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In addition to this guidance the Educational Psychologist team have 
put together this document for schools, to ensure that children and 
young people are supported the best they can be, when transitioning 
into a different school placement during Covid-19. 

 

 

https://localoffer.bradford.gov.uk/public/images/cke/Transition%20Support.pdf


 

 
Bradford’s Transition Planning Guidance V1 
SEND Transformation & Compliance Team 

  2 

 

Contents Page 

An Overview of transition planning 
 

 

What is transition? 3 
 

What is a Special Educational Need /Disability? 3 
 

Purpose of this document 4 

 
Voice of the children and young people of Bradford 5 

Key principles of transition planning 
 

 
Person Centred planning 6 

 
Principles and actions for the receiving setting - getting ready 8 

 
Principles and actions for the feeder setting - starting early 10 

Suggestions to inform effective transition planning 
 

 
Transition from class to class 

12 

 
Transition from Early years to primary school  14 

 
Transition from Primary school to secondary school 15 

 

Transition checklist for current setting 17 
 

Transition checklist for new setting 18 
 

Transition from Secondary school to a post 16 education or training 19 
 

Transition checklist for transition post-16 21 
 

Links to useful resources and agencies to support transition planning 22 
 

How one-page profiles can support transition 24 
 

Running a transition event for parents 25 
 

Parent checklist 28 

 
Ideas- for My New School Booklet and Prompt cards 31 



 

 
Bradford’s Transition Planning Guidance V1 
SEND Transformation & Compliance Team 

  3 

 

An Overview of Transition planning for Children 

and young people with Special Educational 

Needs and Disabilities (SEND) 

“Our children and young people are the future of Bradford. We want them to grow up 

in a Family Friendly City where every child, young person and family is safe and well. We 

want them to realise their full potential, have high aspirations for themselves and their 

neighbourhoods and to become adults who help to drive the prosperity of our District.” 

Bradford’s vision for Children and Young People.” 

This document has been produced for use in Bradford’s child care and 

educational settings by Special Educational Needs Co-

ordinators (SENCOs) and specialists in particular aspects of SEND. 

Providing and keeping this document under review is the responsibility of 

the Local Authority working with partners and families of Bradford. 

To provide feedback about this document that will inform its future 

development please email SENTandC@bradford.gov.uk OR SEN@bradford.gov.uk 

What is transition? 

The term ‘transition’ can be used to describe any changes for children and 

young people.  

This document particularly focusses on transition for children and young 

people with SEND – moving into, between and out of educational settings. 

It gives planning suggestions for four key transition points: 

∙Class to class  

∙Early Years to Primary School 

∙Primary School to Secondary School 

∙Secondary to post 16 option. (Work, Supported Internship, college etc) 

What is a Special Educational Need/Disability? 

The SEND Code of Practice: 0-25 years January 2015 states: 

“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: 

mailto:SENTandC@bradford.gov.uk
mailto:SEN@bradford.gov.uk
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/398815/SEND_Code_of_Practice_January_2015.pdf
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(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.” 

Purpose of this document 

Times of transition can be exciting and positive, however Children and 

young people with SEND and other potentially vulnerable groups may find 

some transitions more challenging than their peers do. Therefore children, 

young people and their families may need additional support during 

transitions. 

This document provides some suggestions for feeder and receiving 

educational settings; to support early transition planning that is effective 

in making transition as smooth as possible for children and young people 

with SEND and their families. This document should be used in 

conjunction with Bradford’s SEND School Expectations Guide on the Local 

Offer, which can be found here. 
  

https://localoffer.bradford.gov.uk/
https://localoffer.bradford.gov.uk/
https://localoffer.bradford.gov.uk/service/1305-send-school-expectations-guide-2019
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The Voice of the children and young people of 

Bradford 
The following comments were captured from young people in Bradford: 

- “Transitions can be exciting and stressful.” 

- “There can also be a long wait to access services.” 

- “Feel some transitions were unorganised and it was not clear where 

they needed to go.” 

- “I have had concerns about access arrangements being last 

minute.” 

- “I didn’t know who to go to.” 

What Children of Bradford stated that they would like 

to happen during a transition 
- A contact list for the new setting. Those included could be the 

SENCo, Form tutor, Head of Year (Pastoral Lead). 

- Have Access arrangements in place early on and not be left till the 

last minute.  
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Key principles and actions for effective 

transition 

Responsibility lies with everybody to work together with children and 

young people and their families, in order to support and encourage 

Preparing for Adulthood principles: Employment, Independent 

Living, Community Inclusion and Health, right from the start. 

With the correct support, the vast majority of children and young people 

with SEND can find work, be supported to live independently and 

participate in their community. Health workers, social workers, early 

years providers and schools should encourage these ambitions right from 

the start. They should seek to understand the aspirations, strengths and 

motivations of children and young people and use this as a basis for 

planning support around them. Aspirations, strengths and motivations 

should be captured in a relevant plan, either a My Support Plan (MSP) or 

an EHCP. 

These principles underpin all types of educational transition for children 

and young people with SEND. They apply at any transition point. 

Person-Centred Planning 

Effective transition relies on good planning and good communication. The 
best planning: 

- Puts the child or young person at the centre. 

- Supports the chid or young person to give their views and preferences 
taking into account an individual’s particular communication needs. 

