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This planning document is to be used as a working document by settings to support children’s long-term transitions e.g. transitions from home into the setting, transitions between year groups and transitions to new settings. You may already have a document that lays out the steps for best practice, however if you don’t have this in place, we recommend using this model.
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Why are effective long-term transitions important?

All effective long-term transitions involve a period of preparation, followed by the actual move or change and then a process of adjustment and acceptance. Transitioning children with SEND will most certainly be more complex than the support needed for most other children. Children with SEND will need time and planning to support a smooth and positive transition. They may need individual care plans, SEND Support plans and staff may need training on strategies that are already working well such as the use of visuals to support routines and small transitions, intensive interaction techniques or they may need to be trained in the use of medical equipment or emergency medication. 


Legislation and Statutory Guidance tells is that; 

SEN Code of Practice 2015 (p88). 
Transition 5.47 SEN support should include planning and preparing for transition, before a child moves into another setting or school. This can also include a review of the SEN support being provided or the EHC plan. To support the transition, information should be shared by the current setting with the receiving setting or school. The current setting should agree with parents the information to be shared as part of this planning process. (Introduction i p12)

The Early Years Ofsted Inspection Handbook (p39) states that settings will be rated as inadequate in Personal Development criteria if: Practitioners do not support children’s social and emotional well-being or prepare them for transitions within the setting and/or to other settings and school.

[image: ]Early Years Checklist for supporting transitions; 




	To do;
	Completed;

	1. Arrange a date and time for the Transition Meeting– confirm this date with all attendees and email the virtual meeting link if applicable. If the Transition meeting is for a child leaving the setting / year group at the end of the Summer term – you could use this meeting to also review their SEND Plan as part of the Summer term review.  
	

	2. Ensure all attendees details are accurately documented (check these details with attendees at the beginning of the transition meeting).
Who should be invited to the transition meeting?
· Parents/carers.
· Current and receiving SENCo (if applicable).
· Current and receiving Key Person (if applicable).
· Safeguarding Lead if applicable.
· Other outside agencies such as Speech and Language Therapist, Occupational Therapist, Dietician, Physio Therapist, Social Worker, Virtual School Coordinator, SENIT, STARS, Portage etc. 
	

	3. Ensure the child’s details are recorded on this planning document accurately.
	

	4. Use the Transition Meeting Agenda to chair the meeting (it is the role of the current SENCo to chair the meeting).
	

	5. Ensure the identified actions are SMART (Specific, Measurable, Achievable, Realistic, and Time bound). Consider including actions for parent/carers to create a link between home and the setting where possible.
	

	6. When completing the Action Plan, the SENCo should either talk through the settling in arrangements with the parents/carers or find out about pre-settling in arrangements from the receiving setting and discuss these with parents during the transition meeting.
	

	7. Ensure the completed Transition SEND Support Plan is shared with all attendees and anyone else who supports the child via email and a paper copy is given to the new year group – if applicable. Also ensure that a copy is saved in the child’s electronic file. Ensure parents/carers are given a copy.
	

	8. After the child has been in the setting for 8-12 weeks, complete the settling in review and create a SEND support Plan with parents/carers, the child’s Key Person and any relevant professionals involved where appropriate (Portage / SENIT / STARS / SLT / Physiotherapy etc). If the child moved between year groups or moved to a new setting, you will be reviewing their SEND Support Plan. 
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SENCOs are advised to structure the process of a transition meeting. This agenda will support better
information sharing and forward planning for the child moving through the early years’ phases into other settings.

	Item no
	Agenda 

	1
	Welcome and introductions (Chair)

	2
	Purpose of the meeting (Chair)

	3
	General update on child from parent / carer / guardian and practitioner 
i.e. progress, strengths and where necessary - update the child passport (pg.9) 

	4
	Discuss / review strategies and child’s progress on SEND Support Plan 
(between phases and settings only) 

	5
	List any reports available (if any) i.e. additional needs / medical / any pending referrals or requests for support or assessment.

