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Purpose of this guidance

To provide setting SENCOs with information on transition 
arrangements for children with SEND for Summer Term 
2023

▪ Providing documents that can be used to ensure a consistent 
and manageable process for planning and preparing 
transitions

▪ A step-by-step guide for managing each stage of the process

▪ Promoting parent/carer involvement and ensuring consent to 
share information is obtained

▪ Consistent approaches in communications and sharing of 
information with next placement

▪ Ideas on useful resources / websites to support transition that 
can be shared with parents/carers



Transition for a child with SEND

Universal

SEND Specific

For all children in the setting 
moving on to next placement

For all children on the setting 
SEND Support Register

Transition for a child with Special Educational Needs or disability (SEND) may 

need a more individualised transition process with additional or different 

planning to ensure that it is smooth and successful from the beginning.



SEND Code of Practice 2015

Chapter 5; Early years 
providers

Transition 

This section sets out duties 
in relation to:

▪ Planning and preparing for 
transition

▪ Sharing of information 

▪ Parental involvement and  
agreement within the 
transition process



Transition for children with SEND

Chapter 5; Early years providers 

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 the parents the information to be shared as part of the 

planning process’

SEND Code of Practice 0 – 25 years (January 2015) Para 5.47 Page 88



Documents you will need 

▪ Transition / Cover letter sent to school

▪ One Page Transition to School Summary

▪ Child Protection Record File Transfer 

(if applicable)

Universal 
Completed by setting for all children 



Documents you will need 

▪ Early Years SEND Individual Progress Tracker or

Assessment Information Birth to 5 Matters – Excel 

spreadsheet Tab 2

▪ Transition Information for Child on SEND Support 

Register – Excel spreadsheet Tab 3

▪ Transition EY SEND - Parent / Carer Consent Form 

▪ Transition EY SEND – SENCO Prompt Sheet

SEND Specific
Completed by setting for all children on the 

SEND Support Register

Make sure you read all documents so that you 

are clear on what you will be required to do



Contact Lists for School Professionals

In addition you will need contact details 
for Early Years Foundation Stage Leads 
and school SENCOs (Hounslow Schools) 

You will be emailed a list of the contact details 
for Early Years Foundation Stage Lead by EY & 
Childcare colleagues and contact details for 
school SENCOs by the Early Years SEN Team



Step by step process

1
Planning and Preparation

2
Tasks and Timescales

3
Parent/Carer consent

4
Sharing Information

5
Meeting (Face to face / Virtual)

6
Action(s)

A suggested step 

by step guide to 

support you to 

manage each 

stage of the 

transition 

arrangements to 

enable the 

smooth transition 

of children with 

SEND



Step 1 – Planning and Preparation

SEND Support Register

Check that the setting SEND Support Register contains current 

and accurate information for all children on the register.



Step 1 – Planning and Preparation

Individual Child Folder / EYFS levels

▪ Ensure that each child’s individual file / record is in order 

so that information can be readily accessed

▪ Ensure that all relevant supporting documents are filed by 

agency/professional and date order

▪ Check that EYFS levels best fit judgements provided by 

the key person / additional adult are accurate

▪ Note the date of the most recent assessment as this will 

be needed when completing transition documents



Step 2 – Tasks and Timescales

Tasks

▪ Familiarise yourself with all transition documents

that need to be completed (both universal and 

specific to child with SEND)

▪ Consider what information you already have access to and 

what you may need to obtain from either the parent/carer 

or a colleague

▪ Liaise with colleagues to decide who is best placed to 

provide accurate information and/or complete sections of 

each document

▪ List and order by priority any key actions that you will need 

to complete



Step 2 – Tasks and Timescales

Timescales

▪ Identify all key dates in the transition process 

and plan tasks to ensure you adhere to required

deadlines

▪ Check school offer and acceptance dates so that you have 

information on next placement (see slide below for 

acceptance key dates)

▪ Consider timescales to factor in a communication with 

parent/carer to obtain consent to share information

▪ Recommended deadline for completing all transitions is 

Wednesday 28 June 2023 (this is a recommended date as 

most placements will be confirmed and will allow schools time 

to put in place transition arrangements / required resources)



Step 2 – Tasks and Timescales

Always check with parents/carers to confirm they have 
returned their acceptance letters by the deadline date

▪ Mainstream Nursery deadline to return acceptance letter 

Each school to set own return date (offers any time after 

10 March 2023 but no later than 5 May 2023)

▪ Mainstream Reception deadline to return acceptance letter 

Tuesday 2 May 2023

▪ Specialist Assessment Nursery (Lindon Bennett School) 

deadline to return acceptance letter 

Thursday 9 June 2023

Only exception may be children undergoing an EHC 

needs assessment where placements are yet to be 

finalised



Step 3 – Parent/Carer Consent

SEND Code of Practice 2015 

Chapter 5; Early years providers 

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 the parents the information to be shared as part of the 

planning process’

