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1) Getting Started

This manual is designed to help you navigate the new ePEP System which has replaced the previous paper based system.

The new ePEP enables professionals to prepare, share and analyse information about the Young Person before the PEP meeting. There will now be more time for
meaningful discussion and a tighter focus during the meeting which will be centred on the Young Person’s education, progress and forward planning.

It is important to remember when navigating the new ePEP System is that the ePEP only has three pages before you get to the main body of the PEP.
These pages are the Homepage, the Service User Overview and the PEP Overview which acts as a Front Page to the PEP.

This guide will take you through each page, explaining in turn the various features you will use. The first section is a general section on using the ePEP system, the second
looks at ePEP processes, the third at user processes and the fourth is a troubleshooting section.

In the appendices of the user guide there are details of everyone’s responsibilities in regards to the new PEP as well as flow charts for the journey of an ePEP and a handy
FAQ section along with other useful resources such as an agenda and various user agreements for new users.

If you need any further help please email us at VSK_ePEP@kent.gov.uk

Please note all names and information used in this guide are made up and in no way reflect any real Kent persons or data.
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Introduction to the ePEP
System




2) Entering the URL

R~ v [ @ v Page v Safety v

r
Please enter the URL https://epeponIine.CO.Uk/kent in the browser bar.

Please do not enter it in Google or search for it, as it will not appear due to it being a secure web address.

.

Top Tip: Save this to your favourites so you can
bring the Login screen up easily.
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3) Creating a Password

a)

With a U Number and Unlock Key

Please have ready your User Name and an Unlock Key that you have been supplied with.

Your User Name should be a U followed by numbers for example U0000.
Your Unlock Key should be a series of numbers for example 123456.

If you have not received these details please email VSK ePEP Admin at VSK_ePEP@kent.gov.uk.

The following instructions will enable you to create a password. You will then be able to access the system

Username:

Password:

Login

County S
Council

Y
I(e nt ’—%’ A FORGOTTEN PASSWORD?
\ y UE , E

ePEP

v4.1 build 991

Please click
UNLOCK KEY’.

‘l

HAVE AN

K125% v |
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ePEPOnline
Please enter vyour User

Reset your password
SETLETETY SELTE Number here i.e.U0000.

Password Reset

Please enter BOTH your usernumber and the unlock key, and gress "Submit Key'.
You should have received the unlock key by email.

User number:
Please enter your Unlock Key
here. (The other number you
have been sent).

Please click ‘Submit Key’.
This will take you to a new
screen which will prompt
you to enter a password.

#125% ¥
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ePEPOnline

Reset your password
Kent County Council

Password Recovery - Step 2

Please enter your new password below. You will need to enter the password twice to ensure it is correct,

® Passwords must be at least 7 characters long and contain at least 1 number.
® Last 3 passwords cannot be used as new password.
+ Passwords are case sensitive ('dog' is not the same as 'Dog').

Mew Password: |

Confirm New Password: |

Please enter a new
password. This new
password must be at least
seven characters long and
contain at least one
number. Passwords ARE
case sensitive.

Please click ‘Submit’.
This will take you back to
the Login Screen.

#125% v |
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4) Logging In

Username:

Password:

Login

County 4

Council " GPE P

v4.1 build 991

Kent %, o

To log in please enter your
Username.

Please enter the password
you have set.

If you have forgotten your
password please see the
troubleshooting section of
the manual.

Please click ‘Login’.

R125% v
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5)

Homepage

Top Tip:

Click ‘Homepage’ to

bring you back to
this page at any
time

vvelL U =] Imf® Ul e DIOU

Actions

Click here to view all the
young people in your school
or setting.

Homepage Welcome to ePEP Online

Notice Board
Your Learners
Your Messages
Your School .

= Actions
Schools Directory

Log Off

Users Directory
Designated Member of Staffs

+ View your Learners
« Fhoto Album
» Library

Designated Member of Staff  Your ePEP Learners

Supports

Designated Teachers Username

Designated Teacher Supports @ u12072
Foster Carers

General Managements [ vuio949
IROs

IRO Admins [ ui1s04
IRO Team Managers

Parents [ viz2073
Residential Key Workers

Social Service Managers # viz074

Social Services Team Leaders

Social Work Administrators B u1207s
Social Work Assistants

Social Workers B uizo7s
VSK Apprentices

VSK Assistant Heads Current PEPs

VSK CIC Murse Admins
VSK CIC Nursess
VSK Deputy Heads

VSK ePEP Administrators O esse
V5K ePEP System O gaa1
Administrators

VSK EWOss

WVSK FELOss

Ve HeodMananar

Name DOB

Colin Creevey 01/12/2003
Harry Potter 31/07/2002
Hermione Granger 19/09/1979
Cliver Wood 01/02/1999
Euan Abercrombie 01/01/2008
Ted Lupin 01/01/2009
George Weasley 01/01/2000

Start Date Target Date
21/04/2014 29/04/2014
Hermione Granger 18/02/2014 25/02/2014

Your ePEP Learners

This lists all the young people in your school or setting.

Please check this list is correct. It is vital you are attached to the correct
young people for the system to work. If incorrect please let VSK ePEP
admin know.

9) Welcorgg?t ePEP Manager. To get started, please select an action from the options Dl Alternatively, please select a recently used Learner.

Your Messages

This is a list of all recent

messages for a quick ‘at a
glance’ view.

Your Messages

Current PEPs

This lists all open PEPs for
the young people in your
school or setting.
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6) Searching for a User

Please note when searching you will only see young people attending your school or setting, all child level data is protect in accordance with KCC guidelines.

At the top of every page you will see a search bar as shown below, you can search for Young People in your school/setting, or for Professionals. You can
search by name and (for young people) by UPN number. Fill in the details and click the blue “Search” button.

epeponllne | | Social Worker Help Foster Carer Help @romona Sprout - Kent County Council [Logout]

Welcome, Pomona Sprout

Once you click search you get taken to the search page, here it will list all people with the name searched. You can refine your search by filling in one of the
additional fields and clicking the blue “Search” button.

PEPONIi
e Ine Q. Mame : Harry Patter O’UPN:I:I Social Worker Help  Foster Carer Help [¥Pomena Sprout - Kent County Council [Logout]

Search for Users

Homepage Advanced Search
Notice Board

Multi criteria search.

DFES Number contains | |

Your Learners If yvou enter multiple criteria the search will return those users that satisfy ALL of the criteria given.

Your Messages U Mumber | |

Your School S5 Number contains | |
Name contains |Harry |

Schools Directory School Name contains | |

Log Off Date of Birth (exact) | | [dd/mmiyyyy)

UPN Number contains |

Users Directory
. Search
Designated Member of Staffs

Designated Member of Staff

Supports Search Results

Designated Teachers

Designated Teacher Supports User Number UPN number MName Role Date of Birth School

Foster Carers @ 10949 uooooo7 Harry Potter Young Person 31/07/2002 000 0000-Hogwarts School of Witchcraft and Wizardry

General Managements
1D

1 user found.

If you click the Young Person’s name in blue it takes you through to the ‘Service User Overview’, from this page you can navigate to the ‘PEP Overview’ page.
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7) How to get to the Service User Overview

a) From the Homepage

Please click on the name of
the young person in blue or
click the ‘View’ tab next to
their name under ‘Your ePEP
Learners’.

Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Homepage Welcome to ePEP Online

Notice Board

Your Learners

@) Welcome to ePEP Manager. To get started, please select an action from the options below. Alternatively, please select a recently used Learner.
Your Messages -

Your School

Actions

Schools Directory
Log Off

* \iew your Learners
Fhoto Album
ibrary

Users Directory
Designated Member of Staffs
Designated Member of Staff  Your ePEP Learners

Your Messages

Supports
Designated Teachers Lestiates SElE i
Designated Teacher Supports @ y32072 Colin Creeve 01/12/2003 i

W
Foster Carers v
General Managements "
Tios [# vio9as Harry Potter 31/07/2002
IRO Admins [# viiso0a Hermione Gran i

ger 19/09/1979 Wi

IRO Team Managers
Parents @ v1z2073 oOliver Wood 01/02/1999 v
Residential Key Workers
Social Service Managers F uiz074 Euan Abercrombie 01/01/2008 i

W
Social Services Team Leaders
goc!a: xort id”f'”;'St;ators [@ u1z2076 Ted Lupin 01/01/2009

ocla ari SsISCants . .

- Top Tip: Do not click the youn
Social Workers [# v1z2078 George Weasley 01/01/2000 P f’ , y g
Egi ipp_ret“t'feHS . person’s name under ‘Current

sslstant neads Current PEPs ‘ :
VSK CIC Nurse Admins Assessments’ as this takes you to
VSK CIC Nursess Name SIECIREE Target Date the ‘PEP Overview’ page
VSK Deputy Heads : .
s Ly e [ esss Harry Potter 21/04/2014 20/04/2014
VSK ePEP System O s441 Hermione Granger 18/02/2014 25/02/2014
Administrators
VSK EWOss
VSK FELOss
MWOK Head/Mananor
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b)

From the PEP Overview

To get to the ‘User Overview’ from ‘PEP Overview’ please click the young person’s name in blue next to ‘View PEP’ or click ‘Return to Service User Overview’

in ‘Actions’.

View PEP for Harry Potter

Homepage View PEP
Notice Board
Your Learners @) Use this page to view and manage details about a particular assessmen
Your Messages -
Your School B
Actions

Schools Directory
Log Off s Return to Service User Overview

+ View [ Print Report

« View [/ Print Education Summary Report
+ Delete PEP

Users Directory o Export PEP to XML File

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

PEP Details

Description:
Initiated by: [ pomona Sprout

Question Group: Key Stage 3

IROs
IRO Admins PEP Type PEP 1
IRO Team Managers Year group: Year 9
Parents
Residential Key Workers Date started: 27/04/1597
Social Service Managers Target date: 28/06/1997
Social Services Team Leaders

Is complete: Mo

Social Work Administrators
Social Work Assistants
Social Workers

PEP Meeting Invitations Status

VSK Apprentices
WSK Assistant Heads Date Location Invitee Status Comment
VSK CIC Nurse Admins 21/06/1997 Hogwarts Pomona Sprout Pending
WSK CIC Mursess - -
VSK Deputy Heads 21/08/1997 Hogwarts Rebus Hagrid Pending
VSK ePEP Administrators 21/06/1997 Hogwarts Remus Lupin Pending
VSK_E_PEP System 21/06/1997 Hogwarts Severus Snape Pending
Administrators P e — - = Sirius Bladk Pendi
WSK EWOss S06/ ogwarts irius Blac ending
VWSK FELOss
VSK Head/Managers PEP Log
VSK Locality Admins

Date
WSK Support Officerss
WSK UASC Support Teams 27/04/2014 Pomona Sprout edited the PEP details.
Young Persons 27/04/2014 Basic information copied into assessment.

Youth Offending Services

Young Person's Progress

3 of 37 questions have been answered

Professional Section

<) S
& Ex

Professional Special Needs

Progress Tracking

The progress tracking has been relocated in the The PEP Meeting =ection
Professional Section.

