Paisley Early Learning and Childcare Centre

Transition Policy
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Rationale

Children experience many transitions in early years. At Paisley ELCC we are sensitive to difficulties children may experience while going through transitional periods in their life.

Aim

To support children through key transitions.

Implementation
Transitions into Paisley ELCC
· Children will be allocated places in line with Renfrewshire’s Admissions Panel appendices, updated 2022 and 1140 entitlement.
· Clerical Officer will update Appendix 6 with all applications and record on NAMS and in the Admissions folder.
· Head of Centre attends and presents children to admissions panel and priority places are agreed.  Head of Centre must email updated Appendix 6 to the chair of the admission panel.
· Families will be informed of offer of placement by letter and the child will be allocated a placement on NAMS/SEEMIS
· Once a place is accepted, Clerical Officer will create a PPR which is stored in a secure filing cabinet.  Child Protection and Additional Support Needs files will be created where there is a known support need or agency involvement.  Head of Centre and Depute Head of Centre must be informed of this.
· Senior ELCO with Transitions remit will meet with the nursery team to allocate the child’s keyworker.  This will ensure staff’s existing knowledge and relationships with families can inform decisions about keyworker allocations and ensure equitable workload in recording and maintaining children’s records. 
· Keyworkers will read PPRs prior to families transitioning into the service.  If child is transitioning internally, the current keyworker will complete the transition paperwork and meet with the keyworker prior to transition visits. The internal transition record will be completed and parents and carers will be fully involved in the process.
· The Senior ELCO will sign to indicate that they have read the record prior to enrolment.
· Senior ELCO will liaise with keyworkers and Clerical Officers to plan transition visits.  These will be recorded in the centre diary, communication book and ‘What’s on’ guide.
· As far as possible home visits will be organised for children starting nursery
· Families will be invited to join Family Learning opportunities such as Bookbug prior to starting nursery.
· Clerical Officer will compile and induction packs.

· The family will be invited into the centre to enrol and complete Care Plan.  Children will be welcomed into the playroom for a visit.  
· Children will have as many visits as required. 

· Staff will be sensitive to children’s needs and changes in behaviour.  Transition plans will build upon children and families’ strengths, aspirations, capability and competence.
· Visuals will be used to support children’s transitions.
· Google Translate app will be used to support families with English as Additional Language to complete paperwork.

Transitions to other establishments

· Parents will be advised and sign posted to register their child for school in the November prior to the August they are due to start school.

· Parents will be advised of the deferral process

· Keyworkers will complete records regarding the child’s transition

· Enhanced transitions will be identified and agreed in advance 

· Transition meetings will take place for those children moving on the Primary 1.

· Visits from and to the receiving service will take place in line with the child’s individual needs.  Home Link Officer can support these transitions.

· Clerical Officer marks children as a ‘leaver’ on SEEMIS

· The child’s files are securely transferred to the receiving service.
Small transitions:
· Staff recognise that children need support with different types of transitions throughout their daily nursery experience.  Staff understand that children communicate through their words, actions and emotions and view all behaviours as communication and support children to manage their daily transitions through nurturing approaches and use of appropriate verbal/visual/gestural supports.
· Familiar adults respond to children’s communication with nurturing and sensitive interactions within a safe and secure environment to provide equitable responsive care.

· Adults reflect on and remember what they know about children and work with families to ensure well-planned transitions meet the child’s needs.  Staff reflect on the transitions through self-evaluation and self-improvement.
In the event of employee absence, SFO will be contacted for Clerical roles and Depute Head of Centre will take on Senior ELCO responsibilities.  Graduate may take on management responsibilities where required. 

Further Information:
· https://hub.careinspectorate.com/how-we-support-improvement/care-inspectorate-programmes-and-publications/keeping-children-safe-practice-note-to-support-transitions-in-elc/
· https://education.gov.scot/improvement/self-evaluation/scottish-early-childhood-and-families-transitions-statement/
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Signed: Laura Hughes
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