Swindon Virtual School                                                  Checklist for Designated Teachers

· This checklist covers the main administrative tasks the Designated Teacher needs to carry out.

· A further checklist to help audit the quality of provision can be found at the back of the booklets called ‘Improving the Attainment of Looked After Children in Primary/Secondary Schools: Guidance for Schools’ which are available via the following link:

       https://www.gov.uk/search?q=Improving+the+Attainment+of+Looked+After+Children
	Name of Designated Teacher:
	

	Action
	In place
	Partly in place
	Not in place
	Action needed
	Person responsible
	Deadline

	1. The Designated Teacher meets the criteria for the post –See DFE guidance Role of Designated Teacher
	
	
	
	
	
	

	2. The Designated Teacher has attended appropriate training.
	
	
	
	
	
	

	3. Staff are suitably aware of the additional needs of children in care as outlined in the 2009 Statutory Guidance.  Virtual School Training for staff (eg. Attachment Mentoring) is taken up and other training is provided as needed.
	
	
	
	
	
	

	4. The school has an up-to-date list of the Children in Care in the school who are in the Care of Swindon Borough Council
If you are not sure please email your query to KMcDermott@swindon.gov.uk 
  
	
	
	
	
	
	

	5. The school has an up-to-date list of the Children in Care in the school who are in the Care of other Local Authorities.


	
	
	
	
	
	


	Action
	In place
	Partly in place
	Not in place
	Action needed
	Person responsible
	Deadline

	6. The Designated Teacher is aware of the process for pupils joining or leaving the school.
	
	
	
	
	
	

	7. Each Child in Care has an up-to-date, good quality Personal Education Plan (PEP) in place and that there is an effective PEP meeting process in place. 
Note:  It is the responsibility of the Designated Teacher to ensure that the PEPs are of good quality.  They need to be completed within 10 school days of the child coming into Care or joining a new school.
 
	
	
	
	
	
	

	8. The PEP is focussed on education and has the right balance of challenge and support:
· Prepare for the PEP meeting, ensure all relevant information is available at the meeting and, where possible, paperwork is completed in advance of the meeting;
· Designated Teacher, or a representative, attends the PEP meeting.

Note:  the expectation is that Children Looked After will make at least as good progress as their peers.  

	
	
	
	
	
	


	Action
	In place
	Partly in place
	Not in place
	Action needed
	Person responsible
	Deadline

	9. Staff are aware of how to ensure that the voice of the child is heard in meetings regardless of age or ability.  
	
	
	
	
	
	

	10. SLT Understand and use current guidance and good practice in relation to exclusions.
	
	
	
	
	
	

	11. The school can show that it closely monitors:

· Academic progress:

· at least in line with all children, use prior attainment, FFT, CAT scores etc.

· Attendance:

· at least in line with targets for all children. 

· prioritise CLA attendance (one of the vulnerable groups) and liaise with your designated EWO. 

· Wellbeing & Behaviour:

· use alternatives to exclusions and liaise with Virtual School, appropriate LA agencies and services
· Plans in place to ensure SDQs are completed and reviewed.

      Intervention is arranged as appropriate and impact 

      reviewed and evidenced
	
	
	
	
	
	

	12. PEPs line up with other documents in the school, eg. Education Health and Care Plans. 
	
	
	
	
	
	


	Action
	In place
	Partly in place
	Not in place
	Action needed
	Person responsible
	Deadline

	13. Progress, Attainment and Attendance data is submitted to the Virtual School via the portal on a termly basis and within the set time frames.  Further information & guidance is available via this link: Education Endowment Foundation Toolkit
	
	
	
	
	
	

	14. Pupil Premium Plus for each Child in Care is used to help raise standards of achievement and improve outcomes.    Further info via link below: https://www.gov.uk/guidance/pupil-premium-information-for-schools-and-alternative-provision-settings 
	
	
	
	
	
	

	15. Use and outcomes of Pupil Premium for each Child Looked After are monitored and impact evaluated with changes being made if needed.
	
	
	
	
	
	

	16. Pupil Premium funding is clearly identified at each Personal Education Plan meeting to help raise standards of achievement and improve outcomes. Spending and impact is evaluated.

	
	
	
	
	
	

	17. Children Looked after get priority access to one-to-one tuition where such programmes exist in the school.
	
	
	
	
	
	

	18. Carers and Social Workers are fully involved in decisions about Children in Care.  
	
	
	
	
	
	


	

	Action
	In place
	Partly in place
	Not in place
	Action needed
	Person responsible
	Deadline

	19. Annual Report to Governors for Children in Care is completed and presented.  A copy of this Annual Report is sent to the Virtual School Headteacher.

	
	
	
	
	
	

	20. When Children in Care attending the school do well (either academically or personally/socially) a nomination is submitted for the annual Children in Care Awards 
	
	
	
	
	
	


DT Checklist 11 05 16 FINAL.docx                                                                                                                                              
    Page 1