- Supports the child or young person to participate in their transition 

planning. 

- Takes account of what matters to the child/young person and their 

family.  

- Builds on the child or young person’s interests, strengths and motivations 

as well as addressing their needs. 

- Supports the child or young person and their family to identify short 

and long-term outcomes and targets. 

- Identifies the people who can support them in achieving the above 

through a multiagency approach. 

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Bradford’s My Support Plan (MSP) and Vocational Profile are good 

examples of practice to have in place for all children and young people 

with SEND. They can provide an introduction to teachers, supply staff, 

new staff and it is a valuable tool to use and update throughout the 

transition process, especially the “Child / young person’s views” page in 

the MSP. 

Adopt and coordinate a multi-agency approach: 

- Establish good communication across relevant agencies involved. 
- Share information with all relevant agencies working with the child or 

young person. 

- Contact all relevant services as early as possible to identify and plan 

for an individual’s needs e.g. specialist equipment needs, physical 

adaptations to buildings, communication needs. 

Work in partnership with parent/carers: 

- Ensure good communication and a consistent approach between home 

and educational setting e.g. provide parent friendly transition booklets. 

- Provide opportunities for parents /carers to express any concerns or to 

give any updates on any relevant developments at home 

  

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
https://localoffer.bradford.gov.uk/public/images/cke/Vocational%20profile%20online%20version.pdf
https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Principles and actions for the receiving setting - getting 

ready 

Don’t panic – take a step back and look at the whole situation and think 

about the transition from the child, young person and family’s 

perspective. Find out early about the additional needs of children/young 

people coming to the setting so that their needs can be anticipated and 

the necessary adaptations and reasonable adjustments can be made in 

order to meet an individual’s particular need. 

Be person-centred and solution focussed: 

- Get to know the children or young people by: 
o Talking with them. 

o Meeting their parents/carers, teachers and other key 
professionals. 

- Reading previous reports and existing plans used to meet this 

child/young person’s needs. 
- Observing them in the feeder setting. 

- Arranging additional transition visits to the new setting. 

Ensure that the setting is accessible as described in the Equality Act 

2010: 

- Accessible physical environment 
- Accessible curriculum 

- Accessible information, advice and support 1 

1The Equality Act 2010 places duties on establishments not to treat disabled 

people less favourably and to make ‘reasonable adjustments’ where disabled 
children and young people are placed at ‘substantial disadvantage’. The duty is 

anticipatory i.e. educational settings should anticipate the requirements of 
disabled children and young people in advance to them attending the setting. 

Please find our Accessibility Strategy here.  

 

- Identify staff training needs and arrange training prior to pupil’s arrival 

at the new setting. 

Prepare all relevant staff in the educational setting to ensure: 

- All staff have a good understanding of the needs of the children/young 

people who will be coming to the setting. 

Training must take place in good time so that from day one everyone: 

- Knows how to make the children or young people feel welcome, safe 

and secure. 

https://localoffer.bradford.gov.uk/public/images/images/1571410213.pdf
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- Understands the child or young person’s needs and successfully 

includes them in the school. 

- Adapts the whole school curriculum to meet a child or young person’s 

individual needs. 

Completing this accessibility audit can help identify areas for 

development.  

  

https://bso.bradford.gov.uk/userfiles/file/Accessibility%20Audit%20Tool%20for%20Schools.xls
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Principles and actions for the feeder setting - starting 

early 

Preparing children and young people for a transition should be person-

centred and solution focussed: 

- The “Child / young person’s views” page on the MSP can be a useful 

tool to develop throughout the transition process. 

- Address any concerns and build on aspirations and enthusiasm. 
- Encourage them to visit the next setting to get to know the physical 

environment, experience the curriculum and meet staff and peers. 

- Support them with appropriate tools, such as a booklet ‘My New 

Setting’ and prompt cards -including photographs, these are especially 

important if the move is after the long summer holiday. Some 

suggestions of topics to include in a booklet can be found on page 30 

of this document. 

- Check whether there is any film of the new setting that can be shared. 

Work in partnership with parent/carers: 

- Reduce parent/carer stress by providing clear information about the 

transition process and suggesting useful strategies, for example 

countdown calendars and run-up to starting at the new school, practising 

the journey to school. 

- Build parent carer confidence by arranging visits to the next setting show 

casing their good practice and establishing links with a contact person at 

the receiving school. 

- Support parents in devising questions for the receiving setting. 

Work in partnership with other agencies that are supporting the 
child/young person: 

- Start planning for transition as early as possible - for example working 

closely with relevant therapists to ensure specialist equipment will be 

available in the new setting from day one. 

 

Establish an up to date holistic profile for each child which includes 

information such as: 

- mobility and care needs 

- communication needs 

- curriculum needs ( e.g. communication passport). 

 

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Through the Assess, Plan, Do, Review cycles, over time ensure an 

individual’s SEN My Support Plan (MSP) or Educational Health Care plan 

includes outcomes and related provision which will develop their readiness 

for transition to the next setting. The Education and Aspiration one page 

Pathways can help develop these from year 9 onwards.  

Share information with receiving settings in good time: 

- Ensure all individual targets, provision and progress information is 

shared and transferred to the receiving setting. 
- Share good practice. 

