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Throughout this guidance, key terms such as ‘transition’ and ‘SEND’ will be used frequently and it is important 

to ensure that all practitioners who access this guide have a shared understanding of what each word or 
phrase means. 

 
 
 
 
 
 
 

The SEND Code of Practice: 0-25 (January 2015) states that: 
 
‘A child or young person has SEN if they have a learning difficulty or disability which calls for special 
educational provision to be made for him or her. 
 
A child of compulsory school age or a young person has a learning difficulty or disability if he or she: 

(a) Has a significantly greater difficulty in learning than the majority of others of the same age, or 
(b) Has a disability which prevents or hinders him or her from making use of facilities of a kind generally 

provided for others of the same age in mainstream schools or mainstream post-16 institutions  
 

 
 
 
 
 

 
The term ‘transition’ means different things to different people. We know this from the survey that all SENCos 
were invited to complete in April 2019. This survey was sent to a variety of professionals including education, 
social care, employment, inclusion and early years staff. 
 
One of the questions we asked was, what does the phrase ‘transition’ mean to you? The responses to this 
question were one of the most important sets of information gathered during this process. In order to produce 
school guidance on ‘transitions’, it is imperative that in our locality of Northumberland we share the same 
understanding around what it means for our children and young people and when it should be considered as 
part of their education journey. 
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The responses to this question were collated and used to produce a visual representation of Northumberland’s 

definition of ‘transition.’ 

 
The majority of responses were around the generalised process of ‘moving from one thing to another’. 
However there was some incidences of key words being used such as ‘individual needs’, ‘aspirations’ and 
‘support’, all of which link to our key principles for an effective transition. 
 
For the purpose of this guidance around school transitions, the following definition will be used: 
 

 The term ‘transition’ can be used to describe any change that a child or young person experiences 
during their educational journey. These changes could include progression from class to class or 

movement from school to school.  

 

The SEND Code of Practice: 0-25 (January 2015) states that an effective transition would include the 
young person themself as well as anyone else they wish to be involved in the process. The Code of Practice 
also identifies key elements of an effective transition including  ‘outcomes, views and wishes that matter to 
the young person’ (2015:137). 
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Although transitions can be an exciting and positive time for many children and young people, some may 
require additional support. Children and young people with SEND as well as other potentially vulnerable 
groups may find transitions more challenging than their peers do.  
 
The aim of this document is to provide Primary and Secondary schools in Northumberland with good practice 
guidance around transitions either from class to class or school to school. This guidance has been produced 
with SEND learners in mind however it may also be applicable to other potentially vulnerable groups.These 
decisions will be made by individual schools through consideration of their whole cohorts. 
 
This document provides some practical suggestions for both feeder and receiver educational settings on how 
to facilitate effective transitions for children and young people. All examples of good practice have come from 
our Northumberland schools through surveys, focus groups and discussion with SENCos.  
 
This guidance will provide: 

● An overview of how to identify children and young people in need of additional support around 
transition  

● Practical suggestions for successful transitions based on good practice shared by our schools  
● Examples of standardised resources for schools to use to support their work around transition 

 
This guidance should be used in conjunction with the Northumberland ‘Graduated Approach’ document. This 
can be found at www.northumberland.gov.uk/senguide. 
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This ‘good practice’ guide was produced due to 
transitions being identified by professionals across 

education, health and social care as an area for 
improvement.  

 
As co-production is a priority for us as a Local 

Authority, we wanted to gather the views of our 
schools to help us decide what content would be 

most appropriate.  
 

To do this, we opted for a variety of methods. We 
began with an online survey sent to targeted 
professionals from health and social care in 

addition to all SENCos in Northumberland. This survey was followed up with the opportunity for all 
SENCos to contribute written responses to specific questions covering the following themes: 

 

 
 
It is important to note that this is not statutory guidance however it is an example of good practice that 

we would encourage in Northumberland. 
 
It was important to us to celebrate the good work that our schools are doing. So thank you to 

all the SENCos who have contributed, we could not have done it without you.  
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Throughout this document, you will come across some frequently used symbols. These will help you 

to navigate your way through the content. Each symbol is explained below: 
 
 

  
This symbol is used to indicate that there are resource templates located in the 
Appendix. For ease, there will also be a reference to the exact location of each specific 
resource. Any template provided in the Appendix is also available electronically. 

 
 
 
 
 
 
 
This will be used throughout the guidance to provide specific 
examples of good practice from Northumberland SENCos, 
shared through survey responses and discussion both in group 
settings and on an individual basis.  
 
