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Breckenbrough School Keyworking Policy 2019/2020 

 
NB: This policy should be read in conjunction with the Breckenbrough School Behaviour Policy and is aligned with the 
schools Mentoring Policy.  
 
Context & Philosophy  
 

This policy is informed by the Breckenbrough School Vision of “Always putting the individual needs of the student 
first”.  
Breckenbrough School is a Non-Maintained Special School (NMSS) approved by the Secretary of State. We offer day 
and residential placements for boys with a range of complex needs, including Autistic Spectrum Condition (ASC), 
Asperger’s Syndrome (AS), Pathological Demand Avoidance (PDA), Tourette’s syndrome (TS) and Attention Deficit 
Hyperactivity Disorder (ADHD).  
 
Like our students, Breckenbrough is unique; offering a bespoke, special school approach in delivering the national 
curriculum. We pride ourselves in being a ‘specialist’ school, providing a nurturing, supportive and low stress 
environment to help our students learn to manage their behaviours and make social and academic progress.  
 
We aim to support our students to achieve two key goals during their time here:  
 

1. To be themselves, aspire and be successful.  
2. To develop strategies and coping mechanisms to move towards a level of self-actualisation in order to thrive 

in the neurotypical world.  
 
Our Quaker ethos underpins all we aspire to build in our students: respect, tolerance, equality, understanding and 
forgiveness. We deliberately avoid punishment and forced discipline, believing that resolution of conflict can come 
about through behaviour modelling and restorative justice.  
In addition to this, as educators of the vulnerable young learners in our care we commit to the following core values:  
 

1. We believe our students have the right to the same opportunities as mainstream students.  
2. We close the gap by allowing all students to reach to the top.  
3. We do not accept that complex educational needs are an excuse not to aspire or achieve.  

 
Keyworker Outline and Approach  
As part of their ongoing social education and development at Breckenbrough, each student is assigned a Keyworker. 
A Keyworker strives to uphold a special interest in a student through targeted support and personal interaction from 
day to day providing a vital continuity of support. The continuity is a key element of our work both from an 
emotional support and the need for the students to see the same people in their daily interactions to lessen anxiety 
that comes through change.  Each Keyworker has direct responsibilities for working with a number of specific 
students, giving them reassurance to feel safe, cared for and building relationships with them and their parents or 
carers. This enable us to promote the best possible social growth, personal development and support their academic 
achievement.  
 
A Keyworker:  

• Helps a student become familiar with the setting and to feel safe and confident. 

• Talks to parent/carers to make sure the needs of the student are being met appropriately.  

• Makes sure that records of development and progress are shared with parent/carers and other 
professionals as necessary, through the completion of the Tracking Social Progress system.  

 
Keyworkers are the lynchpins of a student’s social education during their time at Breckenbrough. They help to create 
and uphold the positive atmosphere in which a student can thrive. The role of the Keyworker is diverse and includes 
keeping regular contact with the student and guiding their social development within school. We use a number of 
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systems to monitor and support social education. A Keyworker will monitor and evaluate progress through the 
student Tracking Social Progress, sharing this information with parents and carers. Keyworkers are part of a core 
team that contribute to the progression of the student. Keyworkers are also expected to contribute to review 
meetings and provide a report on social progress within school.  
 
All Keyworkers at Breckenbrough are:  
 

• Committed to their role.  

• Good communicators.  

• Calm and confident.  

• Open, sensitive and compassionate, particularly during periods of transition.  

• Tactful – never forgetting the parents/carers are a student’s key carers.  

• Able to gather and share relevant information, on a needs to know basis.  

• Able to prioritise to make the time to regularly communicate with a student and their parents/carers.  

• Advocates and role models as a significant adult in school.  
 
Through a Keyworker, parents/carers can have access to information on their child’s social education at any time and 
can discuss any areas of social development that they may feel need supporting. Parents or carers are able to meet 
with Keyworkers by appointment at any time of the academic year. Any decisions about a student or changes in the 
way we are supporting them are shared with parents and carers at all stages.  
 

Tracking Social Progress (TSP) – Input from Niall and Lorna 
As part of continuing to promote the social development of students at Breckenbrough, we have designed an in-
house Tracking Social Progress model and a set of associated soft tools. The system aligns with a student’s Education 
Health Care Plan (EHCP) targets alongside assisting to identify additional or supplemental areas of development. It is 
a system of ‘soft tools’ and a main reporting form. It is completed by the Keyworker using information gathered 
directly from the student and their parents/carers and aims to capture and present data in a coordinated, cohesive 
and communicable way. The system proactively guides and supports social development and growth in a student, 
documenting this progress into tangible evidence. The TSP coordinators work across both Social Education teams 
and are available throughout the shift pattern. Part of their role is to work alongside staff to answer any enquires 
about use of the TSDP system, this could involve listening to proposals for specific or generic updates as identified 
during our work with all stakeholders. As part of the induction of the new students the opportunity may arise for one 
of the coordinators to meet with parents and carers to explain the TSP and field any questions about data capture 
and target setting.  
 
