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Introduction 
Pupils attending Chatten Free School will often have highly complex needs.  Some 
may be joining us from placements which have broken down and some may not 
have attended formal education for an extended period of time.  It is vital that we 
work with families and other professionals to ensure a smooth transition which 
results in the pupil enjoying their time in school and engaging with learning in a way 
which is meaningful for them. 

What is the process for meeting families? 
When a child has an agreed placement at Chatten free school initial contact will be 
made with the family to introduce the school and speak about next steps.  This 
contact will usually come directly from the Head of School but may be from another 
senior member of staff. 

Following this there will be (at minimum) a further two meetings before transition 
begins: 

a) A short ‘getting to know you’ meeting which will be attended by the head (or 
other senior manager) and someone who will be directly responsible for the 
child’s programme of learning. 

b) A longer meeting of around 1-1.5 hours held by someone directly responsible 
for the pupil’s programme of learning (Usually a BCBA or teacher) in which 
more detailed information will be collected and a transition plan developed.  At 
this meeting other professionals who have worked with the child previously 
may be invited to attend where this is useful.  

(NOTE: the above timeline assumes the pupil joining the school will be attending at 
least 6 weeks from the agreed placement date.  On occasions when the attendance 
starts sooner some of these steps may be missed – however the same information 
will be collected). 

Planning the transition meetings 
The school office will usually arrange these meetings and will usually arrange them 
to take place on the school site where possible.  There will be times where flexibility 
is needed, and the meetings take place in another location including the pupils family 
home. 
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Information to be collected 
During the course of the transition meetings, we will collect a range of information 
including: 

• Photograph of the pupil 
• Family information 
• Summary of SEND 
• Transition needs 
• Medical and health information 
• Pupil strength  
• Areas of support 
• Behaviours  
• Initial targets and urgent needs 
• Professionals involves 
• Likes dislikes  
• Any other useful information 

What do we use to collect this information? 
We may use a range of forms to collect this information including but not limited to: 

• About me profile (1) 
• Pupil information sheet (2) 
• Short review of EHCP 
• EFL quick assessment (3) 
• Behaviour questionnaires 
• Collection of initial behaviour/skills data in the current setting or home 

While much of this information may be collected at the meetings above it is also 
possible that some may be collected outside of that setting. 

How will the outcomes of these meetings be 
reported? 
A transition summary (4) sheet will be completed and placed on the pupil’s file.  Any 
targets or behaviour support strategies will be detailed via the education plans, BSP 
and/or through Hi-rasmus. 
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What will be in place immediately upon joining the 
school? 
When children join the school, it is vital that a number of important interventions are 
in place from the outset.  When children join Chatten and following the meetings 
described above having taken place the following will be in place from the outset 

• BSP (if needed) (5) 
• Pairing/transition programme  
• Plan for functional communication 
• Basic learning programme 
• Transition timetable working toward full time (usually over 2-3 weeks 

maximum)  
o The transition timetable will include a plan for what will happen 

during the times when the pupil is not in school. (6) 
 

What are the outcomes of the transition period? 
There are several important outcomes from the transition period.  These are usually 
covered in the interventions above and include: 

• Pupil is attending school full time and is generally happy to attend 
• Any dangerous behaviour is now supported through the BSP 
• A system of functional communication is in place and being encouraged 
• Short-term targets set and ready to be taught  

Where is this data stored? 
All pupil data, plans and interventions are stored using the Hi-Rasmus system which 
is fully GDPR compliant. 

Monitoring the success of transition 
It is important that we monitor the success of the transition plan so that we can adapt 
it where things are not working and celebrate success. 
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Quantitative data 
Using Hi-Rasmus we will collect ongoing data on a range of possible areas during 
transition.  This data can be presented and analysed in a visual graph format.  This 
will include: 

• Length of time attending school per day 

In addition, we may also take data on 

• Dangerous or challenging behaviour 
• Communication (frequency and variety) 
• Short term targets 

Qualitative data 
In addition to the quantitative data, we will also be in regular information 
communication with families to discuss or report of pupil transition.  This may include 
pictures and videos reported via the Hi-Rasmus system. 