Go to Professional Section

Attachments

PEP Notes

in the

14 |Page



8) Service User Overview

Attainment Tracker

Actions

Attendance

This is where you can add to a young This shows a young person’s attendance, This shows a young person’s

when red attendance is lower than 85% and historical levels and progress in
when green attendance is higher than 85% - key areas of study.

person’s Albums or Library

arer Help

Harry Potter\Young Person)

Homepage View User

Notice Board
Your Learners 9) Below vou will be able to =ee detailz about tHE uzer you have =elected, and if yvou have the required permizsiongfmalke changes to the user's records.
Your Messages =

Your School

= Actions Attendance Attainment Tracker details
Schools Directory

Log Off Edit User Details

Photo Album

Library

View User's Activity Log

Users Directory
Edit User Notes

Designated Member of Staffs

. Ch R d Ow -
Designated Member of Staff ch:;g: U:;:;—yp;ner 0
Suplpcrts Change / Set Password /O
Designated Teachers Delete User

Designated Teacher Supports
Foster Carers

General Managements

IROs

IRC Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders About Harry Potter (U10949) Users with access to this record A
Social Work Administrators
Social Work Assistants
Social Workers

VSK Apprentices

VSK Assistant Heads Date of Birth: 31/07/2002 (11)

VSK CIC Nurse Admins Capita One Link: No

VSK CIC MNursess

VSK Deputy Heads UPN Number: U000007 . .

VEK ePEP Administrators School: Hogwarts School of Witcheraft and Wizardry
VSK ePEP System (Other)

Administrators Date Added:
VSK EWOss Date Entered Care: 01/01/2003

VSK FELOss Record Owner: [ -Ch
VSK Head/Manaaers e

Name Role

Full Name: Harry Botter Pomona Sprout Designated Teacher Delet:
Rebus Hagrid Designated Teacher Support Delet
Remus Lupin Social Worker Delet

Augusta Longbottom IRO Delet:

Severus Snape V5K Assistant Head Delet

(o et [ o [ o R o R

Sirius Black Foster Carer Delet:

o
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About

This section is a summary of

the young person, their
personal and  education
details.

If you notice any error please
contact VSK ePEP admin as
they can alter a vyoung
person’s details here

Eelow you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's

r Details
Ibum

User's Activity Log

Blot

Attendance

Attainment Tracker details

Social Worker Help  Foster Carer Help
Users with access to this
record

This  section lists the
professionals associated to
the young person. They are
the young person’s Social
Worker, Independent
Reviewing Officer, Designated
Teacher and VSK Assistant
Head and Carer.

ST Rey WOTKErs
Social Service Managlrs

Social Services Team Qeaders .
Social Work AdministrXors 3
Social Work Assistants!

User record has been updated.

Social Workers f
VSK Apprentices

VSK Assistant Heads

VSK CIC Murse Admins
VSK CIC Mursess

VSK Deputy Heads

VSK ePEP Administrators
VSK ePEP System
Administrators

VSK EWOss

VSK FELOss

VSK Head/Managers

VSK Locality Admins

VSK Support Officerss
VSK UASC Support Teams
Young Persons

Youth Offending Services \

+ Health Record

Full Name:
Date of Birth:
Capita One Link:

UPN Number:
School:

About Harry Potter (U10949)

Harry Potter
31/07/2002 (11)
No

uooooo7?

(Other)

Date Added:

Date Entered Care:

Record Owner:

Current PEPs

Date Started

\.. Awards

by
eCaresolutions

Awards

This section is where any adult
involved with the young person
can award points.

01/01/2003

0 [cme

Target Date

Hogwarts School of Witcheraft and Wizardry

Add..

Meeting Date

06/10/1997

ool educational placement change or move.

Transition to

Primary School

[ ess¢

Users with access to this record
Name Role
[ Pomona Sprout Designated Teacher
# Rebus Hagrid Designated Teacher Support
F Remus Lupin Social Worker
# Augusta Longbottom IRO
F severus Snape WSk Assistant Head
@ sirius Black Foster Carer
User Notes
This is a test

Completed PEPs

Date Started Completed Date Meeting Date

21/04/1997 24/04/1997 22/04/2014

New School

Hogwarts School of Witchcraft and
Wizardry

Current school
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Ramalson)

Current PEPs

This is the current PEP. A
‘Current PEP’ should be
opened by you or the Social
Worker one month before
the PEP Meeting. A week
after the PEP meeting when
the PEP has been marked as
complete, the PEP moves to
‘Completed PEPs’

To view a ‘Current
Assessment’ please click on
the date in blue or ‘View’.

Details
bum

EBr's Activity Log

Notes
fecord Owner
ser Type

Set Password
o

Social Services Team Leaders About Harry Pdgter (U10949)

Attendance

Social Worker Help Foster Carer Help

Attainment Tracker details

%

pelow you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's

edit.. | Users with access tohis record

EPomona Sprout - Kent County Council [Logout]

Completed PEPs

This is where a completed
PEP is filed.

It is important that you never
edit a completed PEP.

To view

completed PEPs
please click on the date in
blue or ‘View’.

TRSC SUPPUTC TEgms

eC =]

Yaoung Persons

Youth Offending Services

Current PEPs
+ Health Record
Date Started Target Date

. Awards

- 0 7024 24/04/2014 13/10/1997

by

eCareSolutions °

School transitions ‘—

/

INEEERES ’

Completed PEPs
Date Started

Meeting Date

06/10/1997 O &5 21/04/1997

Completed Datsg

24/04/1997

Start date
24/01/1996

Add a school transition.

Time Tracker details

rlé It is essential that this be filled in for any school educational placement change or move.

Transition to Current school

Primary School

School Transitions

This is where any transition is
entered.

Designated Teachers should
open or amend a record to

reflect school choices when
entering Infant, Primary or

Secondary phases in

ediicatinn
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PEPONIi
e ine Q Name:|:| O’UPN:I:I Social Worker Help Foster Carer Help [¥Pomona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User

Notice Board
Your Learners @) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.
Your Messages ~

Your School

= Actions Attendance Attainment Tracker details

Schools Directory
Log Off » Edit User Details

+ Photo Album

s Library
Users Directory . Vie_'w User's Activity Log
Designated Member of Staffs : Eci';:gs:rR:EEiz Qwner .
Designated Member of Staff « Change User Type 0
Suplports « Change / Set Pazsword /0
Designated Teachers + Delete User
Designated Teacher Supports
] —

Start date Transition to Current school New School

etaresolutions (] 24/01/1996 Primary School Hogwarts School of Witchcraft and

Wizardry
Add a school transition.

Time Tracker details

Time Tracker

This is a timeline in which everyone associated with a young
person can upload pictures, reports, events and occasions
involving the young person. It is designed to hold all a young
person’s memories for them to look at when thev wish.

[2013

Apr 25, 2014

Add a new Time Tracker record
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9)

How to get to the PEP Overview

a)

From the Homepage

ePEPONline

Q Name:|:| or UPM Search

Welcome, Pomona Sprout

Homepage
Notice Board
Your Learners
Your Messages
Your School .

= Actions
Schools Directory

Log Off

Users Directory
Designated Member of Staffs

s View your Learners
e Photo Album
s Library

Welcome to ePEP Online

Social Worker Help Foster Carer Help

@) Welcome to ePEF Manager. To get started, please select an action from the options below. Alternatively, please =select a recently used Learner

Designated Member of Staff  Your ePEP Learners .

Supports

Designated Teachers
Designated Teacher Supports @ u12072
Foster Carers

General Managements

IROs

IRO Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders
Social Work Administrators
Social Work Assistants

Social Workers

VSK Apprentices

VSK Assistant Heads

VSK CIC Nurse Admins

VSK CIC Nursess

VSK Deputy Heads

VSK ePEP Administrators

VSK ePEP System O s441
Administrators

VSK EWOss

VSK FELOss

MSK Head/Mananer

& vio949
[ vi1g04
[ v12073
[ viz074
[ u1z207s

& vizo7s

O gs5¢

Username Name

Colin Creevey
Harry Potter
Hermione Granger
Oliver Wood

Euan Abercrombie
Ted Lupin

George Weasley

Current PEPs

Name Start Date

Harry Potter 21/04/2014

Hermione Granger 18/02/2014

DOB

01/12/2003

31/07/2002

19/09/1979

01/02/1999

01/01/2008

01/01/2009

01/01/2000

Target Date

29/04/2014

25/02/2014

View

3
!I

View

View

L | <
I
=

Wiew

Your Messages

[Fromona Sprout - Kent County Council [Logout]

Top Tip: Do not
click their name

under “Your ePEP

Learners” as this
takes you to the
User Area.

Under ‘Current PEPs’ click on
the young person’s name in

blue or ‘View’ in blue next to
their name
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b) From the Service User Overview

epeponllr‘e | Social Worker Help Foster Carer Help @romona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board
Your Learners @) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.
Your Messages

Your School
Schools Directory

Log Off

dance Attainment Tra

For a Current PEP For a Completed PEP

Users Directory
Designated Member of St3
Designated Member of St3
Supports

Designated Teachers
Designated Teacher Supp
Foster Carers

General Managements
IROs

IRO Admins

IRO Team Managers
Parents

Residential Key Workers

In  the section named
‘Completed PEPs’ please
click on the date or ‘View'.
This will take you to the
completed PEP.

In the section named
‘Current PEPs’ please click

on the date or ‘View’. This
will take you to the Current
PEP.

%

Social Service Managers 5 .
Social Services Team Leaders About Harry Hptter (U10949) edit. | Users with acceffs to this record
RO OUPPOT T T et — ThiE 1= 3 TE=T
Young Persons (=TT
Youth Offending Services
Current PHF Completed

+ Health Record

Datd

O ss5s 21/04/1997

Completed Date Meeting Date'

Target Date Meeting Date

\‘»:: Awards
’ 24/04/1997 22f04/2014

0O 7024 24/04/2014 13/10/1997 06/10/1997

School transitions

Lk It is essential that this be filled in for any school educational placement change or mowve.

b

Y Start date Transition to Current school New School

eCaresolutions [+] 24/01/1996 Primary School Hogwarts School of Witchcraft and
Wizardry

Add a school transition.

Time Tracker details
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10) PEP Overview

H Actions
ePEPONline Pl ™ Twom! o This 15 where you can retur to

the ‘Service User Overview’ and

View PEP for Harry Potter print part or the entire PEP
document.

Homepage View PEP
Notice Board

Your Learners 9) Use this page to view and manage dass@@tt 3 particular assessment.

Your Messages PEP Details
Your School i i initi
. Actions Young Person's Progress This dISpI_ays who m_ltlated the
Schools Directory PEP, which Question Group
« Return to Service User Overview .
Log OFf  View / Print Report E — the young person will answer,
. View _.'r Erint Ed ti g R rt o questions have Dbeen answered e . . .
Users Directory L oL Do FeueEten SHmmaAry Repe if it is the first, second or third
« Export PEP to XML Fil Frotessional Section
Designated Member of Staffs e ? © PEP of the year, the young
Designated Member of Staff P Edit ’
Supports PEP Details persons’ year group and PEP
Designated Teachears o X ‘ S dates.
Designated Teacher Supports ~Description: ) Q“ EN
Foster Carers Initiated by: & pomona Sprout o
General Managements Professional Special Needs
IROS Question Group: Key Stage 3
IRO Admins PEP Type PEP 1
LZ?e-rl;?sam Managers Year group:  Years Progress Tracking PEP Meeting Invitations’ Status
Residential Key Workers Date started:  27/04/1857 e ki hae been relommed This shows all the people who
Social Service Managers T t date: 28/06/1997 S RGeS Iac R nas e IS ca e .
Social Services Tearﬁ Leaders 1:::";.:;- No 1 N Brotessiopallsecton have been invited to the PEP
Soc!al Work Adm|n|strators - . — meeting and if they have
Social Work Assistants i o roressional Section
Social Workers PEP Meeting Invitations Status accepted etc.
VSK Apprentices Attachments
VSK Assistant Heads Date Location Invitee Status Comment
VSK CIC Nurse Admins 21/06/1997 Hogwarts Pomona Sprout Pending PEP Notes
VSK CIC Nursess = -
VSK Deputy Heads 21/06/1997 Hogwarts Rebus Hagrid Pending
VSK ePEP Administrators 21/06/1997 Hogwarts Remus Lupin Pending
VgK_ePEP System 21/06/1997 Hogwarts Severus Snape Pending PEP L
ésrlgﬁtgaszors 21/06/1997 Hogwarts Sirius Black Pending —Og
This shows all the people who
VSK FELOss
[ ]
VSK Head/Managers HEFETE s have accessed the PEP and
VSK Locality Admins e X
VSK Support Officerss areas they have edited.
VSK UASC Support Teams 27/04/2014 Pomona Sprout edited the PEP details.
Young Persons 27/04/2014 Basic information copied into assessment.

