
Role of the Key person
Document Ref: EYEC 49

Imperial College London
Property Division: Early Years Education Centre 
Version: 4
Date: September 2026

ROLE OF THE KEY PERSON
At the Early Years we operate the key person system, which involves members of staff having their own specific group of children. The group of children are known as your key children and each member of staff is a key person.

The number of children each key person is responsible for depends on ratios and number of part time children attending. 

The key person will be expected to welcome new children and parents to the Early Years from the first visit (see settling in policy) and so lay foundations for a good relationship and develop good communication.

A meeting with the key person and parents should be made after the first six weeks of the child joining (whether it be joining the Early Years or a new room) and then regularly in order to keep up to date with the child’s progress both at home and at the Early Years.

It is the responsibility of all staff in each room to take time during the day for all children. This means carrying out activities already planned, spending time talking to them, explaining things and reinforcing things already learnt. Working with the children in improving language, social skills, physical abilities and intellectual capabilities which is incorporated into our curriculum and supporting them in meeting their developmental milestones included with the EYFS.

As the key person it is your responsibility to observe your key children during their play to have a clear understanding of where they are at in their learning and development. These observations do not need to be written down unless there is a concern and written evidence is needed. However verbal sharing of observations should occur between the key person and team/ parents. As well as planning and setting next steps every three months for your key children and sharing these with their parents through the Famly app, supporting them in achieving these next steps through their time at the Early Years. You are also expected to write written developmental reports on your key children, including their 6 weeks settling in report, 2 years progress report and their developmental moving on summary, all of which are shared with parents via the Famly app. 

The advantages we expect from using the key person system are:

· Making good relationships with parents and children
· Excellent communication between the key person and parents so being able to identify and deal with any problems which may arise efficiently.
· Making it easier to observe smaller groups of children and so recognise developmental stages and plan accordingly.
· Any areas where progress is needed can be picked up on and learning experiences planned.
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