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KEY WORKER POLICY

Statement

Our preschool is committed to providing a nurturing and supportive environment for all children, recognizing the importance of secure, trusting relationships in promoting positive emotional, social, and cognitive development. The Keyworker System is a fundamental part of our approach, ensuring each child is well-supported and parents/carers have a consistent point of contact. This policy outlines our keyworker role, responsibilities, and processes for effective relationship-building with children and families.

1. Purpose of the Keyworker System
The Keyworker System aims to:
· Support each child’s well-being, development, and sense of security within the setting.
· Build a trusting relationship between the child, their family, and the keyworker.
· Provide continuity of care, enabling individualized observation, planning, and support for each child’s learning and development.
· Facilitate regular communication between the preschool and families regarding the child’s progress and experiences.
2. Keyworker Role and Responsibilities
Each child will be assigned a keyworker upon joining the setting. The keyworker’s main responsibilities include:
· Building a Bond: Developing a positive, secure attachment with the child through attentive, responsive, and consistent interactions.
· Observation and Planning: Observing the child’s interests, abilities, and developmental needs, and using this information to support individualized planning and learning activities.
· Supporting Transitions: Helping children settle into the setting and manage transitions between activities, as well as transitions to new rooms or settings, if applicable.
· Parental Communication: Acting as the primary point of contact for parents/carers, sharing updates on the child’s progress and addressing any concerns or questions.
· Health, Safety, and Well-being: Ensuring the child’s needs are met daily, including emotional support, behaviour management, and health and safety requirements.
· Record-Keeping: Maintaining accurate, confidential records of the child’s progress, observations, and any additional support provided.
3. Assigning a Keyworker
· Each child is allocated a keyworker before their start date, based on the staff’s existing caseload and alignment with the child’s needs.
· Consideration is given to age, developmental needs, and any additional support requirements the child may have.
· Parents/carers are informed of their child’s keyworker and introduced before or on the child’s first day.

4. Continuity of Care
· Backup Keyworker: In the event of a keyworker’s absence (due to illness, holiday, etc.), each child will have an assigned backup keyworker to ensure continuity of care.
· Changing Keyworkers: Where necessary (e.g., when a keyworker leaves or the child moves rooms), we will carefully manage the transition to a new keyworker, with gradual introductions and parental involvement to maintain the child’s sense of security.
5. Parental Involvement and Communication
· Parents/carers are encouraged to communicate regularly with their child’s keyworker to share insights about the child’s development, experiences, and any changes at home that might affect the child.
· Regular meetings are scheduled to discuss the child’s progress, and informal updates are shared through daily interactions, phone calls, or digital communication as needed.
6. Monitoring and Supporting Keyworkers
· Supervision and Training: Keyworkers receive regular supervision sessions and access to ongoing training to support their professional development and effectiveness in the role.
· Workload Management: Staff-child ratios and keyworker caseloads are regularly reviewed to ensure each keyworker has the time and resources to meet their responsibilities effectively.
7. Confidentiality and Record-Keeping
· Keyworkers maintain accurate and confidential records of each child’s progress, observations, and interactions.
· All information shared by parents/carers is treated confidentially, and any records kept are following our data protection and confidentiality policies.


This policy was adopted at a meeting of the Potton pre-school on the 10th September 2012 and is reviewed annually.

Signed on behalf of Potton Pre-school_______________________________________________________
Date Signed__________________________________________________________________________
Date to be reviewed____________________________________________________________________
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