SEND Code of Practice 0 – 25 years (January 2015) Para 5.47 Page 88

Note in 

particular



Step 3 – Parent/Carer Consent

The information that you plan to share with next 
placement as part of transitions for a child with SEND 
must be discussed with the parent/carer so that they 
understand

▪ Why this information is being shared 

▪ What is being shared

▪ How the information will be shared

▪ With who the information will be shared 

The parent/carer must give consent to share information 

with next placement



Step 3 – Parent/Carer Consent

Parent/carer Consent 
Form – Summer 2023 
Sharing Information with 
Next Placement 

A document to support 
you with obtaining 
relevant information 
from parent/carer that is 
needed and as evidence 
that parent/carer 
consent has been 
obtained for your own 
records



Step 3 – Parent/Carer Consent

Ensure next placement is confirmed 
(acceptance letter returned)

▪ SEND information to be shared 
with next placement

▪ Attendance information



Step 3 – Parent/Carer Consent

▪ Supporting reports and 
assessments (check who will be 
sharing these with next 
placement)

▪ Confirm if meeting between setting 
SENCO and professional from 
next placement (best practice 
would be that parent/carer also 
attends meeting)



Step 3 – Parent/Carer Consent

▪ Tick how consent has been 
obtained (this will be included in 
information sent to school)

▪ Declaration section to confirm that 
parent/care fully understands the 
Why, What, How and With who 
questions and is agreement to 
share information



Step 4 – Sharing Information 

Universal 
Completed by setting for all children 

SEND 
Specific

Completed by 
setting for all 
children on the 
SEND Support 
Register 



Step 4 – Sharing Information 

Universal 
Transition to School One Page Summary

Suggest adding the 
following statements

Date assessment 
judgement made:

Please refer to Tab 2

Other information:

Please refer to SEND 
Specific Information 
Tab 3



Step 4 – Sharing Information
Early Years SEND Individual Progress Tracker 

Early Years SEND Individual Progress Tracker (Tab 2)



Step 4 – Sharing Information
Assessment Information: Birth to 5 Matters (Non-statutory guidance for EYFS)

Assessment Information: Birth to 5 Matters (Tab 2)

To be completed if Early Years SEND Individual Progress 

Tracker not used by setting 



Step 4 – Sharing Information

Transition Early Years SEND 

Transition Information for Child on SEND Support Register (Tab 3)

Drop down boxes  have been 
incorporated to aid with completion 

of the document. 

An additional column has been included 
to capture any key information. 



Step 4 – Sharing Information 

Information / documents to be shared with next placement

▪ Suggested statement added to the Transition to School 

One Page Summary document (see Slide 20 for further 

information ) Tab 1

▪ Early Years SEND Individual Progress Tracker / 

Assessment Information Birth to 5 Matters excel document 

to Tab 2 

▪ Complete all sections of the Transition Information for 

Child on SEND Support Register (drop down boxes have 

been incorporated into the excel spreadsheet to aid 

completion of some sections) Tab 3

▪ The excel spreadsheet has been sent to you with all three 

tabs already set up



Supporting documents and paperwork

Relevant supporting evidence …

• You are likely to have collected a large amount of supporting 
documents for a child/children on your setting SEND Support 
Register

• If you have kept each child’s folder in order during their time 
at the setting, sorting documents should be a relatively 
straight forward process

• Remember to send only relevant supporting documents and 
paperwork (agree with parent who is sharing documents)

• Ensure parent/carer knows what supporting evidence you are 
sending to next placement 



Step 4 – Sharing Information 

Sending information to next placement

▪ Ensure that all documents are sent securely to next 

placement and you adhere to recommended deadline 

date of Wednesday 28 June 2023

▪ In your communication you will need to make it clear that 

there is additional information on the second and third tab 

for a child with SEND and ask that this be shared with the 

school SENCO

▪ Include a request to hold a meeting proposing some 

provisional dates and times and ask who this will be with 

(name and role)

▪ Request a return email confirming receipt of document(s) 

and supporting records / reports (if applicable)



Step 5 – Meeting

▪ For a child with SEND moving on to next placement the 

expectation, as part of best practice, would be that a meeting 

is held in the term before transition and that a professional 

from school attends and that a subsequent visit is arranged

▪ The meeting could be face to face or an audio or video call 

between the setting SENCO and relevant professional from 

the school (e.g. SENCO, EYFS Lead or Class Teacher) and 

could be dependent on the child’s level of need and/or school 

professional’s capacity to attend 

▪ Best practice would be for parent/carer to be invited to this 

but if not possible relevant points from discussions and 

agreed actions / next steps should be shared with 

parent/carer



Step 5 – Meeting 

SENCO Prompt 
Sheet for use during a 
meeting to inform 
discussions with 
School Professional 
and agree next steps