	6
	Discuss any areas of difficulty that the child may experience at the point of transition. Record as actions.

	7
	Discuss any particular priority areas for development as actions.

	8
	Discuss information regarding the setting-in procedures.

	9
	Discuss the support available within settings and detail support available on the action plan. 

	10
	Discuss information regarding any additional support that may need to be provided by any additional services.

	11
	To conclude the transition meeting clarify and agree all actions recorded.
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	Which Transition phase 
is the focus (highlight or delete)
	
In -Transition (home to setting)


	Between Year Phase Transition 
	Out – Transition (setting to setting)

	Child’s Name
	Teddy Green
	Date of Birth
	28.01.2020

	Name of Parents / Carers / Guardians
	Betty Green and Brian Green

	Contact number/s
	123412345 / 123412345
	Email
	bettygreen@mail.com briangreen@mail.com 

	Home language’s spoken 
	English 
	Is an interpreter  needed?
	yes
	no

	Interpreter details if applicable 
	NA

	Name of current setting (if relevant)
	Sunflower Nursery
	What term / year is the child expected
to start in?
	September 2024

	Name of receiving setting
	Poppy Primary School
	SENDIF/SENDIF+
	

	Has an EHC Needs Assessment been applied for?  
	Yes
	No
	If yes, date request was submitted 
to SEN department  
	05.11.2023
	Has an EHCP been issued?
	yes

	Is the child an eligible 2YO? 
	Yes 
	No
	If yes, can you confirm that you 
have seen proof?
	NA
	If no, signpost the parent to check their eligibility online;  2 year old Free Early Education Entitlement | Family Information Service (leeds.gov.uk)

	Are the family in receipt of DLA? Disability Living Allowance (DLA) for children: Overview - GOV.UK (www.gov.uk)
	Yes 
	No
	If Yes; has the setting been in receipt of Disability Access Fund? Sources of income for early years providers - GOV.UK (www.gov.uk)
	Yes
	No

	Does the child have any disability specialist equipment?

	Yes
	No
	If yes, please list items that will be transitioning with the child 
	· Walker 
· Specialist chair
· Specialist buggy

	Is specialist training for staff needed? 
	Yes
	No
	Details of the training
	· Training from OT and Physio on using the chair and walker
· Intensive Interaction
· Use of visuals
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	Name
	Role
	Email
	Contact number
	Currently involved (yes/no)

	Jenny Jenson
	SENIT EY Coordinator
	JennyJenson@mail.com
	123412345
	

	Carson Clark
	SLT
	CarsonClark@mail.com
	123412345
	

	Ramandeep Ramdin
	OT
	RamandeepRamdin@mail.com
	123412345
	

	David Dove
	Social Worker
	DavidDove@mail.com
	123412345
	

	Anais Annin
	SENCo (current SENCo)
	AnaisAnnin@mail.com
	123412345
	

	Levi Lewis
	SENCo (receiving SENCo)
	LeviLewis@mail.com
	123412345
	

	Betty Green
	Parent
	BettyGreen@mail.com
	123412345
	

	Brian Green
	Parent
	BrianGreen@mail.com
	123412345
	

	Sandra Smith
	Physiotherapist
	SandraSmith@mail.com 
	123412345
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	Attendees present to agree transition SEND support plan
	
Invited but unable to attend


	Name
	Name 
	Documents Shared

	Jenny Jenson
	Sandra Smith
	Recent Physio recommendations

	Carson Clark
	
	

	Ramandeep Ramdin
	
	

	David Dove
	
	

	Anais Annin
	
	

	Levi Lewis
	
	

	Betty Green
	
	

	Brian Green
	
	

	Sandra Smith
	
	

	Date of transition meeting; 
	Attainment review date to be agreed; 
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Action Plan


	Action 

	By Whom 
	By When (date)

	1
	Create a social story to share with parents and current setting
	Levi Lewis
	26.06.2024

	2
	
Train new staff on using the walker and specialist chair
	Sandra Smith
	08.09.2024

	3
	
Additional transition visits 
	Parents and Levi Lewis
	Before the end of the Summer term

	4
	
Securely email all relevant documentation to new setting
	Anais Allotey
	30.06.24

	5
	
Arrange SENIT visit for the Autumn term 
	Anais Allotey
	Before the end of the Summer term

	6
	

	
	



	Supporting Documentation (Please tick which documents you will be submitting alongside this plan) 

	Past SEND Support plans with reviews 
	/
	Education Health Care Plan request                            OR Final Education Health and Care Plan
	
	Speech and Language report
	/

	Complex Communication Assessment / recommendations  
	
	Personal Education Plan (PEP)
	
