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Woodford Green Prep School recognises that the transition and settling in process  is a
crucial time to build positive relationships between the School and home and so we start the
process of settling in before the points of entry.

Aims of this Policy

● To ensure that pupils experience a smooth transition (settling in) between the
following stages of their education:

o from external childcare settings or home to Foundation 1
o from Foundation 1 to Foundation 2
o from Foundation 2 to Year 1
o mid-year transitions from other schools to Foundation 1 or 2
o from Year 4 into Year 5 and 6
o from Year 6 into secondary school
o Key stage 1 to Key Stage 2 (Year 2 to Year 3)

● To ensure that the quality of teaching and learning is maintained throughout the
transitional periods.

● To ensure all pupils continue to make progress (both personally and academically).
● To ensure all pupils follow the appropriate curriculum as their needs define.
● To ensure that all staff see transition as a process rather than  an event.
● To ensure that children continue to feel safe, nurtured and confident throughout their

time at school.

Principles of this Policy

● The process of transition is based on a child-centred approach. Planning transitional
activities is done according to the needs of the pupils, and these remain central to the
process throughout.

● The Early Years Foundation Stage Profile and the Foundation Two Tracking Grid is
valued by all staff as an effective assessment tool and is used to inform planning
during the Autumn Term of Year 1.



● Successful transition is the result of effective communication, detailed planning and
the gradual implementation of more formal styles of learning (especially towards the
end of Foundation 2).

● Transition should motivate, enthuse and challenge pupils.
● Staff use information about children's academic ability and any pastoral needs as the

basis for planning the curriculum.

Legislation and Guidance

Transition Policy has regard to the following legislation and statutory guidance:

● The Statutory Framework for the Early Years Foundation Stage regarding transition
in the early years.

o As children grow older and move into the reception year, there should be a
greater focus on teaching the essential skills and knowledge in the specific
areas of learning. This will help children to prepare for year 1.

o In the final term of the year in which the child reaches age five, and no later
than 30 June in that term, the EYFS Profile must be completed for each child.

o The Profile, and the Foundation Two Tracking Grid, provides practitioners and
teachers with a well rounded picture of a child’s knowledge, understanding
and abilities, their attainment against expected levels, and their readiness for
year 1.

o Assessment should inform an ongoing dialogue between practitioners and
year 1 teachers about each child’s learning and development, to support a
successful transition to key stage 1.

o Year 1 teachers must be given a copy of the Profile report. This should help
inform a dialogue between reception and year 1 teachers about each child’s
stage of development and learning needs and assist with the planning of
activities in year 1.

Roles and Responsibilities

EYFS
The Head of Early Years is responsible for ensuring all transitional activities within EYFS are
smooth and effective. They will report to SLT on the effectiveness of transition, any changes
made and/or new national initiatives on the process of transition within the EYFS.  The
Registrar is responsible for organising all visits to childcare settings/home visits. The
Learning Skills Leader

Phase 1 (Years 1,2,3)
The Phase Leader is responsible for ensuring all transition processes between Years 1, 2, 3
and 4 are smooth and effective. They will report to SLT on the effectiveness of transition, any
changes made and/or new national initiatives on the process of transition within the above
year groups.

Phase 2 (Years 4,5,6)
The Phase Leader is responsible for ensuring all transition processes between Years 3, 4, 5
and 6 are smooth and effective. They will report to SLT on the effectiveness of transition, any
changes made and/or new national initiatives on the process of transition within the above
year groups.

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/974907/EYFS_framework_-_March_2021.pdf


Children With Additional Needs
The Learning Skills Leader (SENDCo) advises the school staff on ways to support and
provide reasonable adjustments for the transition or settling in of children who require
additional support.

Implementation – Childcare settings/Home into Foundation 1

Transition from child-care settings/home to Foundation 1 should ensure pupils and staff get
to know each other and children feel less anxious about attending a new setting.

During the Spring Term early years staff and the Learning Skills Leader visit each child at
their current childcare setting or at home. During these visits staff will observe the pupil(s),
spend time getting to know them and meet with their key person/parent to gather the
required information. After the first visit, if it is deemed that more information is required in
order to ensure our school can meet the pupil’s needs, an additional home visit will be
arranged with the Head of Early Years attending.

