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1. Personal Education Plans 
 

A Personal Education Plan (PEP) is a document describing a course of action to help a child or young 
person reach their full academic and life potential. It is a legal requirement for every young person in 
care of statutory school age to have at least two formal PEP meetings each academic year and one 
which may be informal. If concerns are raised at this informal PEP, a formal PEP meeting will 
subsequently be arranged.  The Personal Education Plan is the key record of each PEP meeting, when 
the network supporting the child in care discuss the child’s academic progress and achievement, 
review the impact of previous targets and agree on new robust targets which will support and 
encourage the child to make further progress. It is also an opportunity to review how Pupil Premium+ 
(PP+) is being used to support the child’s progress and education.  

 
2. The PEP Process - see Chart 
 

 When  a child / Young Person (YP)  comes into care the social worker will initiate the organisation of 
the first PEP meeting by contacting the Designated Teacher (DT) at the child’s school,  VSK and the 
foster carer.   This meeting must be held within 20 school working days of the child coming into 
care.  If this is an unplanned placement the PEP meeting should be held within 10 school working 
days.   

 In the case of a review or transition PEP meeting being held, the DT will organise the meeting. 
These should be held at least every 6 months.    

 The ePEP document is opened prior to the meeting to enable the DT and the child to enter 
information into their sections. The child may be supported by an adult to do this either at home or 
at school. Basic information about the child / young person will be entered by the ePEP data team 
as they come into the care system in Section A of the PEP document.   Each attendee at the 
meeting is expected to have reviewed the ePEP document before the meeting so that any issues 
arising can be discussed or clarified at the meeting itself.    

 At the meeting the DT will confirm the accuracy of section A with the social worker. The DT will 
record any issues discussed. Previous targets will be reviewed and new academic targets set. Any 
application for PP+ funding will be discussed and agreed  

 Following the meeting the DT will complete the remaining sections of the PEP document, including 
new targets set and a brief overview of the discussions at the PEP meeting.  

 Once all sections are completed, the relevant Assistant Head at VSK will quality assure the 
document before it is uploaded to the Social Services central database by a member of the ePEP 
data team.  

 
3. Time Frames 
 

These are statutory: 

 When a child comes into care where the placement is planned, the first PEP meeting must be held 
within 20 school working days. If the placement is unplanned the first PEP meeting should be held 
within 10 school working days. The PEP meeting should be held even if the young person does not 
have a school place and in this case the first PEP should be held within 20 working days.  
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 Thereafter each review PEP meeting should be held at a maximum of 6 monthly intervals.  

 Following the implementation of the Children and Families Act in 2014, there is a requirement to 
hold a third PEP meeting.   In KCC, this review will be made in the first instance by VSK. The child’s 
progress and achievement will be tracked and monitored regularly throughout the school year. This 
will be achieved by schools submitting progress and attainment data three times per year and 
liaison between the designated teachers and VSK.  Therefore the professionals in the child’s 
support network will be able to ensure, as far as possible, the child is on track to meet their current 
targets and that PP+ is being used effectively to support the child. A third formal PEP meeting may 
be held if there are any concerns or significant changes about any aspect of the child’s education. 
VSK will liaise with the child’s SW and the DT to arrange this. If on review by VSK it is clear that the 
child has achieved all their targets the DT would be requested to set new ones.    
 

4. Responsibilities 
(i)  The Social Worker: 

 To initiate the first PEP meeting within 20 school days of the child coming into care (10 school 
working days if an unplanned placement) 

 To liaise with VSK and the DT about the child 

 To review information in section A of the PEP document with the designated teacher at the PEP 
meeting and to provide additional information as necessary at the PEP meeting.   This includes 
essential information about the child’s care plan, foster carer contact details and any health issues 

 To challenge the school regarding the effective use of PP+ and progress and achievement of the 
child 

 To encourage the child to participate in their PEP meeting  

 To liaise with the foster carer and birth parents if appropriate   
 

(ii)  The Designated Teacher 

 To organise and attend each PEP meeting 

 To ensure that the information in Section A of the PEP document is accurate with the SW and 
amended if necessary at each PEP meeting; this includes essential information about the child’s 
care plan, foster carer contact details and any health issues 

 To complete Section B of the PEP document;  this includes essential  information about attendance, 
progress and achievement and SEN support if needed  

 To review each target set previously and not yet achieved 

 To record the new SMART targets set at the PEP meeting 

 To record an brief overview of the PEP meeting in the appropriate section on the PEP document  

 To ensure that PP+ is being applied for and used to support the child’s education effectively 

 To show the impact of PP+ on the child’s progress and engagement with education  

 To liaise with the SW, FC and VSK and other members of the child’s network 

 To mark all sections complete in Section D of the PEP document within the statutory time frame of 
10 school working days of the meeting 

 
(iii)  VSK  

 To attend the first PEP meeting and any subsequent  PEP meetings as required 

 To liaise with the SW and DT and other members of the child’s support network 

 To ensure the DT is aware of their responsibilities as regards a CIC  

 To ensure that the PEP document is of at least good quality 

 To monitor the effective use of PP+ and its impact 

 To track and monitor the progress and achievement of the child 

 To challenge the school about the quality of education the child is receiving 
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 Where the child is not in an educational provision:   to complete section B of the PEP document, as 
far as possible, the target section and a note of the current situation regarding education. 
 

(iv)  The Foster Carer 

 To complete the foster carer’s section on ePEP (Optional)  

 To encourage the child to engage with their PEP meeting and contribute to the outcomes 

 To advise the network supporting the child of any educational issues arising at home 
 
(v) The Child / The Network’s Responsibilities to the Child  

 To be offered the chance to complete Section C with support from school, SW or foster placement 
if required  

 To be offered the opportunity to attend the PEP meeting 

 To be offered the chance to participate in the target setting process 

 To be offered the opportunity to chair their PEP meeting if appropriate 

 To nominate an appropriate adult to advocate on their behalf if they are not willing to attend the 
meeting 

 
5. The PEP meeting 
 

 Attendees at the PEP meeting must include the social worker and the Designated Teacher or 
designated teacher support staff member 

 Other attendees can include the child in care, the foster carer or a member of the VSK team.   
Other professionals may attend or forward a report to the meeting. 

 VSK has produced a template agenda which can be used as a guide to the format of the meeting 

 Each attendee at the meeting is expected to have reviewed the ePEP document before the meeting 
so that any issues arising can be discussed or clarified at the meeting itself.    

 Discussion about pertinent issues should be recorded by the DT 

 Previous targets should be reviewed and new SMART targets agreed 

 Use of PP+ and its impact should be discussed 

 Following the meeting the DT marks all sections as complete.  VSK then quality assure the PEP 
document. 

 
6.  Management of Process  
 

 Senior leaders of VSK will meet with senior leaders in Children’s Services and management 
information to review the PEP document and the ePEP system 

 VSK will be responsible for contacting the DT if the PEP has not been completed by the 10th school 
working day after the PEP meeting  has been held 

 VSK will be responsible for ensuring PEP quality 

 MIU will report on PEP quality and completion monthly 

 Social work team leaders will be notified by VSK if a SW has failed to provide information to enable 
completion of section A of the PEP document or if a SW has failed to attend a PEP meeting 

 MIU will produce reports on a regular basis based on the information contained within the ePEP 
system to be discussed at Management meetings and to share with other services as appropriate.  

 
 

This policy will be reviewed in 1 year (Term 6 2018) or earlier in response to changes to statutory 
guidance 