	Medical / Health Care Plan
	/

	Medical/Community Paediatric Clinics (ICAN) report / recommendations
	/
	SENDIF/SENDIF+ confirmation letter    
	/
	Other e.g. Individual Risk Assessment
	/

	Additional Information (Please record any items discussed relevant to the plan) 

	
On the waiting list for the CCA – will send ICAN questionnaire.
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	Name
	Teddy Green 
	DOB
	28.01.2020
	Term  
	Summer 2023
	Passport Number i.e 1st, 2nd, 3rd 
	3


My strengths and talents 
· I am really good at using the Ipad independently.
· I have lots and lots of energy.
· I am very curious and like learning.
· I am affectionate.
· I enjoy spending time with my key person who I am close to. 
· I am beginning to be interested in the play of others and enjoy spending time in the Nurture room with one other child.
· I have good attention on things that I enjoy.
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How best to support me?
· Help me to be more independent and
don’t do everything for me, even if it
takes longer.
· Give me clear instructions whilst using single pictorial symbols.
· I enjoy praise and encouragement when I do well.
· Adult to provide daily time in my walker and specialist chair.
· Support me to interact with other
· children and adults.
· Include all outside agencies and my parents when reviewing outcomes.

I communicate by
· I am beginning to take an adult’s hand and put it over something that I want.
· I laugh and smile when I am happy.
· I make vocalisations and am beginning to use some single words such as “mama” and “no”.
· I will cry and cover my ears and face when I am distressed.
· I sometimes pull others hair when I am excited or upset.
What’s important to me (my interests and motivators)
· To have time alone at school and at home to do my own things.
· Routine and to know what is going to happen.
· To have time to prepare for new situations.
· Being outdoors in nature.
· Physical activity in my walker
· Digestive biscuits at snack time


What you need to know to support my wellbeing 
I love Jimmy – my family dog
I like Crusty Monsters computer game
Spongebob Squarepants and transformers cartoons on TV
I enjoy spending time in my walker as I like exploring the environment.
I enjoy spending time in my specialist chair so that I can sit alongside my friends.
I dislike loud music/sounds, lorries, dolls hair.
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	Childs Name; Teddy Green
	Term; Summer 2024
	DOB; 28.01.2020
Childs age in months; 53 months
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	Current assessment / strengths and needs
	

Success Criteria (what are you hoping to observe most of the time?)
	

Review of outcome (after 8-12 weeks)

	1st
Outcome

	Communication and Language: UNDERSTANDING (RECEPTIVE) Step 9 (21-25 months) For a child using visual communication aids: Shows understanding of at least 15 pictorial symbols (for example, Boardmaker/Widgit symbol) used to refer to specific routine or play activities.
	Teddy can follow transitions when OOR are used. He is now interested in the pictures on our lanyard and in picture books and is beginning to follow pictorial symbols.
	With some adult prompting and support, Teddy will attend to pictorial symbols representing routines and activities. He will show through his actions that he is able to understand the relevance of the symbol by going to or taking part in the given activity or routine.

	

	2nd
Outcome

	Communication and Language; Listening and Attention; Step 6 (12-16 months)  Watches and listens to others, copying some behaviours in own play.

	Teddy enjoys spending time with his key person and is beginning to have joint attention. His attention is fleeting and he often remains absorbed in his own activity, not noticing the adults and other children around him. 
	When an adult uses intensive interaction type techniques, Teddy will pause what he is doing, attend to the interaction and return it. This might be through a glance, a smile or returning an action or vocalisation to continue the interaction. This will be observed on many occasions during most sessions.
	

	3rd 
Outcome


	Personal, Social and Emotional Development: BUILDING RELATIONSHIPS Step 6 (12-16 months) Builds relationships with special people.

	It takes Teddy a while to build up trusting relationships. It will be important to spend time with him and follow his interests to get to know his likes and dislikes through daily ‘special time’.
	Teddy will be comfortable to spend time with his key person and the key adults in his new school. This will support his emotional wellbeing, small transitions and support him to engage in activities in the Nurture Room and in the main provision. 
	



