
 
 

 

 

 

 

 

 

 

 

  

 

 

 
 

Transition Policy 

December, 2019 
 
 

 
 

 
 
 

  

 
 

 
 
 
 
 
 
 
 

   
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
 

 
 

 

                                     
                                                                      

       
 
 
 
 

  
 
 
 
 

   
 
 

 

 

 

 

 

 

 

 



Pheasey Park Farm Primary School 

 

Transition Policy 

 

School Mission Statement 

Our Vision is to develop a learning community where all children 

enthusiastically participate, excel and are proud of their achievements 

across the curriculum. 

 

Introduction and Rationale 

The Governing Body of Pheasey Park Farm Primary School is fully 

committed to the welfare of each child. Care and attention is given to 

each stage of the child’s transition throughout their time with us and 

beyond into secondary school.  

 

Entering any new situation can be a stressful time and some points of 

transition e.g. moving key stages, can be especially challenging for some 

pupils due to the change of building, a more formal classroom approach 

and larger and unfamiliar environments.  

 

Rapid change can lead to insecurity and stress. Children under stress 

may become withdrawn and unresponsive; alternatively, they may 

demonstrate inappropriate behaviour. Both extremes can inhibit 

learning.  

 

We aim for transition periods that:  

 Promote the smooth transition of children throughout their time with 

us and beyond  

 Prevent and alleviate stress  

 Promote continuity of teaching and learning  

 

The collection of information prior to the children starting in a new 

setting will be in cooperation and partnership with parents / carers, 

existing staff, receiving staff and, if age appropriate, with the child 

themselves.  This will be through: 

-Electronic Transfer Records 

-Face to face meetings with receiving teacher 

 



Discussion and collection of information will focus on the whole child: 

 child development/academic achievement 

routines, interests, family unit  

relevant medical information alongside any additional needs  

timescales for transition  

0ther relevant information e.g. social and emotional concerns, special 

educational needs and disabilities  

safeguarding information (all compliant with Data Protection Act) will 

be shared on a ‘need to know’ basis 

Specific difficulties with relationships with other children or specific 

incidents involving other children 

 

Transition from Home 

Starting at their first playgroup, pre-school, day care nursery or 

childminder can be exciting and nerve racking for both parents and 

children. For many parents, it can be an anxious and emotional time. 

Many will have had no experience of education since they were at 

school themselves. They may be unclear about what happens in an early 

years setting or what to expect in terms of the environment and 

curriculum. With such uncertainty themselves some parents will have 

little basis on which to help prepare their child for this first important 

transition.  

 

For children it is often the first time they may have been away from 

their home environment and is the first step towards independence. 

Research points to the fact that, just like adults, children find 

transition and change stressful and that this stress can have a 

significant impact upon their emotional well being and academic 

achievements.  

 

As practitioners we therefore have a huge responsibility to ensure that 

we get our approach to transition right and that it is. “firmly rooted 

throughout our practice” so that we are “more likely to be raising 

emotionally intelligent children who make strong attachments, are 

resilient and resourceful when faced with change and are able to take 

risks and embrace new experiences” (Anne O’ Connor, All About 

…Transitions EYFS 2008) The principle of well planned transitions and 

of working with parents to ensure that children’s needs are met 



appropriately is embedded within the Early Years Foundation Stage 

(EYFS). 

“Transition should be seen as a process, not an event, and should be 

planned for and discussed with children and parents” (‘The Practice 

Guidance for the EYFS Page 10 Para 1.30)  

 

The EYFS materials identify key points for early years settings which 

help to ensure that children who are settling in to a new environment do 

well. These are:  

• transition is made a priority  

• children are familiar with the people, places and routines  

• they can make frequent visits to the setting  

• children receive a home visit where appropriate 

• they have a key worker  

• parents are involved and consulted 

• parents are supported 

• there is an informal and relaxed start to the nursery session 

• children’s friendships are acknowledged  

• the setting is flexible to the needs of the child 

• there is a degree of predictability 

• it is a safe place to take risks and make mistakes.  

