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Transition
Policy

Introduction
Meadowlane Primary School is based in St Mellons on the East side of Cardiff. We admit pupils from the age of 3 – 11, from a variety of social, cultural and religious backgrounds. We aim to provide a broad and balanced curriculum tailored to individual pupil needs, which will enable all pupils to achieve their maximum potential.  We also strive to ensure that all pupils develop an enthusiasm for and a love of learning.  Ensuring that pupils feel welcomed and supported in our school and when they move on from us is an important aspect of our work with pupils and their families.  This policy outlines how we aim to do this.

Equal Opportunities and Race Equality
The school is committed to working towards equality, promoting positive approaches to difference, and fostering respect for people of all cultural and social backgrounds whatever their age, race, sexual orientation, faith, ethnicity, gender, appearance, language, disability or additional learning need.  Developing positive relationships between pupils of all backgrounds is an essential aspect of the work of the school. Staff are committed to ensuring that all pupils achieve the highest possible standards in an inclusive environment.  We are pro-active in tackling and eliminating discrimination and providing positive, non-stereotyped role models for all pupils. Through monitoring and evaluating our provision within the school improvement planning cycle, we aim to minimise the potential for discrimination and ensure that equality is at the centre of our policy and practice.  

The Purpose of this Policy
This document sets out our approaches to liaison when pupils come into the school at Nursery or Reception, when they leave school at the end of Year Six, when they move from one year group and phase to the next and when they transfer to or from special schools or other primary schools. It establishes the basic principles, clarifies responsibilities and sets up procedures for implementation of the policy. It is written for the benefit of the pupils, parents, governors and staff.

Aims
Our aims for transition are to ensure that:-

When pupils enter the school at Nursery or Reception, they do so happily and readily;
If pupils have to transfer schools during their primary years, this transition causes minimal interruption to their education;
Transfer of pupils to and from special education is tailored to the needs of the individual pupil and involves full consultation with parents;
Pupils are well prepared for their transition from primary to secondary school so that they can meet new challenges with confidence;
Parents are happy with their pupils progression from home to school and from primary to secondary school;
Receiving school are fully involved and all records and other information are transferred;
Curriculum continuity and progression is maintained across all phases;
To ensure the safety and well-being of any pupils on the child protection register who move schools.

Principles
Education is a continuous process, which begins at birth and continues throughout life. The important milestones in this process should not be hurdles, which interrupt education but springboards which give a boost to learning and help pupils to move forward smoothly and eagerly.

Responsibilities
It is the responsibility of the Headteacher to:- 
	
Advise the governors on all aspects of implementation of the policy;
Implement the policy on a day to day basis in accordance with the policy;
Ensure that pupils on the Child Protection Register or identified as Children in Need are protected on transition.  The receiving school will be contacted by telephone and Children’s Services informed immediately of any school transfer. Any records will be copied before they are sent on and will be kept for 25 years.  If we admit pupils who are already on the Child Protection Register then we will make immediate contact with their previous school and Children’s Services.  Sensitive records are shared with staff on a need to know basis.
Sensitive records move through the school with the pupil and are kept in a secure place.  If a pupil is on the Child Protection Register or a Pupil in Need then the head, who is the DCPT, will ensure that class teachers are informed of this at the beginning of the school year.  

It is the responsibility of class teachers to:-

Work with the Headteacher to ensure a smooth transfer of pupils to and from the school. 
Participate in INSET programmes designed to ensure cross-phase continuity in the curriculum.

Procedures

Starting Nursery
Our nursery consists of pupils who are rising 3s and rising 4s. Rising 4 pupils are admitted gradually throughout September in order to ensure that they are able to settle properly into the school with the full support of staff.  Rising 3 pupils are usually admitted during the first part of the spring term or once they have turned 3.  For many of our pupils it is the first time they have been away from their parents or carers and we conduct meetings with the family before they start in order to get as full a picture as possible of the pupil’s needs.  There is on-going liaison with the family, with parents coming in to nursery to drop-off and collect their pupils and having the opportunity to chat to staff informally or stay and play with their pupil while they settle in. 
 
Transition from Pre-School to Reception
In the term before reception pupils start school:-

A parents’ meeting is held to discuss curriculum, administration and other matters. The Parents Handbook is distributed at this meeting;
Pupils are invited to spend time in the Reception classroom with their prospective teacher.

Information is gathered from nurseries, which feed our school and visits made by the Reception teacher. If any pupil who will be entering the school has had prior support from specialist services (such as Speech Therapy) the Reception teacher will liaise with the service to discuss individual needs.

Each pupil is given a time and day when he/she will start school.

Transition Between Year Groups & Phases
There is close liaison between teachers as pupils move through our school.  We recognise that many pupils do not like change and we do our best to ensure that pupils are supported effectively at these times.  Assessment records are passed on to new class teachers and if a pupil had additional learning needs then the ALNCO will also meet with the new class teacher in order to support the development of an appropriate IDP. Teaching assistants are also an important source of support for pupils as they move through the school; many of our intervention programmes will transfer from one year to the next if pupils still need the support.  

Transition from Primary School to Secondary School
During the Autumn Term, parents of pupils in their final year receive information from the Local Authority, Eastern High School and other high schools about the transfer process to secondary school. Receiver schools hold “Open Evenings” for prospective pupils and their parents. At all times the Headteacher and class teacher are available to discuss matters of concern with individual parents. Members of staff from Eastern High School, our main receiver school, come to meet with our Year 5 and 6 pupils to offer information about the school and to discuss any concerns or questions they may have.  

When pupils with Special Educational Needs transfer to the secondary school, the class teacher and ALNCO make personal contact with the ALNCO at the receiving school to discuss the pupil’s individual needs.

Transfer to and from Special Schools
Any transfer will involve full and frank discussions between parents, class teacher, Headteacher, ALNCO, educational psychologist and the Special School.

For any pupil entering Meadowlane from Special Education, there will be close liaison with the feeder school to help us to develop an appropriate programme of education and enable us to benefit from previous knowledge of the pupil. There will then be planning meetings involving the Headteacher, SENCO and prospective class teacher to ensure that the needs of any pupil with Special Educational Needs entering the school can be met as fully as possible. Regular reviews will be held to monitor the progress of pupils transferred from special schools.

If a pupil at Meadowlane receives a statement, which recommends transfer to a special school, we will arrange a meeting to enable the pupil, parents and class teacher to visit the special school and ensure that they are well-informed and consulted throughout the process.  We always encourage parents to engage with SNAP Cymru if they feel they would like additional support in connection with their pupil's additional learning needs.

Mid-year Transfers Between Schools

There is often mobility within the school, with many pupils moving in and out of the area. This can potentially be very disruptive both for the individual pupils and the rest of the class and we do our best to minimise this disruption.  New pupils are welcomed into our school by staff and pupils.  We will always identify a buddy for any new pupil joining us and they will support the new pupil over their first days in Meadowlane.  If the pupil does not speak English then we will do our best to match them with a pupil who shares their home language.  If the pupil has attended school previously then we liaise closely with their teachers and look carefully at any records which are passed on.  For pupils who leave us to move to other schools, we ensure that any records are passed on as quickly as possible and for pupils on the child protection register, we ensure that their confidential files are copied before being sent on to the new school.  We also inform Children’s Services of this move. We do not take pupils off roll until we are informed that they have arrived in their new school.

Monitoring & Review
Pupils’ well-being is at the heart of our school ethos and supporting them through transition is an important aspect of our work. Our transition procedures are monitored throughout the course of the year and this policy is reviewed on a bi-annual basis.
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