Dear .................................. (Parents/ Carers name)
It is extremely important that XXXXXXXXX’s (child’s name) transition from Year 6 to Year 7 is successful. We are already in the process of verbally sharing information about XXXXXX with the new Secondary School. So that they can familiarise themselves thoroughly with XXXXXX’s needs, we will also need to hand over all relevant paperwork in advance of September 2025. 
We will be completing this handover from XXXXXXXX (date). If you do not give permission for this early transfer, please get in touch via return email. If we do not hear from you, we will assume that we have your permission to go ahead with the early transfer of all documentation.
Thank you, 
Kind regards