 
 
 
All references to the SEND: Code of Practice 0-25 (January 2015) throughout the document will be as follows: 
 

The SEND: Code of Practice 0-15 (January 2015) states that… 
 

 
 
 
 
 

 
You will see these symbols frequently, with the aim of providing an accessible document that 

practitioners can refer back to on a regular basis. 
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Effective transition processes and procedures are highly important for all children and young people. However, 
one aspect of the roles and responsibilities of school settings is to identify individuals learners who require 
additional levels of transition support. 
 

 
 
 

When facilitating discussion with colleagues and external professionals around the level of transition support 
needed, you may wish to consider the following factors to assist your decision-making process: 
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The following terminology will be used throughout this guidance. The brief examples given for each level are 
merely suggestions and each setting should use their own professional discretion to assess individual needs in 
order to determine the appropriate level of transition support.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

At each level of transition support, information sharing is vital. All information sharing should be 
undertaken with reference to your individual school-based guidance in line with GDPR.  
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It is everyone’s responsibility to work together with children and young people with SEND and their families to 
support and encourage positive transitions during their school life. The following principles underpin all types of 
transition for both the current and receiving settings.  
 

Person-Centred Planning 

● Ensures that the child or young person is always at the centre of any discussion or decision-making 
process 

● Understands the views and aspirations of the child or young person and considers them at all stages 
of the planning process  

● Balances the child or young person’s interests and motivations with the individual needs that must be 
met  

● Uses practitioner’s knowledge of the child or young person to identify the most effective way to 
communicate with them, to ensure they can contribute to the process  

● Helps children and young people and their families collaborate with professionals to set aspirational 
yet realistic short and long-term outcomes 

 

Work in Partnership with Parent/ Carers 

● Ensures that there is a consistent approach used to establish and maintain open communication 
between home and school  

● Ensures any concerns or worries about transition can be addressed at an early stage, to allow time 
for any necessary interventions or pieces of work  

● Provides frequent opportunities to share updates with school around family circumstances that may 
impact the child or young person 

 

Use a Multi-Agency Approach 

● Ensures that there is a consistent approach used to establish and maintain open communication 
across all relevant agencies  

● Ensures the sharing of information between all relevant professionals to enable services to provide 
the most appropriate support at the right time 

● By updating professionals at the earliest opportunity regarding upcoming transitions, it allows them to 
provide advice and contribute to individual plans 

 
As with all guidance in this document, schools may use these principles to assist with planning transitions for 

all learners, at their own discretion.  
 

Good Practice Guide for Transitions in Schools    Northumberland County Council      Version 1 08.07.2019                9 



 
 
 

 
 
 
The transition from class to class is just as important as the transition from key stage to key stage and school 
to school. For children and young people with SEND, preparation for transition should be an integral part of 
their ongoing Assess, Plan, Do, Review cycle. 
All the following suggestions are intended to be additions to the key principles of effective transition as 
outlined on page 9.  

 

 
 
 

 

 
 
 
 
 
 
 
 
 

Good Practice Guide for Transitions in Schools    Northumberland County Council      Version 1 08.07.2019                10 



 
 
 

 
 
 
The transition from school to school can be a time of apprehension for all learners.  
 
For children and young people with SEND, preparation for transition should be an integral part of their ongoing 
Assess, Plan, Do, Review cycle. 
All the following suggestions are intended to be additions to the key principles of effective transition as 
outlined on page 9.  
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The SEND Code of Practice (2015): 
 
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 parents the information to be shared as part of this planning 
process. 

There are many resources available online, some useful websites are mentioned below: 
 

- Young Minds (https://youngminds.org.uk/resources/school-resources/) 
- Twinkl Resources (https://www.twinkl.co.uk/) 
- TES Teaching Resources (https://www.tes.com/teaching-resources)  
- Mental Health Foundation 

(https://www.mentalhealth.org.uk/learning-disabilities/our-work/employment-education/moving-on-to-se
condary-school)  
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Throughout this ‘good practice’ document there are references to numerous templates and resources created 
specifically for this guide. Below is a simplistic step by step guide for schools with clear references to where 

each resource can be found. As with all guidance, this is not exhaustive but should provide a basic framework 
for schools and settings in Northumberland.  
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APPENDIX 1: Pre-Transition Questionnaire 

For Parents & Carers 
 
 
We understand that parents and carers are an important part of a young person’s transition either from class to 
class or school or school. Some of our children and young people may find transition more challenging than 
others, and so individual transition meetings are offered to these learners. 
 