During Summer Term 2 parents are invited to a ‘Welcome Meeting’. All EYFS staff attend
this along with some specialists and some members of SLT. This is an opportunity for
parents to hear about how the 2 year early years curriculum is implemented. They will also
be reminded of our minimum expectations for entry into Foundation One and be given
advice on how to embed these skills over the Summer. This meeting also allows parents to
talk to school staff and ask any questions they may have.  At this meeting parents will also
meet their child’s Key Worker, and the importance of the Key Worker’s relationship with
parents and their child is explained to them.

At the end of Summer Term 2 parents and pupils are invited to attend ‘Stay and Play’
sessions. All Foundation 1 staff, some specialists and members of SLT attend these. A
range of engaging activities are available for the children to explore the indoor and outdoor
environment with their parents. Parents also have the opportunity to talk to the staff.

At the end of the Summer Holidays (the last weekend before Autumn Term 1 starts) parents
and children are invited to a Family Fun Day. This is an opportunity for children to see the
school setting and the staff again before starting. It is also a change for parents to get to
know each other and for children to get to know their peers.

At the start of Autumn Term 1 Key Workers’ have 1:1 meetings with the parents in which
they discuss the individual needs of their child and answer any questions that parents may
have.

At the beginning of Autumn Term 1 pupils’ start by attending for half a day (including lunch)
with half of their class. This process occurs across two days after which parents have the
option to send their child in full time. However, if either the Key Worker or the parent feel the
pupil is not ready to attend full time, a discussion is had and a decision is made based on the
pupil’s needs. From this point they will either attend full time or part time. The aim is that all
children in Foundation 1 will attend full time by the Summer Term to ensure they are
prepared for Foundation 2.



During Autumn Term 1 parents are invited in for a ‘Parent Lunch’. This is an opportunity for
them to eat lunch in school with their child. This eases any anxiety both the parents and/or
the child can sometimes feel regarding lunchtimes.

Implementation – Foundation 1 into Foundation 2

Throughout the year Foundation 1 children join Foundation 2 children for phase assemblies.

During Summer Term 2 Foundation 1 pupils regularly visit the Upper Playground during
lunchtime play. They interact with the current Foundation 2 pupils, learn how the playtime
routine works and learn how to use the playground resources. They also get to know other
members of staff who they will be interacting with in Foundation 2.

During Summer Term 2 the Foundation 1 pupils visit the Foundation 2 classrooms. To begin
with their Key Worker and the Foundation 2 class teachers/TAs will be in the classroom with
the children. Towards the end of the Summer Term 2 the Foundation 1 Key Workers no
longer attend these visits. Any pupils with additional needs have additional visits to the
Foundation 2 classrooms on a 1:1 basis with their Key Worker. If required a transition book
is made for individual pupils that they can refer to over the Summer Holidays.

Towards the end of Summer Term 2, pupils take part in a whole school transition morning.
They visit their new classroom and take part in activities with the Foundation 2 staff. Any
new children that are scheduled to join the school at the start of Foundation 2 are also
invited to attend the transition morning.

During Summer Term 2 the Foundation 1 staff meet with the Foundation 2 staff for a
transition (benchmark) meeting. Meetings are held with the teaching team, Assistant Head,
Deputy Head and the Learning Skills Leader. Staff discuss how best to support the children
coming into their class next year, specifically in terms of pupils that will need further support
or challenge. This is an opportunity for staff to share data and pastoral needs of their pupils
with the receiving teachers.

Additionally to the scheduled transition meeting, Foundation 1 teachers meet Foundation 2
teachers discuss children’s progress throughout the year at fortnightly moderation meetings.
This is another opportunity to inform the receiving teachers of any important issues that they
should be aware of.

During Summer Term 2 Foundation 2 staff meet the new parents (of current Foundation 1
children) during a ‘Meet the Teacher’ morning. This is where class procedures and
expectations are explained. Parents are able to ask questions and view some of the Maths,
Literacy and Hemispheres resources used in Foundation 2.

During Summer Term 2 parents of any new children, who will be starting our school at the
beginning of Foundation 2, are invited to an information evening before their children start.
During this meeting Foundation 2 teachers will provide them with all the information from the
‘Meet the Teacher’ morning. Some of the current Foundation 1 parents also attend this event
as a way of welcoming the new families to the school.

