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1. Purpose 

Willow Tree Learning recognises that learners accessing Alternative Provision (AP) may 
have experienced prolonged absence from education, barriers to attendance, adverse 
childhood experiences, unmet special educational needs, social, emotional and 
mental health difficulties, or other vulnerabilities that have prevented them from 
accessing full-time education. 

This policy outlines the procedures and support systems implemented by Willow Tree 
Learning to ensure safe, planned, personalised, and successful transitions into, within, 
and out of the provision. The policy aims to promote continuity of education, safeguard 
learners, improve engagement, and facilitate successful progression into mainstream 
education, specialist provision, further education, employment, training, or other 
appropriate destinations. 

The policy applies to all learners attending Willow Tree Learning and all stakeholders 
involved in the commissioning, support, education, and transition process. 

 

2. Legislative And Statutory Framework 

This policy should be read in conjunction with: 

• Education Act 1996 

• Education and Inspections Act 2006 

• Children Act 1989 



• Children Act 2004 

• Equality Act 2010 

• Children and Families Act 2014 

• Special Educational Needs and Disability Code of Practice: 0–25 Years (2015) 

• Working Together to Safeguard Children (2023) 

• Keeping Children Safe in Education (KCSIE) (Current Edition) 

• Alternative Provision Statutory Guidance (DfE) 

• School Attendance Guidance (Working Together to Improve School Attendance) 

• The Education (Pupil Registration) (England) Regulations 

• The Education (Independent School Standards) Regulations (where applicable) 

• Data Protection Act 2018 

• UK GDPR 

• Human Rights Act 1998 

• The Children Missing Education Statutory Guidance 

• SEND Regulations 2014 

• The Prevent Duty Guidance 

• The Mental Health and Behaviour in Schools Guidance 

• Suspension and Permanent Exclusion Guidance 

 

3. Related Policies 

This policy should be read alongside: 

• Safeguarding and Child Protection Policy 

• Attendance Policy 

• Behaviour Policy 

• SEND Policy 

• Mental Health and Wellbeing Policy 

• Data Protection Policy 

• Information Sharing Policy 

• Equality and Inclusion Policy 

• Complaints Policy 

• Risk Assessment Policy 

• Admissions Policy 

 

4. Policy Principles 

Willow Tree Learning believes that: 



• Every learner has the right to access education appropriate to their needs. 

• Transition is a process rather than a single event. 

• Learners who have experienced disrupted education require personalised, 
flexible, and trauma-informed support. 

• Successful transitions require effective multi-agency working. 

• Families and carers play a vital role in successful educational reintegration. 

• Safeguarding remains paramount throughout all transition and exit processes. 

 

5. Roles and Responsibilities 

Directors 

The Directors are responsible for: 

• Ensuring effective governance and oversight of transition arrangements. 

• Ensuring compliance with statutory guidance and legislation. 

• Monitoring learner outcomes and destination data. 

• Reviewing the effectiveness of transition and reintegration procedures. 

• Ensuring adequate staffing and resources are available. 

 

Site Lead 

The Site Lead is responsible for: 

• Overseeing all transition and exit arrangements. 

• Coordinating planning meetings. 

• Maintaining communication with schools, parents, local authorities, and 
commissioning officers. 

• Monitoring learner progress and readiness for transition. 

• Ensuring transition plans are implemented effectively. 

• Ensuring accurate record keeping and information sharing. 

 

Designated Safeguarding Lead (DSL) 

The DSL is responsible for: 

• Ensuring safeguarding remains central throughout transition processes. 

• Sharing safeguarding records in accordance with statutory guidance. 

• Conducting risk assessments where required. 

• Liaising with external safeguarding agencies. 

• Supporting vulnerable learners and families during transitions. 

• Ensuring receiving provisions have appropriate safeguarding information. 

 



Staff 

All Willow Tree Learning staff are responsible for: 

• Supporting learners through transition activities. 

• Monitoring emotional wellbeing and engagement. 

• Contributing to assessments and transition plans. 

• Communicating concerns promptly. 

• Supporting learners to develop confidence, resilience, and independence. 

Learners 

Learners are expected to: 

• Participate in transition planning. 

• Attend meetings where appropriate. 

• Share their views, concerns, and aspirations. 

• Engage with agreed support programmes. 

 

Parents and Carers 

Parents and carers are expected to: 

• Participate actively in transition planning. 

• Support attendance and engagement. 

• Share relevant information. 

• Work collaboratively with professionals involved. 

 

Local Authority 

The Local Authority is responsible for: 

• Ensuring suitable educational provision. 

• Supporting placement planning and reviews. 

• Coordinating Education, Health and Care Plans where applicable. 

• Participating in transition and reintegration meetings. 

• Monitoring educational outcomes. 

 

Commissioning Officers 

Commissioning Officers are responsible for: 

• Clarifying intended outcomes for placements. 

• Participating in placement reviews. 

• Supporting transition planning. 

• Working collaboratively with Willow Tree Learning and receiving provisions. 



• Monitoring placement effectiveness. 

 

Referring Schools 

Referring schools are responsible for: 

• Providing relevant educational, attendance, behavioural, SEND and 
safeguarding information. 

• Participating in review and transition meetings. 

• Supporting phased reintegration where appropriate. 

• Maintaining communication throughout placement. 

 

6. Admission And Initial Transition into Willow Tree Learning 

Prior to admission, Willow Tree Learning will: 

• Obtain referral documentation. 

• Review educational history. 

• Review attendance patterns. 

• Review SEND documentation. 

• Review safeguarding information. 

