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Context 
This guidance was originally written in 2019. It was written in response to the Local Authority’s drive for 
consistent inclusion. It continues to be a generic framework which can be personalised by all education 
providers to ensure that every child and young person in Solihull has equality of opportunity. The guidance 
relies on there being a commitment from education providers and families to work co-operatively to 
support the transition process and also acknowledges the significant impact of involving external 
professionals for those children and young people with SEND. 
 
Some minor tweaks have been made for this academic year; a full review is already underway for 2024-
25 which will include the voices of our children, young people and their parents and a standardised 
Transition Document. 
 
The guidance has been written in consultation with the following:  
• Educational Psychology Team  
• Headteachers and SENCOs  
• Parent Carer Forum  
• SENDIAS  
• SISS  
• Local Authority Officers  
 
Appendices: 

i. Activities to Support Effective Transition  
ii. Reasonable Adjustments  
iii. AET Transition Toolkit  
iv. Moving on  
v. Life Ready Skills for successful transition SMBC  
vi. Life Ready Transition Document  
vii. SEND Transition  

 
Acronyms: 
  
AET    –   Autism Education Trust  
EAL    –   English as an Additional Language  
EHCP   –   Educational Health Care Plan  
EPPSE  –  Effective Pre-School, Primary and Secondary Education  
EYPP   –   Early Years Pupil Premium  
GCSE   –   General Certificate of Secondary Education  
KS    –   Key Stage  
LAC    –   Looked After Child  
PLP    –   Personalised Learning Plan  
SATS   –  Standard Attainment Tests (UK Education)  
SENCo  –   Special Educational Needs Co-Ordinator  
SEN/SEND  –  Special Educational Needs & Disabilities  
SENDIAS  –   Special Educational Needs and Disability Information Advice and Support  
SISS   –   Specialist Inclusion Support Service  
UFSM   –   Universal Free School Meals  
FSM    –   Free School Meals  
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Introduction 
Much research has been done into the effects that managing change can have on an individual person 
and the importance of developing emotional resilience. Why do some people seem to sail gently though 
all the changes life brings, while others become distressed, or unsettled? 
 
The key is how we view change and our level of acceptance over uncertainty - there is plenty of evidence 
to show that what we find most stressful as human beings is uncertainty, not change itself. 
 
During times of stress and uncertainty our ability to retrieve and encode information from stored memories 
is impaired and we are less likely to be able to learn and retain new information, or indeed to perform at 
our best.  
 
For this reason, we need to invest time in ensuring that our children and young people are prepared for 
the change that occurs during transition and to support families in managing the uncertainty for their child. 
We can only truly achieve this, if we work in partnership together and create a clear and consistent 
pathway for all children, young people, and families. 
 

Principles for Transition 
Underpinning this guidance document for schools are the fundamental principles and beliefs that have 
influenced and shaped our collective thinking:  
 
• Emotional resilience is fundamental to the wellbeing of our children and young people and the 

realisation of their true potential.  
 

• Children and young people, who feel safe, secure and a sense of belonging, are far more likely to 
flourish and be engaged, motivated learners.  
 

• Children and young people who feel listened to and understood as an individual, are less likely to 
become disengaged and therefore at risk of exclusion.  

 
• Children and young people who feel part of a community are more likely to have good attendance.  
 
• Children and young people with good attendance are more likely to achieve well and to have increased 

life chances and opportunities in the future.  
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Aims for Effective Transition – Why Transition Matters  
 
All children and young people in Solihull are entitled to a well-planned successful transition, between year 
groups, key stages and schools. The aims for transition in Solihull are listed below:  
 
• Learning outcomes and children’s and young people’s mental health and well-being are not 

compromised.  
 
• The receiving class teacher(s) and/or school will have a secure knowledge of the individual before 

they arrive, ensuring any reasonable adjustments are put into place in a timely manner.  
 

• All children and young people should have equality of opportunity regardless of any additional 
needs.  

