
               Dalmeny Transition Policy                  

 

Ethos 

 

Any child may find a period of change a cause for anxiety. The school will put in 

place measures to minimise any stress throughout any period of transition for all 

members of the school community. 

 

Aims 

o To ensure that when children transfer to or from our school, they 

maintain continuity and progression in their learning. 

o To ensure a smooth and appropriately supported transition for 

pupils, at all points of change, in the course of their progression 

from Nursery through to Secondary Education and between year 

stages. 

o To ensure transition information for all children leaving and 

enrolling at Dalmeny Primary is appropriately shared. 

o To give opportunities for pupils to prepare for new experiences 

through a transition programme. 

 

Transition Home / Nursery 

 

Admissions to Nursery are drawn up in line with advice given in the City of 

Edinburgh Early Years Admission Policy.   

To ensure a smooth transition is made into Nursery close liaison is fostered with 

the parent/carers. Liaison is undertaken through formal and informal contact. 

 

 Parents are offered opportunities to visit the nursery prior to their 

children applying for a place and again by attending individual 

enrolment appointments. 

 Members of Nursery staff visit the home to liaise with parents and 

meet the children. 

 A letter is sent to the parent/guardian in May/November/March ( 

where places are available) offering the child a place in the Nursery 

class  

 Parents are given an enrolment appointment to discuss any relevant 

information about their child; they are informed of the Nursery 

starting arrangements and general Nursery information. 

 All appropriate information for children with specific needs is shared 

appropriately with relevant agencies.  

 All parents are notified that the Nursery Parent Handbook which is 

updated annually is available on the website. (hard copies also 

available) 

 To settle children, entry days are staggered over the first few 

weeks. 



 Parents are encouraged and supported to spend time with their 

children in the Nursery to settle and separate during the initial 

period of starting 

 Early in the first term new parents are invited to a Nursery 

curriculum evening where the content of the nursery curriculum is 

discussed, nursery routines, settling in arrangements are reviewed, 

children’s profiles are explained and Child Protection guidelines are 

discussed 

 Parents are offered the opportunity to discuss any concerns they 

have regarding the settling in of their children through individual 

consultations appointments with the Nursery Teacher. 

 Parent’s views on Nursery induction are gathered through a” settling 

in” questionnaire. All responses are evaluated and improvements 

actioned. 

 Regular newsletters, e mails and plasma screen information provide 

new parents with any additional nursery information. 

 Both HT and Nursery Teacher are available for parents to discuss any 

concerns or queries. 

 Care Inspectorate reports are available for parents. 

 

Transition from Nursery / Primary 1 

 

Admissions to Primary are in line with advice given in the City of Edinburgh 

Primary Schools Admission Policy.   

It is our aim to ensure a smooth transition into Primary 1 with all our new intake, 

those who have attended Dalmeny Nursery and for those who have attended 

other pre- school provision.  

 

All pupils who reside within the ‘catchment area’ for Dalmeny Primary School will 

enrol in Dalmeny Primary School.  Children who do not reside within this area will 

have the opportunity to request an out of catchment placement request though 

this is not guaranteed.  These should be completed and returned to City of 

Edinburgh Council as soon as possible.  Decisions on these requests will be 

notified in writing in April. 

 

 November enrolment dates are in line with City of Edinburgh Primary 1 

Enrolment Policy and are advertised locally. 

 Dalmeny Primary School Enrolment Posters are distributed throughout 

the village and to pre school private partner nurseries. 

 Throughout the year nursery children are offered the opportunity to use 

the main school facitilties. 

 Regular visits are made by children to the Primary 1/2 class room and 

familiarisation visits around the school environment are built upon. 

 Nursery children are integrated into the playground and line up 

procedures are informally introduced. 

 The Nursery  is viewed as an integral part of the school and is involved in 

all whole school events such as Health Week, Eco Days etc. 

 A transition events calendar is shared with parents in April. 

 Transition events are planned by both Nursery and Primary colleagues. 



 Children attending other pre five provision are invited to attend all 

transition events. 

 Parents of children attending other pre five provision and are informed 

of all transition events by letter in April. 

 Primary 1 teacher visit the nursery during term 4.(if known) 

 Information sharing meetings are planned to ensure receiving teacher has 

the opportunity to discuss all nursery children.  

 Primary 1 teachers from neighbourhood schools visit any children who 

may be enrolled in their school. 

 Liaison meetings are held with other nursery staff and PT visits other 

nurseries if appropriate. 

 All About Me Books and children’s Profiles are shared with Primary 1 

teachers. 

 Children’s individual Learning Targets and Next Steps in Learning are 

shared with receiving Primary 1 teachers. 

 Parents are invited to a Primary 1 information and introduction workshop. 

 Parents are issued with a Welcome to P1 booklet. 

 Children are invited to a teddy Bear Picnic in June to meet their teacher 

and classmates. 

 Dalmeny Primary implements a staggered entry for the first three 

mornings for new children in August, but every child starts on day one. 

 Parents are invited in with their children on the first day and every 

effort is made by the school to mark the occasion. 

