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Prime times – The role of the key person & other staff 

‘Each child must be assigned a key person’ (EYFS 2021) 

Young children need to form a secure attachment to key person when they join the setting to feel safe, happy, 

and eager to participate and learn. 

The key person role 

• A key person builds an on-going relationship with the child and his/her parents and is committed to that 

child’s well-being while in the setting. 

• Every child that attends is allocated a key person before they begin settling in - it is not the responsibility 

of the child to choose their own key person. 

• Where possible a ‘back up’ key person is also identified so that they can fulfil the role in the absence of 

the main key person, for example, during annual leave or sickness.  

• The key person conducts the progress check at age two for their key children. 

• The role is fully explained to parents on induction and the name of the child’s key person and ‘back up’ 

key person is recorded on the child’s registration form. 

• The key person is central to settling a child into the setting. The setting manager and key person explain 

the need for a settling in process and agree a plan with the parents.  

• Shift patterns and staff absence can affect a child who is just settling in; where possible, settling in should 

be matched to when the key person is on duty. 

• The number of children for each key person takes into account the individual needs of children and the 

capacity of the key person to manage their cohort; it is also influenced by part-time places and part time 

staff. The setting manager should aim for consistency i.e. matching part-time staff to part-time children; 

full-time children should not be divided between key persons during the week. 

• The key person spends time daily with his or her key group to ensure their well-being. 

Parents 

• Key persons are the first point of contact for parents with regard to matters concerning their child and any 

concerns parents may have are addressed with the key person in the first instance. 

• 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 for sharing information about progress with the child’s parents. 
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Learning and development 

• The key person helps to ensure that every child’s learning and care is tailored to meet their individual 

needs. This is achieved through regular observation and assessment of children, using information 

gathered about their achievements, interests and learning styles to plan for each individual child’s learning 

and development. 

• If a child’s progress in any of the prime areas gives cause for concern, the key person must discuss this 

with the setting manager or SENCO and the child’s parents. 

Back-up key person 

• The role of the back-up key person is to step in when the main key person is absent or unavailable to 

provide a stable and consistent care relationship for the child. 

• The back-up key person gradually forms a relationship with the child until the child is happy to be cared 

for by this person. 

• The back-up key person shares information with parents in the key person’s absence and makes notes 

in the child’s records where appropriate. 

• The back-up key person ensures information is shared with the key person. 

Safeguarding children 

• The key person has a responsibility towards their key children to report any concern about their 

development, welfare or child protection matter to the setting manager and to follow the procedures in 

this respect. 

• Regular supervision with the setting manager provides further opportunities to discuss the progress and 

welfare of key children. 

• The back-up key person has a duty likewise. 

 

Prime times – Intimate care and nappy changing 

Prime times of the day make the very best of routine opportunities to promote ‘tuning-in’ to the child 

emotionally and to create opportunities for learning. Nappy changing times are key times in the day for being 

close and promoting security as well as for communication, exploration and learning. 

• Young children are usually changed within sight or hearing of other staff whilst maintaining their dignity 

and privacy at all times.  
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Nappy changing records. 

• Key persons record when they changed the child and whether there was anything unusual about it e.g. 

hard and shiny, soft and runny or an unusual colour.  

• Very soft, watery stools are signs of diarrhoea; strict hygiene needs to be carried out in cleaning the 

changing area to prevent spread of infection. The parent should be called immediately to collect their 

child, who must be taken to the doctor. The child must have passed at least 2 formed stools before 

returning. 

• Sometimes a child may have a sore bottom. This may have happened at home as a result of poor care; 

or the child may have eaten something that, when passed, created some soreness. The child also may 

be allergic to a product being used. This must be noted and discussed with the parent and a plan devised 

and agreed to help heal the soreness. This may include use of nappy cream. If a medicated nappy cream 

such as Sudocrem is used, this must be recorded as per our Administration of medicine procedure 

. 

Young children, intimate care and toileting 

• Young children from two years may be put into ‘pull ups’ as soon as they are comfortable with this and if 

parents agree. 

• Changing areas are warm, appropriately sited and there are safe areas to lay young children if they need 

to have their bottoms cleaned. There are pictures of interest displayed above the changing table  to take 

the child’s attention. 

• If children refuse to lie down for nappy change, they can be changed whilst standing up, providing it is 

still possible to clean them effectively. 

• Each young child provides his/her own bag with their nappies/pull ups and changing wipes. 

• Key persons ensure that nappy changing is relaxed and a time to promote independence in young 

children. 