Please complete the form below and bring it to your scheduled transition meeting. The information that you 
provide will help us to put the right support in place for your child or young person. 
 
Your Details 
 

Name  

Relationship to child or young person  

Name  

Relationship to child or young person  

 
 
Details of the Child or Young Person 
 

Name of your child/ young 
person 

 

Where are they currently? 
E.g. year group, school name 

 

Where are they moving to? 
E.g. year group, school name 

 

 

Does your child have any additional needs? If so, circle the area(s) that they currently have needs 
in: 

Communication and 
Interaction 

Cognition and Learning Social, Emotional and 
Mental Health 

Sensory and/ or 
Physical 

Any additional comments regarding areas of need: 
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Your Views 
 

How do you, as parents or carers, feel about your child transitioning either to their new class or to 
their new school? 

 
 
 

 

What are your concerns regarding transition? 

 
 
 
 

 

How do you feel about the approaching transition meeting? 
 
 
 
 
 
 

What support does your child or young person currently receive? 

 
 
 
 
 

 

What support do you think they will need in their new class or school to enable them to learn? 
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                      Northumberland 

                     APPENDIX 2:  Transition Data Collection Form 
 

--------------------------------------------------------------------------------------------------------------------------------------------------- 
 

General Information 
 

Child or Young Person Data 

Full Name   Date of Birth 
(dd/mm/yyyy) 

 UPN   

 
 

Parent/ Carer Data 

Parent/ Carer 
Name  

  Parent/ Carer 
Name  

 

Address  
 
 
 

Address  

Telephone 
Number 

 Telephone 
Number 

 

Email Address  Email Address  

 

Are there any specific Parental Responsibility (PR) arrangements in place for the child or young person? 

 
 
 
 
 
 
 
 
 
 

 
 
--------------------------------------------------------------------------------------------------------------------------------------------------- 

 
Setting/ Class Information 

 

 Name of Setting Year Group / Class Key Contact 

Current Setting/ Class    

Receiving Setting/ Class    

 

Good Practice Guide for Transitions in Schools    Northumberland County Council      Version 1 08.07.2019                19 



 

Current Attendance  
 

Please circle or highlight the level of transition support agreed upon: 

Universal Targeted Specialist 

 
For definitions and guidance around the levels of transition support, please refer to page 8 of the 

‘good practice guide for transitions in schools’ document.  
 

--------------------------------------------------------------------------------------------------------------------------------------------------- 
 

‘All About Me’ 
 

Please circle or highlight the primary area of need for the child or young person: 

Communication and 
Interaction 

Cognition and Learning Social, Emotional and 
Mental Health 

Sensory and/ or 
Physical 

Any additional comments regarding areas of need: 
 
 
 

 

Please circle or highlight any of the following that involve the child or young person: 

TAF (Team Around the Family)  Looked After Children (LAC) 

Child In Need (CIN) SEN Support  

Child Protection (CP) Education Health Care Plan (EHCP) 
 

Professionals currently involved with / or recently been involved with the child or young person 

Name Job Title Agency Contact Details 

    

    

    

    
 

Please use the space below to record any additional information that you feel would be beneficial for the 
receiving setting or class:  
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--------------------------------------------------------------------------------------------- 
 

                                           APPENDIX 3:  Transition Meeting Record 
 

Date and Time of Transition Meeting  

Location of Transition Meeting  

 
 

Transition Meeting Attendance 

Name Job Title Agency Contact Details 

    

    

    

 
 

Please record any apologies and reports provided by professionals absent from the meeting itself: 

 
 
 

 
--------------------------------------------------------------------------------------------------------------------------------------------------- 
 

                   Views and Voices 
 

Views of the child or young person about their transition 

If the individual chooses not to attend the meeting, explore alternative ways to record their wishes and feelings to share 
with the multi-agency group. This could be a picture, writing or even feedback from an advocate. 

 
 
 
 
 
 
 

 

Views of Parent / Carers about transition 
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Views of Professionals about the transition 

 
 
 
 
 
 
 

--------------------------------------------------------------------------------------------------------------------------------------------------- 
 

Summary of Discussion 
 

What are the strengths of the child or young person? 

Refer to SEN Support planning if applicable. 
 
 
 

 

What is currently in place that is working 
well? 

What support could be made available at the 
receiving setting or class to ensure a smooth 

transition and readiness to learn? 