Youth Offending Services
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Young Person’s Progress

This bar shows at a glance
how many questions the

young person has completed.
The redder the bar the more
questions the Young Person
has answered.

: Actions
Schools Directory

Professionals Section

To access the PEP document
please click on the Goldfish
icon marked ‘Professional’.

RO Admins

Attachments

This is where you can add any
documents relevant to the
PEP e.g. school reports.

PEP Notes

If you wish to note any details

around the PEP meeting you
can do so here.

se this page to view and manage details about a particOM®

ervice User Overview
Report
Education Summary Report

o XML File

D Pomona Sprout
oup: Key Stage 3
PEP 1
Year 9
l: 27/04/1597
28/06/1997
No

g Invitations Status

Social Worker Help  Foster Carer Help

ment.

Young Person's Progress

3 of 37 questions have been answerad

Professional Section

9}

Professional Special Needs

Progress Tracking

[FPomona Sprout - Kent County Council [Logout]

E The progress tracking has been relocated in the The PEP Meeting section in the

Professional Section.
Go to Professional Section

Attachments

Location Invitee Status
Hogwarts Pomona Sprout Pending
Hogwarts Rebus Hagrid Fending
Hogwarts Remus Lupin Pecdd

Hogwarts Severus Snage Pending
Hogwarts - a=IETH Pending

Comment

PEP Notes

Pomona Sprout edited the PEF details.

Basic information copied into assessment.

View all..

¥
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11)

The PEP

a)

General Information
BB S=v = Changed]

& Harry Potter (year9)
=- { } Section 1 - Core Information (Social Services)
{} About the Young Person
{} cCarePlan
{} Contact
{} Attendance at PEP Meeting
{} Health
= { } Section 2 - Education Details (Designated Teacher)
{} About the Young Person
{} Educational Establishment Details
{} Transition Arrangement
{} Previous School History
{} Spedal Educational Meeds
{} OtherPlans
{} Involvementof Other Agencies
{} Indusion / Attendance
{} Attainment

{} Your Feelings About School
{} ‘Your Feelings About | earning
{} Your Relationship With Your Teachers
{} Your Relationship With Your Peers
{} How YouFeel About Yourself
{} Your Talents and Interests
{} ‘our Future Aspirations And Needs
{} What You Want People To Know
{} Your Educational Targets
= {} Section 4 - PEP Review (Desig
{} Organise a PEP Meeting
{} ThePEP Mesting
{} ActionPlan
{} Funding
= {} section 5 - Summaries
{} Education Summary
{} RO Overview

ed Teacher)

The PEP auto saves as you enter To return to the
information but you should click

‘Save Changes’ in the top left corner. in the top right corner.

To view the different pages of the PEP please click the blue writing. The page will then appear for you to read or
complete.

Please note all Designated Teachers and support staff can read all pages. Support staff can edit section 2, 4 and
in Section 5 the education summary. Designated Teachers can edit all pages with the exception of Section 3, and
in Section 5 the Carers Summary and IRO Overview.

The first three sections are completed before the PEP meeting by the Social Worker, Designated Teacher and
Young Person.

The Section 4 is filled out during or after the PEP meeting by the Designated Teacher.

Section 5 is filled out after the meeting this section helps to inform the IRO ahead of the LAC Review.

The following two pages explain the different sections of the new ePEP, when they should be filled in and who is
responsible for completing them.

‘PEP Overview’
please click ‘Return to PEP Overview’
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b)

Responsibility for sections completed before the PEP Meeting

BB 52 Changes

& Harry Potter (yeard)
=- { } Section 1 - Core Information (Social Services
{} About the Young Person
{} cCarePlan
{} Contact
{} Attendance at PEP Meeting
{} Health

{} About the Young Person

{} Educational Establishment Details
{} Transition Arrangement

{} Previous School History

{} Special Educational Meeds

{} CtherPlans

{} Involvementof Other Agencies
{} Indusion / Attendance

{} Attainment

= { } Section 3 - Young Persons Views (Young Per®®

{} ‘Your Feelings About School
{} Your Feelings About | earning
{} ‘Your Relationship With Your Teachers
{} Your Relationship With Your Peers
{} How You Feel About Yourself
{} ‘our Talents and Interests
{} Your Future Aspirations And Needs
{} What You Want People To Know
{} ‘Your Educational Targets
=- { } Section 4 - PEP Review (Designated Teache
{} Croanise a PEP Meeting
{} ThePEP Meeting
{} ActionPlan
{} Funding
= { } Section 5 - Summaries
{} Education Summary
{} RO Overview

Return to PEP Overviey

Section One — Core Information

This first section is the Social Worker’s Responsibility to fill out BEFORE the PEP meeting. This section includes an
up to date care plan, contact arrangements and health chronology as well as general information around the young
person, their educational and care placement.

Section Two — Educational Details

This second section is the Designated Teacher’s Responsibility to fill out BEFORE the PEP meeting. This section
includes school history, current school details, any other educational plans around the young person, attendance
data and attainment details. It also has details of any special needs and details of other agencies involvement with
the young person.

Section 3 — Young Persons Views

The Young Person needs to Log in and complete their interactive section BEFORE the PEP meeting. This is a record
of all the young person’s views captured from the interactive tool they use. It is divided into easy sections so you can
see their feelings on school and learning, their relationships with teachers and peers, how they feel about
themselves, their talents and interests, future aspirations and needs.

All three of these sections are available to be edited a month before the PEP meeting. They have to be completed a
week before the PEP.

The week before the PEP meeting the information in these sections should then be reviewed by all and will be
analysed by the Designated Teacher who then will use the information to set the agenda for the PEP Meeting.
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c) Responsibility for sections completed during and after the PEP Meeting
BB S=v= Changed]

{}
{}
{}
{}

{}
{}

& Harry Potter (yeard)
[=I-{ } Section 1 - Core Information (Social Services)

= { } Section 3 - Young Persons Views (Young Person)

=- { } section 4 - PEP Review (Designate

= { } Section 5 - Summaries

Section Four - PEP Review - This is a record of the PEP Meeting; it is mainly filled out by the Designated Teacher
during or after the PEP Meeting. This is split into four parts;

About the Young Person
Care Plan

Contact

Attendance at PEP Meeting
Health

Organise a PEP_Meeting - This is where you can send an invite/reminder to those due to attend the PEP meeting,
depending on who sets up the meeting the Social Worker or Designated Teacher will fill this in.

The PEP Meeting - This is a record of the meeting, who attended, a summary of what was discussed and decided in
the meeting.

Action Plan - This is where SMART targets are recorded, they are divided into Short, Medium, Long Term and
Extended / Out of School Targets. (For a fuller explanation of the Action Plan please see Section 14d.)

Funding — This is to be filled in if it is decided to apply for AIF funding from VSK, please note a separate funding
application has to be completed and is available from this website http://www.virtualschool.lea.kent.sch.uk

About the Young Person
Educational Establishment Details
Transition Arrangement

Previous School History

Spedial Educational Meeds

Other Plans

Involvement of Other Agendes
Indusion f Attendance
Attainment

Your Feelings About School

Your Feelings About Learning

Your Relationship With Your Teachers
Your Relationship With Your Peers
How You Feel About Yourself

Your Talents and Interests

Your Future Aspirations And Needs
What You Want People To Know

Your Educational Targets

Section 5 - Summaries

Organise a PEP Meeting
The PEP Meeting
Action Plan

Funding

Education Summary - This section is filled out by the school in the week after the PEP meeting.
The Carers Summary - This is the only part of the PEP carers fill in and is viewed by IRO’s before the CiC review. We
ask that it is filled in the week after the PEP Meeting. It contains a few short questions around the young person.

IRO Overview - Once the IRO has read and checked the PEP they will add there name the date checked and any
comments they wish to share

Education Summary
IRO Owverview

Please Note; Schools don’t see the ‘Carers Summary’ and Carers don’t see the ‘Education Summary’; however issues
from here may be raised by the IRO at the CIC Review.
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12) Logging Off

epepon"ne (O RS |:| ar UPN :|:|

Welcome, Pomona Sprout

Homepage Welcome to ePEP Online

Notice Board
Your Learners
Your Messages

Your School .
= Actions
Schools Directory

Log off = View your Learners
« Fhoto Album

s Lib
Users Directory oAy

Designated Member of Staffs

Designated Member of Staff  Your ePEP Learners
Supports

Designated Teachers
Designated Teacher Supports B uiz2072
Foster Carers

Username Name

Colin Creevey

General Managements & viooas Harry Potter

IROs

IRO Admins [ ui1904 Hermione Granger
IRO Team Managers

FERETES @ u12073 Oliver Wood
Residential Key Workers

Social Service Managers ¥ uizo074 Euan Abercrombie

Social Services Team Leaders
Social Work Administrators B u1207s
Social Work Assistants

Social Workers B uizo78
VSK Apprentices
VSK Assistant Heads Current PEPs
VSK CIC Murse Admins

VSK CIC MNursess Name Start Date
VSK Deputy Heads

Ted Lupin

George Weasley

VSK ePEP Administrators D cese Harry Potter PV
VSK ePEP System [ 5441 Hermione Granger 18/02/2014
Administrators

VSK EWOss

VSK FELOss

VEK Haad/Mananer

@) Welcome to ePEP Manager. To get started, please select an action from the options below. Alte

DOB

01/12/2003

31/07/2002

19/09/1979

01/02/1999

01/01/2008

01/01/2009

01/01/2000

Target Date

29/04/2014

25/02/2014

Social Worker Help Foster Carer Help

or

[Fpomona Sprout - Kent County Council [Logoutf]

You can Logout on any
page please click ‘Logout’,
this is written in blue on
the top bar.

You Click ‘Log Off in the ePEP

sidebar
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13)

The Young Persons View

a)

Homepage

Young people login to and fill out their own section. (They can do this with the help of an appropriate adult, for instance a carer or
member of school staff if they need support to fill this out.) Young people are given their login details (User Name and Password) by
their Designated Teacher. This Part of the user manual explains what the young person will see and fill out.

To login in they go to the same Login Page as everyone. Once logged on they see the screen below rather than a Homepage you see.

The young person clicks on
one of the two icons on
the left; this takes them
into the interactive
section. Here they answer
the questions that appear
in ‘YP’s Views on School
and Learning’ in the
professional’s view of the
PEP.

The first icon is for Key
Stage 1-2 (Years 1 to 6)

The second icon is for Key
Stage 3-4 (Years 7-11)

Young people can click on
whichever icon they
choose, it does not affect
guestions asked.

ePEPOnline

Welcome, Harry Potter

) AP

KS 13§ KS3&4 Action Plan

O

Logoff

This Goldfish icon will take
the Young Person to their
latest ‘Action Plan’.

