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Transition Early Years SEND  
Arrangements for Children with SEND - Summer Term 2023
SENCO Prompt Sheet for Discussions / Meeting with School Professional
	Introduction


	For a child with SEND moving on to a new placement the expectation, as part of best practice, is to:
· Hold a transition meeting with parent/carer and relevant professionals, including a professional from next placement, in the term before child moves to new placement to share relevant information
· Invite a professional from next placement to visit the setting, meet the child and hold discussions with the setting SENCO and relevant early years practitioners to gain a better picture of the child and their needs to support an effective and smooth transition.
A face to face or virtual meeting can be arranged.  The virtual meeting could be an audio or video call between the setting SENCO with a relevant professional from the school (e.g., SENCO, Early Years Foundation Stage Lead or Class Teacher).
The purpose would be to have a two-way conversation for:

· Setting to share information on the child during their time at the setting (to further inform information sent in EY SEN – Transition Information for child on SEND Support Register 

· School to share transition arrangements for preparing the child to start school.

When sending all relevant transition documents to the next placement, include in your communication a request to hold a meeting (face to face or virtual) proposing some provisional dates and times and ask for confirmation on who this meeting will be with (their name and role).
Remember to log on the child’s communication log:

· Date of meeting

· Names and roles of professionals involved in discussions

Best practice would be for the parent/carer to be involved in this meeting.  If this is not possible, relevant points from discussions and agreed next steps/actions should be shared with parent/carer.




	Preparing for meeting / call (some guidance that could be useful for new SENCOs or a SENCO who is in role as an interim arrangement)



	Introduce yourself 
This is (staff name) from (setting name) – am I speaking to (confirm name of SENCO / Early Years Foundation Stage Lead / Class teacher).
Confirm purpose of contact

I am ringing to discuss the transition of the following child/ren who is/are due to start in your Nursery / Reception in September 2023
Confirm that parent / carer is aware that this call / meeting is taking place and that consent to share information about their child has been obtained. 
Check that the school has received the following documents 
· One-page Transition to School Summary (confirm date of last assessment) 
· Child Protection Record File Transfer (if applicable)
· Early Years SEND Individual Progress Tracker or Assessment Information Birth to 5 Matters
· Transition EY SEND – Transition Information for Child on SEND Support Register
This would have been sent to the Early Years Foundation Stage Lead but check that the SENCO has been given the SEND information. 
Check if the school were made aware by the parent/carer of their child’s additional needs before receipt of above documentation.




	Additional information requested by the school professional not covered in the transition documents that were sent to the next placement


	


	Prompts to consider in preparation for meeting with school professional.  (This list provides some suggestions on possible topics / subjects / information that you could ask to support the parent/carer and child in preparing for starting at school).



	Communications with parent/carer


	· Who is the best point of contact for the parent if they need to talk to someone or have any concerns about their child staring school? (Name, telephone and email)
· How will the school be corresponding with parents?
· If the parent/carer has any reports and/or updates from outside agencies / professionals who should these be shared with?
	

	Settling in activities / events


	· Will there be any school events this term or at the beginning of September 2023 and how will these be arranged?
· Will the school be arranging a home visit and if so, will it be this term or at the beginning of September 2023?
· Special interests
· What the child enjoys doing / likes 
	

	Transition books


	· Does the school provide transition books and if so, when and how will this be shared with the parent/carer?
· What information / photographs are included in the transition book and is there any additional information that would be important to include in the book for the child?
	

	Preparing for the first day


	· Will the child be able to bring a transitional object to school e.g., favourite toy or blanket?
· Will there be any additional arrangements in place that the parent/carer will need to be aware of in order to prepare their child e.g., handwashing / new routines?
	

	Additional support


	· What arrangements will be made to provide additional support?
	


	Additional information provided by the school professional not covered in the above


	


	Systems for sharing supporting documents e.g., Targeted Plans and relevant health professional reports


	· Confirm who will be providing supporting documents i.e., setting or parent/carer

· Provide list of reports / assessments to be shared

· Confirm date when documents will be sent

· Confirm how documents will be sent (ensure if being sent by setting that they are sent by a secure method)
	


	Agreed actions / next steps


	Setting
	   School / Next Placement
	Parent / Carer
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