  

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
https://localoffer.bradford.gov.uk/public/images/cke/1584539196%20(1).pdf
https://localoffer.bradford.gov.uk/public/images/cke/ASPIRATIONS%20Preparing%20for%20Adulthood%20Pathway%20background.pdf
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Suggestions to inform effective 

transition planning  

Transition from class to class: 

These suggestions are in addition to the key principles of transition 

outlined above on pages 5-9. It is just as important to ensure a smooth 

transition from class to class as from key stage to key stage and setting 

to setting. For children and young people with SEND, preparation for 

transition should be part of the on-going Asses, Plan, Do, Review cycle. 

Preparation 

The child’s or young person’s class-teacher shares information with the 

next class teacher. For secondary and post 16 settings, each student 

should have an identified Key Person who can oversee information sharing 

between subject teachers, e.g. a Form Tutor or Head of Year. 

- Identify any training needs for staff within the new class and arrange 

training 

- Involvement of relevant agencies to co-ordinate any specialist equipment 

needs. 

- As part of a child’s or young person’s preparation for transfer to a new 

class, it is important to reinforce what is staying the same as well as 

what will be different. 

After transferring to a new class 

The new class-teacher/tutor: 

- Makes additional and different provision (from day one) in light of the 

child or young person’s needs. 

- Talks through the one-page-profile/transition booklet/pupil passport 
with the child or young person. Bradford suggests the “Child / young 

person’s views” page in the MSP. 

- A meeting with the child or young person’s parents is arranged early in 

the autumn term. 

Some Useful Resources: 

Transition to the Next primary class 

workbook https://www.tes.com/teaching-resource/transition-to-the-next-

primary-class- workbook-6087201 

https://localoffer.bradford.gov.uk/service/1305-send-school-expectations-guide-2019
https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
https://www.tes.com/teaching-resource/transition-to-the-next-primary-class-workbook-6087201
https://www.tes.com/teaching-resource/transition-to-the-next-primary-class-workbook-6087201
https://www.tes.com/teaching-resource/transition-to-the-next-primary-class-workbook-6087201
https://www.tes.com/teaching-resource/transition-to-the-next-primary-class-workbook-6087201
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Transition to my new class 

template http://www.reachoutasc.com/attachments/article/13/TransitionToM

yNewClass.pdf 

 

Remember: Assess, plan, do, review - build this into all elements of your thinking – it is an 
on-going process. The use of Bradford’s MSP helps embed this process.  

 

  

http://www.reachoutasc.com/attachments/article/13/TransitionToMyNewClass.pdf
http://www.reachoutasc.com/attachments/article/13/TransitionToMyNewClass.pdf
https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Suggestions for Supporting Transition from Early Years 

to Primary school: 

These suggestions are in addition to the key principles of transition 

outlined above on pages 5-9. 

What does the SEND Code of Practice say? 

Transition - early years to school 

‘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’. 

Suggestions for both the feeder and receiving settings: 

- Share relevant information and documents as outlined in key principle 

section and including the child’s Early Years Developmental Journal. 

- Arrange transition visits: 

o school to family home and early years setting 
o family to school 

o early years setting visiting school 
- Give children additional opportunities to visit school with a familiar 

adult to: 
o join in at playtime and lunchtime as well as in the classroom 

o meet their new teacher, teaching assistant and any other 

support staff who will work with them 
o meet pupils who will be in their new class 

- Use stories, pictures and videos to explain and explore their new 
school. 

- Make a pictorial ‘All about my new school’ booklet and discuss with the 

child frequently before transition. 

- Work with parent/carers to develop an understanding of similarities and 

differences between expectations of the child within the setting and at 

home – agreeing small shared targets can enable a shared understanding 

to develop. 

 

Remember: Assess, plan, do, review - build this into all elements of your thinking – it is 
an on-going process. The use of Bradford’s MSP helps embed this process.  

 

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Suggestions for supporting Transitions from Primary 

School to Secondary School 
These suggestions are in addition to the key principles of transition 

outlined above on pages 6-9. 

What does the SEND Code of Practice say? 

Transition – primary school to secondary school 

6.57 - SEN support should include planning and preparation for the transitions 
between phases of education and preparation for adult life (see Chapter 8, Preparing 
for adulthood from the earliest years). 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. Where a pupil is remaining at the school 
for post-16 provision, this planning and preparation should include consideration of 
how to provide a high quality study programme, as set out in paragraph 8.32. 

Suggestions for both the feeder and receiving settings: 

- Start thinking about transition to secondary school in year 4 and then 
begin planning for transition in year 5, involving relevant agencies and 
specialists throughout the transition planning process. 

- Arrange additional secondary school visits with family or friends. 
- Children and young people with physical disabilities or visual needs 

may need extra visits to familiarise themselves with the school layout. 
- Children and young people with communication needs or learning 

disabilities are given the opportunity to take photographs or video of the 

physical environment and key staff, to help them remember their visit. 
- Provide child or young person with a colour coded map of the school 

highlighting important places (e.g. accessible toilets). 

- Introduce the secondary timetable format, diaries and planners and 
provide support to practice using them in meaningful ways. 

- Work with parents/carers to support the child or young person to 
develop strategies in order to plan ahead and manage their equipment 

needs, for example checklists to use when packing your school bag. 