They can see all their latest
targets here as well as all
previous targets they have
met.

They click the ‘Logoff’ icon
when they have finished

the ePEP session.

they have entered.

ePEP auto saves all answers
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b)

Interactive Section: Key Stage 1&2

This is the first view
in the Key Stage 1-2
interactive section

The avatar will ask
the young person
guestions as they
click through.

As they answer
questions the young
person collects
‘pearls’. When they
have collected all
three they can play an
arcade game.

The Menu Bar on the
bottom left hand side
helps to navigate the
system.

These four clams are used to change characters,
stop and start the music and change the
background.

BEWARE: The Clams are Noisy!!!

2 This section is your chance to have your say about school issues, your
relationships with your teachers and peers, and your future. Try to
answer all the questions with as much information as you can and
remember to be honest and open. By telling the people involved in
your education how you really feel, you can help everyone to support
you in the best way for you so that you can achieve your full potential.

This part of the screen is where instructions and questions will appear and where the
young person will type their answers. All the instructions and questions are spoken by
the character above.

The progress bar measures how many questions have been answered.

Progress:
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The first two clams navigate backwards and forwards through the different characters.

Your Feelings About School
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Once the young person has
answered their questions
they will have collected
three pearls.

These unlock the arcade so
they can play some games.

P 6 P ? Do you find the rules in school easy to keep?

electronic personal education plan

Young people can navigate
through the questions using
these two buttons.

Progress: 40f 150

If the young person wishes
to leave the PEP questions
and return to them, this
button allows them to find
the question they want to
answer on their return.

Select Question

They need to make a note
of the last question
number before they log
out, then next time they
login they can select the
guestion and it will take
them to this question.

1: What do you like about school? %
2: If you could change something in school, what would it | |
3: Do you find the rules in school easy to keep?

4: What are your favourite subjects? Try to explain why yt

5: Which subjects don't you like? Again, try to explain wh

6: Who would you go to if you didnt understand somethin

7: Is there any teacher or member of support staff that yc

8: Do you have a friend that you can talk to about things

9: Is there anything that you would like to be different wit [v]
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c) Interactive Section: Key Stage 3&4

This is the first view
in the Key Stage 3-4
interactive section

These circles allow the Young Person to change the way their Avatar looks.
They can change; lips, eye colour, glasses, hair styles, what they are wearing,
even facial hair, jewellery and eyebrow shape!

They can change the background too and the last circle turns the sound off
and on.

The avatar will ask
the Young Person
guestions as they
click through.

As they answer
questions the young
person collects
‘pearls’. When they
have collected all
three they can play an
arcade game.

@ This section is your chance to have your say about school issues, your
relationships with your teachers and peers, and your future. Try to
answer all the questions with as much information as you can and

B remember to be honest and open. By telling the people involved in

your education how you really feel, you can help everyone to

support you in the best way for you so that you can achieve your full
potential.

This part of the screen is where instructions and questions will appear and where the
young person will type their answers. All the instructions and questions are spoken by
the character above.

The Menu Bar on the
bottom left hand side
helps to navigate the
system.

Progress: 10f 150

The progress bar measures how many questions have been answered.
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Please select your character from the choices abovell¥

>

i R) @B

ePEP

electronic personel education plon

support you in the best for yoyf'so that you can achieve your full
potential.

To change the Avatars general look the young person should click on the yellow circle with the
face and then use the red arrow buttons to scroll through the pages of different Avatars.

The young person should hover the mouse over the shadow to reveal the different types of
Avatar, and then click to choose the Avatar they wish to use.

Progress: 10f 150
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Once the young person has
answered their questions
they will have collected
three pearls.

These unlock the arcade so
they can play some games.

ePEP

electronic personol education plan

Young people can navigate through
the questions using these two
buttons.

Progress: 20f 150

If the young person wishes
to leave the PEP questions
and return to them, this
button allows them to find
the question they want to
answer on their return.

Select Question

They need to make a note 1: What do you like about school?

of the last question 2: If you co.uld change s?methlng in school, what would it
ber bef h | : Do you find the rules in school easy to keep?
number before they log 4: Which rules do you find most difficult to keep? Try to gi

out, then next time they 5: Generally, when you get up for school in the morning, t

Iogin they can select the 6: Do you attend school regularly?
7: How many days do you think you've missed in the last

queStion and it will take 8: What usually stops you from attending school?
them to this question_ 9: If you don't attend school regularly, is there anything tf [+ |

Gonce
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d) Action Plan

es
& Harry Potter (years) Action Plan Any completed targets will
= { } Section 1 - Core Information (Social Services) ) . “ "
{} About the Young Person Action Plan have a tick in the “Met?
: ; % Q) It is important to ensure that the whole PEF process should emphasise the positive attributes of the childfyoung person. co | umn.
ontac
{} Attendance at PEP Meeting Short term targets should have a timescale of up to half a term.
{} Health Medium term targets should have a timescale of 3 term.

Long term targets should have a timescale of 2 to 3 terms.

& {} Section 2 - Education Details (Designated Teacher) Extended/ Out of school targets for example Join a school sports team or go to Scouts, Ta rgEts Wh ICh have been met
{} About the Young Person

{} Educational Establishment Details aUtomatlca”y generate one

; :Q_ran.siﬁons.ﬂ':ra?;rgnt l | Atleast one extendedf out of school target must be entered. awa rd pol nt fO r the young
revious School History

} Special Educational Needs person.

} Other Plans SHORT TERM TARGETS

} Involvement of Other Agendes

} Indusion / Attendance Target

} Attainment

If it is an old target that

Action (School, Young Person, Parents/Carers, SW, others) Success Criteria Met? Repeat?

ey ey, iy iy, il g ey

= {} Section 3 - Young Persons Views (Young Person) To complete English coursewark | Joe - to catch up with and complete coursework. Schoal - to provide help in Coursework is complete and to a D E needs repeating |t W| ” haVe a
tick in the “Repeat?” column.

Your Feelinas About Schodl to a pass grade standard by after school learning club. Carers - to help by providing quite space to study. | grade standard or above by the end
four Feelings ADOUTL School

. - end of term 4, of term 4.
Your Feelings About Learning
Your Relationshin With Your Teachers To achieve a higher grade in Harry - to seek help and advice from teachers when work becomes Maths grade improves froma Scto a
= maths by the end of term four. | challenging. School - to provide extra curriculum support after schoal by 1:1 5a by the end of term 4.

tuition,

Your Relationship With Your Peers
How ‘fou Feel About Yourself
‘Your Talents and Interests
Your Future Aspirations And Needs L
What You Want People To Know
Your Educational Targets .
= { } Section 4 - PEP Review (Designated Teacher) Timescales
{} Organise a PEP Meeting Target Action (School, Young Person, Parents/Carers, SW, others) Success Criteria Met? Repeat?

The PEP Meeting
{1 e_ I E=l To pass Maths | Harry - to complete coursework and attend revision sessions. School - To provide help an support | To achieve & pass (atleasta D) in E Sh t T T t
{} Action Plan and English in school and after schoal. Carers - To encourage Harry and provide & quiet space to work, English and Maths GCSE by end of or erm arge S

= {}{S}ec:i::d?-Summaries Sces i 1-3 terms (Up to 6 MonthS).

“ IE:gc;ﬁon S | Add Medium Term Target
VErvIEwW

LONG TERM TARGETS Medium Term Targets
4-6 terms (Up to 1 year).

Add Short Term Target

iy ey, g iy iy, kg ey, il iy
PRI

MEDIUM TERM TARGETS

e will gain at least 5 A-C
SE's

Target Action (School, Young Person, Parents/Carers, SW, others) IEuooﬁs Criteria Met? Repeat?

To Gain 5 A-C GCSEs at the arry - to complete work and coursework and seek help when needed. School - provide
end of year 11 wira support if needed.

Long Term Targets

Add Lang Te/Target 1-2 Years (Typically end of
Key Stage).

Target Action Success Criteria

This tells the young person how they will know Extended/Out  of  School

Targets
No fixed timescale (Typically
every 6 months).

This is where we This describes the action undertaken by
state exactly what different parties (school, young person,
the target is. carers) to achieve the target.

they have achieved the target. This is often a
grade or level and a date (i.e. Level 2b by Term
4) that they will achieve it by.
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ePEP Processes

electronic personal education plan
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14) Opening a New ‘Current’ PEP

Please go to the ‘Service User Overview’ and check to see if there is a ‘Current PEP’ open. A ‘Current PEP’ will be in the ‘Current PEP’ section. Please check
it is the current PEP; the date should correspond to the meeting.

If the date is for an old PEP meeting then the PEP has not been closed properly. Please close this following the instructions in section 14.

Once you have done this please follow the instructions below.

Your Messages
Your School
Schools Directory
Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

Actions Attendance Attainment Tracker details

Edit User Details

Photo Album

Library

View User's Activity Log
Edit User Notes
Change Reco
Change Use
Change / Se
Delete User

To add a new PEP please
click ‘Add’ in blue next to the
title ‘Current PEP’.

IROs

IRO Admins

IRO Team Managers
Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders About Harry Potter (Uj4

Users with access to this record

THIE 1= a (e=t

o OUppUTT TS
Young Persons
Youth Offending Services

OFd OWITeET: 3

T

Current PEPs \ add.. | Completed PEPs
+ Health Record
Date Started Target Date Meeting Date Date Started Completed Date Meeting Date
.. Awards
o 0 7024 24/04/2014 13/10/1997 06/10/1987 0 ezss 21/04/1997 24/04/1997 23/04/2014

School transitions 4
Lk It iz essent)

by Start dat:
eCareSolutions ) 24/01/199

ent change or move.

If there is a PEP here already
please check to see if it is a
past PEP which has not been
correctly closed.

Current school New School

Hogwarts School of Witchcraft and
Wizardry

Add a school transiti

Time Tracker detws

-
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ePEPONline

Social Worker Help Foster Carer Help

Fromona Sprout - Kent County Council [Logout]

Create PEP for Harry Potter

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRC Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders
Social Work Administrators
Social Work Assistants
Social Workers

WSK Apprentices

WSK Assistant Heads

WSK CIC Nurse Admins

WSK CIC Nursess

WSK Deputy Heads

WSK ePEP Administrators
WSK ePEP System
Administrators

WSK EWOss

WSK FELOss

TS e TR e m e,

Create PEP

@) Using this screen you are able to create a new ePEP.After you have set this PEP up, the people who have the ability to access the Learner's record will be able to view and add their input to
the assessment.

Move your mouse over the @ =ymbaol to =ee more help.

Create a PEP

If this Young Person is undergoing a school or educational placement move/transition,

please confirm you have filled out the transition section in the young persons record before starting this PEP.

ctransition has been filled '~/ Mo need for transition '/ No, I will do that now.

_J/

Please select the correct
description for  ‘School
Transition’.  If transition
needs to be filled out be

please go back to the
Transition Section before
creating the PEP. (See
section 18.)
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Create PEP for Harry Potter

Homepage

PEP Invitations
Administration tools
User Directory
Notice Board

Your Learners

Your Messages
Schools Directory
Reports

Log Off

Users Directory

CXKs

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
IROs

Social Work Administrators
Social Workers

Team Leader (Social
Services)s

VSK Apprentices

VSK Assistant Heads

VSK Deputy Heads

VSK ePEP Administrators
VSK ePEP Systems
Administrators

VSK EWOs

VSK FELOs

VSK Head/Managers

VSK Locality Admins

VSK Support Officers

VSK UASC Support Teams
Young Persons

others

Archive

+ Health Record

Create PEP

Using this screen you are able to create a new ePEH
assessment.

