
 
 

Kate Greenaway – where the Magic of Learning happens. 

 

Transition Process  

Rational: 

By establishing a clear Transition Process for our families and staff, we ensure consistent, positive 

experiences for all through this most significant time of change. 

Our aims around transition 

 For children to be as familiar as possible with their new environment prior to transition. 

 For them to have begun to develop relationships with adults (especially their new Key 

Person) and children. 

 For children to have an understanding of what is happening, to have some ownership of the 

process (it’s not being done to them, but with them). 

 For the experience to be felt as positive by children, but also for any difficult feelings to be 

acknowledged and worked with by adults.  

 For families to be informed about the process of transition and supported with any anxieties 

they may have about it. 

 For Key persons (and other adults) from both rooms to work together effectively to support 

this process 

Early separations set the template for how we will handle these experiences throughout our lives. 

Therefore, by taking the time and care to get this right we are investing in children’s resilience, 

confidence and emotional well-being for the future. 

We ensure that our families are aware of the room structure at Kate Greenaway and the transition 

arrangements. 

Step 1 

As children are approaching the term in which they will transition they should have as many 

opportunities as possible to visit the new room as part of a small group. They should be 

accompanied by a familiar adult. 

The child’s new Key Person should be identified half a term before the transition, at which point it is 

the responsibility of the existing Key Person to arrange a transition meeting with the family, where 

information about the transition process and what to expect in the new room can be shared. 

Families will be given (and talked through) a Transition Information Sheet to support their 

understanding of the process. At this meeting please check in with the family about how they are 

feeling about the transition, and give them space to ask any questions or raise any concerns that 

they may have. 

At this point please include a photo of the new Key Person (and new environment if possible) in the 

child’s scrapbook, which can support conversations about the transition at nursery and hopefully at 

home as well. 
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Step 2 

The expectation is that following the holiday the children will be ready to go straight into their new 

room. 

On the first few days they will be accompanied by a familiar adult. 

This adult may well also be supporting other children through this transition (up to appropriate age 

ratios for the younger room). More adults may be needed where children are finding the transition 

difficult. 

At this point the new room will have a peg ready for the child, a photo for their Key group board and 

they receive the child’s Scrapbook. Scrapbooks must follow children as they progress through the 

setting. 

Over a one week period most children would feel settled in their new room. If a child needs more 

time the two Key Persons should work together to see how this can be managed. 

The following table sets out the stages for transitions. We hope that by establishing this clarity, for 

Key persons and for families, we can ensure consistent, positive experiences for all through this 

significant time of change. 

Stage Transition activities 

1. Half a term before 
transition 

 

Key Person identified 
Regular visits to new room 

2. First two weeks of half 
term prior to 
transition 

 

Transition meeting with family 
Photos for scrapbook 

3. Two weeks before 
holiday 

 

visits for morning story time session every day 
Weds-Fri stay for lunchtime 

4. One week before 
holiday 

 

Every day for morning story times and lunchtimes 
Tues-Fri stay for sleep/afternoon session 
From Weds stay for extended day in new room  
(if appropriate) 
During this week child joins Key people to bring coat peg picture 
into new room 

5. Week after holiday 
 

Child goes straight into new room 
Familiar adult from old room to be in the space as a familiar point of 
contact 
This may happen for whole week if needed 
 

 