- Support the child or young person to develop an awareness about their 

needs, and enable them to explain their needs to new adults. Using visual 

cards or scripts can help – see prompt cards ideas on page 30 of this 

document. 

- Ensure that the secondary school has copies of all relevant primary 

school documents and individual plans. 

 

Remember: Assess, plan, do, review - build this into all elements of your thinking – it is 
an on-going process. The use of Bradford’s MSP helps embed this process.  

https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Year 6 Annual Review 
The school will have held a Year 5 review in the Summer Term and 

provided advice and supporting evidence relating to the type of provision 

needed to meet the needs of the child. The parents will make a 

preference for a secondary school via the admissions process, with a 

deadline of the end of October. The Local Authority will consult and name 

the allocated school, and circulate the amended EHCP by the 15th 

February. This will ensure that, if parents are not in agreement with the 

proposed school, any appeals can be resolved well before the pupil is due 

to transfer. 

Capturing the Young Person’s views  

https://localoffer.bradford.gov.uk/public/images/images/1583837435.pdf 

  

https://localoffer.bradford.gov.uk/public/images/images/1583837435.pdf
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Transition Checklist for Current Setting 
Child or young person has been consulted on their own concerns 

and what they are looking forward to - this has been recorded and 
they have been supported to address this with new setting. One 

Page Profile updated.  

 

Transition plan has been written and agreed with child or young 
person, parents, current setting and new setting  

 

Relevant agencies are involved in arrangements for provision of 

specialist equipment and identification of staff training needs  

 

As appropriate, Individual Risk Assessment, Personal Emergency 
Evacuation Plan (PEEP) and Healthcare plan have been shared 

with new setting 

 

Up to date reports, and former reports, from all involved services 

have    been passed to new setting  

 

Staff have outlined how they currently support the child or young 

person, giving examples of successful strategies used.  

 

Dates have been set for child or young person to visit new setting
  

 

Information about transition/new setting has been prepared for 

young person in a format that they can independently access ,e.g. 
Braille, large print, pictorial, electronically, symbols  

 

All specialist equipment has been passed on to new setting along 
with any paperwork e.g. ICT passwords, therapy plans, 

instructions  

 

 

 

 

 

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
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Transition Checklist for New Setting 
Child or young person has been consulted on their own concerns 

and what they are looking forward to and this has been recorded. 
One Page Profile available to key staff. 

 

Relevant agencies are involved in arrangements for provision of 

specialist equipment and identification of staff training needs 

 

Staff have received all necessary training (as advised by relevant      

services) 

 

As appropriate Individual Risk Assessment, Personal Emergency 

Evacuation Plans (PEEP) and Healthcare plan in place 

 

Up to date reports from all involved services received and shared 

with relevant staff 

 

Any necessary adaptions to site/classrooms have been assessed 

by Occupational Therapy team and advised adaptions completed 

 

Child or young person has looked around school to ensure they 

know    where lifts are, where ramps are, where to go for help etc. 

 

Transition plan has been written and agreed with current setting, 

new setting, parents and young person. 

 

ICT needs have been assessed and the advised equipment is in 

place 

 

Accessibility Audit is completed and up to date  

All relevant staff in school are aware of any support needs and any 

agreements in place e.g. can leave lesson early 

 

Specialist equipment will be available for pupil on first day in new 

setting   as appropriate 

 

Information about transition/new setting has been prepared for 

young   person in a format that they can independently access e.g 
Braille, large  print, pictorial, electronically, symbols 

 

  

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
https://bso.bradford.gov.uk/Schools/News_View.aspx?Id=18214
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Transition from Secondary School (Year 9 onwards) to 

post 16 education or training 

These suggestions are in addition to the key principles of transition 

outlined above on pages 6-9. 

Everyone has a part to play in preparing children and young people for 

adulthood from the earliest stage – i.e. raising aspirations of children and 

young people and their parent/carers, supporting pupils to achieve the 

best possible outcomes in education, employment, independent living and 

participation in society. More information about Preparing for 

Adulthood can be found on Bradford’s SEND Local Offer here.  

Annual Reviews, SMART Outcomes, Aspirations and the Preparation for 

Adulthood Team (14-25) all play a key role in ensuring that Children and 

Young People are fully supported from year 9 onwards.  

What does the SEND Code of Practice say? 

Planning the transition into post-16 education and training 

8.20 Young people entering post-16 education and training should be 

accessing provision which supports them to build on their achievements 
at school and which helps them progress towards adulthood. Young 

people with EHC plans are likely to need more tailored post-16 pathways. 

8.21 As children approach the transition point, schools and colleges 
should help children and their families with more detailed 

planning. For example, in Year 9, they should aim to help children 
explore their aspirations and how different post-16 education options can 

help them meet them. FE colleges and sixth form colleges can now recruit 

students directly from age 14, and so this will be an option in some cases. 
In Year 10 they should aim to support the child and their family to explore 

more specific courses or places to study (for example, through taster days 
and visits) so they can draw up provisional plans. In Year 11 they should 

aim to support the child and their family to firm up their plans for 
their post-16 options and familiarise themselves with the expected new 

setting. This should include contingency planning and the child and their 
family should know what to do if plans change (because of exam results 

for example). 