 

Aims  
The role of the Keyworker is to provide students with the necessary support mechanisms in order for them to feel 
empowered and challenged to succeed across the 24 hour curriculum.  
The Keyworker has an essential role in working alongside our students to realise the school vision of ensuring that all 
students can be themselves, aspire and be successful; and to guide our students to develop strategies and coping 
mechanisms to move towards a level of self-actualisation in order to thrive in the neurotypical world.  
 

The Keyworker is central to supporting the school in realizing and delivering our ethos of conflict resolution.  
This policy document is provided to ensure that the more focused definition of “Keyworker” with its newly 
incumbent responsibilities, is fully understood and supported. However, it is assumed that all staff will act in a 
professionally responsive way, responding to student need, and that this document is for explicit guidance because 
of the changing nature of the role.  
 

Keywork Process  
1) Keyworkers are assigned to students by the Head of Social Education with support from key staff. Staff 

should expect to key work up to 5 students across the school setting. Keyworkers can change at a student’s 
request or as new students settle in and establish relationships with significant members of staff.  

 



Keyworker Policy – Policy Number 46 
Review due annually  3 

 

2) To work alongside key staff such as the Transition Manager – Carol Villiers, Head of Post 16 Social Education 
– Chris Jackson and Head of Social Education – Stu Edwards; to ensure effective communication and positive 
support for the students they support.  

 
3) The Keyworker must work actively to build a good working relationship with the student; they should do this 

by gaining a thorough assessment of the requirements of the EHCP, all the relevant information held about 
the student and also maximize opportunities to get to know one another and build a trusting relationship. 
Continuity of this working relationship is key to the progress of the student  

 
4) The Keyworker must work actively to build and maintain a good dialogue with the student’s family or career. 

This must include at least fortnightly contact by phone, text or email. This is to share information about the 
social progress of individual students which may include sharing School pods, attendance and engagement 
updates and any other pertinent information connected to social education. This must be logged using the 
Home Contact tab on School pod.  

 
5)  The Keyworker and academic mentor to build a good working relationship, to allow sharing of good practice 

and knowledge of the student.  
 

6)  In conjunction with the academic mentor, the Keyworker should maintain contact with parents and carers 
over protracted periods of time away from school, including holidays, and share any pertinent information 
with the rest of the school.  

 
7) Within the first year the Transition Manager – Carol Villiers, will be first point of contact for Keyworkers 

seeking information and strategies about their student.  
 

8) The Keyworker, in conjunction with the academic mentor, is to be the first point of contact with regards to 
any conflict resolution process their student requires.  

 
9) The Keyworker must complete and maintain the Safeguarding Support Plan, the Individual Health Plan and 

any associated risk profiling and management documentation. This will then be shared with core staff of 
each student.  

 
10) In conjunction with the academic mentor, the Keyworker is responsible for keeping the student support plan 

updated.  
 

11) A Keyworker forms a valuable part of a student’s core team and will attend core group meetings and reviews 
as required.  

 
12) The Keyworker will be allocated a half hour meeting before the scheduled EHCP meeting. This will be an 

open forum for Keyworker and parent/career to discuss the following:  

• EHCP outcomes 

• Safeguarding plans 

• IHP updates 

• TSP targets and complete paperwork if necessary 

• Agreed strategies 
 

13) The Keyworker must discuss with a student, at least once a half term, the student’s schoolpod’s, attendance, 
engagement and social progress. This must be logged using the Keywork tab on Schoolpod. (SE to discuss 
with SLT contact time for Keyworker). 

 
14) The Keyworker should complete the TSP system at the beginning of the term and use the system to produce 
reports, either termly or for review reports, as requested.  

 
15) The Keyworker may be required to attend review meetings to provide an update on social progress.  
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16) Keyworker to liaise with the Head of Social Education with regard to the induction   
       process, the completion of the induction check and information sharing.   
 
17) The Keyworker to liaise with Post 16 co-ordinator, Chris Jackson & Head of Social Education, Stuart Edwards 

when year 11 student is in their final 6 months before moving into 6th form.   
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