During Autumn Term 1 these parents are also invited to have lunch with their child (as other
parents would have done this when their child is in Foundation 1).



Implementation – Foundation 2 to Year 1

Transition to Year 1 builds upon and extends the experiences pupils have had in Foundation
2.

Throughout Summer Term 2 the Year 1 teachers ‘drop-in’ to the Foundation 2 classes and
observe the children for short periods of time. This enables them to get an idea of peer
relationships, individual needs and abilities. It also allows them to start building relationships
with the children. The information gathered from these visits informs their planning for
Autumn Term 1.

Towards the end of Summer Term 2 pupils take part in a whole school transition morning.
They visit their new classroom, with the pupils that will be in their class (after new class lists
are finalised) and take part in activities with the Year 1 staff. Any new children that are
scheduled to join the school at the start of Year 1 are also invited to attend the transition
morning.

During Summer Term 2 the Foundation 2 staff meet with the Year 1 staff for a transition
(benchmark) meeting. Meetings are held with the teaching team, Assistant Head, Deputy
Head and the Learning Skills Leader. Staff discuss how best to support the children coming
into their class next year, specifically in terms of pupils that will need further support or
challenge. This is an opportunity for staff to share formative data and BASE (summative)  as
well as the pastoral needs of their pupils with the receiving teachers.

In Addition to the scheduled transition meeting, Foundation 2 teachers meet Year 1 teachers
to discuss children’s progress throughout the year and inform the receiving teachers of any
important issues that they should be aware of.

Throughout the Summer Term the teaching and learning in Foundation 2 is gradually
adapted to the more formal style of Year 1 (e.g. longer whole class sessions working on
differentiated activities and reducing the amount of child-initiated learning).

During Autumn Term 1 Year 1 teachers ensure there are some child-initiated, play-based,
learning opportunities for pupils. This enables children to gradually adapt to the more formal
style of Year 1 and allows the pupils who have not yet achieved their early learning goals to
continue to work towards them. The amount of time that pupils in Year 1 spend sitting still
and listening is gradually increased so that the pupils remain motivated, enthused and eager
learners.

Foundation 2 teachers share the end of year reports for individual children with Year 1
teachers. This ensures that new teachers are aware of each child’s progress towards the
early learning goals (whether they have achieved them or are still working towards them).
Foundation 2 teachers also share the EYFS Profile and the Foundation Two Tracking Grid,
which details children’s achievement in each area of learning. Year 1 teachers then use all of
this information to inform their planning for Autumn Term 1.

Implementation - Mid-year transitions to EYFS classes

If a child joins the Foundation 1 or Foundation 2 classes in the middle of an academic year, it
is important that they feel valued as a member of the school community from the very
beginning.



The pupil and the parents are invited in to meet the teacher and/or the Head of Early Years.
During this visit the child spends time in class, getting to know the children and spending
time with the adults that will be working with them.  The EYFS parent handbook is given to
the parent at this meeting or sent in the post depending on timings of the transition.

Implementation – Year 1 to 2

The children spend the morning with their new teacher in the Summer Term, so they are
familiar with their new room and who their teacher is. The teachers also meet with the
parents at a ‘Meet the Teacher’ session where they explain what is expected of the children
in that year group and any changes that will happen.  A Parent Booklet is given out at this
time and a half termly booklet is sent home to parents outlining the new topics that will be
taught.

During Summer Term 2 the Year 1 staff meet with the Year 2 staff for a transition
(benchmark) meeting. Meetings are held with the teaching team, the Senior Deputy Head
(Pastoral) Deputy Head (Academic) and the Learning Skills Leader. Staff discuss how best
to support the children coming into their class next year, specifically in terms of pupils that
will need further support or challenge. This is an opportunity for staff to share data (Year 1 -
PIPS) and pastoral needs of their pupils with the receiving teachers.