 
• Schools will work collaboratively in the best interests of all children and young people and build trust 

with families to engender successful transition.  
 
• Transition will be consistent, across schools, yet personalised to meet the needs of all children and 

young people regardless of additional needs.  
 

• Transition arrangements will be well communicated, and children, parents and staff will have access 
to relevant and timely information.  

 
• Schools will work effectively together, supported by families and professionals 

 
• All partners/professionals will work together.  
  
As a result of a well-planned and successful transition, children and young people will be equipped to 
manage the change and thrive in their new environment social, emotionally and academically.  
  
Successful transition for disabled children and children with SEN has its foundation in good practice for 
all children.  Where a child’s needs have been identified before they are admitted to the setting, transition 
is likely to require more detailed planning, the closer participation of parents and the sharing of a wider 
range of information.  

SEN & Disability – A Toolkit, Council for Disabled Children   
 
Successful Transition 
 
Successful transition preparation begins early so that there is time to establish good communication and 
build a trusting relationship between home and the setting by the time the child starts attending the setting.  

SEN & Disability – A Toolkit, Council for Disabled Children  
 
What does this look like for children, young people and families?  
 
The findings of a sub-study on transitions undertaken as part of the Effective Pre-School, Primary and 
Secondary Education 3-14 (EPPSE) project, included work on transition from Primary to Secondary 
schools. Data analysis showed that a successful transition for children involved:  
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  Developing new friendships and improving their self-esteem and confidence.  
  Having settled so well in school life they caused no concerns to their parents.  
  Showing an increasing interest in school and school work.  
  Getting used to their new routines and school organisation with great ease.  
  Experiencing curriculum continuity.  

  
We believe that successful transition puts families at the heart. Examples of documentation to support 
transition can be found in the appendices. 
 

 

What might this look like for staff? 
 
• Transition meetings between staff – within school and across partner schools e.g. Infant to Junior, 

Junior/Primary to Secondary.  
• Child Protection Meetings between DSLs.  
• Individual meetings prior to the start of September with Heads of Year/SENCo/Pastoral Team/Family 

Support Worker.  
• Open Mornings/Afternoons.  
• SENCos attending final review meetings at their feeder schools.  
• Opportunities to moderate children’s work with partner schools e.g. Years 2/3, 6/7.   Undertaking 

relevant training e.g. SEND related.  
• the development of a ‘One Page Profile’ or a ‘Pen Portrait’ which can be highly effective in providing 

school staff with an overview of additional needs.  
 
Please see Appendix (i) for further activities 
 
Role of Parents  
 
AET suggest that families can support transition by:  
 

  Meeting with transition staff to share any concerns, anxieties and things that have gone well.  
  Using countdowns, calendars, passports to support the run up to starting at a new school.  

  Familiarising the child with the new uniform, school bag etc.  
  Practising the independent journey to school.  
  Visiting the school with their child.  
  Establishing links with a contact person at school.  
  Establishing a homework routine.  

AET Transition Toolkit  
 
Parents can also support the transition process by visiting the school without the child, which may include 
an opportunity to talk to the Headteacher or SENCo about any concerns they or their child may have.  In 
addition, parents should support their child’s transition by attending relevant transition meetings and 
supporting them to:  
 
• Develop relationships with key members of staff.  
• Share key information about their child, through completion of transition documentation, relevant 

SEND information.  
• Be well-prepared for school.  
• Complete their homework.  
• Empowering the child to be independent.  
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Inclusion 
 
It is well known that transition is especially difficult for children and young people with Special 
Educational Needs and neurodiverse differences.  Where needs have been identified before 
transitioning it is likely to require more detailed planning, the closer participation of parents and the 
sharing of a wider range of information. 
 

 SEN & Disability – A Toolkit, Council for Disabled Children (2019) 
 

 

Support can be offered by:  
• Being made aware and acknowledging the needs of students with ASD and additional needs. 
• Sharing the banding and any funding information in good time allowing incoming settings to 

prepare. This also allows setting to understand the needs in outlined in EHCPs.   
• Building good links between secondary SEND provision and primary SEND provision. 

