
THE FOREST SCHOOL 

 
JOB DESCRIPTION 

PRIMARY TRANSITION CO-ORDINATOR 
  

POST:   Primary Transition Co-ordinator 

 
HOURS:   37 hours per week term time only + 2 weeks 

 
RESPONSIBLE TO: Headteacher 
    Assistant Headteacher 

 
Purpose of the post 

 
To work within an extended range of networks and partnerships to co-ordinate the 

primary transition process of The Forest School and its partner primary schools. 
 
Overall Responsibilities: 

 
Transition and Induction 

 
 To support in the organisation of Open Evening and to work with the Office 

Manager in arranging parental tours for Open Days.  

 
 To work with the Assistant Headteacher, the Director of Inclusion, Heads of 

Houses and Year 7 Tutor Team, on the annual transition programme for new 
students. 

 

 To build positive relationships with Headteachers, Year 6 staff and associate 
staff in our primary schools in order to facilitate a positive transition for all 

students. 
 
 To co-ordinate and attend all Year 6 transition visits to primary schools, 

including meetings with staff and students, so that student information can be 
gathered, recorded and disseminated to relevant members of staff. 

 
 To lead on all administration relating to transition supported by the office staff. 
 

 To liaise with primary schools to identify specific vulnerable and lone students 
and arrange for them to attend a series of additional supporting transition 

sessions in the summer term. 
 
 To support in the organisation of Summer School, if appropriate. 

 
 To work with staff to allocate students to Tutor Groups and Teaching Groups.  

 
 To manage parental enquiries relating to transition, including admissions.  
 

 To update and revise the induction pack and ensure distribution to all parents.  
 

 To lead the induction programme, including virtual events and in-house 
activities, such as Induction Day. To ensure timetabling of activities, staffing 

(including liaison with Subject Team Leaders) and additional support for 
students. 
 

 To plan, co-ordinate and attend Year 6 Induction Evening. 
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 To prepare the schedule for Day 1 in September when welcoming new students 

into the school and disseminate information (including student timetables) to 
all staff. To work with the Director of Inclusion to ensure all classes are 

appropriately supported in September.   
 
 To lead Discovery Week, working alongside Assistant Headteacher, Heads of 

Houses and Transition Leader, including attending residential with students. 
 

Primary Link Activities 
 

 To work with the Assistant Headteacher and curriculum staff to co-ordinate 
Year 5 and Year 6 transition activities throughout the year. 

 
 To co-ordinate and deliver the Year 5 Headteacher Roadshows. 
 

In contributing to a shared sense of purpose among all staff, you are required to 
undertake such duties as may be deemed reasonable by the Headteacher in the 

context of the needs of the school and with reference to the School Improvement. 
 

 
Signed:………………………………………………………………… Date:……………………………………. 
 

 
Signed:…………………………………………..(Headteacher) Date:……………………………………. 

 
The confidentiality of all matters relating to the school, pupils and staff 

must be respected at all times. 


