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Through the Childcare Act 2016 the government aims to provide additional free funded 
entitlement in addition to the existing 15 hours universal offer of free early entitlement, 
available to all 3-4 year olds and eligible 2 year olds. This additional offer will equate to 30 
hours per week, during school term time, for eligible working parents. The government is 
clear that the additional hours of childcare need to be of high quality and delivered flexibly.  
“All childcare must be delivered in a way that makes a difference to a child’s physical cognitive 
social and emotional development without placing inappropriate strain on young children”. 
(Childcare Bill 2015). There is an expectation that children are able to take up their funded 
place at times that best support their learning and at times which fit with the needs of parents 
to enable them to work or increase their hours of work if they wish to do so. 

In order to support the introduction of high quality 30 hours free childcare a group of school 
and PVI practitioners as well as Local Authority Officers devised this transition guidance 
document. This document is a starting point for those involved in transitions in the early 
years and is aimed at opening up the discussions between practitioners and those involved 
in the transitions for children in early years. 

When children move on from one provision to another, perhaps as they enter a full-time place 
in a reception class, these transitions are landmark events for children and have a definite 
impact on their emotional and academic development. They are times of exciting change, 
new opportunities and growth for every child. However, they can also be times of 
uncertainty where surroundings, expectations and procedures are different and 
key people unfamiliar. Now, with the introduction of the extended entitlement, 
children are more likely to experience many more transitions, often on a daily 
basis. It is therefore essential that systems are in place to ensure children’s 
emotional well-being, as well as their learning and development needs 
are fully supported, wherever they are accessing early years’ provision. 

Learning is dependent upon the child’s emotional state. The focus of 
this piece of transition work is about putting the child at the centre 
so that the emotional state of the child is managed and learning 
can be nurtured. 

Getting

transition right

is vital for every child and should 

not be seen as an event but as

a process that involves

children, practitioners

and parents

together. 

1



      

Aim of this guide Provision in Gateshead 

To facilitate smooth transitions for young children accessing their nursery entitlement across 
more than one provision. The principles can also apply to children as they move on to another 
provision, for example at the start of a new term or because of a house move.

What are the desired outcomes?

•   Children who feel sensitised to and safe with the adults and environments where they 
access their funded entitlement, and any additional childcare. 

•   Close relationships between providers, focussed meetings and passing on of appropriate 
documentation. 

•   Effective sharing of information between the parents/carers, and early years’ providers. 

•   Exemplar documentation to support a consistent approach to the sharing of information.
 
Transition cannot be a standardised process with a prescribed set of procedures to follow 
as, not only do children bring their unique culture, providers also have their own unique 
culture, and consideration needs to be made of the wide range of contextual and socio-
cultural variability involved in the transitions. Therefore the model of transition needs to 
be flexible with approaches tailored to the specific needs of the children and the particular 
contexts of the different provisions.  This guidance outlines good practice suggestions aimed 
at supporting the adults in different provisions to reflect on the process of transition, and to 
plan and prepare for improved transitions for children between different provisions.

Principles of Transition
When considering the key features of any ‘best practice’ guidance, two clear themes are 
paramount:

• Children should be at the heart of all transition arrangements.

• Effective transitions require planning and regular communication between providers

Transitions should provide opportunities for:

• Developing positive relationships

• Families to be involved

• Continuity of experience

• Collaborative working

• Building on positive experiences

• Managing change and new challenges

• Flexible approaches to meet children’s individual needs

•  Meaningful, progressive learning experience which 
support positively the emotional development and 
resilience of the child. 

In Gateshead, with its wide range of different types of provision, the parent may access their 
universal 15 hours funded entitlement or 30 hours extended entitlement through:

•  Local authority maintained and academy school run early years provision - nursery classes 
in primary schools or a maintained nursery school. 

• Childminders 

•  Private, Voluntary and Independent (PVI) group settings - pre-schools and full day care 
provision.

•  Out of school providers - breakfast, after school and holiday provisions. These must 
be registered on the Ofsted Early Years register or exempt from registration as they are 
delivered directly by a school. 

Many of these providers have been offering 30 hours plus of provision per week term-time 
or stretched over the year with parents paying for any additional hours of childcare over the 
universal 15 hours funded entitlement.  Some providers already work in partnership to offer 
additional childcare e.g., PVI settings or childminders working with schools. Not all providers 
will decide to offer the 30 hours free childcare as it may not be viable due to low numbers of 
parents who are eligible or because the provision is already full so cannot accommodate the 
additional hours. Some providers may offer a limited number of 30 hour places themselves 
or by working in partnership with other providers.  

Prior to the introduction of the extended free entitlement, many children accessed more 
than one provider each week, with common examples being childminders or day nurseries 
collecting or taking children to a sessional nursery class or pre-school. Although in most 
cases, funding was not being shared, there was joint delivery of Early Years Foundation Stage 
(EYFS) Statutory Framework. 

