
 

 
 
 
1.0 Objectives 
 

The purpose of this procedure is to ensure that key-workers are aware of 
their role and responsibilities.  It will ensure the key-worker supports and 
assists in enabling clients to develop skills and achieve positive outcomes. 

 
2.0 Scope 
 

This procedure relates to the role, duties and responsibilities of staff who 
have been designated as a key-worker. 

 
 
3.0 Allocation of key-workers 
 

It is the responsibility of Team Leaders to allocate key-worker staff to 
individual clients.  Key-workers will be allocated on the basis of relevant 
skills and interests in relation to the client.  The Team Leader will consider 
the member of staff’s workload and ability to take on and carry out the 
responsibilities associated with the role of a key-worker. 
 
 

4.0 Responsibilities 
  

Key-workers will carry out the responsibilities as set out within their job 
description.  The role of a key worker focuses on specific tasks that link a 
member of staff to a named client. 
  
The responsibilities outlined are only guidelines and are not exhaustive.  
 
Key-workers will be expected to deal with matters involving other clients 
where necessary. 

 
Key-workers will make themselves aware of the information that has been 
provided through the referral process and any subsequent information 
that has been gathered 
 
Key-workers will take a lead role in the life planning process, supporting 
the client to identify their goals and aspirations. 
 
Key-workers will arrange life plan meetings and chair these where 
appropriate. It will be the key-worker’s responsibility to support the client 
to have as full an involvement with their own planning meeting as they 
wish.  

 
The key-workers will identify the appropriate support to enable the client 
to achieve the goals identified in the planning process.  The key-worker 
will take notes of the planning meetings. 
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Key-workers will ensure that the client needs assessments are completed 
and reviewed on an annual basis. The key-worker will support the client to 
identify positive outcomes by having ‘taster sessions’ in agreed activities. 
The key-worker will continually monitor the records of support in relation 
to the sessions and provide feedback to their Team Leader; this can be 
included within the monthly reports.  
 
Key-workers will take the lead in ensuring the client is supported in 
developing and maintaining their skills and independence.  Whilst all staff 
will be involved in this aspect of support, it is the key-worker that will take 
the lead. The key-worker will collate information and focus on any 
developments that may require some level of intervention to change the 
support in some way.  
 
It is the key-worker that keeps an overview on all aspects of the client’s 
welfare and brings information to the team and associate directors which 
facilitate accurate reporting methods.  
 
Where possible, it is the key-worker who will accompany the client to 
medical appointments, meetings, other appointments relating to health 
and well being. 
 
Where a client is unable to liaise with other professionals/agencies relating 
to their support, the key-worker may undertake this responsibility.   
(Key-workers should discuss with their line associate director what issues 
they are dealing with and keep their associate director informed of actions 
they wish to pursue with other professional agencies). 

 
Key-workers will encourage and support individuals to self medicate where 
appropriate.  (Client abilities to manage medication will be part of the 
client assessment.) 

 
Key-workers will give the appropriate support to each individual to enable 
them to manage their financial matters. 

 
Key-workers will be aware of and recognise the client’s spiritual needs 
when planning activities and will offer assistance to pursue and develop 
these as appropriate. 
 
In summary, the key-worker is the main link between the flow of 
information to/from the client and staff team as a whole.  The key-worker 
is responsible for working with the Team Leader to maintain the client’s 
records/life plans in an up to date and orderly state. 

 
 


