[Insert name of recipient and address here (optional)]
Dear Parent / Guardian,
Information on the Transition Learning and Development Statement

To help support your child’s successful start to school, our service is preparing a Transition Learning and Development Statement (Transition Statement) for your child. 
This Transition Statement has been designed to enable useful information about your child’s learning and wellbeing to be shared between early childhood services, schools and – if you are planning to send your child to an Outside School Hours Care (OSHC) service – OSHC service too.
This Transition Statement will summarise your child’s interests, skills and abilities and will include specific ideas and strategies to tell the school more about how your child learns best and how the school can help your child settle successfully into school.
The Transition Statement has a number of sections. Some sections are written by your child’s early childhood educator, and some sections are for you and your child to complete.
It is important for you and your child to contribute to the Transition Statement as it will give your child’s prep teacher and OSHC educator (if applicable) an overview of your child. This will enable them to plan for your child’s continued learning and wellbeing as they settle into school.
Your child’s Transition Statement will be forwarded to schools in November. To assist us, we would like you to complete Section 3: The Family [and/or help your child complete Section 2: The Child] by [insert date here]. 
[please select relevant text based on whether you are providing this information electronically or by hard copy]

[Option 1 – direct parents to website – delete whichever option not used]

An Information sheet for families and Guidelines to help families complete the Transition Learning and Development Statement, as well as further information regarding the Transition: A Positive Start to School initiative can be found online at www.education.vic.gov.au/transitiontoschool.

[Option 2 – attach information to letter – delete whichever option not used]
Please see the attached Information sheet for families and Guidelines to help families complete the Transition Learning and Development Statement, with some suggestions about what you might like to include in the family section of the Transition Statement.
Your child’s early childhood educator will compile the other sections of the Transition Statement and provide you with a full copy.
The family and child sections of the Transition Statement are not compulsory, but they are very valuable. If these sections are not completed, other sections of the Transition Statement will still be shared with your child’s school and the OSHC service (if applicable). 
If you do not want any relevant information about your child shared with your child’s school, please discuss this with your child’s early childhood educator by [insert date here]. Research indicates sharing this information supports a successful transition to school.
If you would like to discuss any aspect of your child’s transition to school, please talk to [insert name of early childhood educator].
Yours sincerely

[Name of early childhood educator]
[Day] [Month] [Year]