Statutory requirements of 30 hours free entitlement
Statutory guidance limits the number of sites on which children can take up their free 
entitlement in a single day as two sites. The entitlement can be taken during term-time only, 
or stretched over the whole year (subject to availability).  It is hoped that, wherever possible, 
providers will try to minimise the number of transitions a child will experience, while looking 
to offer the 30 hours free childcare. 

Underpinning the information in this guidance is the EYFS Statutory Framework. Any 
provision for 3 and 4 year old child must adhere to the learning and development and 

safeguarding and welfare requirements. Where statutory guidance is not 
available, this guidance recommends what best practice would 

dictate. Staffing ratios must be in line with EYFS:

‘Where children in nursery classes attend school for 
longer than the school day or in the school holidays, 

in provision run directly by the governing body or the 
proprietor, with no teacher present, a ratio of one member 

of staff to every eight children can be applied if at least one 
member of staff holds a full and relevant level 3 qualification, 

and at least half of all other staff hold a full and relevant level 2 
qualification.’ (EYFS 2017).
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Models for consideration

Statutory Guidance encourages providers to offer ‘flexible packages of free hours, subject to 
the following standards which will enable children to access regular, high quality provision in 
keeping with the evidence of the benefits of doing so, whilst maximising flexibility for parents 
and ensuring a degree of stability for providers.

• No session to be longer than 10 hours

•  No minimum session length (subject to the requirements of registration on the Ofsted 
Early Years Register)

• Not before 6:00am or after 8:00pm

•  A maximum of two sites in a single day.’ (Early education and childcare statutory guidance 
for local authorities, March 2017)

This will result in many different patterns of attendance, some examples are given below:

Implications of the extended entitlement

Some providers may wish to develop specific models when implementing the 30 hour free 
childcare either alone or in partnership with another provider. Others may find that a variety 
of different models are being used by parents to support their childcare needs in line with 
work commitments (Appendix 1).

It is anticipated that there will be more transitions involved in the delivery of the extended 
free entitlement. We would therefore urge all providers to consider the following questions 
at the start of each term:

•  How many different early years providers does each child attend across a single day/ 
week or term, including any holiday provision. This should be established through use 
of the parent declaration form (supplied to all EY providers in Gateshead via the Provider 
Agreement).

•  How many different early years providers are involved in delivery to children in your 
group/class?

•  What do you know about the other providers you have identified? 
(e.g., their philosophy, ethos, their learning environment etc.). As a 
provider you could consider sending an introductory letter to the 
other setting the child attends (appendix 2).

•  Who are the key people linked to children in your group/class 
in each of the provisions listed?  You may consider completing 
a record keeping form, which gives the opportunity to record 
any communication with another setting (appendix 3).

•  How do you pass information on to other providers 
working with your class/group?

•  How do you pass information on to a child’s parent/ 
carer if transition at the beginning/ end of the day is 
usually to or from another provider?

•  How do you ensure the information 
you have about transition 
arrangements is 
kept up to 
date?
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Alice
Alice attends school nursery on Monday (6 hours), Tuesday (6 hours) and Wednesday (3 
hours) morning, she is collected by a day nursery provider on Wednesday lunchtime and 
attends there for a further 15 hours on Wednesday pm, Thursday and Friday.
Daily home to and from provision then 1 additional transition each week.

Alice
Alice attends school nursery on Monday (6 hours), Tuesday (6 hours) and Wednesday (3 
hours) morning, she is collected by a day nursery provider on Wednesday lunchtime and 
attends there for a further 15 hours on Wednesday pm, Thursday and Friday.
Daily home to and from provision then 1 additional transition each week.

Dora
Dora attends a pre-school for 5 hours a day, and a holiday club for 5 hours a day for 8 
weeks over the course of the year. (NB the holiday club has to charge for 10 hours of 
provision over her annual entitlement of 1140 hours). Daily home to and from provision 
then a transition from pre-school to holiday care, although this is more of a virtual 
transition and relates to passing on of information.

Ben
Ben attends a pre-school 5 mornings a week and is picked up by a childminder each day.
Daily home to pre-school and childminder to home, then additional 5 transitions each week.

Charlie
Charlie attends a breakfast club then school nursery then an after school club 3 days a 
week, all on the same site.
Daily home to and from provision then additional 6 transitions a week.



      

Working towards a
Transition Policy

Transporting children

Once you have identified the main provider(s) you 
will be working alongside to deliver the extended 
entitlement, you should ensure that you have a transitions 
policy that reflects your approach to working together. This 
should address practical arrangements, as well as dealing with 
more complex scenarios, such as, for example, sharing concerns 
and strategies in relation to SEND. 

