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FOREWORD  

Within Plymouth, we have a long-term shared commitment to supporting transitions for children and young 

people (CYP).  In 2007 The Universal Transition and Transition ‘Plus’ 1, 2 and 3 Programme was launched 

to provide a framework to support this work. 

 

As we work together to improve outcomes for children and young people, we continue to identify that 

transitions are a time when there needs to be an enhanced level of planning and oversight, in order to make 

the transition as smooth as possible. 

 

The SEND Code of Practice 2015 emphasises key elements involved in good transitions and these are 

relevant for all children and young people: 

 

▪ Preparation 

▪ Working with parents around transition planning 

▪ Reviewing the support being provided in the current setting or school 

▪ Good information sharing between the current and receiving setting or school 

▪ Joint planning to undertake a supported transition 

 

In light of the SEND Code of Practice, the Transition Framework has been fully reviewed with families, 

early years settings and schools.  This revised document now provides a single framework to support 

transitions from early years settings right through to Key Stage 4.   A separate guide is available on 

Plymouth’s Local Offer for young people completing a transition to or between post-16 providers: 

https://www.plymouthonlinedirectory.com/plymouthlocaloffer/adulthood/learnersandtransitions  

 

We trust that the tools within the framework will be helpful to early years settings, schools and families.  

We welcome feedback on the framework as we are always seeking to develop and improve the tools to 

support planning for children and young people. 

 

Jo Siney 

Head of Special Educational Needs and Disability 

April 2020 
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SECTION 1 – PRINCIPLES 

  

Transitions from one educational establishment to another mark major life milestones. As such transitions 

need to be carefully planned and supported to ensure they are successful. Plymouth’s Enhanced Transition 

Framework principles should guide the young person, their parents/carers and the professionals who work 

with them to ensure all transitions have a positive outcome. 

 

Through consultation, professionals, families and young people have made clear that the following 

principles are central to a successful transition: 

 

1. A Person Centred Approach 

Giving the young person the opportunity to express what help they need through a holistic process taking 

account of their development, the situation and ensuring the young person has access to all relevant 

information. 

https://www.plymouthonlinedirectory.com/plymouthlocaloffer/sencoguide/personcentredplanning 

 

2. Partnership with Parents and Carers 

Working effectively with parents/carers at all stages to ensure plans take account of all relevant 

Information. 

 https://www.plymouthonlinedirectory.com/plymouthlocaloffer/sencoguide/parents 

 

3. Building Resilience 

A young person with good self-esteem and confidence will take transitions in their stride. Preparation and 

support should be ongoing to enable the young person to undertake transitions with motivation and enjoy 

the challenges and new approaches this may bring. It is the responsibility of all professionals as well as family 

to support the on-going development of the young person’s resilience through support, enablement and 

empowerment. 
 

4. A Holistic Approach 

The focus for the collection of information as well as discussions will consider the whole young person e.g. 

hobbies/interests, hopes for the future as well as routines, family circumstance, relevant medical information 

alongside any additional needs and not just child development or academic achievement. 

 

5. Appropriate and timely sharing of information with consent. 

Information sharing enables professionals to deliver safer, more efficient services that are responsive and 

coordinated around the needs and wants of the individual. 

 

6. A Multi-Agency Approach 

All relevant agencies should work together to put in place the support necessary to maintain the well-being 

and progress of the young person. The Plymouth Enhanced Transition Framework should be used as part 

of processes such as Early Help Assessment Tool (EHAT), Looked After Children (LAC), Child Protection 

(CP) or Education Health and Care (EHC) Plan annual reviews. 

 

7. Transition Lead 

Each setting or school should identify a transition lead who will have a clear role to ensure successful and 

positive outcomes. For each individual transition, the transition lead should agree the exact activities to be 

carried out by each party. 
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8. Evaluation of the process 

In order to ensure every transition is as effective as possible an evaluation of the process should be 

undertaken. It is important that the young person, parent and carer are included to ensure robust effective 

transitions are planned. This will help to build resilience by giving the young person a real voice. Sending 

and receiving teachers should ensure this process is undertaken to identify successes and improve the 

process where necessary. There is an evaluation form available, please see appendix 5 outside of this 

document on the transition page of the SENCO guide. 

 

Section 2: Best practice in transition 
 
Successful transitions rely on good communication from the very start.  Children and Young People (CYP) 

and their parents/carers may be concerned about the transition so honest, positive and supportive 

partnerships are crucial to ensure success. CYP and parents/carers must be fully involved with the 

development of a suitable plan. 

 

Most CYPs’ needs will be met through the universal transition process and may include extra visits and 

support arranged between the settings/schools involved directly. However, for those with more complex 

needs, where professionals outside the setting/school are involved, a plan will need to be agreed with 
opportunities to contribute given to all parties. Please see section 4 below to understand what level of 

support should be offered. 