A tool to support 
preparing for a 
meeting providing 
prompts to ensure key 
information sharing by 
both setting and 
school



Step 5 – Meeting 

▪ Check if there is anything else the 
school professional would like to 
know that was not covered in 
transition documents

▪ Confirm who should be the main 
point of contact in the school for 
the parent / carer (this may be the 
class teacher, SENCO or EY 
Foundation Stage Lead)



Step 5 – Meeting 

▪ Ask about what events the school   
are planning to support transition.   
Will there be any additional activities 
required to support move?

▪ Will the school be arranging a 
transition book? (Do they need any 
additional photos from you or parent? 
How will this be shared with parent?)

▪ Confirm on first day arrangements  

▪ What additional support arrangements 
have been put in place? (this may be 
human resource and/or additional 
funding) 



Step 5 – Meeting 

▪ Check if there is anything else that 
you or the parent/carer would like to 
know that was not covered 

▪ Confirm who will be providing 
supporting documents and how these 
will be sent to school (Check who 
these should be delivered to and ask 
school professional to confirm by 
email once received)

▪ Agree actions / next steps (a 
suggestion would be to add a date 

▪ for when actions need to be 
completed) 



Step 6 – Actions

Actions arising from the meeting / contact

▪ Action any next steps that have been agreed from the 

meeting/contact with school professional

▪ Share relevant points from discussions with parents/carers 

and inform them of any actions they are responsible for

▪ Ensure all documentation relating to transitions is stored 

confidentially

▪ Update, where necessary, any Communication Logs

▪ Consider additional arrangements to support                 

effective transitions



Support from the Early Years SEN Team

Your attached Early Years SEN 
Advisory Teacher will be available 
to provide you with any support 
relating to transitions for children 
with SEND

Please email or telephone your 
attached Early Years SEN 
Advisory if you have any questions



FAQs – specific to transition for SEND

What do I do if the child’s 
placement is not confirmed 

before the end of term?

Still prepare the transition 
documents and send to the 

parent/carer and ask that they 
share with the next placement, 
once confirmed. Keep a copy 

for your records.

What if the parent/carer will 
not agree to sharing 
information with next 

placement?

Still prepare the transition 
documents and send to the 
parent/carer to request they 
share with next placement. 

Keep a copy for your records. 
Log that consent to share not 

given.



FAQs – specific to transition for SEND

What is my responsibility if 
parent has given notice that 
their child will not be coming 

back to the setting?

Advice would be to still 
prepare the transition 

documents and send to the 
parent/carer and ask that they 
share with the next placement, 
once confirmed. Keep a copy 

for your records.

What if I cannot get a 
response from the parent?

Still prepare the transition 
documents and send to the 

parent/carer and request that 
they share with school.  Keep 
a copy for your records. Log 
number and type of contacts.



FAQs – specific to transition for SEND

What if you have emailed the 
school professional and/or left 
a telephone message with the 
office to make arrangements 
for the transition meeting and 

visits but are not getting a 
response from the school?

Make two attempts to call, 
follow up with email to suggest 
a date and time when you are 

available if the school 
professional would like to 

make contact with you.  Log 
contact.

What if the school professional 
is invited but unable to attend 

a transition meeting and/or 
visit?

Agree with the school 
professional as to how they 

would like to share information 
e.g., via a telephone call, MS 

Teams.  Log contact.



Getting Ready for School Information Sheets

The Early Years SEN 
Team has created a 

series of Information 
Sheets to provide 

parents/carers with 
advice and 

information on 
supporting children 

with SEND to get ready 
for school



Getting Ready for School Information Sheets



Getting Ready for School Information Sheets



Story books to support transition



Birth to 5 Matters: High quality transitions 

Transitions – Birth To 5 Matters

https://birthto5matters.org.uk/transitions/


I Can’s Talking Point

https://ican.org.uk/i-cans-talking-
point/parents/questions-to-ask-
your-childs-school/

Useful 

information to 

share with 

parent/carer



Other Useful Websites / Resources

https://www.eyalliance.org.uk/hello-big-school-managing-
transitions

https://www.pacey.org.uk/working-in-childcare/spotlight-
on/being-school-ready/#childcarer 

https://www.yourkidsot.com/blog/sensory-considerations-
for-dressing 

https://hungrylittleminds.campaign.gov.uk/#0

https://www.eyalliance.org.uk/hello-big-school-managing-transitions
https://hungrylittleminds.campaign.gov.uk/#0