  

https://localoffer.bradford.gov.uk/services/information--advice/preparing-for-adulthood-employment--training
https://localoffer.bradford.gov.uk/service/761-a-education-health-and-care-plan-review
https://localoffer.bradford.gov.uk/service/1431-SMART-Outcomes---Annual-Reviews
Preparation%20for%20Adulthood%20Team%20(14-25)
Preparation%20for%20Adulthood%20Team%20(14-25)
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Preparing for Adulthood reviews 
 

Year Group Guidance Documentation 

Year 9 
 

 
 

 

The annual review in year 9 will include an element of preparing 
for adulthood; schools are requested to complete the ‘Preparing 

for Adult Reviews – Year 9’ as part of the annual review of the 
EHCP or a Conversion Review.  

The focus is:  

 What is the young person to achieve for the rest of their time 
in school?  

 What is the young person hoping to do when they leave 
school?  

 What help or advice is the young person likely to need to 

make an informed decision about choices after school?  

 Any other relevant information e.g. travel training, 
independent living skills, functional skills. 

Please complete 
Year 9 PFA element 

of the EHCP Annual 
Reviews (Annual 

Review PFA Yr 9 
and 10). 

Year 10 The annual review in year 10 will include an element of 
preparing for adulthood; schools are requested to complete the 

‘Preparing for Adult Reviews – Year 10’ as part of the annual 
review of the EHCP or a Conversion Review.  

The focus is:  

 Learning and Employment Related skills  

 Interpersonal skills  

 Independence, Life skills and Community Living skills  

 Health and Psychological Well Being In addition: the future 
actions to be taken including the involvement of other agencies 

and providers e.g. College in the year 11 review.  

 The parent/young person’s preference of school/college from 
year 12 

Please complete 
Year 10 PFA 

element of the 
EHCP Annual 

Reviews (Annual 
Review PFA Yr 9 
and 10). 

Year 11 The annual review in year 11 should be held in the Autumn 
Term and the Preparing for Adulthood Conversion Annual 

Review paperwork should be completed. The College or 
identified destination should be invited and attend the review to 

ensure the EHCP (PFA) includes the needs, outcomes and 
provision for Post 16. In cases where the intended destination is 
the current or another school the Preparing for Adulthood 

paperwork must be completed. To support the transition 
process the young person/parents will receive from the SEN 

Team a preference form in the October to ascertain the 
preferences. The SEN Team will then consult the preferences 
with the Preparing for Adulthood EHCP or conversion Annual 

review in order to name the post 16 setting by the 15th March. 

Please complete 
the EHCP 

conversion review 
form Year 11 

  

https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/HT%20Report%20-%20Annual%20Rev%20of%20the%20EHCP%20-%20PFA%20Yr%209%20and%2010.doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/EHCP%20review%20Year%2011%20(1).doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/EHCP%20review%20Year%2011%20(1).doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/EHCP%20review%20Year%2011%20(1).doc
https://bso.bradford.gov.uk/userfiles/file/Special%20Educational%20Needs/Jaspal/EHCP%20review%20Year%2011%20(1).doc
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Suggestions for both the feeder and receiving settings: 

High aspirations are crucial to success (as outlined in the CoP) – 

discussions about longer term goals should start early and ideally well 

before Year 9 (age 13-14) at school. Bradford suggests the use of our 

Education and Aspiration one page Pathways to help develop these. They 

should focus on the child or young person’s strengths and capabilities and 

the outcomes they want to achieve. Children and young people’s 

aspirations and needs will not only vary according to individual 

circumstances, but will change over time as they get older and approach 

adult life. 

Discussions about their future should focus on what they want to achieve and 

the best way to support them to achieve. Considering the right post- 16 

option is part of this planning. High aspirations about employment, 

independent living and community participation should be developed 

through the curriculum and extra-curricular provision. Schools should 

seek partnerships with employment services, businesses, housing 

agencies, disability organisations and arts and sports groups, to help 

children and young people understand what is available to them as they 

get older, and what it is possible for them to achieve. It can be 

particularly powerful to meet disabled adults who are successful in their 

work. 

From year 9 onwards Educational settings should focus on: 

- Making sure that pupils have access to careers advice and information 

which provides high expectations and a range of options. (In Bradford 

services such as Xperience and Connexions can help support) 
- Ensuring that pupils and their parent/carers know that the type of 

support available and how this will change over time. (Direct 
Payments, Supported Internships etc.) 

- Ensuring that this support is available at each stage of transition. 

- Developing an individual’s ability to identify and manage their own 

SEND and to convey how people can best support them. 

- Supporting young people to: 
o Make choices for post 16 

o Identify the skills they will need post 16 and agree ways to 

develop them e.g. ability to travel independently, increased 

independent learning skills, ability to navigate a large campus. 

- Bradford Councils One Page Pathway focuses on these skills/outcomes 

https://localoffer.bradford.gov.uk/public/images/cke/1584539196%20(1).pdf
https://localoffer.bradford.gov.uk/public/images/cke/ASPIRATIONS%20Preparing%20for%20Adulthood%20Pathway%20background.pdf
https://localoffer.bradford.gov.uk/service/400-work-placement-service
https://localoffer.bradford.gov.uk/service/426-connexions-bradford
https://localoffer.bradford.gov.uk/public/images/images/1584539196.pdf
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The feeder educational setting should: 

- Ensure there is an on-going development of the young person’s One Page 

Profile, which identifies ways the young person wants to be supported and 

helped as they prepare for moving to a post 16 setting. 

