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1. Purpose
At ECCC, the key worker relationship is a central part of relational, responsive care. Every child in the Baby Room and Daycare 2 is allocated a named key worker who develops a secure, trusting relationship with the child and their family, knows the child well and helps ensure that their individual needs, interests, cues, identity and development are understood and responded to.
The key worker is the family's principal relational link with the room, but is not the only adult responsible for the child. All staff remain responsible for the safety, care and well-being of every child in their care.
2. Our key worker principles
· Children thrive through warm, consistent and responsive relationships with familiar adults.
· Parents and carers are experts on their child and are active partners in understanding and supporting their child.
· Key worker practice is relational rather than administrative: knowing the child and family well is more important than creating unnecessary paperwork.
· Children are noticed, listened to and responded to through everyday observation and interaction.
· Continuity matters. Wherever possible, ECCC aims to maintain trusted relationships across transitions and across siblings within a family.
· Key worker responsibility sits within a team approach so that children continue to receive responsive care when their key worker is absent or unavailable.
3. Allocation of key workers and secondary key workers
Each child will be allocated a named key worker and a secondary key worker. The secondary key worker provides continuity when the primary key worker is absent, on leave, deployed elsewhere or otherwise unavailable.
Wherever possible and appropriate, ECCC aims to allocate siblings from the same family to the same key worker, including subsequent children joining the setting. This supports continuity of relationships and strengthens the partnership between ECCC and the whole family. This may not always be possible because of room, age, staffing, capacity or the individual needs of children and families.
The Daycare Manager and room leads oversee key worker allocation and may change an allocation where this is in the child's best interests, where relationships indicate that another adult is a better relational fit, or where staffing changes make this necessary. Any transition of key worker should be managed sensitively.
4. The role of the key worker
· Build a warm, trusting and responsive relationship with the child and their parent/carer.
· Know the child well, including their routines, cues, communication, interests, preferences, cultural and linguistic identity, family context and any additional or health needs relevant to their care.
· Support the child to feel safe, secure, confident and that they belong at ECCC.
· Act as the main relational point of contact for the family while encouraging positive relationships with the wider room team.
· Gather and share relevant information with parents/carers and ensure important information is communicated appropriately to the wider team.
· Support settling-in and transitions sensitively, including transitions between ECCC rooms or on to another setting/school.
· Contribute to care plans and ensure colleagues are aware of relevant allergies, health needs, dietary requirements, communication needs or other agreed arrangements.
· Notice and record meaningful observations of the child through ECCC’s agreed observation and assessment arrangements, using these observations to build understanding of the child and inform responsive practice.
· Share relevant information about the child’s day and development with parents/carers in a respectful, proportionate way.
· Work with the secondary key worker and wider team so that care remains consistent when the key worker is unavailable.
5. Observation, assessment and responsive practice
Assessment of children is built from practitioners knowing children well over time through observation, interaction, professional dialogue and partnership with families.
Key workers are responsible for contributing accurate, meaningful observations of their key children through ECCC’s agreed observation and assessment arrangements. Observations should help adults understand what the child is communicating, exploring, practising or needing, and should inform how adults, environments and experiences respond.
Key workers are not individually responsible for producing separate activity plans for their key children. Planning is a collaborative and responsive process informed by the whole team’s knowledge of children, the ECPLC approach and ECCC’s wider pedagogical principles.
6. Settling in, arrival and collection
During a child’s settling-in period, the key worker will, wherever practicable, meet and greet the child and parent/carer and take a lead in developing the initial relationship. The key worker will listen carefully to the family, gather relevant information and support a gradual transition into the room.
Once the child is settled, the key worker may not be the adult who greets the child at every arrival or collection. For safeguarding, supervision and safe deployment, ECCC may designate the Senior of the Day or another authorised adult to manage the door so that only one adult is positioned at the entrance at a time and staffing within the room is not compromised.
Important information shared at arrival or collection must be passed promptly to the child’s key worker, secondary key worker or room team as appropriate.
7. Personal and intimate care
Where practical and appropriate, key workers will support their key children with intimate care, particularly during settling-in when familiarity can help a child feel safe and secure. However, children’s care needs must never be delayed in order to wait for a particular adult.
During busy periods, staff absence or normal room deployment, a child’s nappy may be changed, or other toileting/intimate care provided, by another familiar and competent member of the team in line with ECCC’s Intimate Care / Nappy Changing procedures. The room lead remains responsible for ensuring care needs are met consistently and promptly.
8. Partnership with parents and families
· Recognise and respect parents’ and carers’ primary responsibility and knowledge of their child.
· Keep families appropriately informed about the child’s experiences, well-being and development.
· Seek parents’/carers’ views and information when considering the child’s needs, routines, interests and development.
· Celebrate family culture, language, identity, religion and individual circumstances.
· Maintain confidentiality and professional boundaries at all times.
· Raise concerns appropriately and involve the room lead, Daycare Manager, ALNCo or safeguarding lead when needed.
9. Absence and continuity of care
The key worker is an important but not exclusive attachment figure within the setting. Children must be supported to develop secure relationships with a small number of familiar adults so that they are not dependent on one practitioner being present.
When the primary key worker is absent, the secondary key worker will normally take the lead in maintaining continuity. The wider room team also shares responsibility for observing, caring for and responding to the child. Parents/carers do not need to be informed of routine short-term staff absence unless this is relevant to the child’s well-being or care, but significant or longer-term changes to key worker arrangements should be communicated sensitively.
10. Transitions
Transitions should be planned around the individual child rather than treated as an administrative handover. Where a child moves between the Baby Room and Daycare 2, or moves on to another provision, relevant practitioners will share appropriate information and support familiarisation so that continuity of care, relationships and understanding is maintained.
The child’s voice, behaviour, cues and well-being will be considered alongside parent/carer views when planning transition arrangements.
At ECCC, transitions are supported gradually and relationally. Wherever possible, the child’s current key worker will visit the new room or setting with the child so that they can explore the environment alongside a familiar and trusted adult. The current key worker will meet with staff from the receiving room or provision, including the child’s new key worker, to share relevant information about the child’s routines, communication, interests, relationships, care needs, well-being and any additional support or individual arrangements.
Where a child is moving within ECCC, the new key worker will begin to develop a relationship with the child before the move wherever practicable. Parents and carers will also be introduced to the new key worker and will be offered opportunities to visit the new room as part of the transition process. This supports continuity not only for the child, but also for the family relationship with ECCC.
Transition arrangements will be flexible and responsive to the individual child. The pace and level of familiarisation will be adapted where a child needs additional time, reassurance or support, and information will continue to be shared between practitioners and families during the settling period.

