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                SAMPLE LETTER FOR RECEIVING SCHOOL re. TRANSITION
   (To be sent on current setting letterhead)
   For the attention of:
   the SENCO/INCO
   and Reception Teacher / EYFS Co-ordinator
   Date:
   Dear
   We would like the opportunity to meet and discuss transition plans for
   Name……………………………………..…… DOB……………..… who will be transferring
   from ………………………….….……………. to …………………….…………………… next term.
   I would be grateful if you could contact me as soon as possible
   (contact details as above / list here) so that we can arrange a
   mutually convenient time and venue. Ideally we would like to meet with
   SENCO/INCO and YR teacher. Parents will also be invited.
   Yours sincerely
   (Sign and state position, for example INCO/ SENCO / MANAGER)
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