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Introduction 
 

The statutory framework for the Early Years Foundation Stage (EYFS 3.41) outlines the 
requirements regarding a Key Person system. Hulme Hall Pre-School is committed to ensuring 
that all necessary procedures are in place to provide an effective Key Person system for all 
children and their parents. 
 
While every staff member is responsible for all children in their care, the Key Person has a 
special role in working with a small group of children. They provide reassurance to help 
children feel safe and cared for, while building strong relationships with their parents. The Key 
Person helps children become familiar with the pre-school environment and supports them in 
feeling confident and secure. They also liaise with parents to ensure that the individual needs 
of each child are met appropriately. 
 
Role of the Key Person 
 

The Key Person will: 
 

• Meet with parents during 'settling-in visits' to discuss the child’s individual routines, 
important people in their life, likes, dislikes, and any other key information to ensure 
this is incorporated into daily care 

• Use their knowledge and skills to provide advice, guidance, and support to parents, 
including addressing any concerns about starting Pre-School 

• Observe and plan for children’s interests, likes, and individual needs 
• Respond sensitively to each child’s feelings, behaviour, and ideas 
• Meet children’s physical needs and develop secure, trusting relationships, including 

learning key words in a child’s first language or acknowledging their sounds and gestures 
• Update and share the child’s learning journey with parents, actively seeking and valuing 

their written or verbal contributions 
• Support children through transition periods, such as moving rooms or progressing to 

school 
• Develop trust to encourage children’s independence 
• Act as a point of contact for families with any concerns or complaints. 
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Role of Parents 
 

• Key Persons are the first point of contact for parents regarding matters about their child 
and any concerns should initially be addressed with the Key Person. 

• Key Persons support parents in their role as the child’s first and most enduring 
educators. 

• The Key Person is responsible for the child’s developmental records, completing the 
progress check at age two, and sharing information about progress with parents. 

 
Learning and Development 
 

• The Key Person ensures that each child’s learning and care are tailored to their 
individual needs. 

• This is achieved through regular observation and assessment, using information about 
the child’s achievements, interests, and learning styles to plan effectively. 

• If a child’s progress in any of the prime areas causes concern, the Key Person must 
discuss this with the Head or SENCO and the child’s parents. 

 
Safeguarding Children 
 

• The Key Person is responsible for reporting any concerns about a child’s development, 
welfare, or protection to the setting manager and following the appropriate procedures. 

• Regular supervision meetings with the setting manager provide opportunities to discuss 
the progress and welfare of key children. 
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