[image: A logo with blue text

AI-generated content may be incorrect.]

Local Authority Transition Policy
Sample Document
Introduction
The [LOCAL AUTHORITY] transition policy has been developed from consultation with primary and secondary school representatives across the authority, as well as professionals from a range of agencies. This document is a guide for everyone supporting pupils with transition from primary to secondary.

The audience for this policy includes staff at all [LA] primary schools, staff at all [LA]
secondary schools, parents/carers of all [LA} pupils and all agencies involved in primary to secondary transition. In addition, this policy will help ensure all educational settings in  [LA] are meeting statutory legislation for inclusion and equality as stated in the Children and Families Act.

Through early intervention and a proactive approach to meeting the needs of young people in the authority, children will make increased gains in their progress.
This policy will be subject to regular review. It was reviewed in [DATE]. 

Vision 
Every child and their family are entitled to a consistent and effective transition as they transfer between primary and secondary schools. This is a crucial stage in a child’s development and journey in becoming a lifelong learner. We want all children and young people to view transfer to their secondary setting as an exciting opportunity, approaching it with confidence and positive expectations. Our collaborative working and commitment will promote the best outcomes for our children and young people.

Aims
To ensure that all children in [LA]  have consistent, quality and inclusive transition experiences in order to enhance their well-being and performance as learners.





Effective transition in [LA]
In order for effective transition in schools in [LA], the following actions are required;

· Consent for information sharing obtained from a parent/carer should usually be obtained in the primary setting when a child joins the school.

· Open day/evenings allocated on different dates at all secondary schools to allow parents to attend more than one.

· Secondary schools will have a Year 7 or transition section on their website that contains information such as uniform, equipment, behaviour policy or expectations, key dates and events etc.

· Key dates shared and easily accessed on school websites.

· Secondary school has a named transition lead 
· Secondary school application deadline 31st October.
· Parents/carers have access and support to complete the online admissions form from gateway centres and primary schools, should they require it.

· Two induction days for all Year 6 children held on, Thursday and Friday, the same week, across Salford.
		[3 YEARS OF DATES INCLUDED HERE]

· Attendance – if a pupil does not attend one or both induction days the secondary school must notify the primary school by 9.30am at the latest. Primary schools will follow their normal absence procedure.

· Induction days should include activities such as:
· Completion of a ‘This is me’ booklet
· Meeting the form tutor and other pupils in their form
· A tour of the school to orientate pupils
· Well-planned and engaging lessons in different parts of the school so pupils get used to moving from one classroom to another and from one teacher to another.
· Team building activities with peers
· Introduction to routines and systems
· Early lunch breaks, away from older pupils, to introduce new pupils to lunchtime routines and systems, including those used for purchasing lunch
· Opportunities for pupils to learn how to organise themselves, e.g. books, equipment
· Opportunities to meet and get to know key staff such as the Head of Year and pastoral staff.

Information Sharing
In order for effective transition to take place, adequate planning and provision needs to be made. As a result, sensitive information will need to be shared with the child’s new school. This may be both verbal and non-verbal and will be documented by the new school. Informed consent of the parent/carer for this information to be shared should usually be obtained in the primary setting when a child joins the school. The school document should make clear what information is to be shared, with whom and what purpose it serves. A privacy notice must be distributed to parents of primary school children to inform them of data sharing between the primary and secondary school. Information outlining why a child may be vulnerable and may find transition challenging can be shared with the appropriate educational settings and agencies. Some families will benefit from an Early Help Assessment in order to gain the best support possible for the child’s transition. If there is an Early Help Assessment during Years 5 or 6, goals should be developed regarding transition arrangements. The following actions are required: 

· Basic transfer of information (Transition information gathering spreadsheet – see appendix 9) to be completed by the primary school by February Half Term and sent to [LA EMAIL ADDRESS].  This information will be collated and shared with secondary schools once places are allocated. The LA transition coordinator will collect this information from primary schools and distribute to secondary schools.

· ‘Face-to-face’ meetings (or phone call conversations for small numbers of pupils) to take place between primary and secondary colleagues in March and April to share information about individual pupils highlighted as needing additional transition support.

· Follow-up information gathering conversations to take place between primary and secondary schools where a pupil’s circumstances change following the face-to-face meetings, e.g. if the pupil is excluded or experiences a bereavement.

