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ST DOMINIC’S PRIMARY SCHOOL, MELTON 
 

TRANSITION 
POLICY 

 
 
Rationale: 
 
Prep students commencing school and Grade 6 students exiting our school are required to cope with 
a very different environment. 
It is our schoolÕs responsibility to make this transition as enjoyable and trouble free as possible. 
 
Aims: 
 
To provide a smooth and effi cient transition from kindergarten to primary school and from primary 
school to secondary school with support provided to those who require it. 
 
Implementation: 
 
*  Transition can be a diffi cult time for both students and parents. 
*  Our school will appoint staff members to co-ordinate our transition program. 
*  After enrolments are finalised, we will communicate with each feeder kindergarten, 

secondary college and new school to inform them of the names of students who have 
enrolled or who are exiting. 

*  Information will be sought and given about each child, and meetings will be organised to 
discuss programs and resource requirements if necessary.  

*  Transition checklists to be attended to. 
*  When a child is transferring to another primary school communication is to come through 

the main office.  This enables any forms/books/fi les to be passed on officially from school 
to school and a release of information permission form to be signed by Parents. 

 
PREP ORIENTATION 
 
An orientation session will be arranged in November or early December to which our new Preps 
will be invited.  The children will spend a couple of hours in our school on this day experiencing 
contact with other St. DominicÕs children, their new teacher if possible and other staff. 
 
The school will also organize a visit to the childÕs kindergarten so that the child can meet us in their 
familiar environment.  During this visit the Prep Teacher / Principal will spend some time with the 
child and Kindergarten Teacher.   
 
An information evening will occur late in Term 4 for our parents of Prep children so that parents 
can be informed about the schoolÕs programs and procedures and an opportunity will be provided 
for questioning and discussions.  The first school day of the following year will be covered in detail. 
 
All parents will receive detailed information packages about the school, and Newsletters during 
Term 4 of the proceeding year.  All prep students will be mailed welcoming letters during Term 4.  
A morning tea for parents will be provided on the fi rst day of school, with other staff assisting with 
the needs of the new students. 
 
Opportunities will be provided for parents to visit classes or communicate with the school regarding 
their childÕs progress, and any issues that arise will be attended to as soon as possible.  Prep 
students will not attend on Wednesdays for the month of February. 
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GRADE 6 TRANSITION 
 
All Senior teachers will be available to communicate with each Secondary College to which our 
grade 6Õs will be transferring.  This will take two forms Ð written and verbal communication.  
 
The Senior teachers will complete any necessary transition documentation. 
 
The Senior teacher/s will attend any Transition meetings arranged. 
 
The Senior teacher/s will need to make contact with any Secondary schools who do not initiate the 
contact. 
 
The Senior teacher/s will also make themselves available to converse with Year 7 co-ordinators 
during the settling in period of Year 7Õs. 
 
The Senior students will attend Orientation days. 
 
This process will be co-ordinated and overseen by the Senior School Manager and Principal. 
 
CHILDREN TRANSFERRING FROM OUR SCHOOL TO ANOTHER SCHOOL 
 
When a child is transferring to another primary school communication is to come through the main 
office.  This enables any forms/books/fi les to be passed on officially from school to school and a 
release of information permission form to be signed by Parents. 
 
All communication by parents is to be directed to the Principal. 
 
CHILDREN TRANSFERRING FROM ANOTHER SCHOOL TO OUR SCHOOL 
 
When a child is transferring from another primary school to our school, communication is to come 
through the main office.  All communication is to be directed to the Principal.  A release of 
information permission form is to be signed by the Parents. (see attached form) 
 
 
This policy will be reviewed as part of the schoolÕs review cycle. 
 
 
 
 
 
 

May 2005 
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Transition Checklist for Child with Special Needs Entering Grade Prep 
 
 
Name of Student:  ______________________________ D.O.B.:  _____________________ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. Initial contact establised with parents/guardians.   
2. Brief description of childÕs learning needs:  

 
 

  

3. Initial contact established with pre-school teacher and early 
intervention support officer. 

  

4. Classroom teacher appointed/introduced to parents/guardians. 
Name of Teacher: 

  

5. Kinder visit organised to observe and discuss childÕs progress 
in pre-school setting. 
 Date of visit: 

  

6. Transition support group established (please attach copy of 
minutes of any preliminary meeting.) 

  

7. Transition needs identified as short-term goals: 
 
 
 
 
 

  

8. Pre-Orientation Program discussed/arranged: 
(note details): 
 
 
 
 

  

9. Handover of pre-school information completed.   
10.(Nov/Dec) Contact with visiting teachers, support personnel, established. 

Names: 
(If applicable) 

  

11.(Nov/Dec) Necessary modifications underway, specialised 
equipment/supplies ordered (Please attach details).  
(If applicable). 

  

12 If eligible for funding we need documentation by the end of 
August so all educational Plans can be done! 
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Transition Guidelines for Child with Special Needs Entering Year 7 
 
 
Name of Student:  ______________________________ D.O.B.:  _____________________ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. Early Gr.5 Initial discussions about appropriate secondary setting at 

P.S.G. meeting.  Do parents require support with this?  
(Attach minutes of meeting). 

