NSW Department of Education

Individual transition plan
template - sample

Table 1 - child’s information

Family name

Given name

Date of birth

Days/times
attending

Start date

NSW

GOVERNMENT

Table 2 - school or early childhood service information

School or early childhood service .
: . Details
information

Service/school name

Address

Phone

Email

Primary contact person school/service

Preferred contact mode

Primary contact person family

Preferred contact mode

Best times for family to contact school/
service

Best times for school/service to
contact family

Date of meeting(s)

Planned review dates
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Table 3 - current support information

Current support information - include .
. . Details
relevant contact information

Strengths

Interests

Additional support needs/diagnosis

Medical information/reports

Early childhood education services

Other support professionals or
agencies

NDIS information
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Table 4 - consultation notes

Consultation with family, other service

providers and professionals, and the child Details
themselves if possible

Parents/carers
How do they imagine transition will go?

Do they have any concerns as their child
transitions?

Do they have suggestions that would
support transition for the child?

Service providers
How they imagine transition will go?

Do they have any concerns as the child
transitions?

Do they have suggestions that would
support transition for the child?

Student

+ What will the new school or early childhood
service might need to know about them?

Do they have any concerns about transition?
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Table 5 - transition and support action plan

Strategies/action/resources

Support area Draw on strategies identified through the
collaborative planning tool process

Person(s) responsible

Within school/service
support

Targeted support

Applications or access
request submissions

Plans to support
transition prior to
starting

Planning and preparation
for orientation

Planning and preparation
for the first day

Ongoing strategies after
the first day

Other action to support
transition
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Table 6 - contributors to the transition plan

__
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Table 7 - reflection and evaluation

What worked well?

What did we learn?

What new adjustments need to be
made?

Who does this need to be
communicated to?
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© State of New South Wales (Department of Education), 2025

The copyright material published in this resource is subject to the Copyright Act 1968 (Cth) and is owned
by the NSW Department of Education or, where indicated, by a party other than the NSW Department of
Education (third-party material).

Copyright material available in this resource and owned by the NSW Department of Education is licensed
under a Creative Commons Attribution 4.0 International (CC BY 4.0) license.

CHON

This license allows you to share and adapt the material for any purpose, even commercially.

Attribution should be given to © State of New South Wales (Department of Education), 2025.

Material in this resource not available under a Creative Commons license:
the NSW Department of Education logo, other logos and trademark-protected material

material owned by a third party that has been reproduced with permission. You will need to obtain
permission from the third party to reuse its material.

Links to third-party material and websites

Please note that the provided (reading/viewing material/list/links/texts) are a suggestion only and implies

no endorsement, by the New South Wales Department of Education, of any author, publisher, or book title.
School principals and teachers are best placed to assess the suitability of resources that would complement
the curriculum and reflect the needs and interests of their students.

If you use the links provided in this document to access a third-party’s website, you acknowledge that the
terms of use, including licence terms set out on the third-party’s website apply to the use which may be
made of the materials on that third-party website or where permitted by the Copyright Act 1968 (Cth). The
department accepts no responsibility for content on third-party websites.
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