 New parents are invited to the Parent Forum. 

 The first P1 parent consultation takes place by October. 

 

Transfer from class to class at end of session 

 

To ensure a smooth transition from one class to the next the content of class 

information has been standardised. It is each teacher’s responsibility to ensure 

that they hand over the relevant class information to the teacher(s) responsible 

for taking the class in the next session. Time from the WTA is set aside each 

year in June to allow liaison and discussion time and to ensure a smooth 

transition. 

 

Documentation to be handed on 

 

Class forward plan folder information containing:- 

 Session overview 

 Support for Learning Information  

 Pathways – updated as appropriate 

 IEP’s / ASP’s,  

 Specific programmes of work 

 Health Care Plans and flow charts 

 Class Progress Record 

 Summative Assessments 

 Overview of Class Achievement 

 Reading Groups  

 Planning Pathways 



 Spelling groups  

 Modern Languages Plan as appropriate 

 Maths Groups  

 Significant Outcomes 

 IDL. SS and Science Information 

 

 Pupil work/any programmes of work and resources for specific children 

 Writing jotter 

 Maths Jotter 

 Learning Journals 

 Reading records 

 Assessment Folder (WSMD) 

 

 

At hand-over meeting the receiving teacher(s) may make any relevant notes on 

children’s social interaction, friendship groups and any behavioural concerns. Any 

significant parental feedback or concerns should be shared. 

 

Parents are informed of new class structures and class teachers by the 

Headteacher in June where possible. Children get the opportunity to visit their 

new classroom and meet their new teacher.  

 

The school Business Manager shares appropriate “house keeping” arrangements 

with all staff for the return of resources, classroom presentation and moving 

day arrangements.  

 

 

P7 / S1 Transition to High School 

 

All pupils who reside within the ‘catchment area’ for Dalmeny Primary School will 

be enrolled in Queensferry High School for their secondary education.  Pupils 

who do not reside within this area will be enrolled in their local secondary school 

but will have the opportunity to request a placement at Queensferry High 

School though this is not guaranteed.  Enrolment request forms will be available 

from the school office early in the pupil’s P7 year.  These should be completed 

and returned to City of Edinburgh Council as soon as possible.  Decisions on 

these requests will be notified in writing in April. 

 

Parents whose children reside within the Queensferry High School catchment 

area also may make placement requests for other secondary schools by following 

the previously mentioned enrolment request procedure. 

 

Parents who are opting to enrol their child outside the state system are 

requested to inform City of Edinburgh as soon as possible as this will assist the 

authority in decisions regarding enrolment requests. 

 

 

  Meetings regarding the P7/S1 transition process are held throughout 

the session both at Queensferry High School and local primaries. At 



these meetings information is shared on S1 curriculum, transition 

procedures and an opportunity is given to parents to familiarise 

themselves with the secondary school environment. 

 Former pupils of Dalmeny Primary share their experiences of S1 at 

transition meetings. 

 Secondary teachers are invited into the primary school during the P7 

year though subjects and numbers of staff do vary. 

 Children are given the opportunity to visit the High School throughout 

the year. 

 Cluster P7 teachers share practice through moderation opportunities. 

 P 7 teachers are regularly involved in cluster Literacy and Maths. 

 P7 children complete a language Bridging Unit prior to attending High 

school. 

 Support for Learning and Guidance staff visit to discuss with staff 

any pupils with possible additional support needs and also meets the 

pupils. 

 A P7 audit for support is completed by the SfL Teacher. 

 Class teachers discuss possible high school classes and children are 

asked to identify someone who could be in his/her high school 

registration class. 

 In June all children attend a three day induction visit to Queensferry 

High School or other secondary schools. These dates are set by The 

City of Edinburgh Council at the beginning of each school session. 

 Transfer documentation submitted to Queensferry High School by 

mid-June 

 Pupil Profiles are shared with the High School. 

 Secondary school staff are invited to the P7 Leavers Assembly. 

Children receive a secondary school tie from their receiving High 

School. 

 Appropriate liaison and transition procedures are in place with West 

Lothian receiving schools and all appropriate transfer of information 

is shared for any children attending the private sector.  

 Any children who have been allocated provision in schools to meet 

their particular needs are accompanied on transition induction days. 

 

School / School Transition 

 

 A meeting to share information is in place for the parents of any new 

child enrolling at Dalmeny Primary and parents are offered a tour of the 

school. 

 All relevant information is discussed and the child is allocated to the 

appropriate class. 

 All City of Edinburgh Council enrolment procedures are followed. 

 The administration staff ensure that the previous school is informed of 

the enrolment. 

 The new pupil is given a class buddy during the settling in period. 

 Transfer documentation is completed by the class teacher for any child 

leaving for a new school. 



 All appropriate information is forwarded to the receiving school along 

with current class work. 

 The school Administrator records all admissions and leavers to ensure all 

appropriate records are sent and received. 

 Any information on additional needs, child protection or social work 

involvement is shared with receiving school. 

 Dalmeny Primary liaise with any associated professionals during the 

change of schools. 