Move your mouse over the “® symbol to see more

Create a PEP

The key stage for the
‘Question Group’ should
correspond to the current
key stage of the young
person. If the Young

Person will have difficulty
accessing the questions
you can set the ‘Question
Group’ as a lower key
stage.

If this Young Person is undergoing a school or educational placement move/transifion,

please confirm you have filled out the transition section in the young persons recofil before starting this PgP.

@] Yes, transition has been filled ® No need for transition () No, I will do that now.

Question Group:
Date of PEP meeting:

Date initiated:

Target date for completion:
One week after the PEP Meeting.

PEP Type

Year Group

Does this Young Person have a school/educational placement?

[21/6/1997 =
24105/1907 |E=
28/06/1997 |

@ pep1 O pep2 O PEP3

Yeard v ‘;

E ability to acgffss the Leggffer’s record

= ~
® Yes (U No

~ a
)

Is this PEP going to be accessed by an out-of-authority social worker? () yes @ No

Is this a review PEP?

# Copy contents of previous PEP?

(This is used for review PEP's)

® Yes O No

® ves O No

?'Do you want to copy the basic user information into the PEP ? ® ves O No

Confirmation

Create the PEP
Do not create PEP

Please enter the date of the
PEP Meeting here this is
mandatorv.

‘Date Initiated’ will
automatically be filled in as
today’s date i.e. the date you
started the PEP.

‘Target Date’ for completion
will automatically be filled in

as one week after the PEP
Meeting.

‘PEP Type’ records if it was
the first, second or third PEP
of the current academic

year.

‘Year Group’ should be filled
in with the young person’s
current national curriculum
year group.

Please answer these
questions.

For Your Information;

A review PEP is a PEP which
happens in the normal 6

monthly cycle.

‘Copy Basic User Information’
registers changes of School
and Social Worker on the new
PEP document. It is a good
idea to always tick this.
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Create PEP for Harry Potter

Homepage

PEP Invitations

Administration tools
User Directory
Notice Board

Your Learners

Your Messages
Schools Directory
Reports

Log Off

Users Directory

CXKs

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
IROs

Social Work Administrators
Social Workers

Team Leader (Social
Services)s

VSK Apprentices

VSK Assistant Heads

VSK Deputy Heads

VSK ePEP Administrators
VSK ePEP Systems
Administrators

VSK EWOs

VSK FELOs

VSK Head/Managers

VSK Locality Admins

VSK Support Officers

VSK UASC Support Teams
Young Persons

others

Archive

+ Health Record

Create PEP

9) Using this screen you are able to create a new ePEP.After you have set this PEP up, the people who have the ability to access the Learner's record will be able to view and add their input to the

assessment.

Move your mouse over the ‘® symbol to see more help.

Create a PEP

If this Young Person is undergoing a school or educational placement move/transition,
please confirm you have filled out the transition section in the young persons record before starting this PEP.

@] Yes, transition has been filled ® No need for transition () No, I will do that now.

Question Group: Key Stage 3 v

Date of PEP meeting: [21/6/1907 |3
Date initiated: [24/05/1997 | =
et dote for compltions adare7 =
PEP Type ® pep1 O pEP2 O PEP 3
Year Group

Does this Young Person have a school/educational placement? ® ves O No

Is this PEP going to be accessed by an out-of-authority social worker? () ves ® No
Is this a review PEP? ® Yes () No

® Copy contents of previous PEP? ® ves O No
(This is used for review PEP's) = =

Ppo you want to copy the basic user information into the PEP ? ® ves O No

Confirmation

Once the form is filled in
please select ‘OK’ this will

Create the PEP OK ]<

Do not create PEP | Cancel

create the PEP and take you
through to the ‘PEP
Overview’.

\.

J

# 130%

-
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ePEPONline

View PEP for Harry Potter

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRO Admins

IRO Team Managers
Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders
Social Work Administrators
Social Work Assistants
Social Workers

VSK Apprentices

WSK Assistant Heads

WSK CIC Nurse Admins

VSK CIC Mursess

VSK Deputy Heads

WSK ePEP Administrators
VSK ePEP System
Administrators

VSK EWOss

VSK FELOss

VSK Head/Managers

VSK Locality Admins

WSK Support Officerss

VSK UASC Support Teams
Young Persons

Youth Offending Services

View PEP

Social Worker Help Foster Carer Help

@) Use this page to view and manage details about a particular assessment.

Actions

» Return to Service User Owerview

» View [ Print Report

+ View [/ Print Educaticn Summary Report
» Delete PEP

+ Export PEP to XML File

PEP Details

Description:
Initiated by: [ pomona Sprout

Question Group: Key Stage 3

PEP Type PEP 1
Year group: Year 9
Date started: 27/04/1997
Target date: 28/06/1937
Is complete: No

PEP Meeting Invitations Status

Young Person's Progress

3 of 37 questions have been answerad

Professional Section

[Fromona Sprout - Kent County Council [Logouf]

Once created the ‘PEP
Overview’ screen
automatically opens. To go

x S
e E
,.'.'-'Fa" N

Professional Special Needs

Progress Tracking

straight into the PEP and
edit it click on the goldfish
icon marked ‘Professional’.

E The progress tracking has been relocated in the The PEP Meeting section in the

Professional Section.

Go to Professional Section

Attachments
Date Location Invitee Status Comment
21/06/1997 Hogwarts Pomona Sprout Pending PEP Notes
21/06/1997 Hogwarts Rebus Hagrid Pending
21/06/1997 Hogwarts Remus Lupin Pending
21/06/1997 Hogwarts Severus Snape Pending
21/06/1997 Hogwarts Sirius Black Fending
PEP Log
Date
27/04/2014 Pomona Sprout edited the PEP details.

27042014 Basic information copied into assessment.
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ePEPOnline

Social Worker Help Foster Carer Help @romona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board

Your Learners

@) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.
Your Messages

Your School

: Actions Attendance Attainment Tracker details
Schools Directory
Log Off s Edit User Details

s Phato Album

. r's Activity Log
If you return to the ‘Service Jruotes

User Overview’ you can see [ ron™ 0}
the new open PEP in the [ """ 0
‘Current PEP’ section of the

page.

IRO Team Managers
Parents

Residential Key Worke
Social Service Managers
Social Services Team Lead

s About Harry Potter (U10949) edit. | Users with access to this record

Young Persons
Youth Offending Services

Current PEPs Completed PEPs
+ Health Record i

Date Started Target Date Meeting Date Date Started Completed Date

RECOTT UWITET T rETTE TTTE 15 3 Te=t

Meeting Date
0 7024 24/04/2014 13/10/1997 06/10/1997 [ es5¢ 21/04/1997 24/04/1997 22/04/2014

School transitions

\.}: Awards

i It is essential that this be filled in for any school educational placement change or mowve.

by
etareSolutions

Start date Transition to Current school
[+] 24/01/1996 Primary School

New School
Hogwarts School of Witchcraft and

Wizardry
Add a school transition.

Time Tracker details
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15) Closing a PEP

BB 52 Changes

& Harry Potter (years)
= {} Section 1 - Core Information (Social Services)
{} Aabout the Young Person
{} CarePlan
{} Contact
{} Attendance at PEP Meeting
{} Health
=-{} Section 2 - Education Details (Designated Teacher)
{} About the Young Person
} Educational Establishment Details
} Transition Arrangement
} Previous School History
} Spedial Educational Meeds
} OtherPlans
} Involvement of Other Agendes
} Indusion / Attendance
} Attsinment
=-{} Section 3 - Young Persons Views (Young Person)
Your Feelings About School
Your Feelings About Learning
Your Relationship With Your Teachers
Your Relationship With Your Peers
How ‘You Feel About Yourself
Your Talents and Interests
Your Future Aspirations And Meeds
What You Want People To Know
Your Educational Targets
=-{} Section 4 - PEP Review (Designated Teacher)
{} Organise a PEF Meeting
{} ThePEP Meeting
{} Action Plan
{} Funding
=-{} Section 5 - Summaries
{} Education Summary
{} IRO Overview

oy oy

g, i g i g g i i ol
et gt gt et ot et At gt et

Return to PEP Owervie

l . Copies of this completed form should be sent to the carer or any other professionals who do not have access to the internet.

DATE FOR THIS MEETING
Date:

Time:

PROGRESS TRACKING

Social Worker has not yet completed FEP
Designated Teacher has not yet completed PEP
‘foung Person has not yet completed FEP

Date Completad:
REASON FOR MEETING
What are the reasonz for this meeting?

LAPTOP

¥ Harry Potter has received a laptop.
PRESENT AT THE PEP MEETING

Harry Potter is present at this review.
If na, who will feedback to Harry Potter:

Other persons present:

21/06/1997 {dd/mm/fyyyy)

[10:00 | (himm)

Mark completed
Mark completed

Mark completed

Final completion da only be entered once all 3 markers above are marked §

New Admission to Care Change of Care Placement
#| Review Process Change of School Placement

Any other reasons:

Please go to the ‘PEP
Meeting’ in ‘Section Four’

of the PEP and mark your
section as complete.

Name Designation Contact Number
Add an Entry

SENDS THEIR APOLOGIES:

Hame Designation Contact Number

Add an Entry

EDUCATION PLACEMENT

This gquestion must be answered

l % The answer of this question is used to determine which questions must be answered for the PEP to be marked as complete or incomiplete.
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B2 ve Changes

am Harry Potter (yeard)
[=I-{ } Section 1 - Core Information (Social Services)

[=-{} Section 2 - Education Details (Designated Teacher)

[=-{} Section 3 - Young Persons Views (Young Person)

About the Young Person
Care Plan

Contact

Attendance at PEP Meeting
Health

About the Young Person
Educational Establishment Details
Transition Arrangement

Previous School History

Spedial Educational Needs

Other Plans

Involvement of Other Agencies
Inclusion [ Attendance

Attainment

Your Feelings About School

Your Feelings About Learning

Your Relationship With Your Teachers
Your Relationship With Your Peers
How You Feel About Yourself

Your Talents and Interests

Your Future Aspirations And Needs
What ¥ou Want People To Know

Your Educational Targets

=-{} Section 4 - PEP Review (Designated Teacher)

{}
{}
{}
{}

Organise a PEP Meeting
The PEP Meeting
Action Plan

Funding

=-{} Section 5 - Summaries

{}
{}

Education Summary
IRO Overview

l ., Copies of this completed form should be sent to the carer or any other professionals who do not have access to the internet.

DATE FOR THIS MEETING

Date:

Time:

PROGRESS TRACKING

Social Worker has completed PEP on 27 /04/2014
Designated Teacher has completed PEP on 27/04/2014
‘Young Person has completed PEP on 27 /042014

Date Completed:

REASON FOR MEETING
What are the reasons for this meeting?

LAPTOP

#| Harry Potter has received a laptop,
PRESENT AT THE PEP MEETING

Harry Potter is present at this review.
If no, who will feedback to Harry Potter:

Other persons present:

21/06/1997 (dd/mm/yyyy)

10:00

28/06/1997] | @dimmpyyyy)

Mew Admission to Care
#| Review Process

Any other reasons:

Return to PEP Overvies

If all other sections are
marked as complete
please enter a date in the
box below. This  will
complete the PEP and it
will  now appear in
Completed PEPs on the
Service User Overview.

Change of Care Placement

Change of School Placement

Name Designation Contact Number
Add an Entry

SENDS THEIR APOLOGIES:

HName Designation Contact Number

Add an Entry
EDUCATION PLACEMENT

This auestinn must be answerad
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16) Printing a PEP

PLEASE READ BEFORE PRINTING

This document is designed to be an online document and everyone who needs access should have a login to the ePEP
system which gives them appropriate access.