· Accessible information to be provided to parents/carers by primary and secondary schools about the transition process including:
· The role of the parent/carer during transition
· The role of the primary school
· The role of the secondary school
· Transition timeline for children and parent/carer
· Key dates for events


· Ensure effective pupil tracking and transferring of information to support continued progress e.g. an example of a pupil’s best piece of independent writing, their most recent maths book etc.

· Common Basic Data Set, maintained for every child, in a school’s management information system transferred from the primary to secondary school using a Common Transfer File in the summer term. (This is a statutory obligation for all maintained schools)

Year 7 Allocations
· Should a pupil fail to attend on the expected date in September the school MUST follow normal absence checks. If unable to make contact with parents within 5 school days the school MUST notify [LA] School’s Admissions Team at [EMAIL ADDRESS] and refer to CME Customer enquiry form [LA LINK]




Transition Packages
The Transition Packages provide a graduated approach to supporting children as they move from primary to secondary school. They recognise that while all children benefit from a strong universal transition offer, some children may require additional or more tailored support to help them manage the transition successfully.
The Universal Package sets out the core transition offer that should be available to all children. Alongside this, Transition Packages 1, 2 and 3 provide increasingly targeted levels of support for children experiencing some, increased, or severe, complex and persistent levels of vulnerability.
The appropriate package should be identified through discussion between the child, parents/carers and relevant professionals, taking account of the child’s individual strengths, needs and circumstances. The packages are not intended to be rigid or permanent; support should be proportionate, flexible and reviewed regularly as circumstances change.
The aim is to ensure that every child receives the right support at the right time, enabling them to feel prepared, confident and supported as they move into secondary education.

Definition of each package:

Universal Package: to ensure a fully integrated approach, the transition levels are
immersed within the Universal Framework. The universal offer is aimed at every child in
xx Education and is designed to promote effective transition. All universal packages
should be offered to all children, regardless of the transition package they access.

Transition Package 1: is appropriate for those children with some levels of vulnerability. For example, children who are not accessing formal support, who may be coping well in their primary setting but are likely to encounter difficulty on transition to secondary school. This may be due to low self-esteem, lack of self-confidence, anxiety in new or social situations, difficulties forming friendships, experience of bereavement or loss. They may have young carer responsibilities. This is also helpful for children going out of their local area for Year 7. Initial transition meetings between Year 6 teachers and the secondary transition lead to take place from March onwards. Children should be monitored regularly and will be supported in school through the pastoral care system. On transition into Year 7, information should be shared with all relevant staff in school.

Transition Package 2: is appropriate for those children with increased levels of
vulnerability. For example, children at SEN support who are accessing provision/intervention that is more than, or different to, their peers. Children who have accessed a Pupil Referral Unit (PRU). Children who have experienced trauma and other adverse childhood experiences. Children who have displayed a significant response to bereavement and loss. Children who are new to the country and/or from areas affected by war. Children attending school on a reduced timetable. Children who have previously had a team around the family or the family have received or are receiving support from an Early Help Practitioner. Children who have accessed the school behaviour policy on a regular basis. Initial transition meetings should take place as soon as school places are allocated in March. The plan should aim to include the autumn term in Year 7. This will involve information sharing between the primary SENDCo and secondary SENDCo/Deputy SENDCo and/or the primary and secondary safeguarding leads and parents. The meeting should result in a plan with clear actions and timescales. A flexible approach to planning is needed and a commitment to reviewing the plan at key points, for children receiving support at this level. On transition into Year 7, information should be cascaded to all other relevant staff.

Transition Package 3: is appropriate for those children with severe, complex and persistent levels of vulnerability. For example, children with an Education Health and Care Plan (EHCP) or those going through an EHCP needs assessment. Cared for children, those on a Child in Need Plan (CIN) or Child Protection Plan (CP) and/or supported by the Virtual School Team. Children who have been permanently excluded and will transition from a PRU at the end of Year 6. Children who are on the EBSA pathway. Initial transition meetings should take place as soon as school places are allocated. The plan should aim to include at least the autumn term in Year 7. This will involve additional support from other agencies in Salford along with SENDCOs/safeguarding leads, class teachers and parents. The transition meeting should result in a bespoke plan with clear actions and timescales that meet children’s needs so that they are able to transition successfully into their new school. A flexible approach and ongoing evaluation is crucial for children receiving this level of support. On transition into Year 7, all information should be cascaded to all other relevant staff. This could be done in collaboration with primary colleagues.