 

When parents enrol their child at our Children’s Centre we arrange a 

meeting and tour of our setting.  We ask parents to complete an 

Essential Information Pack and an ‘All About Me’ Booklet to tell us all 

about your child. 

 

We offer parents: 

Full Tour of our Centre and Service 

Opportunity to Meet Key Worker 

Home Visit-if appropriate 

Settling in Sessions as required 

Daily Communication with Staff 

Regular Feedback through Daily Diaries 

Pupil Passports for all pupils 

 

Learning Journals are shared with parents to share the child’s Learning 

Journey. 



Our Home School Boards encourage parents to come into our setting to 

share ‘Wow Moments’ about their children. 

Two year checks are completed and outcomes shared with parents 

 

Open Evenings are held for parents to meet their child’s Key Worker 

 

Transition into Early Years  

At Pheasey Park Farm we work closely with our Children’s Centre and 

the local pre-schools to ensure that we have detailed information about 

the children prior to them starting school.  

 

The Children’s Centre Manager/Inclusion Manager/Early Years Leader 

meet with staff from the the Children’s Centre/pre-schools in the 

summer term prior to the children starting school. If appropriate Early 

Years Staff observe children in their pre-school settings and children 

are invited to join us for induction sessions during the summer term.  

 

Early Years Teachers and the Early Years Leader carry out home visits 

during the summer term where appropriate to do so. 

 

A formal Induction Evening for Parents is held in June for children due 

to start in September. 

 

New Class visits take place in July. 

 

The children are then placed in our Nursery setting as one of 3-4 

groups-am or pm-or in one of 3 Reception Classes-full time.  

 

As the children prepare to enter KS1, the Year 1 teachers observe the 

children in the Early Years setting during the summer term. The Early 

Years teachers also meet with the Year 1 teachers to discuss the end 

of year data within a Transfer Meeting in order to ensure a smooth 

transition into Year 1.  

 

Class to Class  

Throughout the child’s time at Pheasey Park Farm Primary School  

smooth transition from class to class will be encouraged by:  

 New class visits 



 Notification to parents of transition process dates and name of new 

class teacher 

 Children being encouraged to share good work with the teacher of 

their ‘next class.’  

 Pupil Buff Record Folders 

 Pupil Passports for SEND pupils 

 Exchange of electronic transfer records 

 Transfer meetings where teachers meet in summer term to discuss 

individual children in new classes.  

 New Class visit-One formal visit to new class and new teacher in July.  

 transition to Y3 meeting in July 

 Pupil Play Leaders are appointed annually to encourage links 

 Class behaviour and expectations set by class teacher immediately in 

September.  

 Open evening visit in July with opportunity to meet new teacher and 

see new classroom   

 ‘Meet the Teacher’ evenings, held in September to introduce 

expectations of new class and curriculum.  

 Parents Transition Guide 

SEND individual transition programme including photograph of staff, 

room, hall 

Learning Mentor access prior to and after transition 

Pragmatics groups-unit of work on transition 

 

Transfer of records: To help with transition between classes, the 

teachers ensure that key documents are passed on.  

 

These documents include:  

 The most recent pupil passport  

 Behaviour records e.g. risk assessments and Behaviour Support Plans  

 Health Care Plans 

 Current attainment groupings / Records 

 SEND information More documents may be passed on depending on 

what is needed for each class. 

Meeting with SENCo, previous and new class teacher 

 Previous consultation forms or records of meetings with parents if 

this information should be needed.  



  Specific information to support a child’s social, mental and emotional 

well being. 

 

 

Children joining the School  

 Individual or group tours are offered to all incoming parents / carers 

and children.  

 Time for the child to spend time with current class is offered, if 

circumstances are appropriate, to help them get acquainted with their 

new surroundings.  

 Parents / carers receive a  Prospectus and transition Guidelines with 

information about the school.  

 Where appropriate new children are assessed quickly by class teacher 

and / or Inclusion Manager.  