If a parent wishes to receive a print out of the PEP this should always be referred to the young person’s Social Worker who
is best placed to decide which parts of the PEP should be sent to the parent.

If you print from a PEP please be aware this is sensitive child level data and you need to use and store this appropriately in
line with KCC guidelines.

PEPONIi
6 n Ine Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

View PEP for Harry Potter

Please go to ‘View PEP’
Homepage View PEP please click on “View\Print

Notice Board
Report’.

Your Learners 9) Use this page to view and manage details about a particular assessment.
Your Messages -

Your School .
Actions Young Person's Progress

Schools Directory

Log Off « Return to Service User = ]
« View / Print Report

« View / Print Education Summary Report 3 of 37 questions have been answered

e « Delete PEP
Uezs LieEy, « Export PEP to XML File Professional Section
Designated Member of Staffs
Designated Member of Staff PEP Detai i

etails Edit..

Supports
Designated Teachers e N ‘ §
Designated Teacher Supports Description: ) E“ EN
Foster Carers Initiated by: [ pomona Sprout - ) )
General Managements ] Professional Special Needs
T Question Group: Key Stage 3
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Please click on the pages within each section you wish to print. To print the attainment section please select attainment on the right hand column and those
years you wish to print from the right hand column.

Once you have selected all sections you wish to print please click on ‘Produce Report’ in blue at the bottom of this form.

ePEP Online - Generated Report

Select sections to include.

Funding (9703)

Education Summary (9601)
Carers Summary (9604)
IRO Overview (9603)

My views

Section Select i
Section One - Core Information LBA
About the Young Person (9990) ] If you select the attainment section, please indicate
the years you want to include in the report by
Care Plan (9992) L checking the appropriate boxes in the table below.
Contact (9993) ]
. _ Please note only those years for which an attainment
Attendance at Parent's Meetings (9994) L] record was recorded are shown below.
Health (9991) [] Age 0-1 ]
Section Two - Education Details Age 1-2 ]
About the Young Person (9801) J Age 2-3 ]
Educational Establishment Details (9802) ] Age 3-4 i
Transition Arrangement (9810) [] Age 4-5 ]
Previous School History (9803) L] Year 2 ]
Special Educational Needs (9804) | Year 3 ]
Other Plans (9806) [ Year 4 O]
Inveolvement of Other Agencies (9807) L] Year 5 ]
Inclusion / Attendance (9808) L] Year 6 ]
Attainment (9809) L] Year 7 O
YP Questions (-1) [] Year 8 |
Section Three - PEP Review
Year 9 L]
The PEP Meeting (9701) []
Year 10 L]
Action Plan (9702) (]
Year 11 L]
[J
Ll
[]
[J
Ll

What I think you should know (1600)

Produce report

#125% -
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ePEP Online - Generated Report
Options

Print Report 4

Once you have checked the
document contains all you
need please click ‘Print

About the Young Person Report’

ABOUT THE YOUNG PERSON

Forenames (Legal) Harry

Surname (Legal) Potter

Also Known As (AKA) Joey

Preferred Forename Smith

Preferred Surname Smith

UPN A000000000000
Gender B’ male L] Female [J not known
Date of Birth 31/07/1980
Date first entered care 31/08/1981
Responsible Local Authority Kent

Residing Local Authority Kent

Educating Local Authority Kent

PEP Start Date 01/05/2012

PEP Completion Date 04/06/2012

Placement Address

Postcode

Telephone

Parental Responsibility [ [ parent B’ Joint and Parent [] Not Known

Name of foster carer/key worker/relative or friend providing accommodation

Relationship if any to young person

Foster Carer

Placement Type

Relatives and Friends

Current legal status of child/young person (eg. accommodation/care order)
Care Order

Social Worker Remus Lupin

Team

#125%
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17)

Attach a Document to a PEP

ePEPONline

View PEP for Harry Potter

Homepage
Motice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRO Admins

IRO Team Managers
Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders
Social Work Administrators
Social Work Assistants
Social Workers

VSK Apprentices

WSK Assistant Heads

WSK CIC Murse Admins

VSK CIC MNursess

VSK Deputy Heads

WSK ePEP Administrators
VSK ePEP System
Administrators

VSK EWOss

VSK FELOss

WSK Head/Managers

VSK Locality Admins

WSK Support Officerss

VSK UASC Support Teams
Young Persons

Youth Offending Services

View PEP

@) Usze this page to view and manage details about a particular assessment.

Actions

s Return to Service User Overview

+ View [/ Print Report

e View / Print Educaticn Summary Report
* Delete PEP

s Export PEP to XML File

PEP Details

Description:

Initiated by: [ pomona Sprout

Question Group: Key Stage 3
PEP Type PEF 1

Year group: Year 9
Date started: 27/04/1997
Target date: 28/06/1997
Is complete: No

PEP Meeting Invitations Status

Social Worker Help Foster Carer Help mona Sprout - Kent County Council [Logout]

Please go to ‘View PEP’ click

‘Edit’ next to ‘Attachments’

Young Person's Progress

3 of 37 questions have been answered

Professional Section

fessional

S

En

Special Needs

#
Pro

Progress Tracking

Go to Professional Section

The progress tracking has been relocated in the The PEP Meeting section in the

Professional Section.

Attachments
Date Location Invitee Status Comment
21/06/1997 Hogwarts Pomona Sprout Pending PEP Notes
21/06/1997 Hogwarts Rebus Hagrid Pending
21/06/1997 Hogwarts Remus Lupin Pending
21/06/1997 Hogwarts Severus Snape Pending
21/06/1997 Hogwarts Sirius Black Pending
PEP Log
Date
27/04/2014 Pomona Sprout edited the PEP details.
27/04/2014 Basic information copied into assessment.
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PEPOnI Please click ‘Add a new
e Ine Q Name:l:l orUPN:l:I Social Waorker Help  Foster Carer Help ". |ﬁ attachment’.

Harry Potter - Attachments.

Homepage List of attachments for Early Years PEP started on .
Notice Board
This is the list of the attachments for the seloge®®acceccment.
T LAY 0 Click on the title of the attachment g download it.
Your Messages You can add attachments b ®ing on 'Add a new attachment'.
Your School Add a new attachment Back to assessment

Schools Directory
Log Off

the

Please give e
document you are

H adding a title and
ePEPOnline Fo'un ™ o cosa vy oo oaray— @onal  deccrirrion remember

to make it clear for

Harry Potter - Attachments. others who may read
this.
Homepage Add Attachment
Notice Board
Your Learners Adding an attachment consists of uploading a file and associate it to the Ent assessment. To Upload a document
You can upload any filetype (e.g. Adobe .pdf, Pictures .jpeq,.brgge®q, Word Document .doc Excel Spreadsheets .xls etc... . .
Your Messages please click ‘Choose

Your School Document Title | | File’, then locate the
Schools Direct i i

SIS s sty Diocument Description flle yOU WISh to
upload (as you would

Uisers Directory Upload document e 1o ke chosen ‘ add an attachment to
Designated Member of Staffs an email).
Designated Member of Staff \ ‘

Synnort:

Log Off
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PEPONIi
e Ine Q Name;l:l orUPN:lZl Social Worker Help Foster Carer Help [FPomona Sprout - Kent County Council [Logout]

Check the title and
description has been filled

Harry Potter - Attachments.

Homepage Add Attachment in and the document
selected as shown here.

Notice Board
Your Learners @) Adding an attachment consists of uploading a file and associate it to the current assessment.

You can upload any filetype (e.g. Adobe .pdf, Pictures .jpeg,.bmp,.png, Word Document .doc Excel Spreadshag

Your Messages Once you have done this

kpIease click ‘Save’.

Your School

Document Title |Sch00| Report

Schools Directory
Log Off

Document Description Report for Yr 9 Terms 182

-ﬂm Harry Potte...Report.docx

. Upload document
Users Directory P

Designated Member of Staffs
Designated Member of Staff
Supports

~

(You should now see your
uploaded document here.

Harry Potter - Attachments. To return to the ‘PEP

overview’ please click ‘Back

Homepage List of attachments for Early Years PEP started on .

Notice Board to assessment’.
This is the list of the attachments for the selected assessment.

ouyTeaness @) Click on the title of the attachment to view/download it.

Your Messages You can add attachments by clicking on "Add a ment

Your School

Title Description Created Last modified
Schools Directory School Report Report for ¥r § Terms 1&2 2014-04-23 edit remove
Log Off Add a new attachment Back to assessment

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports
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PEPONIi
6 Ine Social Worker Help  Foster Carer Help Pomona Sprout - Kent County Council [Logout]

View PEP for Harry Potter Once you return to the
‘View Assessment’ screen

Homepage View PEP you can view the uploaded

Notice Board document here.

AP (LERTIETES @) Use this page to view and manage details about a particular assessment.

Your Messages ~

e sen Ig If others upload

our School ) .
RNy Actione Young Person’s Progress attachments to the PEP
Log Off * Return to Service User Overview [ ] they will be available to
» View / Print Report 3 of 37 questions have been answered view here.

* View / Print Education Summary Report
. « Delete PEP
LeEliecion, + Export PEP to XML File Professional Section

Designated Member of Staffs

Designated Member of Staff PEP Details

Supports

To view an attachment
please click on the file

Designated Teachers o S .
Designated Teacher Supports Description: EN name in blue.
Foster Carers Initiated by: [ pomena Sprout .
General Managements Professional Special Needs
IROs Question Group: Key Stage 3
IRO Admins PEP Type PEF 1
D) TEE L ENEE R Yeargroup:  Years Progress Tracking
Parents
Residential Key Workers Date started: 27/04/1587
Social Service Managers Target date: 28,/06/1997 E The progress tracking has Jfeen relocated in the The PEP Meeting section in the
Social Services Team Leaders | _ No Professional Section.
Social Work Administrators P '
Social Work Assistants Go to Professional Section
Social Workers PEP Meeting Invitations Status
WSK Apprentices Attachments
WSK Assistant Heads Date Location Invitee Status Comment — c
- School Report Report for ¥r 9 Terms 1&2
VSK CIC Nurse Admins 21/06/1997 Hogwarts Pomona Sprout Fending
WSK CIC Nursess = - PEP MNotes
VSK Deputy Heads 21/06/1997 Hogwarts Rebus Hagrid Pending
WVSK ePEP Administrators 21/06/1997 Hogwarts Remus Lupin Pending
VSK.GPEP System 21/06/1997 Hogwarts Sewverus Snape Pending
Administrators 108/ = — T
VSK EWOss 21/06/1997 Hogwarts Sirius Blac Pending
VSK FELOss
AICLE e iy PEP I nn Mg ol
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18) Add PEP Notes to a PEP

ePEPOnNline

View PEP for Harry Potter

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRO Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers
Social Services Team Leaders
Social Work Administrators
Social Work Assistants

Social Workers

View PEP

@) Use this page to view and manage details about a particular assessment.

Actions

« Return to Service User Overview
* View / Print Report

« View / Print Education Summary Report

« Delete PEP
s Export PEF to XML File

PEP Details
Description:

Initiated by:

Question Group: Key Stage 3

PEP Type PEP 1
Year group: Year 9
Date started: 27/04/1597
Target date: 28/06/1997
Is complete: No

D Pomana Sprout

PEP Meeting Invitations Status

Social Worker Help Foster Carer Help

Young Person's Progress

Please go to ‘View PEP’
and click “Edit”

‘Assessment Notes’.