 

Any enhanced transition plan can be used as a standalone document or attached to other relevant 

documentation, such as a personalised education plan (PEP), fostering and adoption plan or an outcomes 

based plan. 

  

The Enhanced Transition plan should be used to inform the arrangements for all early years and primary 

aged children at targeted and specialist transitions. 

 

The Enhanced Transition Plan may be used for pupils at targeted and specialist transitions. A plan with all 

actions must be agreed and recorded to inform the arrangements to be put in place.   

 

The setting which the CYP currently attends should complete the current setting information in the 

Enhanced Transition Plan document prior to meeting with the receiving setting. The setting at which the 

CYP attends should chair meetings and a brief record of discussions, as well as the agreed actions and 

monitoring arrangements, should be made to sit alongside the plan. The CYP and parents/carers’ views 

and any concerns must be recorded. 

 

Following any transition, it is good practice to evaluate the experience of all involved, especially the CYP to 

understand how they are feeling, to offer further support if necessary and to inform future practice. The 

evaluation should also celebrate successes, recording what has worked well. 

 

Where parents/carers have concerns around the recognition of their child’s needs or the content of the 

transition plan, they should be reminded that support is available through Plymouth Information, Advice 

and Support for SEND (PIAS) https://www.plymouthias.org.uk/ 

 

There is a ‘frequently asked questions’ document along with a useful list of websites that gives further 

information about the transition process for professionals and families (see appendix 6 and 7 outside of this 

document. All documentation can be found on the transition page of the SENCO guide). 
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Person Centred Planning  

Person Centred Planning is a process of continual listening, and learning; focussed on what is important to 

someone now, and for the future; and acting upon this in alliance with their family and friends. 

The plan reflects what is important to the CYP, their capacities, and what support they require. There is a 

balance between what is important to the CYP, their aspirations and the support that they require and 

results on actions about life, not just services. 

https://www.plymouthonlinedirectory.com/plymouthlocaloffer/sencoguide/personcentredpla

nning 

 

Other vulnerable groups 

The Plymouth Enhanced Transition Framework can be used to support learners with SEND along with 

other vulnerable groups such as Looked after Children, learners with medical needs or young carers. 

 

Young carers 
 

‘A young carer means a person under 18 who provides or intends to provide care for another person’ 

 

‘Providing practical or emotional support’ [Children and Families Act section 96 2014] 

 

‘A young carer becomes vulnerable when their caring role risks impacting upon their emotional or physical 

wellbeing or their prospects in education and life’ [Care Act Statutory Guidance 6.48 2014] 

 

Further information about the support offered to young carers, parents and professionals, including at key 

transition points, can be found at: 

https://www.plymouthonlinedirectory.com/childrenandfamilies/plymouthyoungcarers 

  

If a young carer has been identified and wishes to receive a Young Carer’s Transition Assessment please 

contact ’Time4U’. Where there are multiple statutory assessments being completed with a learner, 

practitioners should work together to coordinate assessment to avoid duplication. 

 

Looked after Children 
 

Children in care may have experienced greater instability than their peers and can struggle with transition.  

Changing schools is a further loss which can mean leaving behind trusted relationships with staff as well as 

friends. 

 

Schools should make use of the Plymouth Enhanced Transition Framework and ensure all relevant 

information is shared in a timely way. 

 

Designated Teachers for children in care should be made aware of the arrival of a looked after child in 

advance. The Virtual School can provide a fact file of relevant information to support the receiving school. 

 

The Designated Teacher of the receiving school must:  

• ensure that all relevant staff are aware of the CYP status   

• arrange a Personal Education Plan (PEP) meeting within twenty working days from the date of 

admission (or sooner if indicators suggest the transition could be difficult) 

about:blank
about:blank


PLYMOUTH CITY COUNCIL 

Page 6 of 13 

8 January 2020 

OFFICIAL:SENSITIVE 

Where there are concerns around making a successful transition a Virtual School representative 

will attend. 

 

Where the transition is between Y6 and Y7, the Designated Teacher from the secondary school (or a 

representative) should attend the Y6 Summer PEP. 

 

For advice and information about supporting the education of children in care please go to Educating 

looked-after children  

https://beaconhouse.org.uk/wp-content/uploads/2019/09/Supporting-Transitions-2.pdf  
   

There are also documents available to support with transition planning for CYP (see appendix 1 to 4 outside 

of this document on the transition page of the SENCO guide). 

 

 

 

Section 3 – Safeguarding 
 
As part of the holistic planning for all CYP the processes outlined in ‘Keeping Children safe in education’ 

and ‘Working together to safeguard Children’ are expected to be followed and applied at each stage of  

transition planning. 