SUMMARY OF PROGRESS, Termly/Half-termly assessments (SENIT DJ (2024, 4th edition)
Name: 							Date of Birth: 
Enter the child’s age (in months), date of assessment, and, within each strand of area of learning, state the step and level (beg = beginning, dev = developing, sec = secure).
	Step 1
0-3 months
	Step 2
2-5 months
	Step 3
4-7 months
	Step 4
6-10 months
	Step 5
9-13 months
	Step 6
12-16 months
	Step 7
15-19 months
	Step 8
18-22 months
	Step 9
21-25 months
	Step 10
24- 31 months
	Step 11
30-36 months
	Step 12
35-41 months
	Step 13
40-50 months
	Step 14
50-60+ months

	

	
	Personal, Social and Emotional Development
	Communication and Language
	Physical Development
	Literacy
	Mathematics
	Understanding the World
	Expressive Arts and Design
	Key
Person

	Age (months)
	Date
	Self-regulation
	Managing self
	Building relationships
	Listening
&
attention
	Under-standing
	Speaking
	Gross-motor
	Fine-motor
	Compre-hension
	Word-reading
	Writing
	Numbers
	Numerical patterns
	Past & present
	People, culture & communities
	The natural world
	Creating with materials
	Being imaginative & expressive
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



SUMMARY OF PROGRESS, Termly/Half-termly assessments (SENIT DJ (2024, 4th edition)
Name: 							Date of Birth: 				Key Person:
Enter the date of assessment and level (beg = beginning, dev = developing, sec = secure) for each area of learning.

	Date: 	
	Step 1 
0-3 months
	Step 2
2-5 months
	Step 3
4-7 months
	Step 4
6-10 months
	Step 5
9-13 months
	Step 6
12-16 months
	Step 7
15-19 months
	Step 8
18-22 months
	Step 9
21-25 months
	Step 10
24- 31 mths
	Step 11
30-36 mths
	Step 12
35-41 mths
	Step 13
40-50 mths
	Step 14
50-60+ mths

	Personal, Social & Emotional Development
	Self-regulation
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Managing self
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Building relationships
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Communication 
&
Language 
	Listening & Attention
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Understanding
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Speaking 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Physical Development
	Gross-motor
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Fine-motor 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Literacy
	Comprehension
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Word reading
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Writing
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Mathematics 
	Numbers 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Numerical patterns 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Understanding the World
	Past & present 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	People, culture & communities
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	The natural world
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	Expressive Arts & Design 
	Creating with materials 
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Being imaginative & expressive
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	Guidelines

	
Staff should comment on:
· The child's developing relationships and interactions with other children and adults and the child’s preferred activities.

· What they have observed the child doing in the three/seven areas of learning and ask parents/carers for their contribution to these observations.

· You should always give children at least eight-twelve weeks to settle into a new environment and some children may take longer.
· A baseline assessment using the SENIT Developmental Journal can be shared with parents during this settling in review. 
· If during the eight-twelve week settling-in period a concern about an aspect of a child's development becomes apparent, this review would be a good place to sensitively raise your concerns to the parents/carers. This review point should be an enhancement to the regular check-ins’ that you have. 
· This review meeting can be used as the first termly review for this child. 
· You should then begin the monitoring process and if appropriate and parental/carer consent is given, refer to SENIT, Portage or other appropriate service i.e Speech and Language Therapy (SLT) or STARS. 
· If a child already has an identified special educational need, you should still give them the eight weeks to settle in before initiating a SEND Support plan / reviewing their SEND Support plan. You should continue using the strategies discussed in the transition meeting to support the child.





	Settling-in Review
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	Start Date;
	11.09.2024
	Todays date;
	13.11.2024

	Childs name;
	Teddy Green
	DOB;
	28.01.2020

	Parents /Carers
/ Guardians name/s;
	Betty and Brian Green

	Staff members;


	Levi Lewis – SENCo
Carly Cattering – Key Person
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Settling-in Review


This could be given to parents/carers a week before the meeting so that they have time to consider the questions and complete it then bring it with them to the meeting OR completed with parents/carers during the meeting. An interpreter should be organised if required. 






	1
	How do you feel your child has settled in?

	· It took Teddy a few weeks to get used to the new route to school. We had practiced this each week during the Summer holiday which we think helped. He is now used to the new route and doesn’t become upset on the way to school.
· Teddy is tired in the evenings so we know he has been very active during the day!






	2
	What do you think your child enjoys most about being in this setting?


	· Carly and his class teacher! He holds Carly’s face now which he does when he feels safe with someone and is happy to go with her when we drop him off which is great as we know it can take him a while to warm to people.
· He seems to really enjoy the Nurture Room as he likes toys that light up and likes to lay in the big bean bags. 
· Forest School on a Friday, he enjoys being outdoors. 



