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Transition to secondary during coronavirus 
Use this checklist to find out what each phase can do to support pupils who are starting secondary school in the autumn.
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Note: we’ve provided some suggestions for how to carry out the tasks and who may be responsible – adapt these to suit your school’s context. 
Get pupils ready for the secondary environment 
	
task
	
NOTES / IDEAS
	phase responsible 
	    ✓

	SUMMER TERM 

	Send out a welcome letter to year 6 pupils 
	Use our template transition letters 
	Secondary 
	

	Tell pupils about the differences between primary and secondary school, like:
· Different teachers for each subject

· Movement between lessons


	· Teachers informing pupils over video conference, or
· Writing a list of the key differences and asking parents to go through it with their child 
	Primary – year 6 class teacher(s)
	

	Provide activities for pupils to practise the organisational skills they’ll need for secondary 
	E.g. getting pupils to practise the following at home:
· Packing their bag 

· Budgeting for lunch 


Get ideas for activities from Maidstone Specialist Teaching and Learning Service 
	Primary – year 6 class teacher(s)
	

	Give pupils an idea of the learning they’ll be doing  
	· If you can, record a sample lesson and upload it to e.g. YouTube 

· Give pupils activities to complete 

· Get pupils to do a mini-project while at home 

Remember to not overwhelm – do this in select subjects so you don’t overload pupils with work 
	Secondary –subject leads 
	

	Provide transition documents that you’d usually give to pupils before they start school 
	For example: 

· Example timetable 

· Map of the school 

· Checklist of equipment they’ll need 
	Secondary 
	

	Get pupils familiar with staff  
	· Provide pictures of key faces and a summary of what staff do – head of year, form tutors, designated safeguarding lead (DSL) and special educational needs co-ordinator (SENCO)
· Record video introductions from key staff members – what they do, etc  
	Secondary 
	

	Get pupils familiar with the school’s surroundings 
	Provide pupils with:

· Pictures of classrooms

· A virtual tour of the school 
Send these to parents via email or upload them to your school website 
	Secondary 
	

	AUTUMN TERM  

	Make sure teachers are aware of the potential signs of pupils becoming anxious or overwhelmed, so they can provide support 
	For example, pupils might be: 
· Looking for reassurance 

· Avoiding certain situations that make them anxious 

· Showing physical signs, like panic attacks

· Disengaged or acting out – consider what might be causing this (anxiety might be one cause)
	
	

	Have more structured social activities 
	· Delay the start of your full timetable so you can allow time for pupils to get settled
· Carry out icebreaker activities you would’ve normally done on your summer term induction day 
· Focus on transition in personal, social, health and economic education (PSHE) lessons, e.g. do more activities to help pupils get to know each other  

· At break times – put on more structured clubs around particular interests 


	Secondary 
	


Support vulnerable pupils and pupils with SEN 

	task
	
notes / IDEAS
	person responsible 
	    ✓

	SUMMER TERM 

	Ask pupils to complete pupil profiles 
	· Profile could introduce pupils and outline their interests, strengths and weaknesses 

· Choose your preferred format – e.g. 1-page profiles or ‘pupil passports’
	Primary SENCO to share with secondary SENCO 
	

	SENCOs discuss the needs of individual pupils with SEN 
	· Discuss needs that are set out in education, health and care (EHC) plans or pupil profiles 

· Meet via video conference (or on the phone if you don’t have a set-up where you can speak confidentially via video) 
	Primary and secondary SENCOs 
	

	DSLs discuss the circumstances of vulnerable pupils 
	· Arrange process for transferring documents during lockdown, e.g. online/via post, etc 

· Provide details of any difficult circumstances at home during lockdown

· Meet via video conference (or on the phone if you don’t have a set-up where you can speak confidentially via video)
	Primary and secondary DSLs 
	

	Find out which pupils won’t have had their annual review meetings because of coronavirus 
	Ask the question later on in the summer term, once you know the final results 
	Primary and secondary SENCOs  
	

	Make your introductions to pupils with SEN and their parents 
	· Meet via video conference (or on the phone if you don’t have a set-up where you can speak confidentially via video)
· Discuss what you’d usually cover in your face-to-face introduction meeting, plus information about their situation during lockdown. 

· For example, ask:  
· How they and their child are coping during lockdown
· What their concerns might be
· Discuss what the priorities might for the pupil in the autumn term 


	Secondary SENCOs 
	

	Find out if any pupils have suffered bereavement and keep a note of their names 
	
	Primary and secondary headteachers 
	

	AUTUMN TERM  

	Meet with pupils with SEN to introduce yourself 
	· Be proactive and seek pupils out
· Do this in the first few days 
	Secondary SENCO 
	

	Meet with vulnerable pupils to introduce yourself 
	· Be proactive and seek pupils out

· Do this in the first few days
	Secondary DSL 
	

	Reassess children to find out what stage of learning they’re at and consider how you’ll cater for any pupils who are behind 
	· You’ll be thinking about this for all pupils, but it’s particularly important for pupils with SEN
· Consider the assessment processes and tools teachers might need to re-baseline pupils with SEN 
	Secondary SENCO and middle leaders 
	


Engage parents during transition 
	
task
	
notes / IDEAS
	person responsible 
	    ✓

	SUMMER TERM 

	Introduce yourself to parents  
	· Record your headteacher introduction for new parents and upload it to e.g. YouTube
· If you’re not set up for video, send out the information with our template transition letter 

· Focus on what’s going to reassure parents, e.g. what support you’ll provide to help pupils prepare for secondary
	Secondary – headteacher
	

	Send out a welcome letter to new parents 
	Use our template transition letter 
	Secondary – headteacher
	

	Hold a Q&A for parents 
	· Have parents ask questions beforehand

· Answer the questions via live stream – e.g. on a video conference or over Twitter

· Write an FAQ-style page on your website, or use email 
	Secondary –headteacher 
	

	AUTUMN TERM 

	Encourage parents to visit the school
	
	Secondary -headteacher 
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CHECKLIST








	Get the knowledge you need to act at thekeysupport.com/sl
> Logins for all your leaders, at no extra cost
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