Implementation - Year 2 to Year 3

Due to the change of Key Stage and the number of new starters at Year 3, the children
spend the day with their new teacher in the Summer Term, so they are familiar with their new
room and who their teacher is. In the afternoon, parents are invited to join their children for
an informal social with refreshments and ‘Meet the Teacher’ event in the hall. Due to the
number of new starters at Year 3, this allows new families to be welcomed and for new
relationships to be established prior to the summer break. A Parent Booklet is given out at
this time and a half termly booklet is sent home to parents outlining the new topics that will
be taught.

During Summer Term 2 the Year 2 staff meet with the Year 3 staff for a transition
(benchmark) meeting. Meetings are held with the teaching team, the Senior Deputy Head
(Pastoral) Deputy Head (Academic) and the Learning Skills Leader. Staff discuss how best
to support the children coming into their class next year, specifically in terms of pupils that
will need further support or challenge. This is an opportunity for staff to share data (Year 2 -
PIPS) and pastoral needs of their pupils with the receiving teachers.

Implementation - Year 3 through to Year 5

The children spend the day with their new teacher in the Summer Term, so they are familiar
with their new room and who their teacher is. The teachers also meet with the parents at a
‘Meet the Teacher’ session where they explain what is expected of the children in that year
group and any changes that will happen. A Parent Booklet is given out at this time and a
termly booklet is sent home to parents outlining the new topics that will be taught.

During Summer Term 2 the Year 3/4 staff meet with the Year 4/5 staff for a transition
(benchmark) meeting. Meetings are held with the teaching team, the Senior Deputy Head



(Pastoral) Deputy Head (Academic) and the Learning Skills Leader. Staff discuss how best
to support the children coming into their class next year, specifically in terms of pupils that
will need further support or challenge. This is an opportunity for staff to share data (Year 3 to
5 - INCAS) and pastoral needs of their pupils with the receiving teachers.

Implementation - Year 5 to Year 6

A Year 6 Parent Booklet is provided which explains how the school prepares children for 11+
exams.

As the children have the same teacher from Year 5 into Year 6 there is no transition
(benchmark) meeting required.

Implementation - Year 6 to Secondary School

The children are given a letter with some of the most popular secondary schools’ open days
listed on it. The parents are advised to go to the open days of any schools that they are
interested in.  We also run a taster day to Brentwood School in Year 5 and St Edmund's
College at the start of Year 6, so the children get a feel of what it is like at secondary school.

As part of the selection process pupils are usually invited to attend an interview at the
secondary school, so they are able to meet one or two teachers then. Our Headteacher has
a mock interview with each Year 6 pupil and typical questions are discussed in class to help
prepare them for this. As part of the interview children are asked to take an English and
maths book with them. At the beginning of Y6 there is a Writing Week and children have the
opportunity to do all sorts of different writing which goes into one book. The Writing Week
Book is then taken with them and shown to the interviewer.

Effective transition of twins

When transitioning twins either into the school or between year groups, we follow guidance
from the Hackney Learning Trust (Guidance for schools: Deciding on class placements for
twins and multiples).

We work in close partnership with parents when making decisions about the placement of
twins. When making these decisions, the focus is not on whether to put twins in separate or
same classes but on how best to help twins mature and develop successfully, both
academically and pastorally.

The areas we consider when making decisions about the placement of twins are

● The twins’ relationship with each other
● The individual needs of each child
● The parents views of each child
● The school’s view of each child
● Prior experiences of separation
● Pre-school experience
● The twins’ social relationships outside the twinship

https://www.tamba.org.uk/document.doc?id=571
https://www.tamba.org.uk/document.doc?id=571


As the guidance suggests we work on the basis that if there is any doubt about separating
twins between classes then they remain together. This decision, along with the twins’
development, is reviewed at the end of each academic year, when deciding on class lists for
the next year group.

When twins are placed in the same class the school will:

● assign each child to different groups within the class in order for them to develop
relationships outside of the twinship.

● hold separate meetings with the parents regarding each child.
● discuss each child’s strengths and differences in relation to their peers and not in

relation to the other twin.
● support twins to encourage each other and be pleased when the other succeeds.
● conduct regular reviews on whether being in the same classroom is appropriate

When twins are placed in separate classes the school will:

● continue to provide opportunities for twins to play together during playtime and
lunchtime.

● plan and implement transition support to help twins adjust to school without their
parents and the other twin sibling.

● conduct regular reviews on whether the separation is appropriate.


