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Pound Park Nursery School and  

Pound Park Nursery School @Cardwell 

Transition and Transfer policy 

 
Throughout their time at Pound Park and Cardwell, children will experience various transition 

phases.  Children may move from- 

 home to the ‘‘Together for Twos’’ 

 the ‘‘Together for Twos’’ to the main nursery  

 the main nursery into reception class 

 Home to the main nursery 

 Another setting to the main nursery 
 

All these transitions can be challenging for children and parents and it is our aim at Pound 

Park and Cardwell ‘‘Together for Twos’’ is to ensure we are flexible enough to allow children 

to settle at their own pace and to acknowledge that parents/carers may find the transition 

difficult too (See Settling In policy). 

When children are offered a place at Pound Park main school and ‘‘Together for Twos’’ and 

Cardwell ‘‘Together for Twos’’, children and parents are encouraged to visit often before they 

formally start to get to know the nursery and the staff.  Parents/carers and children are 

shown round the whole provision and introduced to the staff members. 

 

Home Visits 
Families are offered a home visit before the child starts nursery as we believe these visits 

help staff parents and children build up a solid working relationships. Meeting each child in 

their own home proves invaluable for gathering information to help children settle into the 

new setting and allows the parent/carer valuable time to ask questions about the new 

setting.  Home visits are optional and are offered to parents when the child is offered a place 

in nursery (See Home Visiting policy). 

 

Key Persons 
On starting nursery each child is allocated a key person.   In the ‘Together for Twos’ 

provision, the key person is the child’s main carer and is responsible for settling the child into 

nursery, doing observations and keeping records on the child. The child’s key person 

changes as the child moves into main nursery school.   Key persons should work closely 

together to ensure a smooth transition and to make sure that records are passed on to the 

next stage. When children move from the ‘Together for Twos’ to the main school, the key 

person will transfer with their key children for as long as it takes for the child to settle. 

Parents/carers should approach the key person if they wish to discuss their child’s progress 

or any concerns they have about their child. 

 

Transition to main school from ‘Together for Twos’ (Pound Park and Cardwell) 
During the term before the children move to main school the staff will ensure that:- 

 Books of the main school routines are available in ‘Together for Twos’ so that 
children can look at pictures of where they are going. 
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 Regular short visits are made to the main school with the key person. 

 Children at Pound Park ‘Together for Twos’ will have many chances to use the main 
nursery outdoor area before starting in the main school.  

 Key persons will work together to pass on information about the children. 

 Parents/carers will have the chance to visit the main school and talk to the child’s new 
key person. 

 Special Books are transferred to the child’s new class. 
 
 

Transition to Main Nursery School from another setting 

The key person will visit the child in their current setting before they start at Pound Park to 

observe them and speak to relevant staff about their progress, needs and to record their 

interests to help smooth the transition and ensure their learning and development are not 

disrupted by the change. Pound Park will request any records/reports on the child be 

transferred to the key person as soon as possible after the child starts in nursery.  The family 

will be offered a home visit and will be supported to settle following the same procedures 

outlined in “transition to main school for ‘Together for Twos’” (see above).  

 

  

Open Day in the Main Nursery School 
Each term, before the children start at the main nursery, parents/carers and children are 

invited to an open day before the rest of the school starts.  This allows the children access to 

the activities in a relaxing environment and allow the staff and parents/carers to build up a 

better relationship. Children may bring in transitional toys if this helps them to settle better 

into nursery school.  On starting in the main school all parents/carers are invited to stay with 

their children until they feel settled and secure.  A timetable for the settling in period is 

agreed with the child’s key person and parent/carers.  

All parents/carers are invited to an information meeting where they receive the school 

handbook and general information about the nursery. 

 

Transition to Primary School 
Children from Pound Park Nursery School go to many different primary schools. To enable 
the children to have some knowledge of the school they are going to staff will:- 

 Find out early in the term where the child will be attending. 

 Have photo books of the schools the children go to available in their class. 