3 of 37 questions have been answered

Professional Section

s
Ex

Special Needs

Professional

Progress Tracking

[Fromona Sprout - Kent County Council [Logout]

4588  Professional Section.

i The progress tracking has been relocated in the The PEP Meeting =section in the

Go to Professional Section

VSK Apprentices Attachments

VSK Assistant Heads Date Location Invitee Status Comment — 7
. School Report Report for ¥r 9 Terms 1&2

VSK CIC Nurse Admins 21/06/1997 Hogwarts Pomona Sprout Fending

VSK CIC MNursess - - PEP Motes

VSK Deputy Heads 21/06/1997 Hogwarts Rebus Hagrid Pending

VSK ePEP Administrators 21/06/1597 Hogwarts Remus Lupin Pending

VSK.GPEP System 21/06/1997 Hogwarts Severus Snape Pending

Administrators 08/ o - =

VSK EWOss 21/06/1997 Hogwarts Sirius Blac Pending

VSK FELOss

ALCL i o R PEP I nn m‘
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. . Please enter any notes on
Edit PEP Details the PEP in this section.

Homepage Edit Notes
Notice Board

ougleaners @) Use this page to edit the notes for this PEP.
Your Messages ~
Your School i
= Edit Notes
Schools Directory

Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRO Admins 4

IRO Team Managers
Parents

= e i) ) TP

Once you have submitted
the notes you wish to add
Homepage Edit Notes please click ‘OK’ to save
Notice Board and upload them.

ponglearners @) Use this page to edit the notes for this PEP.

Your Messages

Edit PEP Details

Your School i
= Edit Notes
Schools Directory

Log Off PEF was successful in identifying targets for end of KS3 and looking ahead in K54,
Harry has identified subjects he is interested in studying next year|

Users Directory
Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRO Admins

IRO Team Managers

o i 3 T
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PEPONIi
6 Ine Social Worker Help  Foster Carer Help Pomona Sprout - Kent County Council [Logout]

View PEP for Harry Potter

Homepage View PEP Please return to the
Notice Board ‘View PEP’ screen notes
P LERTIES @) Use this page to view and manage details about a particular assessment. can be viewed here.

Your Messages

Your School

Other Professionals can
add to these notes you
yvE— will be able to see any

Users Directory amendments.

Designated Member of Staffs | « Return to Service User Overview

Designated Member of Staff | * View/Print Report

Supports e View / Print Education Summary Report
L « Delete PEP

ggi:g;gig EEEEE;SSupports « Export PEP to XML File Professional Section

Foster Carers PEP Details

General Managements

Schools Directory \i} FEF details have been updated.
Log Off

IROs 5

IR0 Admins Description: s v EN
IRQ Team Managers Initiated by: & Pomona Sprout o~

Parents Profezsional Special Neads]

Residential Key Workers Question Group: Key Stage 3

Social Service Managers PEP Type PEP 1

Social Services Team Leaders Progress Tracking

. . Year group: Year 9
Social Work Administrators
Sacial Work Assistants Date started: 27/04/1997
Social Workers Target date: 28/06,/1997 i The progress tracking h3f been relecated in the The PEP Meeting secticn in the
VSK Apprentices Professional Section.
VSK Assistant Heads Is complete: Ne
WSK CIC MNurse Admins Go to Professional Section
VSK CIC Nursess PEP Meeting Invitations Status
VSK Deputy Heads Attachments Edit..
VSK ePEP Administrators Date Location UTEE SEHS Comment School Report Report for Yr 9 T 182

chool Repol cport for Yr @ Terms

VSK.EPEP ST 21/06/1997 Hogwarts Pomona Sprout Fending
Administrators . . PEP Notes
VSK EWOss 21/06/1997 Hogwarts Rebus Hagrid Fending
VSK FELOss 21/08/1857 Hogwarts Rermus Lupin Pending PEF was successful in identifying targets for end of KS3 and looking ahead in KS4.
VSK Head/Managers 21/06/1997 Hogwarts Sewerus Snape Pending Harry has identified subjects he is interested in studying next year.
VSK Locality Admins o~ .
VSK Support Officerss 21/06/1997 Hogwarts Sirius Black Pending
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19) Entering a Transition Record to a Young Person

a)

fSchooI Transitions’, in the ‘Service User Overview’, is where the Designated Teacher or Social Worker records transition details. Transition records can an

should be entered at any time.

Any school move should be recorded here; normally the Designated Teacher will do this. If the young person has been out of education or the Social Worker
has knowledge of school choices when the young person is starting at infant/primary/secondary school they should fill this in. As soon as transition
arrangements are discussed a record should be opened. If a transition is already opened by a Social Worker you can still click the small orange arrow and edit

(he transition filling in any gaps you may be aware off. )

epeponllne | | Social Worker Help Foster Carer Help EPomona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board

Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user’'s records.
To view previous
transitions please click on Attendance Attainment Tracker details
the start date in blue or
the arrow in the orange

User Details

circle.
t PEPs Completed PEPs
Health Record
Date Started Target Date Meeting Date Date Started Completed Date Meeting Date
.. Awards
o 0 7o24 24/04/2014 13/10/1997 06/10/1997 [ 525 21/04/15997 24/04,/1997 22/04/2014

School transitions

It is essential that this be filled in for any school educational placement change or move.

b‘y’ . Start date Transition to Current school New School
eCaresolutions o 24/01/1996 Primary School N
. To start a transition please
Add a school transition., i ,
click on ‘Add a school

Time Tracker details e
transition’.
4
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School Transitions

Homepage

PEP Invitations
Administration tools
User Directory
Notice Board

Your Learners

Your Messages
Schools Directory
Reports

Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff

School transition for Harry Potter

>

I School Transitions
AY

It is essential that this be filled in for any school placement change or move.

Transition to

Other transition to

Has the application for new school been submitted to the Local Authority or
Education Setting?

Has Young Person passed Kent County Council Test?

O 1nfant school

Educational Provision Move (Alternative Curriculum)
Educational Provision Move (Mainstream)

Exclusion

Placement Move (Carer)
Return to Mainstream
Specialist Provision

) 6th Form/FE/Apprenticeships O FE/HE

—

O primary school O Secondary Scho

O other

\_

Please select where the\

Young Person is moving
(transitioning) to.

Please note there are tick
boxes for the traditional
transitional phases.

If the transition is for
another reason please tick
‘Other’ and select, from
the drop down box, the
type of non-traditional
transition.

J

School Transitions

Homepage

PEP Invitations
Administration tools
User Directory
Notice Board

Your Learners

Your Messages
Schools Directory
Reports

Log Off

Users Directory

Designated Member of Staffs
Designated Member of Staff

School transition for Harry Potter

>

I School Transitions
LY

It is essential that this be filled in for any schocl placement change or move.

Transition to

Other transition to

Has the application for new school been submitted to the Local Authority or
Education Setting?

Has Young Person passed Kent County Council Test?

O 1nfant school

~ ) =
L) ves L) No '® Not Known

O ves O No ® Not Known

*

7~

( Please tick if the\
application has  been
submitted to the local
authority. Often Social

Workers are the first to
know this information and
would start a transition
record because of this if
they haven’t we ask the
Designated Teacher to
please check and fill this in.

M
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Please enter the school requested in order of preference. You need to select the school from the drop down box. Please make sure that the correct school is selected
(when more than one school has the same name please check the school locality)

All KCC schools and most OLA schools are on this list. If the school is not on the list please e:mail the VSK ePEP team who will add the school.

SOCIAl WOTK ATIMIISUators

Social Workers

Team Leader (Social Services)s What schools were requested, in order of preference?

VSK Apprentices

VSK Assistant Heads
VSK Deputy Heads

VSK ePEP Administrators
V&K ePEP Systems
Administrators

VSK EWOs

VSK FELOs

VSK Head/Managers
VSK Locality Admins
VSK Support Officers
VSK UASC Support Teams
Young Persons

others

+ Health Record

i Awards

by
etCareSolutions

As Designated Teacher we ask

1st preference

” | vyoufill in this section.
|

P

2nd preference

r

prd

Please select the “Current

3rd preference

)

—

Connexions Yr 9 Options meeting attended? O ves O No ® Not Known

Connexions Yr 11 Guidance meeting attended? O ves O No ® Not Known

Current School ‘

4_,4

School” and “Agreed New
School” from the drop
down box.

If the school is not on the
list please contact the VSK

Agreed New School ‘

ePEP team who will add the

Start Date at New School (ddimmiyyyy

Has new Designated Teacher been invited to next PEP? O ves O No ® Not Known

Who will go with the Young Person to the receiving schools
Induction/Transition meetings and Days?

A

There are no open assessments for Harry Potter, hence this transition cannot be attached an assessment.
Please note that this transition will be automatically attached to the new PEP when it is created.

Qchool. )

Please enter the start date for
the new school here.

Often the new incoming DT
will attend the last PEP
meeting or the outgoing DT
will attend the first PEP at

the new school. Please

\

Please enter if you or the Young Person’s Social
Worker, Parents, Carers etc. are attending
transitional meetings, open days etc. with the
young person.

remember to tick if you
have invited to the new
schools PEP or the new DT
has been invited to the last

PFEP at vniir crhnnl
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School Transitions
Homepage School transition for Harry Potter
PEP Invitations
>
Notice Board
Y L l School Transitions
oLy LW=E T £%% It is essential that this be filled in for any school placement change or move.
Your Messages
Schools Directory Transition to O Infant School O primary School ® secondary School
Log Off O sth Form/FE/Apprenticeships () FE/HE O other
Other ti ition t hd
Users Directory er transition to
Designated Member of Staffs
Designated Member of Staff Has the application for new school been submitted to the Local Authority or @ I} Ia) H H
Do Pt Batimes ® ves O No O Not Known This is an example of
Designated Teachers completed school
Designated Teacher Supports Has Y P d Kent County C il Test? O] O o) . . .
IROS as Young Person passed Kent County Council Test? ® ves () No () Not Known transition. Since this has
Social Work Administrators . H
e e e been filled in a PEP

Team Leader (Social Services)s What schools were requested, in order of preference?

f meeting has been set up.
VSK Apprentices

VSK Assistant Heads 1st preference |Hogsmede - Hogwarts School of Witchcraft & Wizardry
VSK Deputy Heads / .
VSK ePEP Administrators 2nd preference [Oakhill Secure Training Centre y 4 When a PEP is open you
VSK ePEP Systems
Aoinietra ) y4 can attach recent
VSK EWOs 3rd preference [select - Ace Tuition y 4 transitions to the PEP by
VSK FELOs o ) .
VSK Head/Manag.ers Connexions Yr 9 Options meeting attended? O ves @ No O Not Known CIICkIng the white circle
VSK Locality Admins
VSK Support Officers next to the PEP dates
VSK UASC Support Teams Connexions Yr 11 Guidance meeting attended? O ves @ no O Mot Known
Young Persons
Othes Current School [Canterbury - Preston Primary School y 4 v|
y 4

+ Health Record Agreed New School [Hogsmede - Hogwarts School of Witchcraft & Wizard v|

Start Date at New School 01/09/1994 (ddimmiyyyy)

Has new Designated Teacher been invited to next PEP? ® ves O No O Not Known

Who will go with the Young Person to the receiving schools
Induction/Transition meetings and Days?

by
eCareSolutions

You can attach this transition to an existing PEP by ticking the appropriate box.

