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Guidance for Social Workers on completing a PEP.
What are Personal Educational Plans (PEPs)? 
All looked after children have a care plan, which is drawn up and reviewed by the Local Authority that looks after them. The PEP is an integral part of the care plan and is a statutory requirement for all looked after children from pre-school (aged3) to age 18.
 A PEP is an evolving record of what needs to happen for looked after children to enable them to make expected progress and fulfil their potential. The PEP should reflect the importance of a personalised approach to learning that meets the identified educational needs of the child, raises aspirations and builds life chances.
 It should be a ‘living’, evolving, comprehensive and enduring record of the child’s experience, progress and achievement (academic and otherwise) and be linked to, but not duplicate or conflict with, information in any other plans held by the child’s education setting .    
The purposes of the PEP are to: 
· record prior learning and attainment 
· identify developmental (including any related to attachment) and educational needs (short and longer term and including SEND) in relation to skills, knowledge, subject areas and experiences 
· set short-term targets and longer-term plans agreed with the child or young person and carer 
· identify actions, with time scales, for specific individuals intended to support the achievement of agreed targets and use of any additional resources (e.g. Pupil Premium funding) specifically designated to support the attainment of looked after children 
· highlight access to effective intervention strategies and how this will make/has made a difference to achievement levels 
· give the child or young person an opportunity to have a voice in shaping their  education 
· record when targets are achieved and to document new targets 
· assimilate information in any other plans held by the education setting, including where appropriate plans from any other education, health or care services   
· provide a record of participation in school and after-school activities 
When do you need a PEP? 
A new PEP or a review of a PEP should be completed: 
· when a child or young person is received into care (Initial PEP) 
· as part of the PEP review cycle (every term - three times per annum) 
· if the child or young person changes school/education provision 
(if the child or young person changes placement 
· if there are any concerns or situations that impact on an education placement (e.g. risk of exclusion, concerns about attendance, lack of engagement with education post 16).
What must social workers do?

It is the responsibility of the Social Worker to initiate a PEP within 10 working days of a child being admitted into Care and completed within 20 working days.  
A full PEP must be available for the first CLA review and then reviewed ‘termly’ thereafter (this is taken to mean three times per annum). 
It is essential that every child in Care has a current PEP. If any support is needed in arranging dates with a school please contact the Virtual School for assistance. 
Which forms to use? 
There are 3 PEP forms to use.
Early Years PEP form for children aged 3-5 years. For all pupils in Year R-(Reception class) this form should be completed.
Key Stage 1-4 PEP form for all pupils in year 1- Year 11(Key Stage 1-4). This form should be completed.

Key Stage 5 form for all pupils in Year 12 and Year 13 (aged 16-18) this form should be completed.
What must social workers fill in?
Early Years PEP Form

· Front Page of PEP-please fill in personal information and check it is up to date. This must be brought to PEP meeting completed. Contact details for Social worker and IRO must be completed where indicated. 
· Sections 2-please fill in parent/carer views prior to PEP meeting. This must be brought to every PEP meeting completed.
· Section 6-permisions and medical information. Please fill in and update as required prior to meeting. This must be brought to every meeting completed.

Designated Teacher to complete all other sections and ensure information is up to date.
Key Stage 1-4 PEP form
· Front Page of PEP-please fill in personal information and check it is up to date. This must be brought to PEP meeting completed. Contact details for Social worker and IRO must be completed where indicated. 

· Section 1- permissions and medical information. Please fill in and update as required prior to meeting. This must be brought to every meeting completed.

· Section 3- please fill in parent/carer views prior to PEP meeting. This must be brought to every PEP meeting completed.
Designated teacher to complete all other sections and ensure information is up to date.
Key Stage 5 PEP form
· Front Page of PEP-please fill in personal information and check it is up to date. This must be brought to PEP meeting completed.
· Parent/carers views (Pg 4 )- please fill in parent/carer views prior to PEP meeting. This must be brought to every PEP meeting completed.
· Contact information and permissions (Pg 10-11).Please fill in and update as required prior to meeting. This must be brought to every meeting completed.

Designated teacher to complete all other sections and ensure information is up to date.
.
Arrangements for the meeting 
As most PEPs are held in schools, a mutually convenient date and time will need to be agreed with the school. The school will need to ensure there is a private room available and be given advice about how much time they will need to give to the meeting. 

It is often essential to consult with other parties involved with the child. 

