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The information contained in this tip sheet may help you prepare for, and reflect on, the transition meetings. Consider sharing this information with your child’s current and future educational setting prior to the meeting. 

Guidelines for a transition meeting

Transition meetings are designed for stakeholders to share knowledge and understanding of the child and to build a transition plan for the child and family to support a successful transition. Transitions work best where the team is comprised of staff from the sending setting, the receiving setting, the family, and other key members of the child’s life. It is best to keep the group small. Three to five people is a recommended number. 

A good transition meeting should be collaborative where all stakeholders should be sharing ideas and opinions and decisions should be reached through a collaborative framework. Where thoughts and ideas differ, time should be spent working towards a suitable solution. 
The thoughts, ideas and opinions of all participants should be respected, and the contents of the meetings need to be kept confidential and information shared with key service providers only. Where possible, you many want your child to attend a transition meeting to share their ideas for moving to ‘big school’. 

Before meetings
· Begin the Transition booklet: My journey to Prep by completing the parent aspirations and, if possible, work with your child to start the child section.
· Collect all the information that you want to share and have it ready, for example, information on schools.
· Write a list of questions or concerns that you would like addressed within the meeting. 

· If you would like support within the meeting, consider taking a family member or an advocate from an advocacy agency or organisation, as they can help you to ensure that you feel heard within the meeting.
· Talk to those people who know your child well, such as an early childhood educator to decide who should attend the meeting.

During meetings
· Ensure that an agenda is set at the beginning of the meeting to keep everyone on track and to ensure that all the important topics are covered.
· If a previous transition meeting has been held, begin by reviewing the goals from the previous meeting.
· Refer back to your list during the meeting to make sure all the areas that were important to you were covered.
· Design a transition timeline and continue to refer back to the timeline at each meeting. 

· Set clear goals to be achieved within a specified period with specific team members to be responsible for each goal.
· Set a date for the next meeting if required.

After meetings
· Ensure you receive a copy of the minutes/goals/transition plan. 

· Sit down and reflect on the meeting e.g. Were all of your important topics covered? Do you know how you are moving forward? What is the next step in the transition process?
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