Note: Parents and pupils views should be considered when deciding whether a pupil needs to have a transition package in place.
Universal Package:
Advice and guidance for transition support for all children

Minimum requirements for all pupils in [LA]:
· Parent/carer and student able to attend open evenings of all Salford secondary
schools, these should take place on different days in each secondary school and Local Authority informed to avoid clashes.
· Primary schools to offer support to the most vulnerable families in Year 6 who may need additional support in completing an online school application form, before the deadline of the 31st October, who otherwise would not engage with applying for a school place. Schools can direct parents to gateway centres where support will be provided.
· Parent/carer and student able to state a preference of secondary schools. (With awareness that they may not be successful in gaining a place at their priority 1 choice school).
· Parents receive information on the Secondary setting in an accessible and inclusive format.
· Information gathering sheet to be sent by the primary school to the Local Authority transition coordinator by February half term.
· Information to be transferred to relevant secondary schools by the Local Authority after a student’s place has been confirmed by the Local Authority.
· A Face-to-face meeting between primary and secondary transition team staff to gather further information during early June. This information should then be cascaded by the secondary transition team to relevant staff.
· Minimum of a 2-day induction package for Year 6 children. Dates as set out in this policy (consider inviting Year 6 staff to attend some of the days).
· Secondary school provides adaptations for the first half term of Year 7 to access to water, canteen, toilets and behaviour policy to support new pupils settling in. 
· Secondary schools use information gathered from Primaries to inform pupil groupings in Year 7

Recommended / best practice actions for a successful transition at this package reflecting Silver/Gold Moving On Well Award Level:
· Year 4/5 invited to attend associated secondary school drama/music productions.
· Year 5/6 tour of associated secondary school accompanied by question & answer sessions with current Year 7 students.
· 1 day Year 5 induction programme at associated secondary school.
· Members of the primary and secondary school transition team to work collaboratively in hosting a Year 5 parent/carer and student information evening delivered in the primary setting for preparation of transition to secondary school, including how to submit applications. This could include distribution of information leaflets.
· Primary and Secondary school use standardised data (e.g. PS WELLS scale) to assess and share pupils’ emotional wellbeing
· Secondary school welcome pack for parents/carer and student.
· Welcome evening/meet the form tutor (assign tutor before the induction days) hosted by the secondary schools delivered in the secondary setting.
· School offers summer activities on the school site to Yr 6 Pupils during the summer holiday prior to their start in September.
· Peer mentors assigned to each Year 7 form group e.g. year 10 mentor
· Cross-phase curriculum activities (e.g. joint Year 6 and Year 7 enterprise project)
· Transition activity/discussion time held during Year 6 and 7 PSHE time.
· Year 6 or Year 7 residential activity with the high school.
· Summer school prior to commencement of Year 7 and ‘off timetable’ team building activities in first half term of Year 7 (could include a residential)
· Academic work pack developed by all Year 6 students sent over to secondary school at the end of the final term (e.g. last English and maths book, best piece of art work etc.).
· Key Stage 3 staff to team teach/observe pupils in lessons at primary schools after SATS.
· Year 6 complete a ‘this is me’ booklet to use on the first transition day, which can be shared with peers and form tutor. This could be completed during the first transition day rather than in the primary setting.
· Year 7s visit their previous primary schools and meet with the Year 6 pupils.
· Pupil voice is completed with Year 7 pupils and parents to reflect on their experiences of transition.
· Year 7s are offered additional pastoral support during their first term.
· Year 7s and their parents receive a copy of the Secondary adaptations policy.