The child should be encouraged to attend – but may not want to. Their contribution should always be considered and so it is useful to have their thoughts and feelings to take to the meeting if they are not attending. 

If a child’s birth parent is attending the PEP this may cause distress or anxiety and need to be handled sensitively. 

It is an expectation that the carer will attend as their views and support are crucial. 

It is expected that a PEP will be held for every child – even if they are without a school place. A PEP may be needed to make plans for a school place and put interim educational arrangements into place whilst an application is processed.  
In these circumstances a mutually agreed venue should be agreed that considers the needs of the child and carer. Please see Appendix A The PEP Process
At the meeting 
Ensure the previous PEP is available for previous objectives to be reviewed. 

The S.M.A.R.T. Action Plan for the next term is of key importance as the objectives will support the learning and progress for the child. It is essential that all the boxes are completed fully with SMART objectives for the child, clear actions stated for all adults in supporting the child to achieve their objectives and the person responsible identified.  

Action Plans must detail how Pupil Premium funding will be used to support the child achieve their objectives and any actions needed to support the child’s educational needs. 
Educational Objectives  
It is important that the Designated Teacher or another teacher with appropriate experience of target-setting composes the educational objectives to ensure that they are relevant and specific to the child’s educational needs.

      Objectives should address: 

· Any underachievement particularly in maths and English 

· Any barriers to learning for example; social, emotional and behavioural aspects of learning 

· Ways of helping the child to make progress in line with their peers 

· Access to enrichment activities and clubs both in and out of school  

Pupil Premium Funding 

A school aged looked after child is eligible for PP as soon as they enter care.  The PEP should record how the individual child has benefitted from the spend of PP and the impact it has had on their learning and progress. The future plan for using PP for supporting academic progress should also be recorded. (This will support the school in monitoring the effective  actions taken in  narrowing any gaps in achievement between LAC and all pupils, particularly in English  and Maths  (Foundation Stage - Literacy and Maths) and where there are differences in progress from similar starting points.) 
PP will only be paid if there is a high quality PEP in place. The Virtual School will be quality assuring every PEP. If the PEP does not meet the standard required amendments will need to be made. Schools and social workers will be informed of any changes needed. The Quality Assurance form is available alongside the PEP forms. 

The date, time and venue for the next PEP meeting should be agreed with all key professionals involved with the child before the end of the current meeting. 

If a child or young person is without a school place 

A PEP meeting should be held as soon as possible for any child or young person who is without a school place. This meeting can then determine all of the actions needed to ensure a suitable school place or provision is found as quickly as possible. Arrangements can also be made to ensure educational provision is made in the interim period. The Virtual School should be contacted in this instance. Please see Appendix A the Pep Process

If a child or young person moves to a new school 

A child’s PEP is part of their educational record and must be sent to any new school they  move to within 10 working days.  This is the responsibility of the designated teacher.

The IRO will review the PEP as part of the 6 month CLA review and will check that progress is being made against objectives and that actions have been completed. 

Additional information for an effective PEP meeting
A Strengths and Difficulties questionnaire should be completed by the school for every PEP and brought to the meeting. This will support setting objectives for social and emotional issues.

Newly arrived to the country: Unaccompanied Asylum Seeking Children 


First PEP meeting must take place as part of a care plan within 10 days of child being taken into care. As soon as a school place is secured and the child begins to attend a full PEP should be held within the statutory time scales.  Please see Appendix A The Pep Process

Special Educational Needs and Disabilities. 
For children with SEND an effective PEP can be used to inform application for additional High Needs funding and Requests for Statutory Assessment where necessary. The Virtual School has a letter template for social workers to complete requesting a statutory assessment. Social workers must let school know that this request has been made. The school SENCo and designated teacher need to provide supporting documentation for the request for statutory assessment.
If there are any issues relating to documentation submitted please contact the Virtual school.
Social workers should consult with the Virtual School team before taking any decision or action that concerns education. 
Key reference: Promoting the education of looked after children, statutory guidance for local authorities July 2014. Reference DFE-00520-2014 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/335964/Promoti ng_the_educational_achievement_of_looked_after_children_Final_23-....pdf  
Appendix A The PEP Process
            A Guide for Social Workers for Looked after children 3-18
	Timescale
	Action Required
	Who

	Within 48 hours of child being taken into care

Within 10 days of child being taken into care


	When a Child First becomes Looked After

Child is already attending a school/educational setting or starting in a new one. 