• Young children are encouraged to take an interest in using the toilet; they may just want to sit on it and 

talk to a friend who is also using the toilet.  

• They are encouraged to wash their hands and have soap and hand towels available at all times. They 

should be allowed time for some play as they explore the water and the soap. 

• Anti-bacterial hand wash liquid or soap should not be used by young children, as they are no more 

effective than ordinary soap and water. 

• Key persons are gentle when changing and avoid pulling faces and making negative comment about the 

nappy contents.  
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• Wipes or cotton wool and water are used to clean the child. Where cultural practices involve children 

being washed and dried with towels, staff aim to make reasonable adjustments to achieve the desired 

results in consultation with the child’s parents. Where this is not possible it is explained to parents the 

reasons why. The use of wipes or cotton wool and water achieves the same outcome whilst reducing the 

risk of cross infection from items such as towels that are not ‘single use’ or disposable.  

• The procedure for dealing with sore bottoms is the same as that for babies. 

• Older children use the toilet when needed and are encouraged to be independent. 

• Members of staff do not wipe older children’s bottoms unless there is a need, or unless the child has 

asked.  

• Key persons are responsible for changing where possible. Back-up key persons take over in the key 

person’s absence, but where it is unavoidable that other members of staff are brought in, they must be 

briefed as to their responsibilities towards designated children, so that no child is inadvertently overlooked 

and that all children’s needs continue to be met. 

• Parents are encouraged to provide enough changes of clothes for ‘accidents when children are potty 

training. 

• If spare clothes are kept by the setting, they are ‘gender neutral’ i.e. neutral colours, and are clean, in 

good condition and are in a range of appropriate sizes. 

• If young children are left in wet or soiled nappies/pull-ups in the setting, this may constitute neglect and 

will be a disciplinary matter. 

Nappy changing is always done in an appropriate/designated area. Children are not changed in play areas 

or next to snack tables.  

 

Prime times – Snack-times and mealtimes  

Snack times 

• A ‘snack’ is available in each morning and afternoon session.    Children help the staff to prepare the 

snack for the group following setting hygiene procedures. Snack can be organised according to the 

discretion of the setting manager e.g. picnic on a blanket.  

• Children may also take turns to help set the table. Small, lidded plastic jugs are provided with choice of 

milk or water. 

• Children wash their hands before and after snack-time. 

•  
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• Children are offered milk, after the age of two, children can gradually move to semi-skimmed milk as a 

main drink, as long as they are eating a varied and balanced diet. 

• Fruit or raw vegetables, such as carrot or tomato, are offered in batons, which children should be 

encouraged to help in preparing. Bananas and other foods are not cut as rounds, but are sliced to 

minimise a choking hazard. 

• Portion sizes are gauged as appropriate to the age of the child. 

• Children arrive as they want refreshment and leave when they have had enough. Children are not made 

to leave their play if they do not want to have a snack. 

• Staff join in conversation and encourage children’s independence by allowing them to pour drinks, butter 

toast, cut fruit etc. Clear away their things afterwards. 

 

Mealtimes  

• Tables are never overcrowded during mealtimes. 

• Cloths are used where practical and children’s places are personalised with, mats that have their name 

on and, for the younger children, their photograph too to help them to recognise where they should sit.  

• Children wash their hands and sit down ready to unpack their lunch boxes.  

• Children are encouraged to eat their healthy/savoury food first. 

• Staff have their lunch with children. Staff who are eating with the children role-model healthy eating and 

best practice at all times. 

• Children are given time to eat at their own pace and are not hurried to fit in with adults’ tasks. They are 

not made to eat what they do not like and are only encouraged to try new foods slowly. 

• In order to protect children with food allergies or specific dietary requirements, children and staff are 

discouraged from sharing and swopping their food with one another.  

• Mealtimes are relaxed opportunities for social interaction between children and the adults who care for 

them.  

• After lunch children are encouraged to pack their lunch away, recycle and dispose of wrappings and food 

in the appropriate containers. Children go to the bathroom and wash their hands after lunch.  

• Information for parents is displayed on the parent’s notice board, including: Suggestions for healthy 

lunches. 
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This policy was adopted by          Halstead Nursery (name of provider) 

On         September 21 (date) 

Date to be reviewed As required at least annually (date) 

Signed on behalf of the provider:  

Name of signatory Michelle Hughes 

Role of signatory (e.g. chair, director or owner) Chairperson 

 

 

 

 