Universal Plus Package 1:
Targeted support for learners with some levels of vulnerability

Recommendations at this package include all elements of the universal offer plus some or all of the below, tailored to meet specific needs:
· Additional transition visit before the 2-day universal induction programme.
· Individualised plan to identify student strengths and needs.
· Assign a buddy system with a current Year 7, regular contact with this buddy through final term of Year 6. If the primary child is a new arrival EAL child, assign a buddy who has the same language in year 7 if possible.
· Visit with Year 7 form tutor before September.
· Student 1-1 tour of the school with Head of Year 7 and parent/carer. Provide interpreters if necessary.
· Pastoral support and nurture sessions offered in Year 6 and Year 7.
· Consider completion of and Early Help Assessment to create a partnership approach to transition, between parents, primary school and secondary school. This can include and document agreed actions and increase contact with parents.
· Parents/carers invited to additional coffee mornings in Year 6 and Year 7.
· Regular contact from Head of Year 7/pastoral key worker with parent/carer throughout Year 7.
· One page profile/passport for the pupil shared with all staff.
· Continuing to refer to support documents and checklists for specific learning needs from Learning support services where relevant.
· Access support from EMTAS within The Local Offer where relevant.
*NOTE: Pupil Premium + funding is available for previously cared for pupils, however primary schools are not able to share this information, adoptive parents have a choice as to whether or not they wish to inform the school. Primary schools should alert parents to this. 


Universal Plus Package 2:
Targeted support for learners with increased levels of vulnerability

Recommendations at this package include all elements of the universal offer plus;
· Earlier transition visits on a more frequent basis.
· Small group sessions with secondary SENDCO/ behaviour manager.
· More visits from secondary key workers to primary setting. 
· Seek advice and help from targeted support agencies/make referrals.
· Nurture groups/interventions on a weekly basis.
· Secondary school representatives should attend relevant multi-agency meetings during Year 6 or earlier, where appropriate, to support effective information sharing and transition planning.
· Key secondary staff to have 1-1 meeting with parents/carers.
· Key worker assigned with daily check-ins i.e. form tutor.
· Peer mentoring/buddy system in place for Year 7.
· Support provided by peer mentor/buddy or designated staff member during unstructured times.
· 1-1 meeting with parents/carers, regular contact maintained throughout Year 6 & Year 7.
· Make reasonable adjustments based on the need of the child, where relevant.
· One page profile/passport for the pupil shared with all staff.
· Continuing to refer to support documents and checklists for specific learning needs from Learning Support services where relevant. 
· Access specialist support from [LA] Ethnic Minority and Traveller Achievement Service (or equivalent service), where relevant.
· If no social care involvement, consider completion of and Early Help Assessment to create a partnership approach to transition: between parents, primary school and secondary school. This can include and document family strengths, agreed actions and increase contact with parents. A referral to the Early Help Service may be relevant to support the family.
· For pupils known to alternative provision and/or receiving additional support from a Local Authority or other specialist service, schools should ensure that the appropriate transition lead or designated professional is involved at an early stage. The transition lead or relevant professional should work collaboratively with the primary and secondary schools, the pupil, parents/carers and other agencies, where appropriate, to ensure that effective support is in place before, during and following the transition to Year 7. This should include clear information sharing, agreed actions and ongoing communication to support a successful transition and reduce the risk of disengagement, suspension or permanent exclusion.



Universal Plus Transition Package 3:
Targeted support for learners with severe, complex and persistent levels of vulnerability Specialist support

Recommendations at this package include all elements of the universal offer plus;
· Cared for Children’s transition programme. 
· SEN transition support from discussions with appropriate agencies. 
· Regular visits to secondary school from 2nd term Year 6 (at the latest).
· Where applicable early identification of named school.
· TA/pastoral support-key worker identified and a relationship built with the student before transition. 
· A relevant identified individual to attend review meetings.
· Additional interventions/support clubs.
· External agency support where relevant.
· 1-1 meeting with parents/carers, regular contact maintained throughout Year 6 & Year 7.
· Make reasonable adjustments based on the need of the child, where relevant.
· More detailed One page profile shared with all secondary staff.
· Educational Psychologist’s transition event.
· Secondary SENDCO to maintain the link with the primary SENDCO into the autumn term of Year 7 to ensure continuity and links with parents.
· For pupils known to alternative provisions and/or the Primary Inclusion Team: contact the Transition lead.
· For pupils known to alternative provision and/or receiving additional support from a Local Authority or other specialist service, schools should ensure that the appropriate transition lead or designated professional is involved at an early stage. The transition lead or relevant professional should work collaboratively with the primary and secondary schools, the pupil, parents/carers and other agencies, where appropriate, to ensure that effective support is in place before, during and following the transition to Year 7. This should include clear information sharing, agreed actions and ongoing communication to support a successful transition and reduce the risk of disengagement, suspension or permanent exclusion.
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