• Complete risk assessments. 

• Meet with the learner and family. 

• Establish baseline assessments. 

• Agree initial targets and intended outcomes. 

 

An Individual Transition and Support Plan (ITSP) will be developed within the first four 
weeks of placement. 

 

7. Supporting Learners Who Have Not Been Accessing Full-time Education 

Recognising that many learners entering Willow Tree Learning have experienced 
educational disengagement, the provision adopts a gradual, personalised approach. 

Support may include: 

Graduated Attendance Programmes 

Learners may begin with: 

• Reduced timetables. 

• Part-time attendance. 

• Short learning sessions. 

• Blended educational approaches. 

• Flexible timetabling. 



 

Attendance expectations will increase gradually based upon: 

• Emotional readiness. 

• Engagement. 

• Wellbeing. 

• Educational progress. 

• Professional recommendations. 

 

Individualised Educational Support 

Learners may receive: 

• Personalised curriculum pathways. 

• Small group learning. 

• One-to-one support. 

• Trauma-informed practice. 

• Therapeutic interventions. 

• SEND support. 

• Mental health support. 

• Behaviour support programmes. 

• Academic catch-up interventions. 

 

Family Support 

Willow Tree Learning will provide: 

• Regular parent meetings if required. 

• Home-school communication. 

• Signposting to support services. 

• Multi-agency coordination. 

• Attendance support planning. 

 

Safeguarding and Wellbeing Support 

Support may include: 

• Daily check-ins. 

• Emotional regulation interventions. 

• Risk management planning. 

• External agency referrals. 

• Child protection support where required. 



 

8. Transition Planning 

Transition planning begins at the point of admission and is reviewed regularly. 

Planning will consider: 

• Educational attainment. 

• Attendance. 

• Emotional readiness. 

• SEND requirements. 

• Safeguarding concerns. 

• Behavioural needs. 

• Health needs. 

• Learner aspirations. 

• Family circumstances. 

 

Transition meetings may include: 

• The learner. 

• Parents/carers. 

• Willow Tree Learning staff. 

• Site Lead. 

• DSL. 

• Commissioning Officer. 

• Local Authority representatives. 

• Referring school. 

• Receiving school or provider. 

• External professionals. 

 

9. Phased Reintegration to Education 

Where learners are returning to mainstream or specialist education, Willow Tree 
Learning will provide structured reintegration support. 

 

This may include: 

Stage 1: Preparation 

• Learner consultation. 

• Parent meetings. 

• Risk assessments. 

• Information sharing. 



• Visits to receiving provision. 

• Transition passports. 

• Social stories and preparation activities. 

 

 

Stage 2: Supported Transition 

• Accompanied visits. 

• Taster sessions. 

• Reduced attendance schedules. 

• Key worker support. 

• Regular review meetings. 

• Emotional wellbeing monitoring. 

 

Stage 3: Reintegration 

• Gradual increase in attendance. 

• Ongoing communication between providers. 

• Continued pastoral support. 

• Attendance monitoring. 

• Safeguarding oversight. 

 

10. Exit Planning 

Exit planning begins as soon as outcomes are identified and may include transition to: 

• Mainstream school. 

• Specialist provision. 

• Another Alternative Provision. 

• Further Education. 

• Apprenticeships. 

• Employment. 

• Training programmes. 

• Elective Home Education (where appropriate and lawful). 

 

Before exit, Willow Tree Learning will ensure: 

• Transition meetings have taken place. 

• Safeguarding records have been transferred. 

• Educational records have been shared. 



• Risk assessments have been completed. 

• Learner voice has been recorded. 

• Parents have been consulted. 

• Receiving provisions are prepared. 

 

11. Post-transition Support 

Following transition, Willow Tree Learning may provide: 

• Follow-up contact. 

• Transition review meetings. 

• Attendance monitoring. 

• Emotional wellbeing checks. 

• Advice and guidance. 

• Professional consultation with receiving providers. 

Support periods will be determined according to learner need and commissioning 
arrangements. 

 

12. Information Sharing 

Information sharing will comply with: 

• UK GDPR 

• Data Protection Act 2018 

• Keeping Children Safe in Education 

• Working Together to Safeguard Children 

 

Information shared may include: 

• Educational records. 

• Attendance data. 

• Behaviour records. 

• SEND documentation. 

• Safeguarding information. 

• Risk assessments. 

• Intervention records. 

• Progress reports. 

 

13. Safeguarding During Transition 

Safeguarding remains the responsibility of Willow Tree Learning until formal transfer 
arrangements have been completed. 



The DSL will ensure: 

• Child protection records are transferred securely. 

• Safeguarding concerns are communicated promptly. 

• Vulnerable learners receive additional support. 

• Multi-agency safeguarding arrangements remain effective. 

• Learners at risk of becoming Children Missing Education are monitored 
appropriately. 

 

14. Monitoring And Evaluation 

The Site Lead and Deputy Site Lead will monitor: 

• Reintegration success rates. 

• Attendance outcomes. 

• Destination data. 

• Learner progress. 

• Parent feedback. 

• Learner voice. 

• Safeguarding outcomes. 

• Complaints and concerns. 

• Multi-agency effectiveness. 

 

Findings will inform annual policy review and continuous improvement planning. 

 

15. Equality And Accessibility 

Willow Tree Learning is committed to ensuring that transition arrangements are: 

• Inclusive. 

• Person-centred. 

• Trauma-informed. 

• Accessible. 

• Non-discriminatory. 

 

Reasonable adjustments will be made in accordance with the Equality Act 2010 and 
SEND legislation. 

 


