
 

  

 

   
 

Using the Passport to Support the Transition Process 

 For children leaving you and moving on to a new setting...    

Get set up ASAP! 

Action:  

❑ Activate staff accounts if you haven’t already.  
❑ Add children who are leaving you if they’re not already on the system. 

Complete Summative Assessments (exit points): 

Action: 

❑ Complete the relevant checker for each child leaving you and joining early years 

provision in a new setting/school.  

❑ This should also include SEND Support Checkers for children with SEND Support 

or an EHCP. 

Book a place on the Passport Support Event* to moderate judgements for a sample of 

assessment judgements made against Reception Ready Checker. This event will take 

place on Wednesday 23rd June at 6:30pm 

*Further information about this event can be found in the training programme. 

Creating Reports: 

Action: 

❑ Add information about each child’s Characteristics of Effective Learning** to their 

most recent checker.  
❑ Export a PDF report (which will include all information inputted above) to share 

with providers outside of Northumberland or any other relevant professionals 

supporting the child’s transition.  

**There is guidance on how to do this and exemplifications within the padlet. 

Enhanced information sharing: 

Action: 

❑ For children who require additional information shared, upload any additional 

documents which are key and relevant to the transition process. For example, an 

action review record. 

Transfer children’s passports: 

Action: 

❑ Confirm with parents the name of the provider their child is moving to and their 

consent to information being passed on.  
❑ Use the transfer function to assign children to their new provider (see walkthrough 

for demonstration on how to do this).  
❑ Set date for ‘shared view’ to end.  

https://forms.office.com/Pages/ResponsePage.aspx?id=3qkTu5CC8EKpgNw73-cPQLWtJ-Cpnx9At9Im-SKkMZNUM0pVSThNQU1URlVBQU5DTkxKUzVXWkhITi4u
https://northumberlandeducation.co.uk/wp-content/uploads/2021/04/Summer-Term-Training-Manual-2021.pdf
https://padlet.com/kay_summers/1x6ycqcj9lqn
https://www.youtube.com/watch?v=WNL7vVa2eJw&t=2s


 

  

 

   
 

❑ Make a short note beside the names of the child who you feel it would be 

beneficial to have more discussions about for the new provider to see. 

 

For children who are joining you in the coming months...  

Receiving Transferred Information: 

Action:  

❑ Confirm with new parents as part of the induction process the name(s) of the 

child’s current provision.  
❑ Request and accept Passport information for children who are joining you***.  
❑ Note which children have a ‘comment’ from the previous provider requesting an 

opportunity for further discussion. 

*** The Northumberland School Readiness Passport is the local authority’s recommended 

method for sharing of information and you should therefore not expect, or request, 

transition information to be sent in any other way. 

Review Summative Assessments (on-entry points): 

Action: 

❑ Review the checkers of children joining you to ascertain: 
1. Which children are not on track?  

2. Areas which require priority focus to enable modifications to provision/curriculum 

planning.  

3. Any children who should be prioritised for further discussions and support.  

❑ Moderate a sample of checkers with feeder providers to ensure consistency of 

expectation and robust information sharing.  Prioritise children who it would be 

beneficial to know more about within the moderation discussions. 

Review Reports: 

Action: 

❑ Read information included about children’s Characteristics of Effective Learning 

and start to consider the implications for provision in September e.g., what do you 

need to prioritise in terms of routines, adult interactions and resources? 

Enhanced information sharing: 

Action: 

❑ Note any children which it would be beneficial to have further discussion about and 

arrange.  
❑ Check ‘documents’ section of child’s passport for any additional documentation 

which has been uploaded to support information sharing. 
❑ Check child details to note any children who have previously been listed as having 

accessed funded provision at age 2, EYPP, SEND support, an EHCP, LAC status, 

or have any additional involvement with professionals from external agencies. 



 

  

 

   
 

All about me: 

Action: 

❑ Gather information from parents as part of induction processes which will inform 

the ‘all about me’ section of the child's passport. This should include:  
1. Experiences the child has had.  

2. Milestones already achieved.  

3. Aspirations for child as they move to the next stage of their school readiness 

journey. 

❑ Use the information gathered to inform plans for September and ensure the 

provision is ‘child ready’. 

 


