	[bookmark: _Toc227321538]Attachment 2: Transition partner letter – Example template

	This is an example template. 
You are invited to edit as required.
	For further guidance on planning for individual children’s transitions, please refer to the Individual Transitions Guide.

	Print on your service, kindergarten or school letterhead.



Select date

[bookmark: Text1]Dear <Insert Name>
I am writing to you on behalf of our team at <Insert name of service/kindergarten/school>. 
We are currently supporting <Insert child's name> as they prepare for their next step in their learning journey, and we would like to invite you to attend an individual transition planning meeting.
The individual transition plan is to support children who may benefit from a personalised transition process. The plan supports collaboration between families, educators and key partners to ensure children experience a smooth and positive transition into <Insert name of service/kindergarten/school>.
Your involvement and expertise will help us:
share and gather relevant information to guide planning
build a clearer picture of the child’s strengths, interests and needs
ensure appropriate supports and strategies are in place for a successful transition.
Meeting details:
	Date
	Select date

	Time
	select hour : select minutes select am or pm

	Location
	<Insert venue or online link>

	Attendees
	<Insert names of attendees>


We value your contribution to this process and would greatly appreciate your attendance. 
If you are unable to attend, we welcome any written input, reports or recommendations you may wish to share ahead of the meeting.
If you would like to discuss this further, please feel free to contact me on <Insert phone number> or email at: <Insert email address>
Thank you for your support in helping us create a positive transition experience for <Insert child's name>.
Warm regards,
<Author name>
<Role/Title>
<Service/kindergarten/school name>