- Signpost parents/carers to relevant information about preparing their 

son/daughter for post 16 options, so they gain a good understanding of 

the process and have and understanding of what support might look like 

at a post 16 setting. Explore potential opportunities to attend college open 

evenings. 

- Invite representatives from the post 16 setting to SEN review meetings  

- Ensure familiarity with relevant Bradford guidance for post 16 planning 

process: 

o information can be found on the Education and Employment 

pages within Bradford’s  SEND Local Offer and the Pathways to 

Employment page, here. 

- Share relevant information with the college or training setting about all 

the young people with SEND, who will be transferring from their 

setting to a post 16 setting: 

o the young person’s individual needs and previous SEN provision 

o the young person’s aspirations and how they would like to be 

supported so that the setting can put provision in place before 

the student starts the course ∙arrange for young people to visit 

the new setting to familiarise themselves with the new 

environment 

The receiving post 16 setting should: 

- Provide a range of information to enable young people with SEND and 

their parents/carers to make informed choices 

- Communicate with the feeder school and work in partnership to 

establish understanding of an individual student’s needs 

- Provide taster sessions, link programmes and mentoring to make the 

transition process as smooth as is possible 

- Attend SEN reviews to inform the transition planning process 

- Use their best endeavours to ensure young people with SEND have access 

to an appropriate courses and have the support they need to succeed. 

 

Remember: Assess, plan, do, review - build this into all elements of your thinking – it is 
an on-going process. The use of Bradford’s MSP helps embed this process.  

 

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
https://localoffer.bradford.gov.uk/
https://localoffer.bradford.gov.uk/service/1413-pathways-to-employment
https://localoffer.bradford.gov.uk/public/images/cke/1596447975-My%20Support%20Plan%20version%201%202%20230919RD%20(1).docx
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Transition Checklist for Current Setting if pupil moving 

to College 
Transition plan has been written and agreed with young person, 
parents, current setting and new setting 

 

Young person has been consulted on where they which 

College(s)/Sixth Form(s) they would like to attend and Staff from 
potential new setting(s) have been invited to YR11 reviews 

 

As appropriate -Individual Risk Assessment, PEEP and Healthcare 
plan have been shared with new setting 

 

Up to date reports, and former reports, from all involved services 
have been passed to new setting 

 

Staff have outlined how they currently support the child/young 

person and all relevant information regarding how best to support 
them – including equipment they use, all services that are 

currently involved with contact details and any exam access 
arrangements 

 

Young person has been consulted on their own concerns - this has 

been recorded and they have been supported to address this with 
new setting 

 

College Interview date has been set and young person has a copy 
of the’ All About Me’ or One Page Profile document to take along. 

They have been prepared for the interview with questions of 
concerns and a list of things they feel important to communicate. 

 

Dates have been set for young person to visit new setting  

Information about transition/new setting has been prepared for 
young person in a format that they can independently access e.g. 

Braille, large print, pictorial, electronically, symbols 

 

Specialist equipment has been passed on to new setting along 

with any paperwork e.g. ICT passwords, therapy plans, 
instructions. 

 

  

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
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Links to useful resources and agencies to support 

transition 

Support and advice for educational settings and families 

Contact details for Bradford Council SEN services can be found on 

Bradford’s Local Offer, here. Other teams and support services can be 

found on the contacts page. 

General Guidance to support transition planning: 

Transition Toolkit –  
Helping you support a child through change - produced by the Autism 
Education Trust but a useful for all pupils  

http://www.autismeducationtrust.org.uk/resources/transition%20toolkit.a

spx 

NASEN transition guide – 

https://nasen.org.uk/uploads/assets/d120f943-7f8b-48c6-
bc5b0d2ab448c54d/transition.pdf 

SEN magazine – Planning for transition  

https://senmagazine.co.uk/articles/articles/senarticles/planning-for-

transition 

Accessibility 

Bradford Accessibility Audit tool can be useful to identify adaptations that are 

needed. This can be found on Bradford’s Local Offer, here. 

 

Good Practice Guidance – meeting the needs of children and young 

people with SEND 

Supporting children and young people with educational needs – the 

Graduated Response  

https://localoffer.bradford.gov.uk/service/1305-send-school-

expectations-guide-2019 

  

https://localoffer.bradford.gov.uk/contacts/bradford-council-send-specialist-assessment--support-services-local-authority
https://localoffer.bradford.gov.uk/contacts
http://www.autismeducationtrust.org.uk/resources/transition%20toolkit.aspx
http://www.autismeducationtrust.org.uk/resources/transition%20toolkit.aspx
https://nasen.org.uk/uploads/assets/d120f943-7f8b-48c6-bc5b0d2ab448c54d/transition.pdf
https://nasen.org.uk/uploads/assets/d120f943-7f8b-48c6-bc5b0d2ab448c54d/transition.pdf
https://senmagazine.co.uk/articles/articles/senarticles/planning-for-transition
https://senmagazine.co.uk/articles/articles/senarticles/planning-for-transition
https://localoffer.bradford.gov.uk/service/437-bradford-local-authority-send-accessibility-strategy
https://localoffer.bradford.gov.uk/service/1305-send-school-expectations-guide-2019
https://localoffer.bradford.gov.uk/service/1305-send-school-expectations-guide-2019
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A range of documents with useful tips and resources to support 
transition:  

https://www.tes.com/articles/transitions  

https://www.teachertoolkit.co.uk/2017/07/06/classtransition/ 

http://www.twinkl.co.uk/resources/class-management/transition  

https://www.twinkl.co.uk/resource/T-S-930-SEN-Transition-Pack 

Cognition and learning needs 

The Bradford Cognition and Learning Team can provide a range of useful 

information. 