Refer to interventions currently in place for the learner. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Any additional comments or concerns: 

 
 
 

 
--------------------------------------------------------------------------------------------------------------------------------------------------

Now move on to the Transition Action Plan 
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 APPENDIX 4: Transition Action Plan 
 
 

 
The following action plan should be produced through collaborative working with internal and external 

agencies, parents and carers and our children and young people. This should be an integral section of the 
transition meeting and should be completed alongside the transition data collection form and the transition 
meeting record. All templates can be found in the Transitions Good Practice Guidance for Northumberland. 

 
A landscape version can be found electronically. 

Transition Action Plan 
 

Outcome Action to be 
Undertaken 

Person(s) Responsible for 
Action 

To be Completed by 
/ Reviewed on: 

    

    

    

    

    

 
 
 
 
 

Does the child or young person have a SEN support plan or a current EHCP in 
place? 

Yes No 

If so, briefly summarise how the completed transition action plan links to the existing 
documentation for the child or young person: 
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CONSENT: Parent / Carers 

I agree for the transition documentation relating to the meeting to be shared with 
relevant professionals. This can include the transition action plan, data collection 
form and the transition meeting record. 

Yes No 

 

Name Relation to Child or Young 
Person 

Signature Date 

    

    

 
 
--------------------------------------------------------------------------------------------------------------------------------------------------- 
 

 
Review Meeting Details 

 
 

Date and Time  

Location  

Meeting Chair  
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APPENDIX 5: Post-Transition Questionnaire 
For Parents & Carers 

 
As parents and carers, your views are highly important to us. Now that you have experienced the transition 
process alongside your child or young person, we would love to gather feedback as we are always looking to 
improve our processes and procedures.  
 
Please complete the form below and return it to your school’s SENCo or transition lead. 
 
Your Details (optional) 
 

Name  

Relationship to child or young person  

Name  

Relationship to child or young person  

 
 
Details of the Child or Young Person (optional) 
 

Name of your child/ young 
person 

 

Where are they currently? 
E.g. year group, school name 

 

Where are they moving to? 
E.g. year group, school name 

 

 

Does your child have any additional needs? If so, circle the area(s) that they currently have needs 
in: 

Communication and 
Interaction 

Cognition and Learning Social, Emotional and 
Mental Health 

Sensory and/ or 
Physical 

Any additional comments regarding areas of need: 
 
 

 
Your Views 

At our school, we manage the process of transition well. 
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My child was given all the information and support that they needed to transition well. 

Strongly disagree Disagree Agree Strongly agree 
 
 

I, as a parent or carer, was given all the information and support I needed to support my 
child to transition into their new class or school. 

Strongly disagree Disagree Agree Strongly agree 
 
 

What procedures do you know of that are currently in place to promote effective transition across 
our school? 

 
 
 
 
 

 
 

Please describe the transition process that you experienced in 3 words or phrases: 

   
 
 

Rate the effectiveness of communication between your family and our school during the transition 
process: 

 
 
 
 
 

How could our transition process be improved? 

 
 
 
 

 

Any additional comments: 
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APPENDIX 6: Transitions - Checklist for Current 
Setting or Class 
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APPENDIX 7: Northumberland Transitions 
Checklist for Receiving Setting or Class 
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APPENDIX 8: Northumberland 

Transitions: Self-Audit Tool for Schools 
 
 
 

 Examples of provision 
that meets this 

statement 

Is it in need of 
development? 

Actions and Next 
Steps 

Collaborative Working    

Transition events and information are 
well advertised to parents and carers. 

   

Parents and carers are offered 
additional support to complete 
paperwork to apply for places. 

   

Evidence of parents and carers being 
consulted in relation to transition. 

   

Evidence of consultations with other 
professionals for individual learners. 

   

Evidence of meetings between feeder 
and receiving settings. 

   

Efficient and detailed information 
sharing between feeder and receiving 
settings.  

   

Regular informal conversation 
between feeder and receiving 
settings. 

   

Evidence of information sharing 
regarding successful strategies used 
in the current setting. 

   

Evidence of joint projects/ activities 
between feeder and receiving 
settings. 

   

Voice of the Child/ Young Person    

Evidence of exploring concerns 
around transition within school e.g. 
circle time, assemblies. 

   

Evidence of learners’ goals and 
aspirations in transition and review 
meetings. 

   

Events and Activities    
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Transition events available for all 
learners. 

   

Additional transition visits for those 
who require targeted or specialist 
transition support. 

   

Evidence of multi-agency transition 
meetings for learners with complex 
needs. 

   

Evidence of review meetings to 
update the individual transition plans. 
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