Ideally, you should develop a shared ‘Transition Policy’ with the other 
provider(s) involved, using the following suggestions as a starting 
point to consider when formulating a policy: 

• Discuss transition at a meeting with all providers you work with

•  Involve governors/management committees in the review of 
transition practice

•  Systematically canvas views of parents, children and staff 
on transition through questionnaires/meetings/discussions

•  Produce a transition booklet for children/parents (see 
separate leaflet)

•  Providers should be issued with a ‘named person’ from the child’s provider who is able to 
co-ordinate the transition process and be contacted with regards to this. Ensure a familiar 
adult is available for children for security and continuity of experience.  

•  Create opportunities where children see staff from partnership providers together. For 
example:

  -  Hold meetings where keypersons can meet parents together

  -  Invite each other to events such as open days, fayres, concerts 

  -  If on same site arrange to use each other’s facilities such as 
shared outdoor learning environment, hall space etc. 

  -  Share photographs of the child in each other’s setting

  -  Share scrapbook and jotters sent by the other provision and 
possible experiences. 

  
  -  Use the name of the setting and staff when talking with the 

child

  -  Have a photograph of the new teacher/ key worker to refer to

  -  Share a basket of objects belonging to the provision that children are familiar with.

Some transitions are likely to include children 
being picked up from/ taken to another 
provision, either on foot or by car/ minibus.

As part of a child’s day, you may be required to 
drop off or pick up a child from another provision. 

Whether this will be walking, in a car or on a bus; a risk 
assessment will need to be carried out in order to ensure 

the safety of you and the children in your care. You must also 
ensure that appropriate insurance cover is in place if transporting 

children in car/bus.

Risk assessment, questions to ask yourself:

•  Have any identified risks been managed to ensure risk level is reduced?

•  Have you given the child a reminder that they will be moving on to 
another provision?

•  Have you ensured your mobile phone is charged and contains all 
relevant contact phone numbers?

•  Have you ensured first aid box is complete and easily accessible?

•  Have you ensured any information has been completed (communication 
book, accident forms, updates) and placed in child’s 
bag?

•     Have you ensured you have all equipment prior to leaving 
provision/ bringing child from car?

•  Have you ensured child is seated in appropriate car seat with 
correct restraint?

•  Have you ensured child 
locks are activated?

•  Have you ensured you 
are aware of route and 
parking facilities?

•  Have you ensured the child 
is walking on the inside of the 
pavement, not roadside?

•  Have you ensured child has been signed 
into new provision?
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Strengthening communication

Establish and strengthen systems for the continued close relationship between home and 
provider to ensure dialogue is open. Ensure all relevant staff are aware of how the children 
are responding to the changes, and that home and setting routines complement each other. 
If a child is finding the transition difficult ensure these concerns are shared with all involved 
and discuss how best to support the child/parent.

Give children lots of time to move through the transitions playfully and express any feelings 
they have. This means acknowledging the full extent of children’s feelings, whether this is 
excitement (sometimes anxiety) or resistance, giving them ample time rather than minimising 
or suppressing them. 

Children’s concepts of time are different from our own; they are present tense focussed, 
so they need to be able to predict and understand by use of concrete visual cues. Value 
the necessary home/setting/school connection by making space for children’s transitional 
objects such as photos, comforters or objects.

Develop systems to share assessments and next steps in learning. Make systematic and 
frequent child observations.

Children’s Learning and Development Transitions

With increasing numbers of children accessing more than one provider for their funded 
nursery entitlement, the need for practitioners to identify the best way of sharing assessment 
information, of moderating assessment judgements and of identifying next steps/ 
interventions becomes even more important.

All providers are required to follow the EYFS, whether they are delivering the universal or 
the extended entitlement. Whilst the learning environment may be very different, the same 
statutory commitments and principles should apply to the child’s learning and development.

Assessment should not entail prolonged breaks from interaction with children, nor 
require excessive paperwork. Paperwork should be limited to that which is absolutely 
necessary to promote children’s successful learning and development. Parent and /
or carers should be kept up-to-date with their child’s 
progress and development. Practitioners should 
address any learning and development needs 
in partnership with parents and/or carers, and 
any relevant professionals.
EYFS Statutory framework (April 2017)

The method providers use to share both 
formative and summative assessments of children’s 
learning should be mutually agreed by all providers 
working with the child(ren) concerned. Providers do not 
need to use the same IT system in order to work together, 
but they do need to be using a common language in order 
to agree judgements and next steps in learning.