Sensory and/or physical needs 

 Low Incidence team (Sensory Service) who are a team of specialist 

teachers and support workers, instructors, habilitation officers, 

audiologists and technical officers who provide specialist teaching, support 

and outreach work to children and young people with: 

 Visual impairment 

 Hearing impairment 

 Multi-sensory impairment 

 Physical needs 

  

Example checklist for transition from primary to secondary 

school https://www.ndcs.org.uk/information-and-support/education-and-

learning/ secondary-years/preparing-for-the-move-to-secondary-school/ 

  

Example checklist to help choosing a school 

https://www.ndcs.org.uk/information-and-support/education-and-

learning/ choosing-a-deaf-friendly-school/ 

 

 

Successful transitions to adulthood 

thttp://idainstitute.com/fileadmin/user_upload/Downloads/Transitions_Mana

gement/Resources/Supporting_deaf_young_people_through_transition__Eng

land__WEB_FINA L.pdf 

  

https://www.tes.com/articles/transitions
https://www.teachertoolkit.co.uk/2017/07/06/classtransition/
http://www.twinkl.co.uk/resources/class-management/transition
https://www.twinkl.co.uk/resource/T-S-930-SEN-Transition-Pack
https://localoffer.bradford.gov.uk/service/1455-Social-Communication-Interaction-&-Learning-(SCIL)-Team
https://localoffer.bradford.gov.uk/service/510-low-incidence--vision-impairment-team
https://localoffer.bradford.gov.uk/service/505-low-incidence-team--support-team-for-deaf-children
https://localoffer.bradford.gov.uk/service/498-low-incidence--sensory-service
https://localoffer.bradford.gov.uk/service/504-low-incidence--physical-and-medical-needs-team
https://www.ndcs.org.uk/information-and-support/education-and-learning/%20secondary-years/preparing-for-the-move-to-secondary-school/
https://www.ndcs.org.uk/information-and-support/education-and-learning/%20secondary-years/preparing-for-the-move-to-secondary-school/
https://www.ndcs.org.uk/information-and-support/education-and-learning/%20choosing-a-deaf-friendly-school/
https://www.ndcs.org.uk/information-and-support/education-and-learning/%20choosing-a-deaf-friendly-school/
http://idainstitute.com/fileadmin/user_upload/Downloads/Transitions_Management/Resources/Supporting_deaf_young_people_through_transition__England__WEB_FINA%20L.pdf
http://idainstitute.com/fileadmin/user_upload/Downloads/Transitions_Management/Resources/Supporting_deaf_young_people_through_transition__England__WEB_FINA%20L.pdf
http://idainstitute.com/fileadmin/user_upload/Downloads/Transitions_Management/Resources/Supporting_deaf_young_people_through_transition__England__WEB_FINA%20L.pdf
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How One-Page Profiles can support transition 

A One Page Profile gives a summary of an individual’s personal views 

about themselves to others. It may convey strengths, views, wishes and 

support needs. At Transition, it can capture key information to assist in 
understanding and appreciating the views of the child or young person 

and how to support them. 

One-page profiles can be used in a variety of ways, for example: 

- To support transition from class to class, year to year and setting to 

setting. 

- To empower the child or young person to express their views and 

feelings and introduce themselves to other people. 

- To support a person-centred approach for children and young people 

with Special Educational Needs and Disabilities (SEND) by sharing 

information between home, school and with other involved 

professionals. 

- To ensure that everyone working with the child or young person 

understands their needs and the provision required to meet those 

needs. 
- To empower a young person to introduce themselves to an employer 

or leader of a community club. 

- To identify strengths and how an individual learns best as well as well as 

providing specific information required for the transition process, such as 

support needs. 
- As an essential part of Education, Health and Care (EHC) plans and 

they can be a key tool for annual reviews and at times of transition. 

The One Page Profile format promoted by organisations such as Preparing for 

Adulthood and Helen Sanderson Associates captures all the important 

information about a person on a single sheet of paper under four simple 

headings: 

- What people admire and appreciate about me 
- What’s important to me 

- How best to support me 
- Things I want to be able to do - my aspirations and goals 

`At transition additional headings such as ‘What I am looking forward to in 

my new setting’ and ‘What concerns me’ can be added. Bradford’s version is 

referenced within this document. 

  

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx


 

 
Bradford’s Transition Planning Guidance V1 
SEND Transformation & Compliance Team 

  27 

 

Running a successful transition workshop for parents 

Top Tips 

- Make it fun, accessible and welcoming. 