  

2. (Mar/Apr) Preferred secondary setting identified: 
 

  

3. (June) Enrolment confirmed.   
4. (June) Contact established with Year 7 and/or Special Needs 

Coordinators. 
Names:  
 

  

5. (July) Transition Support Group establised with secondary 
colleagues. 
Names: 
 
 

  

6. (July) Handover of relevant information to secondary colleagues (in 
time for preparation of SAISO submissions). 

  

7. (Oct) Identification of childÕs transition needs, including final 
assessments, testing, etc. (please attach details) 

  

8. (Oct) Pre-Orientation Program discussed/arranged with secondary 
colleagues (details/dates): 
 
 
 
 

  

9. (Oct) Meeting of program support group to coordinate/finalise 
transition support strategies (please attach minutes). 

  

10. (Dec) All planned actions completed.   
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Transition Checklist for Child with Special Needs Entering Other Grade Levels 
 
 
Name of Student:  _____________________  D.O.B.:  ____________ Grade Level: _______ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. ChildÕs learning needs identified (please provide brief 

description): 
 
 
 
 

  

2. Enrolment confirmed and initial discussions with 
parents/guardians have taken place. 

  

3. Classroom teacher appointed/informed of childsÕs additional 
learning needs.  Child & parents have met teacher. 
Name: 
 

  

4. Contact with previous school setting has been established. 
Name of school: 
Name of contact person: 
 

  

5. Is it possible for classroom teacher/welfare coordinator to 
visit previous school setting for observation/discussion? 
Date of visit: 
 

  

6. Transition support group has been established and initial 
short-term goals agreed upon.  (Please attach copy of minutes 
of first meeting). 

  

7. Handover of information from previous school completed.   
8. Orientation visit and/or program arranged (Please provide 

brief details/dates): 
 
 
 
 

  

9. Special arrangements organised, eg. modifications, 
equipment, supplies, visiting teachers, support personnel, etd. 
(Please provide brief details): 
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Transition Guidelines for Child with Special Needs Transferring to Another School 

 
 
Name of Student:  ___________________  D.O.B.:  ______________ Grade Level: _______ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. Notifi cation by family of transfer to new school. 

Name of school: 
Contact Number: 
 

  

2. Classroom teacher informed and plan agreed upon for 
informing classmates. 

  

3. Initial contact has been made with new school. 
Name of contact person: 
 

  

4. Is it possible to visit new school and meet with relevant 
teaching personnel? 
Date of Visit: 
 

  

5. Transition support group established by new school:   
6. Documents organised in readiness for handover of 

information and appropriate release forms signed. 
  

7. Orientation visit and/or program has been arranged with new 
school.  (Please provide brief description/dates) 
 
 
 
 

  

8. Final ÔexitÕ meeting of program support group has taken 
place. 

  

9. Handover of information/documentaion completed.   
10. Any final special arrangements:  (Please provide brief 

details): 
 
 
 
 

  

11. Suitable ÔfarewellÕ rituals have been observed, eg. classroom 
party, ÔgoodbyeÕ at assembly. 
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Transition Checklist for Child Transferring into St Dominic’s 

 
 
Name of Student:  _____________________  D.O.B.:  ____________ Grade Level: _______ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. ChildÕs learning needs identified (please provide brief 

description): 
 
 
 
 

  

2. Enrolment confirmed and initial discussions with 
parents/guardians have taken place. 

  

3. Classroom teacher appointed/informed of childsÕs additional 
learning needs.  Child & parents have met teacher. 
Name: 
 

  

4. Contact with previous school setting has been established. 
Name of school: 
Name of contact person: 
 

  

5. Handover of information from previous school completed.   
6 Any final special arrangements: (Please provide brief details): 

 
 
 

  

7. Invitation into Grade at St DominicÕs   
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Transition Guidelines for Child Transferring to Another School 

 
 
Name of Student:  ___________________  D.O.B.:  ______________ Grade Level: _______ 
 
Name of Parents/Guardians:  ___________________________________________________ 
 
Transition Process Commenced On:  ______________ By:  _________________________ 
 
Please follow the guidelines below; record information in appropriate spaces and date each 
action. 
 
 

PROCESS ACTION Y/N DATE 
1. Notifi cation by family of transfer to new school. 

Name of school: 
Contact Number: 
 

  

2. Classroom teacher informed and plan agreed upon for 
informing classmates. 

  

3. Initial contact has been made with new school. 
Name of contact person: 
 

  

4. Documents organised in readiness for handover of 
information and appropriate release forms signed. 

  

5. Handover of information/documentaion completed.   
6. Any final special arrangements:  (Please provide brief 

details): 
 
 
 
 

  

7. Suitable ÔfarewellÕ rituals have been observed, eg. classroom 
party, ÔgoodbyeÕ at assembly. 

  

    
 
 
 