There are clear benefits of providers meeting together regularly, and this would always be 
recommended as best practice. Ofsted, when inspecting both school based early years’ 
provision, and PVI provision registered on the Early Years’ Register, will look for evidence that 
all those involved in children’s learning have a role to play in the assessment process:

‘Assessment is accurate and based on high quality observations. It includes all those involved 
in the child’s learning and development.’ Ofsted School Inspection Handbook

‘Accurate assessment, including through high quality observations, is rigorous and sharply 
focused and includes all those involved in the child’s learning and development. Where 
appropriate, children are involved in the process. Information from assessment is used to 
secure timely interventions and support, based on a comprehensive knowledge of the child 
and their family.’ Ofsted EY Inspection Handbook.

Where there are a number of children sharing their 
nursery entitlement between the same providers, for 
example a school nursery and a day care provision, 
then opportunities for practitioners to come together 
to engage in professional development opportunities 

should be developed.

For example, joint training on learning and development 
issues and moderation of children’s learning.

Some comments from recent inspection reports from provision judged to 
be outstanding in Gateshead, show the benefit of working closely with other 
provider(s): 

“When children attend a second early years setting, the staff use a three-way 
communication book and agree ways in which to share and monitor children’s 
progress. This means that continuity and consistency in children’s learning is highly 
effective.”

“Partnerships with the other settings children attend are firmly established and make 
a very strong contribution to meeting children’s needs. There is a consistent two-way 
flow of communication and children benefit highly from an entirely collaborative 
approach to their care and development.”

“Work with preschool providers, external agencies and parents ensures a safe and 
smooth transition into nursery.”

“The nursery has an excellent relationship with the on-site school. An atmosphere of 
collaboration and mutual support exists between the school and nursery. This effective 
partnership working helps the nursery to meet children’s needs extremely well.”

“She has established superb partnerships with the host school where children attend.”
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If providers who are working 
together are looking to purchase 
a new IT system to allow them to 
track children’s learning in the EYFS, 
it would be an ideal opportunity to both 
invest in the same software. Below are some 
guidelines to help you to identify the best IT 
solution to meet your needs:

Features of an online system to consider in order 
to support good assessment practice:

•    a system that is based on a highly principled 
approach to assessment rather than based on 
evidence collection only

•  one complete system for assessing, tracking, 
documenting, moderating and reporting 
children’s learning birth -5 years

•  a system that captures starting points on-entry and monitors 
children’s progress periodically (summative assessment)

•  assessment statements ideally drawn from child 
development tracking progress against 
age related milestones which practitioners 
assess periodically (summative assessment)

•  a system that is practitioner led ensuring 
accurate assessment across all areas of learning and 
characteristics of learning

•  assessment statements that have accompanying 
exemplification materials to enable in-setting moderation and 
training, to support accuracy of assessment and consistency of 
approach when making judgements

•  a system that can enable Learning Journals to be created, tagging observations, images, 
video clips to children’s trackers to document progress between assessments (formative 
assessment)

•  a system that provides a Parent Portal for online exchanges enabling parents and carers 
to contribute assessment information from home which may be added to the Learning 
Journals for individual children.

Partnership Agreements
In some cases a number of different providers may work with a sessional provision to offer 
greater flexibility for parents/ carers. If a provider is going to work in partnership with another 
provider they may wish to create an agreement.

Some considerations may be given regarding:

• Registration forms to both include consent to share information with other providers.

•  How and where children are ‘handed over’ including at what point responsibility is 
transferred (e.g., what happens if someone is late?)

• Role of key person in each provision

• Attendance at meetings/ completion of reports or assessments

• Use of any shared space/ resources

• Responsibility re children’s belongings 

• How information is passed on/ shared.
 -  Information from parent given to first provider e.g., upset today as 

family pet has died
 -  Provider 1 needs to let parent know that child needs to bring in 

something the next day etc
 - Injury sustained at home 
 - Injury sustained at provider 1 (Appendix 4)
 -  Medical information/ care plan – long term and/ 

or short term
 - SEND strategies/ plans
 - Child’s learning and development progress 
 - Safeguarding/ Child Protection concerns

•  Complaints - what to do if a parent has a complaint/ if 
1 provider has a complaint about another provider

• How you ‘promote’ the partnership

•  Monitoring arrangements of agreement/ 
review dates.
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Examples of good practice from a range
of EYFS providers

Out of School provider who has children in the setting from seven primary schools.

This Out of School Club (OOSC) provides before and after school care to children 
throughout EYFS, KS1 and KS2, to seven local primary schools. The OOSC is off site 
therefore the children walk with a member of OOSC staff to and from the school. The 
manager of the OOSC always ensures, where possible, that the children have the same 
member of staff to transport them.

The OOSC learning environment provides a range of spaces for different interests and 
activities both indoors and outdoors. The manager has ensured the provision for children 
in the EYFS is age appropriate offering rich continuous provision across the seven areas 
of learning and development. Most evenings there are approximately thirteen EYFS 
children attending the OOSC.