- Encourage parents to be positive throughout the session (i.e. start with 

a ‘What is your child good at?’ activity). 

- Know your families, be mindful and adjust your language according. 
For example - it could be grandparents or carers who attend rather 

than parents. 

- Create opportunities for parents take part who don’t want to speak to a 

large group. 

- Involve parents in the delivery of the sessions. Have practical 

activities. 
- Be there at the end for a little longer to chat to individuals if needed. 

Preparing for your transition workshop 

- Invite staff from the school that the children are transferring to or if 

you are the receiving school invite staff from the feeder schools. 
- Consider: 

o Which parents you are going to invite - targeted group or general 

invitation? 
o Your venue. 

o How many parents do you anticipate will attend? 

o What time of day you will run the workshop? How can you make 

sure all parents are able to come? Could you run one in the 

afternoon and one in the evening? 
o How will you advertise the session in a parent-friendly way? 

- Allow yourself two hours for the workshop (including time at the end 
for individual chats). 

- Ensure that the workshop is in the school diary and that all staff are 

aware that it is taking place. 
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Running your parent transition workshop 
 

a. Refreshments and chat 

 Ensure your room is welcoming: 

 Consider the seating e.g. have groups rather than rows. Allow for 
flexibility, let parents move around and encourage pairing up if 

parents are alone. 
 Have a display of helpful resources. 

 Have squash, tea, coffee, biscuits, cakes and popular foods such as 
pasties available. 

 Consider running a crèche or having toys or games available– have 

beanbags, books, cubes, paper and pencils etc. ready. 

b. Introduction to the workshop 

 Housekeeping – where the toilets are, what to do in a fire etc. 

 Give a brief overview of the session. 
 Discuss safeguarding/mutual respect. Explain that you will be 

available at the end of the workshop to discuss any individual 
concerns. 

 Start the session by asking each parent to tell their neighbour about 
the talents and strengths of their child. 

c. The workshop 

 The feeder class/school-staff explain all the ways in which they are 

supporting their pupil’s transition – how they support all children 
and how they support children with SEND. 

 Ask parents to discuss in groups the positive aspects of their child 
moving to the next class/setting. 

 Record these on flip chart. 
 Ask parents to discuss what they are concerned about and what 

they think that their child might be worried about – are these the 
same? 

 Record concerns on a flip chart. 
 Staff of the next class/setting describes how they will support 

transition. 

 Return to the concerns on the flip chart – have all concerns been 
addressed? If not what can the feeder and receiving school do to 

address the concerns. 
 Parents are given transition booklet which outlines how they can 

support their child. 
 Parents are given example of transition checklist. 

 Parents are shown examples of ‘One Page Profiles’ and 
‘Communication Passports’ which can support transition. 

 To conclude the session parents are asked to discuss and share 

something positive that they have gained from the workshop. 
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Transition Checklist for Parents 
School have consulted you and your child when writing the 
Transition plan 

 

You have received all current reports from SEN services and other 

agencies involved in the support of your child 

 

You and your child have visited possible new settings and 

discussed arrangements for accessibility and support 

 

You and your child have had a chance to look around the new 
setting and to see areas of the school that are important to them 

 

All relevant staff in new setting are aware of any support needs 
and any agreements in place e.g. exam arrangements, preferred 

modes of recording, communication needs, personal care 

 

You have photos and information about key staff, locations and 

lessons that you    can refer to with your child over the holidays 

 

Your child has been consulted on their own concerns and what 

they are looking forward to. This has been recorded for example 
on a One Page Profile or Transition Plan. 

 

Information about transition/new setting has been prepared for 
young child in a format that they can independently access e.g 

Braille, large print, pictorial, electronically, symbols. 

 

 

. 

 
  

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.pdf
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Suggested information to include in a ‘My New School’ 

booklet 

New environment - maps, photo of new classroom /new school, coat peg, 

locker, bells, toilets, changing facilities 

New expectations –uniform, break/ lunch times, lining up positions, transition 

between classes, assembly routines, classroom routines and expectations 

New vocabulary - ‘tutor group’, ‘head of year’, subject-specific vocabulary 

 Key people - mentor, form tutor, SENCO, who/ how to ask for help  

Specialist Equipment – where it will be kept, people who can help them  

Quiet area - library, allocated area for stress management 

The timetable - how to use it, formatted for the individual’s understanding 

Systems for organization - diary, checklists for materials and books  

Homework - expectations and explanations 

Transition workbook – address differences between primary and secondary 

school, secondary and post 16 setting and new experiences with a step-by-

step approach. List things that will be the same and things that will be 

different. 

One Page Profile - written by pupil (with parent/ teacher support), includes 

all the information new staff should know about the pupil 

Develop Prompt cards for use in the new setting 

If I can’t find my way to class 

- I will get out my map and try to work it out. o I will try to ask 

someone in my class. 

- I will ask a teacher. 
- I will ask the secretary in the school office. 

If I forget my homework 

- I will tell my form tutor. 
- I will tell my class teacher when I get to the lesson. 

https://localoffer.bradford.gov.uk/public/images/cke/One%20Page%20Profile.docx
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If I arrive late 

- I will go to the school office and tell the secretary I have arrived at 

school.  

o I will go to my lesson. 

People who can help me 

- List names and roles key staff 
o Maybe photographs. 