 
In addition to the good practice outlined above, it is imperative that support for children and young people 
with additional needs including SEND and LAC is bespoke and personalised to meet their specific needs; 
this may result in education providers needing to make some reasonable adjustments.  This could include 
organising for additional ISP support in consultation with SISS, attendance at review meetings, seeking 
advice from external professionals and the development of resources such as visual prompts and 
personalised timetables. 
 
The STARS (School Transition and Adjustment Research Study) outlined two core areas to reduce 
vulnerabilities: 

- School belonging 
- School adjustment 

Using a range of tools to capture the children and young people’s views, relationship, and concerns can 
also help staff to support individuals more effectively. 

These can include: 
• Relationship maps - helps you think about the people who are involved in all areas of the child or 

young person’s life. relationship-circle.pdf (norfolk.gov.uk) 
• What’s working, what’s not working tool - helps you to identify what is working that you would like to 

keep and is not working which needs to change. what-is-working-and-what-is-not-working.pdf 
(norfolk.gov.uk) 

• Decision making tool - this is both a decision-making profile and a decision-making agreement. 
making-decisions.pdf (norfolk.gov.uk) 

 
The following should also be considered to support and enhance the transition process for children and 
young people with SEND:  
 
• Staggered in-take in EYFS.  
• Additional Visits to the new school 
• Accessible Transition information on school websites including photos of key members of staff and 

photos and /or videos of the wider provision 
• Individual ‘Passports’ which include a range of information about the new school and can be kept by 

the family during the holidays to reflect on with their child.  
• Sharing inclusion-related documentation e.g. EHCPs, IEPs, Behaviour Plans, Funding information 
• SISS have developed a number of specific pathways to support children with SEND; these can be 

found on Solihull’s Local Offer.  
• Year 7 starting school earlier than the other year groups.  
• Staff handover meetings.  

https://www.norfolk.gov.uk/-/media/norfolk/downloads/children-and-families/send/introduction-to-send/relationship-circle.pdf
https://www.norfolk.gov.uk/-/media/norfolk/downloads/children-and-families/send/introduction-to-send/what-is-working-and-what-is-not-working.pdf
https://www.norfolk.gov.uk/-/media/norfolk/downloads/children-and-families/send/introduction-to-send/what-is-working-and-what-is-not-working.pdf
https://www.norfolk.gov.uk/-/media/norfolk/downloads/children-and-families/send/introduction-to-send/making-decisions.pdf
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• Reasonable adjustments and how these can be developed from one year group to another - see 
Appendix (ii).  

• PLP targets linked explicitly to transition.  
• Using Annual Review processes to talk about transition earlier e.g. Year 5.  
 
 
How do we communicate transition arrangements with parents?  
 
All schools in Solihull communicate with parents in a variety of ways throughout the school year. As part 
of the transition arrangements, the majority of schools will invite parents to a formal Parent Information 
Evening or have visits to school. A range of information sheets, newsletters and brochures are shared 
with parents – both hard copies and electronically via email or the school’s website, this includes SEND.  
 
Reasonable adjustments may need to be made to accommodate the needs of parents who are unable to 
access written English.  
 
Transition Packs – what could they include:  
As an example of good practice, AET suggest the following information should be included. See Appendix 
(iii) for children and young people transitioning to secondary schools, however, these principles can be 
adapted tor children transitioning at all age ranges.  
 