The manager and all of the EYFS teachers in the schools have worked together to 
develop a system to work with other providers for children in the EYFS. Most of the 
schools, as the main provider, instigated initial contact with the OOSC. The schools 
informed parents, in writing, about working together with the OOSC and explained why 
they wanted to work together.

The information packs to parents in all of the schools explains partnership working with 
other providers in more detail, and gives examples of good practice. The OOSC also 
informs parents in their welcome pack, and working with partner schools is included in 
the agreement parents sign when the child starts attending the OOSC. Currently there 
are three schools with EYFS children who attend the OOSC. However, the partnerships 
and systems of working are generic to all of the schools. EYFS class teachers meet 
termly with the OOSC manager and the EYFS key workers from the OOSC setting. These 
meetings must take place during the school day since OOSC staff are working before 
and after school. Headteachers in these schools have ensured the meetings can take 
place by providing appropriate staff cover. The meetings are timetabled to take place just 
before the EYFS class teachers complete their assessments. The OOSC collects written 
anecdotal information as well as contributing photographs in a brief learning journal.

At the meetings with the class teachers the children’s OOSC learning journals can 
be viewed by the teachers if they want to. Some have used information from these 
journals as contributing evidence for the child’s EYFSP. They discuss and agree the 
developmental bands the child is currently working within across the seven areas of 
learning and development. They talk about the child in terms of their Characteristics 
of Effective Learning in both settings and they always have a discussion about learning 
opportunities the child can experience solely in the OOSC such as interaction between 
older and younger children. The OOSC also has a table football game that is very popular 
with boys in the setting. The key workers in the OOSC were able to talk about how the 
EYFS boys had developed a system to tally the goals scored.

Together practitioners share relevant information and identify the child’s current interests 
and next steps in learning and development. Often, at the next meeting, the OOSC has 
been able to document these next steps in action for the child using photographs.
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The meetings are documented by both settings. The manager from the OOSC always 
checks the children’s learning journals collated and written by key worker to ensure 
appropriate EYFS content. The manager insists that the journals are professionally 
presented in terms of spelling and grammar. At individual staff supervisions the OOSC 
Manager always includes a discussion about the key worker working with partner 
schools, and the effectiveness of the meetings for individual children.

The Manager in the OOSC has identified that writing a short narrative about the child 
before meeting with the teachers would be useful. This would help to inform and shape 
the discussion. She is going to work with the OOSC EYFS key workers to design an 
appropriate format. This would include information about the child’s Characteristics of 
Effective Learning they have observed and some of the child’s next steps in learning and 
development. She is also going to suggest to the EYFS teachers in the schools that they 
conduct an annual review of the partnership to ensure it is as effective as possible.

Pre-school and Childminder

This pre-school as the main provider has developed a book which is similar to ‘All About 
Me’ books used with parents, but adapted for childminders. In this case the childminders 
usually provide care wrapped around the child’s funded nursery education session. 
Parents of pre-school children are informed personally, and in a letter, that the pre-
school is working together with the child’s childminder. Their information booklet 
to parents provides a further explanation about working with partner providers. The 
purpose of the book is for the pre-school and the childminders to have an opportunity 
to share information about the child. This information can be used to contribute to 
assessment information, and to next steps in learning and development for the child. 
The book is prepared by the pre-school and includes:

•  Reference to EYFS Unique Child, Learning and Development and Assessment as a 
rationale for completing the book for both the pre- school and the childminder.

•  Information about the key person system in the pre-school, and space to include 
further information if necessary.

•  Information about the Characteristics of Effective Learning as well as the seven areas 
of learning and development.

•  Information about broad themes and topics the pre-school will be following over 
the term.

•  Examples of written anecdotal observations completed in the pre-school, and their 
links to the Characteristics of Effective Learning, and the seven areas of learning and 
development.

• Examples of observations informing next steps in learning and development.

•  Example of a half termly summary written about the child by their key person in the 
pre- school, used to inform summative assessment of the child.



      

The book is in its infancy and is being trialled with the only current childminder. The pre- 
school manager plans to review and evaluate the effectiveness of the book with the 
childminder termly. The childminder has begun to provide written anecdotal information 
about the child in her setting. The key person in the pre-school replies commenting on 
the information provided by the childminder, offering information on similar and new 
behaviours she has observed.

Sometimes the key worker makes links to early years outcomes from their observations, 
and together they identify next steps in learning and development for the child. 
Currently the book is being used to share observations about the child and identify next 
steps. However, the pre-school manager has identified the following improvements she 
would like to initiate:

•  Invite the childminder into the setting to meet with the child’s key person in the Pre-
school, to explain about working in partnership and using the book.

•  Include the child’s parents in the process, by asking parents to complete a similar 
book and look for opportunities for the book to be shared with the child’s parents.