 

Keeping Children Safe in Education 2020  

 
Working together to Safeguard Children 2018  
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Section 4 – The Framework 
 
The framework below provides a common language, which identifies and focuses on the CYP’s level of 

vulnerability; they may or may not have an identified Special Educational Need and Disability (SEND). 

 

Arrangements for CYP should be planned, including understanding mild levels of vulnerability such as hidden 

anxiety, which will be monitored within existing transition arrangements. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Targeted Transition 

This level of support focuses on ‘moderate’ levels of vulnerability. This may include a pupil who: 

• may be highly sensitive to change and exhibit distress at the point of transition e.g. daily 

within their routine  

• maybe a young carer undertaking additional responsibilities out of the setting or school 

• may be looked after by the Local Authority (LAC)  

• has long term medical needs e.g. diabetes 

• at SEN support (SEND Code of Practice 2015) with outside agencies involved 

 

 Specialist Transition  

This level of support focuses on children with ‘severe, complex, persistent and enduring’ levels 

of vulnerability e.g. 

• may be undergoing a Statutory assessment or has an Education Health and Care Plan (EHC) 

and may have complex medical needs with a care plan e.g. profound and multiple learning 

difficulties 

• is ‘looked after’ with more complex needs  

• presents with severe mental health and or behaviour difficulties 

 

Universal Transition 

All providers will follow the agreed transfer processes. This level of support focuses on ‘mild’ 

levels of vulnerability at the time of transition e.g. 

• being known to become anxious in a social /new situation or where there has been a recent 

upset within the family 

• maybe a young carer undertaking additional responsibilities out of the setting or school 

• with a short term medical need e.g. broken limb 

• may be at SEN support within the setting 
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EARLY YEARS 

 

Any transition needs to be carefully planned for all children but particularly from an early years setting to 

school Foundation class. Children may have spent up to 5 years in a setting which is very familiar to them. 

Visits, photo books and opportunities to role play including dressing up in school uniform will support 

transitions to run smoothly for all children; but others will need more individualised support such as 

continuing to use Makaton signs, PECs, choice boards and other individualised support. 

 

 

When What Who 

Ongoing 

throughout the 

year 

• Transitions to other settings and child minders using the Early 

Years Transition document and the Enhanced Transition Plan 

where necessary. 

• Settings should contact each other to discuss children needing 

an Enhanced Transition at Targeted and Specialist levels. They 

should put in place measures such as extra settling in sessions, 

visuals, photographs of the new environment , virtual tours etc  

Key person and 

SENCO of 

sending and 

receiving setting 

Autumn Term • Identify and discuss with professionals children who will need 

an Enhanced Transition 

• Ensure parents are aware of the Enhanced Transition process 

• Ensure where there is an annual review due this is used to 

plan what enhancements will be needed and invite school 

SENCOs where possible 

• Start informing parents of how to apply for primary school 

places and support visits to schools 

SENCO and/ or 

Manager of Early 

Years setting 

Spring Term • Check all parents have applied for a school place SENCO and/ or 

Manager of Early 

Years setting 

Summer Term • Contact school SENCOs to make arrangements for Enhanced 

Transition meetings, coordinating dates with professionals and 

parents 

• Carry out Enhanced Transition meetings using Enhanced 

Transition Plan with other relevant paperwork e.g. Multi-

agency support plans, LAC 

• Ensure Universal transitions have been planned and documents 

signed by parents/ carers 

• Monitor Enhanced Transitions 

• Send records and transition documents to school 

Key person and 

SENCO/Manager 

Foundation 

Teacher and 

School SENCO 

 

* The SEND code of Practice(2015) states ‘To support transition, the school should share information with the 

school, college or other setting the child or young person is moving to. Schools should agree with parents and pupils 

the information to be shared as part of this planning process.’ (page 102) 
 
When handing over any relevant information to the new named school, parents should be made aware that this 

information is passed over before the end of the academic year to allow their new school to plan for the start 

of the New Year. If there is a change of school in the meantime, schools should ensure that the correct file 

is then transferred to the correct establishment.  
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Primary to Secondary 

 

Moving from primary to secondary school is another transition where pupils experience a major change in 

the organisation and routine of the day including, for example, moving around the school site each lesson. 

 

BBC Bitesize - Starting secondary school with SEN https://www.bbc.co.uk/bitesize/articles/zkb747h 

 
When What Who 

Ongoing 

throughout the 

year 

Transitions at Universal, Targeted and Specialist which occur 

within the year should follow the same process 

SENCO/  

Transition lead 

Autumn Term Primary School 

Identify when the school transition evaluation will take place for  

Pupils who are now Y7. 

Year 5 

Identify if pupils should be considered for a KS3 specialist  

Placement. 

Year 6 

Pupils identified for Targeted and Specialist needs are discussed  

At planning and consultation meetings with EP and relevant 

Support services. 

Support for parents/ carers & CYP for visits / open events at 

Secondary schools before the application deadline in October. 