  New Environment – maps, locker, bells.  
  New Expectations – break, lunchtimes, transition between classes.  
  New Vocabulary – ‘tutor group’, ‘head of year’, subject specific vocabulary.  
  Key People – mentor, form tutor, SENCo, who/how to ask for help.  
  Quiet Area – library, allocated area for stress management.  
  The Timetable – how to use it, formatted for the individual’s understanding.  
  Systems for Organisation – diary, checklists for materials and books.  
  Homework – expectations and explanations.  
  Transition Workbook – addresses differences between primary and secondary school.  
  Personal Profile – written by pupil (with LSA/parent/teacher support), includes all the information 

new staff should know about the pupils.  
AET Transition Toolkit  

  
Along with the above, it is also good practice to include the following information:  
• Letter from Headteacher, giving details of the teaching team, any staggered intake dates, and 

appointment dates and times  
• Admissions Form  

o Birth certificate required to be seen  
o Baptism Certificate (Church Schools)  

• EAL Form  
• Dietary Form   
• UFSM information – parents required to complete this online   
• FSM information – parents required to complete eligibility check online  
• Consent Form (photos, trips, food tasting, medical treatment, face paints, email)  
• Fair Processing Notice  
• Cool Milk Scheme information  
• School Nurse Pack   
• Uniform Expectations  
• Attendance Letter   
• Term Dates  
• Solihull Catering Packs   
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• Home School Agreement  
• Parent Declaration Forms (includes EYPP info)   
• 30 Hour Eligibility Forms (Nursery only)  
• Behaviour Policy  
• Acceptable Use Policy  
 
 
What information should be passed to the next class teacher/ school?  
It is imperative that information is passed on to the next teacher whether that is when transitioning between 
years groups within school or when transitioning to a new school.  Information may include:  
  

 Essential   Optional  

   Copies of annual reports.    Current English & Maths books where transition 
has started in the summer term.  

   Data, including SATS results.     

  Relevant SEND information e.g. PLPS, 
Needs-Based-Plans, My Plan, EHCPs, review 
meeting notes, assessments written by 
external professionals, any reasonable 
adjustments that are in place, Gifted & 
Talented.  

   

  Relevant Child Protection/Safeguarding 
information (signed by new school to say they 
have received it).  

   

  Medical/Dietary information.    

  What do parents want the new teacher/school 
to know? e.g. reasonable adjustments.  

   

  

  

Any relevant background information which 
might impact on the child’s well-being and 
academic progress e.g. family context, who 
has Parental Responsibility, Prohibitive Steps 
Orders in place, illness in family.  

   

 
Conclusion 
 
The majority of schools in Solihull have highly effective transition arrangements in place; however, there 
continue to be some inconsistencies. The aim of this guidance is to ensure that all schools have a relevant 
Transition Policy in place which forms part of their suite of policies to support all children in managing 
change including those with SEND. This will ensure that all children, young people, families and schools 
in Solihull will benefit from an effective transition.  
 
Since 2020, schools in Solihull share the same Transition day(s) regardless of their location. 
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Appendix (i) - Activities to Support Effective Transition 
 
EYFS 
• Home Visits/Individual meetings with parents prior to the children starting.  
• Visits to previous settings to meet and observe the children who will be coming into school.  
• Curriculum Meetings – new to Nursery/Reception.  
• Nursery children are invited to stay for lunch with their parents prior to moving into Reception.  
• Regular visits for Nursery children to explore their new environment and meet their new teachers, 

including Reception teachers visiting the Nursery to read stories etc.  
• Staggered in-take in the first week of the Autumn term for both Nursery and Reception, including stay 

and plays in Nursery which allows parents to meet each other too.  
• Personalised Passports for children with additional needs – may include additional visits to new 

classrooms, schools so the children can take photographs of their new learning environment, staff etc.  
• Additional transition days for children with SEND, dependant on need.  
• Timetabling for the final half-term in Reception is mirrored in the first half-term of Year 1.  

  
Year 2–3 (separate Infant & Junior Schools) 
• Curriculum Meetings/Open Evenings, Year 3.  
• Transition Days.  
• Buddy Mornings – Infant to Junior Transition: Children in Year 2 and 3 complete questionnaire devised 

by the Junior school; Year 3 buddy the children up based on the feedback from the questionnaires 
and then the children have a morning together where they get to know their buddy.  