 A ‘buddy’ identified by class teacher to help the new child to 

integrate  

 Records from previous school made available to class teacher and 

Inclusion Manager. Primary (Key Stage 2) to Secondary (Key Stage 3):  

 

Secondary Transition 

As a school, we feel that the transition to secondary school should be 

well managed and an enjoyable experience for the children as they 

prepare for their new secondary school. We allocate a great deal of 

time and planning to this move to ensure that it benefits the children 

and allows them to move into Year 7 well prepared for their start in 

secondary school. We all thought it was best to start as early as 

possible so we begin to support the children in Year 5 for the move into 

Year 7 as this then allows them a good 2 years to prepare for the 

move.   

 

Year 5 pupils are offered the following to begin the process of 

secondary transition: 

1. Taster days at secondary schools-where available 

3. Parents,Carers and children are encouraged to attend Open Days and 

Evenings; children’s absences are authorised for these visits.  

4.. Children are encouraged to attend sporting, music and other 

enrichment sessions at secondary schools.  

  



Year 6 pupils are offered the following as part of the process of 

secondary transition:  

 

1. Parents / carers’ evening held in September to discuss secondary 

school application procedure. Secondary Colleagues and Local Authority 

invited to attend 

2. One day visit for pupils to attend new secondary school, usually held 

in September to meet staff and have tours.  

3. Induction Days at Secondary Schools 

4. Additional transition visits for vulnerable identified pupils through 

class teacher, Learning Mentor or Inclusion Manager referral.  

5. Formal meetings between the Year 6 and year 7 Staff of receiving 

secondary school to discuss pupils.  

6. Year 6 teacher completes a profile of assessment and transition 

needs for each child to pass onto secondary school.  

7. Transition units of work alongside curriculum such as German which 

continues into secondary school 

8. Deep Water Swimming sessions at local secondary school 

9. PSHE lessons Summer term focus on Secondary transfer 

10. Identified children (SEND/PP/Pastoral) receive additional support 

before and after transition-e.g through hedgehogs 

11. Transfer of pupil records to secondary school.  

12. SENCO meets with Secondary colleagues where appropriate to pass 

on important SEND information which may have an impact on planning 

and resourcing.  

13.Additional visits for secondary school staff to our setting and 

additional visits to secondary for a small identified group 

14. ‘On the Move’  Leaflet and Booklet produced by West Midlands Road 

Safety Partnership issued to help children prepare their journey to 

secondary school 

15. Top Tips for Moving to Secondary School Booklet 

16. Post SATs Transition Work in School including Careers Talks 

17. Secondary School Letters/Grammar School Letters/Verbal/Non 

Verbal Reasoning Tests Information for Parents 

18. Transition Guide for Parents 



Once at Secondary School-Five Useful Ways teachers can help 

pupils transition to secondary schools 

 

Make contact with secondary schools 

It is likely that all children will have heard from their respective 

secondary schools, but if not, primary and secondary teachers can make 

initial contact. The time spent with new teachers is invaluable, and any 

little niggles, such as being placed in a tutor group away from friends, 

can be dealt with immediately. 

There are other, less intensive, ways of giving primary students a 

flavour of what secondary school will be like. For example, year 6 

primary teachers could invite ex-pupils back to give a talk or offer a 

Q&A session to current classes. Younger students could write letters 

or postcards to children in year 7, asking questions about what comes 

next for them. This makes a good literacy activity and can also give 

teachers an insight into the fears and worries of new starters. 

 

Share information 

Secondary school teachers will want to know as much as possible about 

the new children – warts and all. The teachers doing liaison work – the 

head of year 7, for example – wouldn’t share this information with 

subject teachers but it would be known among the pastoral team. For 

example, they will want to know about the child with a tendency to 

throw chairs and the ones who only eat Ready Brek or chocolate-spread 

sandwiches. 

