
4.2 Observing and recording children’s learning and development 

 

Policy statement 

 

Observing and recording children’s development is an important part of early years practice.   We maintain 

accurate records gleaned from observations and assessments which not only help to build an overall picture of 

the child, but assists in establishing trustful relationships which should naturally occur through interactions with 

the designated key worker.  By observing and assessing, the key worker is able to highlight a child’s 

preferences, weaknesses and strengths and thus find opportunities to extend their learning as well as identify 

areas that may require early intervention.  With the permission of the child/children’s parents, the key worker 

will liaise with the Leader/Co-Owner in order to draw on outside expertise should there be a need for early 

intervention.   We operate clear guidance for the key worker to maintain these standards. 

 

Procedures 

 

 When children first start at Nursery, key workers need to build evidence through written/typed 

observations and photographs in order to complete a 'Baseline Assessment' (‘Entry’).  This is gleaned 

from the 'Five Sessions Information Form' placed at the front of each child’s learning journals.  Key 

workers then highlight their findings on the appropriate tracking development sheets (age range).  This 

should normally be carried out between 2-3 weeks after the child starts and it is important that the 

development tracking sheet is dated.  In some cases, this may take longer (eg where a child/children 

only attend one session per week or where they are absent for a period of time).   With the Parent (set 

meeting), Key workers will need to identify children’s ‘next step’/’what next’.  This will be recorded on 

the Five Session Observation Form with parents comments included too.     

 After the ‘Baseline Assessment/Entry’ (highlighting of development tracking sheet), observations will 

continue on each of the respective key worker children.  Activities are carefully planned during each 

session in order to promote children’s development.   

 

 After the ‘Baseline Assessment/Entry’, the ‘Two Year Old Progress Check (DfE, 2012) is completed 

with evidence obtained from continuing written observations and photographs (usually carried out 

between two years four months and two years eleven months).  A meeting will be arranged with the 

parent to discuss this and the child’s ‘next step’/’what next’ will be identified.  The parent will need to 

sign the ‘Two Year Old Progress Check (DfE, 2012).  A copy is then taken for the parent to insert into 

the Health Visitor’s Red Book.  The original document goes into the child’s learning journal.  The 

tracking development sheets are highlighted at the end of the term.    

 After the ‘Two Year Progress Check’ (DfE, 2012), key workers complete a 'Unique Summary 

Observation Sheet' (at the end of each term) to identify how the child has progressed. This will include 

a summary/combination of the previous observations.  The tracking development sheets are 

highlighted at the end of the term.   



 

 Key workers should make a note of the ‘What Next /preferences’ in the ‘Next Steps’ plastic file on the 

Planning Board for the Leader to incorporate into the following week (short term planning).   NB: As the 

provision has already been prepared, the Leader will slot it into a particular area on the planning unless 

the practitioner is specific about what they need and the item/provision is easily accessible.  If this is 

the case, the area of provision can be adapted to suit and the short term planning can be annotated at 

this time.  Key workers should be flexible in terms of what the children ask for during a morning, but the 

‘Choices Cupboard’ is something that addresses this.  The Leader has produced a photo file to reflect 

all of the setting’s resources, particularly those that are not readily accessible so that children have the 

choice to point or ask for them during each session should they wish.  This will assist children who may 

have difficulty in communicating their needs in a way that can be understood and thus ensures that our 

provision remains both flexible and inclusive. 

 

 The time of morning to observe will be determined by the practitioner’s ‘next steps’/’what next’ and type 

of area to observe. For example, if a practitioner wishes to observe outside play but they have been 

assigned cupboard duty, they must be specific with what they wish to see a child achieve and pass this 

task onto the practitioner assigned for outside play.   It will also be worth considering what is already on 

our hall plans in terms of provision, to try and glean the best of an observation and therefore help the 

child achieve the desired goal.  NB: Opportunities for children to learn and develop can be 

achieved on any area of provision. 

 

 Absence Records are kept in each child’s learning journal in order to provide a true reflection of the 

child’s time with us.  NB: Long periods of absence will confirm that learning and developmental 

records will be limited and will not present a thorough picture of the child’s achievements.  The 

Leader/Co-Owners monitor absences in order to address any possible safeguarding issues. 

 

 Practitioners are allocated time to update their learning journals (an hour per week) which does not 

impinge on the staff to child ratio.  For safeguarding reasons, learning journals are left at nursery in the 

lockable filing cabinet, unless a parent wants to view it.  In such a case, a parent will need to sign to 

confirm that they are taking their child’s learning journal but that they will return it at the earliest 

possible opportunity. 

 

 The Leader maintains a ‘Key Worker Observation Schedule’ which records proposed dates for parental 

meetings as well as completion of appropriate documentation (ie Session Briefings, Two Year Progress 

Checks and ‘Unique Summary Observation Sheets’). 

 

 The Leader regularly updates ‘The Herts Early Years Tool Kit’ which provides data on the overall 

development of each child as well as tracking any gaps in the nursery provision. 

 



(NB:  A child who is not at our setting when they are aged two will not have ‘A Two Year 

Progress’ (DfE, 2012) completed.  In which case, the key worker must continue building 

evidence to include onto the ‘Unique Summary Observation Sheet’ (a summary of what has 

been learnt over a term).  In the case of split provision, the setting who has the child for the 

longest period of time (and where they are less than three years of age), must complete the 

‘Two Year Progress Check (DfE, 2012).  If a child is not at the nursery for more than eight weeks 

and then turns three, a ‘Two Year Progress Check (DfE, 2012) is not completed as more time 

needs to be allowed for the child to be present at the setting and subsequently give a more 

accurate picture of their abilities.)   

 

 

 

 

 

Other useful Nursery information: 

 

Please link to: 

http://www.kinsbournecommonnursery.com/the-curriculum 

 

Scroll down to: 

Your child’s learning journal 
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