	3
	What do you feel has gone well?

	· Carly has been great at taking her time to get to know Teddy. She knows he needs regular breaks away from the classroom and they go into the nurture room which is calming for him.
· We still look at the social story and photo book that was made in the Summer as we feel that this helps to keep a connection between school and home and Teddy is starting to look closely at the photos of Carly and the class teacher. 
· The gradual build up of Teddys hours. He can now stay for a full day and we think this is because the full day was built up gradually over a short period.
· Seeing photos on his online learning journey.
· We are so glad that Teddy went on the school trip with the rest of the class!



· because he 










	4
	Is there anything else we can do to support them to settle in?

	· Continue to get to know his interests as he now likes Number Blocks at home and is becoming interested in ordering the magnetic numbers.
· Try to support his relationships with others, we know this is going to take a while but we really want him to make friends.
· Assess his sensory processing needs? We have been reading about sensory differences and we think some of his senses could be over-sensitive and some under sensitive. It would be great to understand this more.



	5
	Have there been any difficulties in your child’s ability to settle? If yes, please specify;

	· Brian has got a new job which means he has to leave early in the morning 3 days a week – before we get Teddy up for school. This has been unsettling for Teddy and can make some mornings very hard. 
· There are lots of children in the playground at the beginning of the day, much more than in his nursery, this can be overwhelming for Teddy and can upset him. 






	5
	Describe any aspect of your child’s learning and development you may have
concerns about?


	· We would really like Teddy to form friendships with the other children. We know this will be hard for him so any support would be great.
· We have been told that he may be able to walk independently for longer lengths of time as he gets older but we aren’t sure at this stage so continued time in the walker to strengthen his muscles will be needed. 
· We would like him to be able to communicate more.
· Teddy has a limited diet and some strong food aversions. We worry if he is eating a balanced diet and what he eats in school.



	Any other comments 

	· Thank you for taking good care of Teddy and involving us in decisions and all aspects of his development!
· Sometimes we don’t have a lot of time when we pick Teddy up as we also need to pick up his older brother and sister from the other year groups. A way of having a quick-ish handover that tells us how his day has been would be great. We really appreciate the feedback you give us each day!




	Next steps
	What actions can be taken to further support the settling in process? 
i.e continue to extend the child’s hours to their full hours. 

	· Give parents short feedback at the end of each day – use the terms ‘cup full’ ‘cup empty’ or ‘cup halfway full’ or ‘cup over flowing’ to share how regulated Teddy has been throughout the day.
· Consider starting a food diary to monitor what Teddy eats at school and share with parents. We have spoken to parents about a referral to a dietician. 
· Consider what opportunities we provide to encourage communication – see ‘speaking’ outcomes in the Developmental Journal. 
· Consider what opportunities we provide for peer play – see ‘building relationships’ outcomes in the Developmental Journal.
· Use the Sensory Toolkit to assess and plan for Teddy’s possible sensory processing needs.


	Are there any actions needed to support your child’s learning and development? 
i.e request for Portage / SENIT / STARS support? Referral to SLT? Etc. 
Create/review SEND Support Plan.

	Actions;

	By whom;


	Review SEND Support Plan
	Parents, SENCo, Key Person and information from outside agencies 

	Invite OT/Physio into school to review walker and specialist chair in the Spring term
	SENCo
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Please see other documents to support this Transition Support Plan which can be found on our resource page Do | Leeds for Learning ;

· ‘Completing the One Page Profile’
· ‘BLANK Transition SEND Support Plan’
· ‘Example of Transition Social Story’
· ‘Creating a Personalised Wellbeing Basket’ 
· ‘Using Transitional Objects’ 
· ‘Small Transitions and Wellbeing’ 
· ‘Visual Support and Emotional Wellbeing’ 

A free, impartial and confidential service with a website and online resources for parents and carers; Leeds SENDIASS

Training can be sought from;

Bitesize Training: Supporting wellbeing in the Early Years through effective small transitions for children with SEND - Early Years SENIT resources | Leeds for Learning

Early Learning and Improvement Team; 
Early Years - Learning Improvement Team | Leeds for Learning
eLearning: Early Years transitions workshops | Leeds for Learning

Dingley’s Promise; Early Years Transitions Training Course - Dingley's Promise
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