Transition checklist and summary of Actions
(returning to mainstream school)

	Identify senior staff member who will be the key link and point of contact during transition for the pupil at their new school.
	

	Arrange for senior and or key staff member from new school to visit pupil in their current setting for introductions and how the pupil engages in an environment they are used to. 
	

	Make arrangements for further visits to their current setting to build relationships if needed.
	

	Identify key support with overall day to day responsibility for the pupil and for monitoring their progress staff for the pupil in their new setting. Liaison arrangements with key link senior staff member agreed. 
	

	New setting to provide photos of adults the pupil will be working with and locations they will be accessing e.g. entrance, classroom, outside area, hall.
	

	Pupil and parent clear on transition arrangements.
	

	Arrange a time for the pupil and parent / carer to visit the new school to build relationships and see school in action.
	

	Pupil and parent / carer meetings with key adults, such as Head of Year, Tutor, Class Teacher (primary), SENCo, Mentor, etc. 
	

	Identification of peers in new school to support pupil upon arrival / during initial weeks.
	

	Current school to share information about effective strategies and approaches.  Identify safe places, interventions, reasonable adjustments agreed.
	

	Support plan from entry created and agreed with review dates built in (ideally fortnightly initially).  On-going communication between school, parent/carer, pupil, and current setting. 
	

	Timetable and support agreed including any withdrawal from lessons, and bespoke support needing to be timetabled e.g. mentoring, counselling, meeting with outside agency support workers.
	

	Referrals made as appropriate to designated agencies such as Early Help.
	

	Current setting to undertake readiness and transition work as agreed at initial meeting with school, such as uniform requirements, timekeeping, equipment etc. 
	



	Action
	By whom
	To be completed by (date)

	E.g. x to meet with key support staff
	Mrs x and Mr x
	17.02.24

	E.g. gather x’s views and questions about their new school.

	parents
	17.02.24


	

	
	


	

	
	

	

	
	

	
	
	

	
	
	


Summary of Actions
Personalised action plan for:    ……………………………….
What needs to be completed, by whom and when, to facilitate a smooth transition to the next school?
To be copied and shared with all parties at the transition meeting, including parents/carers.
This sheet should be retained by ATS, Schools and parents/carers.

