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EYFS Key Person Policy  

  

According to the Statutory Framework for the Early Years Foundation Stage, “Each child 
must be assigned a key person. Their role is to help ensure that every child’s care is tailored 
to meet their individual needs, to help the child become familiar with the setting, offer a 
settled relationship for the child and build a relationship with their parents”. 
  

The key person in Pre-Nursery and Nursery will follow all of the bullet points below.  
However, the Reception teacher/s will be the Primary Key Person and the Teaching Assistants 
will act as secondary carers. All adults will have responsibility for a small, key number of 
children; the class teacher must work with all children.  
  

• A Key Person meets the needs of each child in their care and responds sensitively to 
their feelings, ideas and behaviour.  

• A Key Person talks to parents to make sure that the child is being cared for 
appropriately. However, at times the class teacher may need to deal with certain 
whole class issues.  

• Careful records of the child’s development and progress are created by the Key Person 
(and other staff) and shared with the parents, the child, and other professionals using 
Tapestry where possible.  

• The Key Person helps the child to settle into their new environment to feel confident 
and safe.  

• Report writing should be written by the Key Person and or the class teacher alongside 
the TA in Reception.   

• In the Reception class the Class Teacher should hear all the children reading 
individually at least once a week. The class TA should also listen to the children.  

• In Reception the Class Teacher must work with all children whilst they are completing 
Mathematics and Communication and Language as well as Literacy activities.  

• At parents evening the Key Person and Class Teacher will talk to parents about each 
child.  

• If a child is off sick for more than 4 days, the Key Person/ Class Teacher should give a 
courtesy call just to see how the child is. If a child needs hospitalisation due to an 
operation or an illness the Key Person or Class Teacher should call to make sure the 
child is ok.  

• The Key Person needs to tell the class teacher who is overall responsible for all the 
children about anything significant that may have occurred at school or information 
that a parent shares.  

• The main Class Teacher in all EYFS classrooms should know about each child’s 
development, their strengths and weaknesses and next steps. They should know about 
any important information shared by the parents, especially medical information.  

  

The Key Person is supported and supervised by the Head of EYFS in their role of supporting children 
and families who may need it. Staff have Supervision meetings every term and should there be an 
issue or concern staff must come and speak to the Head of EYFS without delay.  
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/272064/5860.pdf


 