•  Key person and childminder to meet to inform summative assessments 
being made by the key person in the re-school. Together have a discussion 
about the child in terms of their Characteristics of Effective Learning to 
make best fit judgements about the development band the child is 
working within across the seven areas of learning and development. 
Use information from the child’s learning journal in the pre-
school and the childminders book to support judgements as 
necessary.

•  Ensure relevant policies and procedures for both the pre-
school and childminder document information about 
working together.
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Nursery Class, Pre-school and Out of School provider

This nursery class has fifteen children attending other providers, some out of the local 
authority. Most of the children attend an off-site pre-school and Out of School Club 
(OOSC) located in the same building. The teacher and practitioners from the pre-school 
and OOSC have recently developed a process to share assessment information together. 
They are trialling the process with a view to the nursery teacher implementing the same 
process with the other providers involved.

Each setting asks parents to provide information on entry about other settings attended 
by the child, and asks parents to ensure this information is kept up to date.  The nursery 
teacher, as main provider, takes responsibility for contacting the partner provider, if she 
has not already been contacted by them. She also informs the child’s parents in writing 
that she is in contact with the other provider and describes the process of assessment 
information sharing. All written contributions by the partner settings are added to the 
child’s learning journal, which parents are able to view upon request. The nursery teacher 
completes EYFS summative tracking information for the child. Each setting compiles a 
learning journey for the child. The practitioners each wanted to use the child’s learning 
journey to document and celebrate the child’s learning and development unique to 
their particular setting, and to share the learning journey with parents.

The nursery teacher (once she knows the setting a child is attending and their pattern 
of attendance) visits the child in their partner setting. She meets the child’s key person 
and has an opportunity to play alongside the child. At this meeting contact information 
for both settings is shared and documented. The nursery teacher and staff from the 
partner setting meet to discuss and agree a process to enable the partner setting to 
make contributions towards the observational assessment for the child, which is then 
used as part of the evidence about the child’s achievements.

Usually staff agree to meet termly and the nursery teacher asks staff in the partner setting 
to provide a short-written summary about their knowledge of the child’s characteristics 
of effective learning, their current interests and learning styles. Sometimes this is 
linked to anecdotal and photographic evidence in the child’s learning journal across 
the seven areas of learning and development. The nursery teacher also completes the 
same termly summary of the child and included on the summary is a note of the child’s 
current developmental stage across the seven areas of learning and development. The 
summary sheets are e-mailed and provide a basis for discussion at the termly meeting.



      

A Child’s Perspective

These accounts are from children who attend a day care provision in the morning, followed by 
school nursery in the afternoon.
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This account is from a child who attends school nursery in the morning, followed by 
daycare in the afternoon.

My daddy takes me to school, he always takes me. I walked to school today. My teacher 
opens the door and asks dad if I am alright today. I leave dad and go into school to play. 
My teacher ticks my name on the register. I play with the toys for the morning then we 
sit on the carpet. I know Kirsty is coming for me after this, she always does. My teacher 
tells Kirsty (keyworker) if I have had a good day and what I have been playing with and 
anything she needs to know.

Kirsty takes my hand and we leave school. When walking we talk about things I have 
done at school and what we will do at nursery in the afternoon. When we get to nursery, 
Kirsty helps me to take off my coat and we go into the room together. I sit at the table 
and have my packed lunch whilst Kirsty is telling the other staff what I had played with 
at nursery that morning and if I have had any accidents. After my lunch I go and join my 
friends to play. My sister comes to collect me and is told what I had ate for my lunch and 
what I had been like at school and nursery.

Within the first year of 30-hour delivery questionnaires were sent to a number of 
providers delivering the 30 hour entitlement. The response clearly demonstrated 
the good practice within Gateshead and how providers recognise the importance of 
working together to ensure a consistent approach (Appendix 5).

Child A
In the morning I go in the car with Mummy, I wear my school uniform and come to 
nursery. My mammy takes me into the room at nursery and signs me in. My keyworker 
talks to my mammy about me and mammy tells my keyworker that I woke up early this 
morning.  I play at nursery, have some fruit and then I eat my dinner with my friends.  
Kirsty then asks me to get my coat on so I can leave for school.

Kirsty makes sure I have everything in my bag and signs us out. We walk down the big hill 
and I meet my friend who is also going to school at the bottom of the hill and we walk 
along to school together. At school we wait at the front of the gate then we go into the 
garden and into school. Kirsty passes me over to the teacher and tells the teacher what I 
have done this morning and if I have had an accident or maybe I’m a bit sad or tired and 
signs me into the register.

I walk over to my peg and hang my bag and coat up before going off to play. Mammy 
or daddy picks me up depending on who finishes work first. When mammy arrives, my 
teacher talks to them and gives them any messages from nursery. Sometimes we go and 
pick my dog up and sometimes we just go home. 