Process overview 
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Policies to read in conjunction with 
This policy should be read in conjunction with: 

• Behaviour policy 
• Behaviour support plan policy 
• Restrictive physical intervention policy 
• Positive touch policy 
• Education plan policy 
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Appendix 1 – About me profile 
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Appendix 2 – Pupil information form 

Chatten Free School Pupil Information Pack 
Pupil Information 

 

Pupil Name   
Date of Birth  
Address  

 
 
 
 

Parent Name  
Phone Number   
Parent Name  
Phone Number  
Siblings Name   
Age  
Siblings Name   
Age  

 

Primary language   
Other languages   
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Previous Interventions  
Has the pupil ever been assessed by an OT/SALT/Psychologist 
or other professional? 

If yes, please provide details below, 

 

Name  
Type of specialist  
Date of assessment  
Purpose of 
services/assessment  

 
 
 
 

Results of 
services/assessment 

 
 
 
 
 

Name  
Type of specialist  
Date of assessment  
Purpose of 
services/assessment  

 
 
 
 

Results of 
services/assessment 

 
 
 
 
 

Name  
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Type of specialist  
Date of assessment  
Purpose of 
services/assessment  

 
 
 
 

Results of 
services/assessment 

 
 
 
 
 

 

Educational History 
Is the pupil currently enrolled 
in preschool/school? 

 

Name  
 
 
 

What kind of support is the 
pupil currently receiving?  

 
 
 
 
 
 

Any other information 
regarding school 
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Pupils Interests 
 
Please indicate anything we should know about when working 
with the pupil 
 

Preferences (favourite 
activities, food, 
interests/topics, sensory, etc) 

 
 
 
 
 
 
 

Dislikes (aversions)  
 
 
 
 
 

Other  
 
 
 
 

 
 
 
 



 

12 | P a g e  
 

Developmental Concerns 
 

Pupils strengths   
 
 
 
 
 
 

 
Cognitive/Learning Motor 

 
 
 
 
 

Social Play/Leisure 
 
 
 
 

Behaviour Dietary/Allergies 
 
 
 
 

Academics  Language  
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Peer Interaction Self-Help 
(dressing/toileting/feeding/etc) 
 
 
 
 

Other Executive Function 
(organisation, flexibility) 
 
 
 
 

 
Cultural Considerations  

 
Please describe below 
important cultural practices, 
rituals, traditions or beliefs 
that you believe are important 
for us to be aware of. 
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Appendix 3 - EFL quick assessment 
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17 | P a g e  
 

Appendix 4 – transition summary sheet  
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Appendix 5 – behaviour support plan 
Description of 
target behaviour 
 
 
 

Operationally define targeted behaviour 
 
Identify frequency, intensity, and duration (include 
previous data collection and dates) 

Functional 
Behaviour 
Assessment Data 
 

Setting (Where does the behaviour occur, time of day, 
certain environmental condition?) 
 
Antecedents (what happens just before the behaviour 
occurs, potential triggers) 
 
Function (What is the learner trying to achieve? What are 
they getting or avoiding?)  
 
 
 
 

Replacement 
Behaviours  

Identify the positive behaviour that will be taught to replace 
the negative behaviour, must be related to the function 
 
 

Proactive Strategies What positive supports will be used to encourage the 
replacement behaviour and ensure it becomes part of the 
learner’s repertoire?  

Positive strategies 
to modify the 
environment  

What environmental supports will be used to promote the 
replacement behaviour?  

Reactive Strategies 
including RPI 

What strategies will be used when behaviours occur? How 
will high level crisis be managed (physical restrictive 
intervention) and how will these be monitored and the plan 
for reduction/de-escalation?  
 

Progress 
monitoring 

How will the progress be monitored, and data collected to 
ensure effectiveness of the behaviour plan? Who will 
collect the data? How often will it be collected? How and 
when will be data be reviewed? 
 

Intervention 
Outcome Process 

Identify start and review dates. Note data here. 
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Appendix 6 – Transition timetable 
See translon summary document for more details of targets and activities in school 

Week One Dates:  

Planned days / hours in 
school 

Plans for staff to work in 
the home? 

What will the focus be for 
the pupils learning in the 
home during school times 

   
 

Week Two Dates:  

Planned days / hours in 
school 

Plans for staff to work in 
the home? 

What will the focus be for 
the pupils learning in the 
home during school times 

   
 

Week Three Dates:  

Planned days / hours in 
school 

Plans for staff to work in 
the home? 

What will the focus be for 
the pupils learning in the 
home during school times 

   
 

Transitions should usually be planned to last 2-3 weeks maximum.  However, there 
are occasions where the complex needs of a pupil mean that longer is needed.  If 
this is the case please explain below why this is the case and how we are actively 
working towards the student attending full time: 

Reasons for extending transition beyond 3 weeks and plan going forwards 
 

 