11. Responsibilities
11.1 Daycare Manager / room leads
· Ensure every child has an allocated primary and secondary key worker.
· Monitor the quality and consistency of key worker relationships and redistribute allocations where necessary.
· Ensure staffing and deployment arrangements do not compromise children’s care, supervision or ratios.
· Support practitioners through supervision, reflection and professional development to strengthen relational practice.
11.2 Key workers and secondary key workers
· Fulfil the relational, communication, observation and continuity responsibilities described in this policy.
· Work collaboratively with colleagues rather than treating key children as the responsibility of one adult only.
· Keep relevant records accurate, proportionate, current and confidential.
· Seek support where a child’s needs are beyond their role, confidence or expertise.
11.3 Head of Centre
The Head of Centre has overall responsibility for ensuring that key worker arrangements support safe, high-quality, relational care and align with ECCC’s principles, the National Minimum Standards and continuous improvement arrangements.
12. Related ECCC policies and frameworks
· Statement of Purpose
· Positive Relationships and Behaviour Policy
· Safeguarding / Child Protection Policy
· Intimate Care / Nappy Changing procedures
· Confidentiality and Data Protection Policy
· Equal Opportunities / EDI arrangements
· Additional Learning Needs arrangements
· ECPLC – Early Childhood Play, Learning and Care
· ECCC Principles and Values
13. 2026 NMS links and compliance
This policy has been reviewed against the National Minimum Standards for Regulated Childcare for children up to the age of 12 years, published 18 June 2026. The key worker role is not prescribed as a standalone NMS requirement; rather, it is one way ECCC evidences consistent, child-centred, relational practice across several standards.
	NMS link
	How the key worker policy supports compliance
	Policy sections

	Standard 4 – Meeting individual needs
	Supports child-centred understanding of individual needs and preferences, informed by family views and practitioners who know the child well.
	1–5, 8–10

	Standard 5 – Records
	Supports accurate, proportionate and confidential recording of relevant child information and observations.
	4–5, 8, 11

	Standard 6 – Working in partnership with parents
	Establishes a trusted point of contact, respects parents’ knowledge and keeps families involved and informed.
	1–4, 6, 8–10

	Standard 7 – Opportunities for play and learning
	Supports positive relationships, observation and responsive practice based on children’s interests, development and play.
	2, 4–5, 10

	Standard 13 – Suitable person
	Links key worker quality to induction, training, supervision and reflective professional practice.
	11

	Standard 15 – Staffing ratios
	Makes clear that key worker arrangements must operate within safe staffing, supervision and deployment requirements.
	3, 6–7, 11


Direct Welsh Government NMS links:
· Standard 4 – Meeting individual needs
· Standard 5 – Records
· Standard 6 – Working in partnership with parents
· Standard 7 – Opportunities for play and learning
· Standard 13 – Suitable person
· Standard 15 – Staffing ratios
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