 

Advertisement 

Invite the children in for specific events-e.g. seeing children at sports 

day shows a bit more about their characters – are they sitting back 

rather than getting involved? It’s a different kind of environment to 

that of the classroom, and how they react says a lot about their 

confidence levels. 

 

Pupil passports, in which the year 6 pupils record their thoughts, 

feelings and ambitions, are another less work-intensive technique. 

These can be sent to the new secondary school, making it a handy 

literacy exercise and useful preparation for secondary teachers to see 

the kinds of issues they’re likely to face. 



Alleviate Fears 

Year 6 students are always worried about the same things: bullying, 

getting lost, where the toilets are and how to buy lunch. The much 

wider variety of staff is a real change from primary. Talking to the 

children about the different roles of secondary teachers will help them 

feel confident about knowing who to approach with questions. Nearly 

always there will be one particular person, such as the head of year 7 

or another pastoral leader, to whom they can bring their initial worries.  

Of course, every year there are children whose fears are not allayed. 

Tell-tale signs might be frequent tears, increased introversion, clinging 

behaviour to members of primary school staff, frequent absenteeism or 

an increase in challenging behaviour. If children start showing these 

signs, it’s essential the two transitional teachers share this. It might 

be that it’s not too late to start more activities – such as lunches in the 

canteen hosted by the school, additional tours of the school and mini-

lessons. 

 

Teach Resilience 

Building the confidence of primary school children before they leave is 

of utmost importance: children with high self-esteem are better able 

to make difficult decisions under peer pressure, approach adults for 

support, and be self-sufficient in their learning.  

Primary schools develop this resilience through many activities that are 

traditional for year 6 pupils: showing visitors around their school, being 

part of the student council or other pupil committee and performing or 

having some other responsible role in a school production. Activities in 

class and homework projects that need to be completed independently 

can help prepare children for the new world of homework timetables 

and detentions for not meeting deadlines. Many primary schools 

organise a residential trip for year 6 pupils where they develop their 

sense of adventure and increase their self-sufficiency by being away 

from home and taking part in new and unfamiliar activities. These 

transferable skills will stand them in good stead as they move off into 

the unfamiliar world of secondary education. 

 

Don’t Panic 

On the first morning of the first day at secondary school, we can 

guarantee someone will cry. Someone will not be able to tie their tie. 

https://www.theguardian.com/education/primary-schools


Someone will have lost their money. Someone will do something silly, like 

calling the principal “mate”. Lots will refer to the male teachers as 

“Miss” because they have never known a “Sir” before. But throughout 

that day and that week, gradually, they will find their feet, drawing on 

the resilience they have developed through their primary school years. 

One of the most powerful things a year 6 teacher can do is to pop in 

and say “hi” to their former pupils after a couple of weeks.  

 

Equal Opportunities  

We recognise that for some children, transition may be a stressful 

period of time that can impact on their progress. We will therefore 

ensure we identify those children requiring specific individual support 

at an early stage and that the receiving teacher is made aware of this.. 

 

Guidelines for Parents 

Parents are issued with: 

Transition Guide for Parents 

Annual Calendar of Events  

Prospectus 

Calendar of Events 

Parents Workshops 

 

 

10 STEPS TO QUALITY 

1 Do you have an agreed transition policy in place? 

2 Are there effective communication systems in place between local 

settings to ensure a common approach to learning and smooth 

transitions for children? 

3 Are programmes planned to enable children to visit new settings and 

new staff to visit children in their current setting? 

4 Do children who leave or join your setting at irregular times during 

the year access the same quality of transition support as the cohort of 

children starting school in September? 

5 How do practitioners ensure that they listen, and respond, to 

children's anxieties around transition to another setting? 

6 How do key workers support each child in celebrating their time in 

the nursery setting? 



7 Are all key workers clear about the requirements for the transfer of 

records? 

8 How are parents and carers involved in the transition process? 

9 Do the team offer follow-up support for children starting a new 

setting? 

10 Does the team regularly review transition policies and procedures in 

consultation with parents and children 

 

Mrs S Lanni 

December, 2019 


