Appendix A The PEP Process
            A Guide for Designated teachers 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 working 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 Headteacher or Lead Consultant 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

Social Worker

Virtual 

School

Social worker

	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

Designated Teacher

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.
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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.

	 