· Notify school designated teacher that child has been taken into care, or when a CiC starts a new school/educational setting.
· Social worker to arrange PEP meeting date with designated teacher in school/educational setting.
· Notify Swindon Virtual School  administrator that child has been taken into care and date of PEP meeting. KMcDermott@swindon.gov.uk
· Virtual School administrator will send PEP to school for designated teacher to complete relevant sections prior to PEP meeting.
· Social Worker to invite Virtual school headteacher/Lead Consultant Virtual school, parents/carers, pupil and other professionals as appropriate.

· First PEP MEETING must take place as part of a care plan within 10 days of child being taken into care.

Child does not have a school place/educational provision
· Notify Virtual School Administrator that child has been taken into care and arrange first PEP MEETING date.

· First PEP MEETING must take place as part of a care plan within 10 days of child being taken into care.

· Social worker to invite to PEP meeting: Virtual School, Additional Provision and Re-integration Manager for the Borough to assist in the search for a school place.
· Virtual school will send PEP form to social worker.

· Social worker to complete basic pupil details, contacts and parent/carer views prior to meeting.


	Social worker
Virtual School

Social Worker

Virtual School

	Initial (First PEP Meeting)

A new or updated PEP should be in place within the first 20 days of a child joining a new school. 
Initial (First PEP Meeting)

A new or updated PEP should be in place within the first 20 days of a child joining a new school. 
	Child is already attending a school/educational setting or starting in a new one. 

· The designated teacher at school/ educational provision chairs the PEP meeting.

· Designated teacher will ensure pupil view is obtained prior to meeting and used as part of discussion.

· Designated teacher will ensure all educational sections of the PEP relating to attainment, progress, and staff views are completed prior to PEP meeting.

· Designated teacher will ensure PEP and additional documents are available at the meeting for all attendees.

· Designated teacher will lead on how PEP will be developed and used at that establishment to make sure progress towards education targets is monitored effectively.

· Social worker will ensure contacts/permissions, are correct and up to date.

· Social worker will ensure parent/carer views are presented at meeting.

· Designated teacher will set date at meeting  for subsequent PEP(termly)

· Designated Teacher to complete PEP after meeting and send to Virtual school within 10 working days.

· Pep Quality Assured by Virtual School.

· PEP uploaded to ICS for Social Worker and IRO by Virtual School.

· Virtual School to send PEP to parents/carers.
Child does not have a school place/educational provision

· The virtual school will chair the PEP meeting. 

· Virtual school will lead on how PEP will be developed and used to secure appropriate educational provision.

· Social worker will ensure contacts/permissions, are correct and up to date.

· Social worker will ensure parent/carer views are presented at meeting.

· Virtual School will set date at meeting  for subsequent PEP(termly)

· Virtual School to complete PEP after meeting. 

· PEP Quality Assured by Virtual School.

· PEP uploaded to ICS for Social Worker and IRO by Virtual School.

· Virtual School to send PEP to parents/carers.


	Designated Teacher
Social worker

Virtual School

Virtual School

Social Worker

Virtual School

Virtual School

	Subsequent PEP Meetings
	· PEP meeting must take place termly for every child in care.

· Designated teacher to chair all PEP meetings in school.

· Virtual School will send out to social worker and Designated teacher PEP paperwork 10 days prior to meeting.

· Designated teacher will ensure future PEP date is confirmed at PEP meeting
· Social worker will ensure contacts/permissions, are correct and up to date.

· Social worker will ensure parent/carer views are presented at meeting.

· Designated Teacher to complete PEP after meeting and send to Virtual school within 10 working days.

· Pep Quality Assured by Virtual School.

· PEP uploaded to ICS for Social Worker and IRO by Virtual School.

· Virtual School to send PEP to parents/carers.


	Designated Teacher
Virtual School

Social worker

Designated Teacher

Virtual School

	 
Pupils With Statements of Special Educational Needs/Education and Health Care Plans (EHCP)


	· The local authority where the child lives (unless in residential accommodation) is responsible for the placement and provision of education to a pupil who has a statement of special educational needs or EHCP.
· The provision of education for pupils with statements of SEN/Education Health Care Plans can only be changed if this has been amended at an annual review.
·  An annual review can be brought forward to accommodate this and should be carried out in consultation with the school’s SENCo.
· As soon as a change of placement is being considered, Social worker MUST contact Virtual School and Named SENAT Case officer as the search for education needs to begin.
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