Child B
I come to nursery with my mummy, and sometimes daddy. My mammy signs me in and 
gives my keyworker my diary so they can see what I have been up to at home. I leave my 
mammy and then go and play. I always have the same routine at nursery.

After story time, I have my lunch then we all sing the goodbye song and I put on my coat 
ready for school. My keyworker makes sure my daily slip is in my bag so they all know 
what I have been up to that morning. My home nursery diary is also put in my bag which 
my mum or dad can write in later. My keyworker then signs me out of the building. I walk 
over to the school with my keyworker or someone who has been in the room with me 
that morning. On our way, we talk about what I have played with that morning.

When I arrive at the school, my keyworker talks to my teacher about what I have played 
with and reminds her we are having dress up day tomorrow. I know that I will have a play 
then will tidy up as I have the same routine in the morning at nursery.

At home time, my teacher passes my bag to my mammy and reminds her that my nursery 
is having a dress up day tomorrow.

...to all those who contributed to this publication.

Thank you!



      

Appendix 1

Process to follow when child is attending more than one provision as part of their 30 
hours free entitlement:

Informed that attending child attends another provision (funded/non funded)

Parent completes declaration form (or preferred document)
 

Make contact with other provider (letter/email), informing them the child is also attending 
your provision

 

Complete registration form which clearly shows other provisions the child is attending 
(funded/non funded)

 

Discuss transitions with parent/carer. Give parent information on “Good Transitions”
 

Ensure systems are in place for sharing of information (accidents, incidents, learning and 
development) securely

 

Update transitions policy to reflect practice
 

Continuously monitor practice to ensure it is meeting the needs of the child/family
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Appendix 2: Letter Example

18

      From:

      Telephone:
       Email:
      Date:
To:

Dear ………………………………………,

The parents/carers of ………………………………………………………………. have 
informed us that he/she will be attending your provision as well as 
attending ours as part of their 30 hours free entitlement.

As you are aware, the Early Years Foundation Stage requires us to share 
information on the child’s learning and development, emotional and 
social needs and interests.

The child’s key person/s is/are:
……………………………………………………………                           
……………………………………………………………   

In order to support the child and their family we would welcome the 
opportunity to meet/speak with you to discuss the most effective and 
secure way of sharing information.

We look forward to making contact with you within the next 4 weeks.
Yours sincerely,

Manager/Senior

cc.    parents/carers
         child’s file



      

Appendix 3: Record keeping form

Gateshead Early Years
Sharing Information - Early Years Provisions

Communication record

2120

Child’s name:        D.O.B

Date/Time: Information/shared/received          Action taken  Signature

Name of keyperson/s in provision:

Name of Early 
Years Provision 
Child Attends: Tel No.

Name of keyperson/s in link provision:

Mon

AM AM AM AM AMPM PM PM PM PM

Tue Wed Thur Fri



      

Appendix 4: Child accident/injury report form

Gateshead Early Years
Child Accident and injury report form

2322

NB: Both provisions to keep a copy of this accident/injury form within the child’s file

Name of provider:

Full name of child:

Age of child at the time of accident/injury:

When injury occurred:  Date:                                                          Time:

Circumstances of accident/injury:

Location where accident/injury occurred:

Nature of any injury sustained:

Name of witnesses:

Action taken, including administration of first aid:

Time of child’s departure from the provision:

Name of the person/s collecting the child:

Record of person/s notified and by whom:

Name of person making the report:

Signature:                                                     Date:

I/we acknowledge that I/we have been notified of the accident/injury:

Name                                                                                           Signature

Signature of parent:   

Date                                                                                              Time:



      

Appendix 5:  Working Together to deliver the 30 
hour entitlement - questionnaire responses

Responses to questionnaires from providers who are sharing delivery of the extended 
entitlement at the end of the summer term 2017. 

How did you make contact with the other provider once you were made aware 
that a child attended another provision?

•  LA officer made initial introductions. From that point contact has remained open regularly 
between myself and EY Lead, either face to face, via email or phone calls.

• We have always planned and worked together with the school we share a site with.

• The daycare provision is an integral part of our school.

•  We contacted the local private childcare provider and arranged a meeting, as we knew 
that quite a few of our children went there already.

• We had a discussion at a Locality Event planned by the LA, and then arranged to meet.

What has worked well?
Regular meetings to review transitions.

Attending each other’s open days, and parents’ evenings for new starters.

Having both settings on same site and many of the children already knew the daycare. 
With the joint working parents can have flexibility, wrap around child care and all year-round 
provision.

A willingness from both providers to attend meetings and to develop forms and processes. 

Parents have been pleased with the arrangement and children have settled into the routine well.

