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Strengthen your meaningful daily handover 

SOURCE: Childcare Expertise Centre, Meaningful Daily Handover Development Team, 2025 

This tool consists of a step-by-step plan and an observation guide for observing and then coaching at the 

moment of the daily handover. The step-by-step plan describes the method; the observation guide 

maps out how the handover is going and where there are still opportunities to work on.  

 

FOR WHOM 

Pedagogical coaches and supervisors 

 

AIM 

To improve the quality of the handover step by step by means of observations of the handover moment. The 

focus is on small, achievable improvements that strengthen pedagogical employees' confidence in their own 

skills as well as their motivation. 

 

WHAT 

A step-by-step plan for coaching at the handover moment and an observation guide for recording the 

observation of that moment. The observation guide is divided into two parts: part 1 for observing the handover 

moment itself and part 2 for asking questions about the activities that take place around the handover. 

 

METHOD 

Follow the steps described in the step-by-step plan and read through the observation list and the checklist. 

Make sure that the location's policy, vision and preconditions are clearly in view. In this way you gain insight into 

where things can be steered. It is advisable to agree in advance with the supervisor who fulfils which role within 

the process, so that the subject of Meaningful Handover is widely supported. Agreeing the timing of the 

observations is important too: this way the pedagogical employee knows (employees know) what the aim is and 

can prepare for it. The observation guide offers a means of not starting too ambitiously, but of aligning properly 

with the needs of the pedagogical employee, the group, the location and the carers. 

 

GOOD TO KNOW 

A meaningful daily handover consists of an equal and reciprocal conversation between the pedagogical 

employee and the carer, in which information is exchanged about the child's wellbeing, inner world and/or 

development. This enables both parties to respond better to the child's needs and makes the alignment 

between home and the childcare centre as good as it can be. 

 

 

→ STEP 1  

Preparation 
Know what the location's policy, vision and frameworks are regarding the daily handover. Consult with and 

provide information to the location, the supervisor and the pedagogical professionals about the observation 

you are going to carry out. That way everyone knows that you are coming, where you are going to observe and 

what the aim of this is. Give an explanation of the aim and its importance if needed. 
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→ STEP 2  

Observing 
Observe at least twice, using the Observation Guide as you do so. Take the time to look at what happens during 

the handover. Which moment are you observing? Does the drop-off moment go differently from the collection 

moment? What is different? You can tick off the lists in the Observation Guide. Also write down a number of 

observations as you do so (note down examples of what you saw).  

 

→ STEP 3  

Analysis 
You now have a picture of how the pedagogical employees carry out a handover and whether they experience 

any obstacles. You may also have gained insight into what could be behind that; what do they find difficult? Do 

not be too critical if you have not seen everything; what matters is the impression you have gained. As a coach, 

you can see in which area more attention is needed. In addition, you can map out together with the pedagogical 

employee (employees) whether they have any learning goals of their own regarding delivering a valuable 

handover. You observe and enter into conversations with the aim of encouraging an equal and meaningful 

handover between carer and pedagogical professional. Make a choice when various challenges and learning 

goals become visible after the observation, or after you have had a conversation with the pedagogical employee 

(employees). You usually cannot tackle everything at once.  
 

→ STEP 4  

Plan of action 
Optional: after the observation, discuss with the supervisor what could be given extra attention. Select one 

topic and draw up a plan of action with a division of tasks. Make a plan with small, concrete steps. This can be 

at location, group or individual level. Be aware of the supervisor's role and of your role as a coach and set out 

the division of tasks accordingly.  

 

→ STEP 5  

Group meeting 
Schedule a group meeting in which you discuss your observation with the pedagogical employees. Discuss what 

their strengths are and how they can strengthen one another. Above all, share the positive points you saw 

during the observation. Then discuss where there are still opportunities for development and what 

improvement could look like. Ask them: what do you need in order to take the steps towards improvement? 

Who takes on which responsibility? Let the pedagogical employees formulate for themselves what they are 

going to do and when. Encourage them to say this out loud and write it down, for example in the form of: “I am 

going to…” or “My task for the coming period is…”. In this way you encourage ownership and involvement. 

Make a new appointment for the review at a following meeting straight away. Also mention that if they run into 

anything and want to talk it through, they can contact you; stay available. 
 

→ STEP 6 

Review 
During the review you discuss: how are things going now, what have you run into, what has gone well, what 

still needs to be worked on. If it has gone well: try to work out together why it has gone well (success factors). 

Discuss how the goals achieved will be maintained and embedded in day-to-day practice. Give compliments! 
Once this point for development is firmly in place, you go back to step 4: what is the next point for 

development that you are going to tackle? At the first observation you determined a starting point; at this 

moment you could observe again and see what has improved and what the next point for development could 

be.  
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→ Observation guide for a meaningful handover 

With the Observation Guide you map out how the handover is going and where there are still opportunities to 

work on. The observation guide consists of 2 parts: points you can observe during the handover itself and a 

checklist you can complete around that moment. After all, we know that the preparation for a meaningful 

handover is at least as important! 

 

 an example for others 

 satisfactory 

 room for improvement 

 immediate action is needed 

 

PART 1: THE OBSERVATION OF THE HANDOVER MOMENT  

The form: focused on alignment and meeting needs 

Sufficient time has been taken for the handover conversation  

It is clear to everyone who carries out the handover for a child 

The handover is in line with what the carer finds comfortable and with what is then going on 

Carers are addressed by their first name 

The pedagogical professional listens actively, asks follow-up questions and summarises what the parent says 

The pedagogical professional stays calm in the conversation and responds thoughtfully 

The pedagogical professional uses clear language and avoids jargon 

There is an opportunity for carers to give feedback   

(both compliments and complaints) or to ask questions 

There is understanding for the carer's concerns and needs 

There has been enough room to share the story of the day 

 

 

Room for your own observations about the form of the handover conversation: 
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The content: wellbeing, inner world and development 

Something unique that the child experienced that day is passed on to the carer 

The child's emotions are named (cheerful, sad, angry and so on) 

Something has been said about the child's development (making use of that day's 

observations) 

The important information about care has been shared 

Something has been said about the day in the group: for example interactions, activities 

that were done 

 

 

Room for your own observations about the relationship between carer and pedagogical professional: 
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CHECKLIST/ QUESTIONS TO DISCUSS AROUND THE HANDOVER MOMENT: 

 
    

At the intake/introduction there was room for the carer to say what he/she considers 

important in the raising and care of his/her child 
    

At the intake, the pedagogical professional explained to the carer what the mentor's 

role is 
    

At the intake, the mutual expectations of the daily handover were discussed     

Carers are aware that they can request an (additional) conversation with the mentor     

Carers who speak another language are able to understand the information and respond 

to it 
    

The location has introduced various activities to involve carers in the childcare centre     

It has been agreed in advance who carries out the handover for a child (the mentor as far 

as possible) and how tasks are divided at that moment 
    

There is attention for how things are going at home and for what carers consider 

important in their child's development and wellbeing. 
    

 

 

Room for other subjects relating to the meaningful handover that are brought up: 

 


