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Early Years Foundation Stage Key Person (Teacher) and Settling-in Policy Statement 

We, as a setting, understand how difficult it is for parents to leave their child with 

people who are unfamiliar to both parent and child, therefore, we aim to make the 

setting a welcoming place where children settle quickly and easily because 

consideration has been given to the individual needs and circumstances of children 

and their families. We believe that children settle best when they have a key 

person/teacher to relate to, who knows them and their parents well, and who can 

meet their individual needs. 
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Procedures 

● We allocate a teacher (key person) when your child starts at the Oratory 

Preparatory School. The class teacher is responsible for all matters connected to 

your child and is responsible for updating their online learning journals which are 

shared with you as parents. 

● The class teacher is responsible for welcoming the family and for settling your 

child into our setting on the first day of school and each session following. 

● The teacher (key person) offers unconditional regard for your child and is non-

judgemental. 

● The teacher (key person) works with you, the parents, to plan and deliver a 

personalised plan for your child’s well-being, care and learning. 

● The class teacher (key person) is responsible for developmental records and for 

sharing information on a regular basis with the you, to keep these records up-to-

date, reflecting the full picture of the child in our setting and at home (using 

Tapestry Online Journal) 

● The Head of Pre-Prep is the support key person so that you and your child have a 

main contact in the absence of your child’s teacher (key person). 

● We promote the role of the class teacher as your child’s primary carer in our 

setting, and as the basis for establishing relationships with other staff and children. 
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Settling-in 

● Before your child starts to attend the Oratory Prep school, we use a variety of 

ways to provide their parents with information. These include written 

information (including our prospectus and policies), individual meetings with 

parents, informal assessment mornings, visiting mornings (meet the new 

teacher), Stay and Play sessions and Open Mornings. 

● When your child starts at The Oratory you are asked to complete a 

questionnaire about your child to give a picture of their actions, likes and 

dislikes in the home setting. 

● Parents are welcome stay for an agreed amount of time during the child’s first 

two sessions in the Nursery class. In Kindergarten and Reception children will 

be taken, by parents, to the classrooms each morning and then you are able 

to depart the setting when your child is settled. 

● We allocate a teacher (key person) to you and your child when she/he starts; 

the class teacher (key person) welcomes and looks after you and your child 

at their first session and during the settling-in process which varies with 

individuals. 

● During the first session we are happy for you to stay until your child is deemed 

to be settled and happy. 

● Some children take longer than others to settle and some settle more quickly 

and then become distressed a few weeks later. The teacher (key person) will 

work with you to support your child through this transition period. It is 

important that both you and your child feel relaxed and happy in the setting. 

● If a child is extremely anxious and cries continuously (for more than 30 

minutes) then the teacher (key person) will contact you and ask you to 

collect your child. We must consider the child’s well-being at all times and do 

not wish for them to become unduly distressed. 

● When your child starts to attend, we explain the process of settling-in with you 

as parents and jointly decide on the best way to help them to settle into the 

setting. 

● Children are welcome to bring a transitional item i.e. toy, blanket with them 

for as long as they need the comfort gained from this item. 

● We judge your child to be settled when they have formed a relationship with 

their teacher (key person) and is familiar with the environment and is pleased 

to see other children and participate in activities. 

● When you leave, we ask you to say goodbye to your child and explain that 

you will be coming back, and when. 

● You are welcome to ring the school office later in the day to find out how 

your child is if you are concerned after they have been dropped off 

● Within the first four to six weeks of starting we discuss and work with you to 

start to create your child’s Online Learning Journey. 