Potential secondary SENCOs invited to EHC Annual Reviews 

Identify non EHC pupils needing review meetings with time 

scales/dates 

Discuss with EP or other appropriate advisory staff. 

 

SENCO / 

Transition Lead 

 

Autumn Term Secondary School 

Year 6 

Consider invitations to EHC and transition review meetings. 

Agree with other invited secondary SENCOs who should  

Represent the secondary voice. 

Year 7 

Ensure Head of Year and Year 7 tutors / teachers are aware of 

 YP at Targeted and Specialist and their transition plans have been 

  shared so that needs can be met. 

Monitor students on entry and review transition plans within 6-8  

weeks of start of term 

SENCO / 

Transition Lead 

 

Spring Term Primary school 

Following school allocations provide receiving secondary school 

SENCO with list of pupils 

Year 5 

Identify Year 5 pupils needing a Targeted or Specialist transition  

in Y6 into Y7 and plan to discuss transition needs with EP /  

relevant support services. 

SENCO / 

Transition Lead 

 

SENCO and Y5 

teachers 
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Consider support needed by parent/carers with Grammar 

School admissions. 

Year 6 

Invite potential secondary SENCOs to EHCP Annual Reviews  

and reviews for pupils without EHC Plans. 

Secondary school 

Inform primary SENCO of transition lead contact details and  

 share timescale for further contact and planning. 

 

SENCO / 

Transition Lead 

Summer term Year 5 

Discuss support needed by parents on receipt of the ‘Next  

 Steps’ leaflet and raise their awareness of secondary school   

 summer open events. 

Year 6 

Plan enhanced transition meetings with receiving secondary  

SENCOs including relevant professionals. Some enhanced 

transition meetings may already be ongoing. 

Complete “current setting” section of Enhanced Transition Plan 

prior to meeting. 

Enhanced Transition plans are completed during the transition 

meeting with relevant professionals and parents and where  

possible pupil. 

Discuss Enhanced Transition plans with secondary staff  where  

they are unable to attend the transition meeting. 

Copy of completed Enhanced Transition plan signed by parent  

and provided to all attendees. 

Visits take place.  

Monitor transition activities and pupils’ well- 

being, liaising with colleagues and parents/carers 

Handover records to the secondary school* 

SENCO/ 

Transition lead 

 

 

* The SEND code of Practice(2015) states ‘To support transition, the school should share information with the 

school, college or other setting the child or young person is moving to. Schools should agree with parents and pupils 

the information to be shared as part of this planning process.’ (page 102) 

 
When handing over any relevant information to the new named school, parents should be made aware that this 

information is passed over before the end of the academic year to allow their new school to plan for the start 

of the New Year. If there is a change of school in the meantime, schools should ensure that the correct file 

is then transferred to the correct establishment.  
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The Enhanced Transition Plan 

 

Receiving Setting Outcome – A positive, successful and smooth transition. 

Agreed actions (next steps): 

Name of Child / Young Person 

           

Date of Birth 

      

Year Group 

      

Name of Parents / Carers 

      

Address 

      

Telephone       

 

Date of meeting       

 

Proposed date of setting/school entry 

      

Current setting/school 

      

Receiving setting/school 

      

Who attended the meeting 

      

What do we already know (background information) 

      

Child / Young person’s views 

      

Parent / Carer’s views 

      

Current setting 

Current strengths 

      

 

 

Current needs (including outside agency involvement). Select and add comments. 

□ Safeguarding              □  Family and Parent                    □ Mental Health 

□ SEND                       □ Critical Incidents                      □  Acute and complex medical and health 

□ Young Carer             □ PLAC/LAC 

  Comments including information relating to health and social care                   

 

Attach latest assessment sheet/ progress report and current timetable 

Successful strategies / additional provision / access arrangements currently used 
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Support/ Provision/ Equipment/ Strategy to 

achieve this outcome (What will we do 

and how?) 

Who will provide/ 

monitor 

this? (By 

when?) 

Review/ was this 

achieved? 

   

   

   

Agreed Child/ Young person’s level of vulnerability (please tick): 

 Targeted   Specialist  

Attach latest assessment sheet/ progress report and ‘This is me’ / One page profile 

I agree with this plan and I am happy for it to be shared with relevant professionals: 

Parent / Carer’s / Pupil’s signature 

      

Date 

      

Name of person completing the form 

      

Name of person monitoring / transition lead 

      

Contact details 

      

Contact details 

      

Next meeting date (if required)/ monitoring arrangements: 

Meeting date and time: 

WHO is to attend/ to be invited: 

WHERE is the meeting to be held: 

Monitoring arrangements: 

Review of Plan – 6 weeks after starting setting/school: 

Reviewer: Review date: 

Comments: 

 

 

A copy of this plan should be sent to all those who attended and are to be invited to any follow up meeting 
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