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 Key Person Policy

At TOG we operate a key Person system. A Key Person is a member of staff who has special responsibility for the education, safeguarding and welfare for a group of children during their time at TOG.
Every child that attends TOG is unique. The key Person will provide opportunities to interest and motivate the children. Providing a positive relationship and enabling their environment, incorporating British values, so that they can learn and develop in a safe, nurturing and stimulating environment.
The Manager will introduce the Key Person to the parent of the child as soon as the decision is made.
Important points of a Key Person are:

· Developing secure lasting relationships with the key children and their parents.

· Interacting with key children at a developmentally appropriate level.

· Provide a secure base while supporting their interests and explorations away from you.

· Provide a secure base for them by being physically and emotionally available for them to come back to you, by sitting at their level and in close proximity.

· Use body language, eye contact, voice, photos and signing to indicate that you are interested in their play.

· Understand and comfort children by acknowledging their feelings, showing empathy and reassurance suited to each child.

· Allow children to express a range of feelings, e.g. anger, joy, distress, excitement, love. Let them know ‘all emotions are ok’.
· Settle new key children in gradually, working with their parents, following their lead on separation.
· Settle the children in warmly each day, when they arrive, and help them self register.

· Change and do other personal care using sensitive handling and words that are familiar to them.

· Support them in their growing skills, e.g. dressing, toileting, washing hands.

· Regular opportunities to reflect on your own emotional aspects of being a Key Person with the Manager or colleague.

Key Person Responsibilities
The primary aim of the key Person is to provide close relationships between children parents/carers to assist the development of the children. It is also the responsibility of the key person to keep records of their key children's developmental progress.

Key persons understand that every child is unique and is constantly learning. It is important to distinguish between the administrative aspects of a key person system and the developments of an appropriate key person relationship and to recognise the value of both aspects, whilst incorporating British values throughout each session.

 Keeping records of your children's developmental progress:
Graduated response SEN support plan, review and evidence.

Provision plan
Written observations.
Developmental journal.
Communication profiles (both home and TOG).
ECAT monitoring form.
Unique child 2-year-old check.
Individual Progress Tracker.
· Planning experiences for individual children based on your observations of their interests and developmental stages (weekly planning).
· Communication with parents daily in person and through home communication books.

· Communication with colleagues and other multi-agency professionals.

· Follow up child absences with the Manager.

The Manager should ensure there is a high standard of opportunities for developing close relationships and learning.

Staff cover is provided by those already familiar to the children.

Key Persons have opportunities to reflect on their own emotional response to the children and to their work, as well as thinking about the children's progress, using this to plan play experiences that challenge the child’s learning.
Admissions are phased so that new children start at the same time, within TOG ratios.
Read in conjunction with attendance policy. 
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