• Year 2 start their Year 3 books in the last half of the summer term.  
• Regular visits to the new school to watch plays etc.  
• Year 3 children come with Year 3 staff to talk about their transition into their Junior School as well as 

to answer questions from Year 2.  
• Year 3 staff spend the afternoon in Year 2 to get to know the children.  
• Headteacher from the Junior School comes to lead an assembly in the Infant School.  
• Personalised Passports for children with additional needs – may include additional visits to new 

classrooms, schools so the children can take photographs of their new learning environment, staff etc.  
• Additional transition days for children with SEND, dependant on need.  
 
Year 6-7 
• Curriculum Meetings/Open Evenings, Year 7.  
• Transition Days.  
• Questionnaire from school for children and parents eg tell us what you want us to know/what should 

we ask your child’s previous school, wider curriculum interests.  
• Weekly newsletters sent to children about the school.  
• Personalised Passports – may include additional visits to new classrooms, schools so the children 

can take photographs of their new learning environment, staff etc. 
• Primary schools sharing secondary school websites with children.  
• Additional transition days for children with SEND, dependant on need.  
NASEN’s Transition guide states that:  
 
Schools should help pupils to start planning for their future adult life as early as possible, and by Year 9 
at the latest. They should go beyond thinking simply about the transition to post-16 education and 
training. Schools should focus on raising aspirations and support pupils to achieve the best possible 
outcomes in education, employment, independent living and participation in society. This could involve 
for example:  
• Including preparation for adulthood in planning meetings with parents and pupils at an early stage.  
• Making sure that careers advice and information provide high expectations and a wide range of 

options for pupils with SEND.  
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• Helping pupils and parents to understand and explore how the support they receive in school will 
change as they move into different settings, and what support they are likely to need to achieved 
their ambitions.  

NASEN, Transition, 2014  
  

  
Post-16 
Preparation for the next stage of education, employment, and training begins as early as the options 
process in Key Stage 3. Activities may include:  
• KS4 Options booklets.  
• KS4 Options Evening presentation and talks.  
• Developing, from at least Year 9, a careers action plan, which is reviewed at least termly.  
• Meeting with the school’s independent careers advisor.  
• Discussion with both pupils and parents so they understand the different options that are available at 

Post-16.  
• Attending events such as the Skills Show at the NEC, or the Solihull Apprenticeship Show.   
• Mock interview days with employers.  
• Work experience placements.  
• Post-16 transition days.  
• Making sure that there is a “plan b” for pupils, as many Post-16 placements are dependent on GCSE 

grade criteria’s being fulfilled, which are only finalised in August of Year 11.  
• Inviting Post-16 providers to attend reviews, where appropriate, as early as Year 10.  
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Appendix (ii) - Reasonable Adjustments  
See https://www.disabilityrightsuk.org/adjustments-disabled-students  

This material is copyright and available from Disability Rights UK.  
   

https://www.disabilityrightsuk.org/adjustments-disabled-students
https://www.disabilityrightsuk.org/adjustments-disabled-students
https://www.disabilityrightsuk.org/adjustments-disabled-students
https://www.disabilityrightsuk.org/adjustments-disabled-students
https://www.disabilityrightsuk.org/adjustments-disabled-students
https://www.disabilityrightsuk.org/adjustments-disabled-students
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Appendix (iii) - AET Transition Toolkit  
See https://www.autismeducationtrust.org.uk/resources/t4t/  

This material is copyright and can be purchased from the AET.  
    

https://www.autismeducationtrust.org.uk/resources/t4t/
https://www.autismeducationtrust.org.uk/resources/t4t/
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Appendix (iv) – Moving On  
  
See https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-
withspecial-educational-needs/   

This material is copyright and available from the Foundation for People with Learning difficulties.   

https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
https://www.mentalhealth.org.uk/learning-disabilities/publications/moving-on-tips-for-pupils-with-special-educational-needs/
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Appendix (v) - Life Ready Skills for successful transition SMBC  
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Appendix (vi) - Life Ready Transition Document  
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Appendix (vii) – SEND Transition  
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