relationship. 

 
 The next day, the child will attend the setting again with their primary care giver. After 

half an hour the primary care giver can leave the child in the care of the key person 
for one hour. This is the second settling in day. This time will be used to allow the 
child to explore their surroundings, get to know the preschool and the key person. 

 
 On the third settling in day, if the child coped well with being left on day 2, the child 

can be left for a full session. The child can then attend the setting for the full session 
every day. If the child did not cope well with being left, day 2 can be repeated every 
day for up to two weeks, extending the amount of time they are being left each day. 
At the end of the two weeks, if the child is coping well, they will be left for a full 
session every day. However, if the child is not coping well, the amount of time that 
they stay each session will be increased. There is a possibility of introducing the 
children to extra sessions to increase the rate in which the child settles. This will be 
offered case by case. 

 
 Within the first six weeks after the first day, the key person will meet with the primary 

care giver and together they will record the child’s progress in the designated form in 
the child’s profile. 
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5.2 The key person will be the main care giver for the allocated key children in the setting.   
 

 They will be responsible for knowing the child inside out.  
 

 They will be responsible for toileting and nappy changes where possible. They will be 
responsible for tracking development, meeting with care givers. 

 
 They will be responsible for administering medicine and attending to the medical 

needs/first aid of the key children.  
 

 They will be responsible for meeting the needs of their key children, planning 
specifically for their interests and possible lines of development and ensuring they are 
safe, happy and well looked after whilst at preschool services. 

 
 