We feel the process has worked well as a whole. We have communicated with the school 
on a daily basis while dropping the children off and collecting them. We pass on information 
via daily forms filled in by ourselves and the school, plus face to face meetings each term to 
share information about each child’s progress.

What has been a challenge?
Mornings are very popular at both settings and these filled up quickly so going forward was 
difficult to offer parents the choice of coming to us in the morning as we provide the breakfast 
wrap around that the school does not have the space to accommodate.

The voucher code system and having to support parents applying has been time consuming. 

Getting to grips with the LA’s portal for funding claims.
 
Increasing demand for school lunches

Putting policies and procedures into place e.g., how we share information such as Child 
Protection, assessments and next steps.

Organising and allocating nursery places to suit both settings.

Some children can be tired and we have had a lot of illness leading to poor attendance of 
some children.  

We have not faced any challenges yet and feel as though things have worked well. We will 
deal with any challenges as a partnership if they arise. The only thing we could presume to 
become a challenge is inclement weather but we do have a policy in place in case this arises.

How has this been overcome?
Working closely with the other provider to monitor numbers and parents’ requirements to try 
to accommodate the parents who required the extra wrap around as well as the full 30 hour 
entitlement.

Patience (voucher codes!) and LA funding officer on speed dial to help with the portal. 

The school is now providing the care for a group of children over the lunchtime period so 
that we can accommodate all children who require a lunch and care over this time.

Looking at how we plan the day so children get enough time to ‘chill’ to help prevent tiredness. 

Meetings to talk through these issues and strategies put in place

What systems are in place to ensure learning and development information is 
shared and communicated to parents (daily, weekly, termly)?
Meetings every few weeks between both providers to discuss concerns, developments, 
referrals. Emails back and forth with queries in between these meetings or phone calls if 
information is time sensitive, e.g., safeguarding.

Termly meetings.

For any children who attend school and day care staff meet with parents jointly at termly 
parental consultations.

The day care member of staff joins the school reflection meetings twice a week.

Children who attend both provisions have one learning journal with both staff contributing 
to this.

The daycare member of staff works alongside the school staff in the school learning 
environments.

As the children attend the private provider in the morning they put a daily sheet in each 
child’s bag to report interest and accidents etc. We speak to parents at home time.  Staff 
report any issues and let us know how the children have been in the morning when they drop 
them at our setting.
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We have a system called ‘Learning Book’ that we share information with parents which we can 
also share with school. We have decided to have a face to face meeting each term about the 
progress of the children we share unless we have anything to share before these meetings. 
 
Talking to other provisions on collection

Talking to parents every session.

How do you ensure children’s assessments and next steps of learning are 
jointly agreed and shared with parents?
The school uses an online system and we use paper based tracking so jointly sharing 
assessments has not happened much. If we have concerns over a shared child’s development 
this would be discussed at our regular meeting and a plan of action implemented. We have 
regular progress reviews with parents throughout the year so parents are aware of what next 
steps we are currently working on with their child and what we would like parents to help us 
with at home.

The daycare member of staff joins the school reflection meetings twice a week.

Children who attend both provisions have one learning journal with both staff contributing 
to this.

The day care member of staff works alongside the school staff in the school learning 
environments.

We hold separate parents evenings.  We have arranged to meet once a term to discuss 
assessment information.  Staff from both settings discuss children informally when they are 
dropped off at our nursery. 

When we have had our face to face meetings we have agreed with the school staff about the 
child’s next steps and these will be passed on at parents’ evenings to the child’s parents.

We use an online system and print off developmental goals to share with the other provider.

Give an example of how your practice has developed since the implementation 
of the entitlement?

A stronger partnership benefitting all of the children in the setting.

Employment of additional staff.

Increased occupancy.

Supported working parents to manage cost of childcare.

Allowing parents to increase working hours.

Allowed parents flexibility and opportunity to increase hours.

The school and Action for Children had a very close working partnership before the 30hrs.

We have visited each other’s settings and we have shared ideas.

We feel as though our partnership working with our local schools was always strong but feel 
that this has only strengthened things further. We have now developed a transport system 
which we feel is a healthy addition to our children’s day, by walking them to school and 
collecting them. 

Little impact as we have always worked closely together.

Identify the impact this has had on the child/family?
To meet the demand of more childcare required in the local area we have extended the 
opening hours of my setting. 

Allowed parents flexibility and opportunity to increase hours.

The 30 hrs is making a difference to working parents. Some parents are accessing a stretched 
offer and this helps when they are working over a school holiday.

Families have found that the provision fits in well with work.

I think the 30 hours has been a huge benefit to working families and the benefit of having 
the children dropped off and collected has been a massive help. To be able to offer flexible 
childcare which gives parents the option to use hours across two settings and giving the child 
the best of all provisions in our local area. 

Families really appreciate the 30 hours shared care.
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Notes
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