 Have circle time sessions discussing worries about starting in a new school and 
strategies to help them e.g. making new friends, what do I say?   

 Arrange visits to the different settings with the child’s key person. 

 Invite the reception teacher down to nursery to visit the children and staff. 

 Invite the reception staff to our “Reception Teacher’s Tea” to discuss each child’s 
progress and their final report to be sent to the receiving primary school. 

 Encourage parents/carers to visit the new school with their child. 
 

 
Children with Special Needs and Disabilities (SEND) 
It is recognised that Children with Special needs may need a longer transition period 
between phases. This will be carefully planned for, involving the SENCO, key person, teacher, 
child, parent/carer and primary school staff.   This planning is part of the school’s SEN Policy 
and the SEN Local Offer (both available on school website).   
 

All Greenwich maintained schools have a similar approach to meeting the needs of 
pupils with Special Educational Needs and/or disabilities (SEND), and are supported 
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by the Local Authority to ensure that all pupils, regardless of their specific needs, 
make the best possible progress in school.  All schools are supported to be as 
inclusive as possible, with the needs of pupils with a Special Educational Need(s) 
and/or disability being met in a mainstream setting wherever possible, where families 

want this to happen. 
 
How will we support your child with identified special needs who are starting at Pound 
Park?   

 We will first invite you to visit the school with your child to have a look around and 
speak to staff. 

 If other professionals are involved, a team around the child (TAC) will be held with 
you to discuss your child’s needs and ensure proper provision is in place before your 
child starts.   

 Your child’s key person will offer a home visit and also visit your child if they are 
attending another setting i.e. ICAN 

 We will assess the child’s needs and determine if we need to arrange specialist 
training for the child’s key person or whole staff if necessary.   

 Your child will be offered an extended settling in period, building up their time slowly 
to allow them to form relationships and feel safe and secure in the Centre 
environment.   

 If your child is attending another early years provision, we will ensure that 
information and strategies are shared before your child starts with us.   

 Once your child has settled, they may be offered additional hours if in consultation 
with the Inclusion Manager and Head teacher, this is felt to be beneficial.”   
 

 
And children transitioning to primary school from nursery: 
How will we support your child when they are leaving this school? OR moving on to another 
class? 
 
We recognise that ‘moving on’ can be difficult for a child with SEN and take steps to ensure 
that any transition is a smooth as possible.   
 

 When  your child is moving to another school: 
o  We will contact the new school’s Inclusion manager and ensure he/she knows 

about any special arrangements or support that need to be made for your 
child. 

o  We will make sure that all records about your child are passed on as soon as 
possible. 

o If your child would be helped by a book to support them understand moving 
on then it will be made for them. 

o Where possible your child will visit their new school on several occasions.  
They may visit at different times of day when a child may struggle.   

o In some cases staff from the new school will visit your child in this school 
before they start.  

o In some cases, a transition meeting will be held with all parents/carers and all 
professionals involved including the receiving school’s SENCo to pass on 
information and make transition arrangements.   

o In some cases, the child’s one to one support worker will accompany the child 
to their next school for an agreed period of time to help settle them in.   

o Reception teachers from all receiving schools are invited to attend a 
“Reception Teachers Tea” to share information on children who are 
transitioning.   
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Children for whom English is an Additional Language 

We recognise that children for whom English is a second language may also need a longer 

transition time when starting nursery.  Some strategies we use to help smooth the transition 

include: 

 Home visit from key person to gather information about the child’s cultural traditions 
and any festivals celebrated.   

 Other parents (family and friends) who speak the same language asked to help 
support parents and children to understand routines during settling in period. 

 Use visual support (symbols, photos) to help each child understand and communicate 
their needs and wants.   

 Draw on staff who speak the same language to support the child to settle. 

 Use recorder pen in classrooms to communicate with children with basic phrases in a 
variety of languages. 

 Photo book of nursery routines sent home 

 Google translate used to translate newsletters and other parent letters.   

 Child’s home language and culture represented in their classroom.   
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