Date Started Target Date
O O 5508 24/04/1997 26/05/1997
O Detach from any assessment.

f Please click ‘Save’ to save

e

l the transition record.
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20) Awarding Reward Points to a Young Person

PEPONIi
6 Ine Q Name:|:| orUF'N:I:I Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board

Your Learners @) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.
Your Messages

Your School
Actions Attendance Attainment Tracker details

Schools Directory

Log Off Edit User Details

Photo Album

Library

View User's Activity Log

Edit User Notes

Change Record Owner .
Change User Type 0/
Change / Set Password '0
Delete User

Users Directory

Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers

Social Workers

WSK Assistant Heads

WSK ePEP Administrators

VSK ePEP System =
Administrators

WSK Locality Admins

others
Health Record i
+ About Harry Potter (U10949) Users with access to this record To add a reward point please
. H ‘ 7’
e = click on ‘Awards’ on the left
Full Name: Harry Potter [ Pomona Sprout Designated T hand Slde Ofthe screen.
Date of Birth: 31/07/2002 (11) [ Rebus Hagrid Designated Teacher Suppo | Delete
Capita One Link: No
UPN Number: U000007 F remus Lupin Social Worker
bY School: I(—!gtg'_;g?)r‘ts School of Witchcraft and Wizardry D Cuasi LemerTEn RO
eCareSolutions Date Added:
ate ed F severus Snape WK Assistant Head Delete
Date Entered Care: 01/01/2003
Record Owner: [ Change [ sirius Black Foster Carer Delets
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On this page you can view a
Social Worker Help  Foster Carer Help young DEI'SOI"I'S ‘Award
Record’ and see what they
have been awarded points
for.

ePEPONline

Awards section

Homepage

Notice Board o . o )
Flease note any user can add 1 award point, if you feel the young person deserves more than one point an email will automatically be sent to V5K for approval.
Your Learners

Your Messages

Awards for Harry Potter

Your School

Date Additional Comments Extra VSK No of

Schools Directol i i
ry Reason For Award Point Nominated by Awarded Points Annraver [Gommis

Log Off .
Remus Lupin

Social Worker 20/04/1997

r.lupin@hogwarts.com

Harry has attended homework club and his 1:1 tuition, because of his hard work he has
gone up 2 sub levels in Maths.

Qutstanding or greatly improved
engagement in learning

Users Directory
Designated Teachers
Designated Teacher Supports

Sirius Black
Wider Achievements of note Foster Carer 20/11/1996
sirius.black@gmail.com

Harry hjas been awarded 4 new badges in scouts in the last month and su
part in an overnight camping trip.

Please click ‘Add an award

IRO
e Managers Add a award record 4 record’” to reward a Young
Social Workers Person with points.

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

\. Awards

by
eCareSolutions
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ePEPONline | ...

Awards

| Search

Social Worker Help Foster Carer Help

Homepage

Add a award record for Harry Potter

Notice Board

Your Learners Reason for Award Point | |

Your Messages Nominated by

Your School

Name | |

- |

Please select the reason for
the reward point from the
drop down box.

Please add your name to the
“Name” box under
nominated by.

Schools Directory

Please add your designation,
i.e. Designated Teacher.

Log Off
Designation |

Users Directory

Designated Teachers Contact |

Designated Teacher Supports

IROs
IRO Team Managers Patelamasded L] dammiyyy) <—

Social Workers

VSK ePEP Administrators Please describe reason for award point

VSK ePEP System
Administrators

WSK Locality Admins

others Does this deserve more than one point? () ves () No ® Not Known

WSK Assistant Heads
+ Health Record If you have indicated Harry Potter deserves more than one p n email will automatically be sent to VSK for appro

. Awards

by
eCareSolutions

Please add a contact
telephone number or email
address.

Please add the date the point
was awarded

Please fully describe the
reason for the reward point;
this is especially important
if nominating for more than
one point as our Deputy
Heads need as much
information as possible.

Please select ‘Yes’ if you feel
this is worth more than one
point. The VSK Deputy
Heads then review this and
add extra points.

J
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PEPONIi
e Ine Social Worker Help  Foster Carer Help [Fromaona Sprout - Kent County Council [Logout]

This page shows what a

Awards completed record should
look like.
Homepage Add a award record for Harry Potter
Notice Board
Your Learners Reason for Award Point |Outstanding or greatly im;|
Your Messages Nominated by
Your School
- N
Schools Directory ame |P Sprout |
Log Off
Designation |Designated Teacher |
Users Directory
Designated Teachers Contact |F‘.Spr0ut@h0gwarts.sch |
Designated Teacher Supports
IROs
IRO Team Managers Date awarded 30/06/1997
Social Workers
WSK Assistant Heads Hamy has completed his course work for Maths and English to a high standard. He has worked very hard attending his tuition

VSK ePEP Administrators Please describe reason for award point |sessions and homework club. His attituds in lessons has also improved.

VSK ePEP System
Administrators 2
WSK Locality Admins

others Does this deserve more than one point? [® vez O no O Not Known

+ Health Record If you have indicated Harry Potter deserves more than one point an email will automatically be sent to VSK for approval

. f Please click ‘Save’ to save the
.. Awards IW

l reward point.

by
eCareSolutions
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PEPONIi
e Ine Q Mame :|:| or LIPM :|:| Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logoutf]

Awards section
The new reward point is then

recorded here.

Homepage

Notice Board

omatically be sent to

O Please note any user can add 1 award point, if you feel the young person deserves more than one point an emgj
Your Learners .

Your Messages

Awards for Harry Potter

Your School
Extra VSK No of
Points Approved Points

Schools Directory Reason For Award Point Nominated by Additional Comments

Log Off

Qutstanding or greatly improved Eessl?r:lgied Teacher 30/06/1957 Harry has completed his course work for Maths and English to a high standard. He has worked very hard Yes
engagement in learning v SpEDut@hDgwar‘ts cch attending his tuition sessions and homework club. His attitude in lessons has also improved.
Users Directory = £
Des?gnated Teachers Outstanding or greatly improved :E;?;Iswl_;fl-lcrér 20/04/1997 Harry has attended homewaork club and his 1:1 tuition, because of his hard work he has gone up 2 sub 2
Designated Teacher Supports | engagement in learning - levels in Maths.
IROS r.lupin@hogwarts.com
IRO Team Managers Sirius Black - - - .
S e Wider Achievements of note Foster Carer 20/11/1996 :\?;:\;ihﬁsc::ner:naugirded 4 new badges in scouts in the last month and successfully took part in an %
VSK Assistant Heads sirius.black@gmail.com g ping tnp-
VSK ePEP Administrators Add a award record

VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

\, Awards

by
eCareSolutions
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Using the Time Tracker

The new PEP allows us a unique opportunity to collect
pictures and documents for a young person.

Any adult can add pictures (for example from a school trip
or a day out with carers), or documents (for example a
school report or an excellent piece of work).

This section shows how to add pictures and documents to
a young person on the ePEP system and how to use the
‘Time tracker’.

The ‘Time Tracker’ is a way to add selected documents
and pictures to a specific point in time.

This acts like a diary of events in the Young Person’s life
with pictures and documents they can explore now and in
years to come.
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21)

Adding an Album to a Young Person

ePEPOnNline

Social Worker Help  Foster Carer Help

Pomona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board
Your Learners
Your Messages
Your School .

= Actions
Schools Directory

Log Off

Attendance

Attainment Tracker details

9) Below yvou will be able to =ee details about the user you have =selected, and if you have the required permizsions, make changes to the user's records.

Please go to ‘Service User
Overview’ and click ‘Photo

Edit User Detail
Photo Album ‘
Library

Wiew User's Activity Log
Edit User Notes
Change Record Owner
Change User Type
Change / Set Password
Delete User

Users Directory

Designated Member of Staffs
Designated Member of Staff
Supports

Designated Teachers
Designated Teacher Supports
Foster Carers

General Managements

IROs

IRC Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers

%

Social Services Team Leaders About Harry Potter (U10949)

Social Work Administrators
Social Work Assistants
Social Workers

VSK Apprentices

VSK Assistant Heads
VSK CIC Murse Admins
VSK CIC MNursess

VSK Deputy Heads

VSK ePEP Administrators
WSK ePEP System
Administrators

WSK EWOss

WVSK FELOss

NI e A T e e,

Full Name:

Record Owner:

Date of Birth:

Capita One Link:
UPN Number:
School:

Harry Potter
31/07/2002 (11)
MNo

uoooono?

Hogwarts School of Witchcraft and Wizardry
(Other)

Date Added:
Date Entered Care:

01/01/2003

: @ Change

Users with access to this record

Name

Pomona Sprout
Rebus Hagrid
Remus Lupin
Augusta Longbottom

Severus Snape

R B &8 @

Sirius Black

Album’ in  blue under
‘Actions’.

Role

Designated Teacher
Designated Teacher Support
Social Worker

IRO

V5K Assistant Head

zEEzzz
%%%%%%E

Foster Carer
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PEPONIi
e Ine Q Name:l:l orUPN:l:I Social Worker Help  Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Photo albums

Homepage Hermione Granger

Notice Board

Your Learners i"’h This user has no albums.
Your Messages

Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

WSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

. Awards Actions
Please click on ‘Add a new

+ Add a new Album 4 LAIbum' in  blue under

« View User Details . .
Actions’.

y

by
eCareSolutions
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Please fill in ‘Add an album’
adding a title and
description, remember to
make it clear for others who
may read this.

Homepage Hermione ® J
Notice Board

Please click create in blue,
this will then create the
young person’s album.

Repeat this for each
separate album. )

ePEPONline

ePEPOnline

Photo albums Photo albums

Homepage Hermione

Notice Board

Your Learners L" Your Learners

A
This user has no albums, lé This user has no albums.

Your Messages Your Messages

Your School Your School

. 'z .
Schools Directory ( £t e o Schools Directory / ftl e o \
Log Off Log Off

< Title L Title

| |Sch00| Photas

Users Directory Users Directory
Designated Teachers Designated Teachers
Designated Teacher Supports Description Designated Teacher Supports Description
IROs IROs Official School Photos

IRO Team Managers
Social Workers
VSK Assistant Heads Y
VSK ePEP Administrators
VSK ePEP System

. Creat
Administrators

VSK Locality Admins

IRO Team Managers
Social Workers
VSK Assistant Heads A
VSK ePEP Administrators
VSK ePEP System

. Creat
Administrators

VSK Locality Admins

others others
N J o /
+ Health Record + Health Record
\.. Awards Actions \ Awards Actions

« Add @ new Album
+ View User Details

« Add a new Album
« View User Details

by by
eCaresolutions eCaresolutions

67| Page



22) Adding Pictures to a Young Persons Album

Please hover over the
album, the border will turn
red.

Click to open the album and
add pictures.

Please go into a created
album.

ePEPONline ePEPOnNline

This is the page you need to
be in.

Photo albums

Photo albums

J /|

Homepage Hermione Homepage Hermione

Notice Board Notice Board

Your Learners /" School Photos (0) 1\
Your Messages

Click to open the album
Your Learners (/_ School Photos (0)

Your Messages

Your School official School Photos Your School official School Photos

Schools Directory This ablum does not contain any
pictures yet.Click on the album to
Log Off add pictures to it.

Schools Directory This ablum does not contain any
pictures yet.Click on the album to
Log Off add pictures to it.

Users Directory

Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers

Social Workers

WSK Assistant Heads

VSK ePEP Administrators Sriaaﬁﬂ ‘ HE R
VSK ePEP System \D ' J
Administrators

VSK Locality Admins

Users Directory

Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers

Social Workers

VSK Assistant Heads

WSK ePEP Administrators Sred:izg ‘ R
VSK ePEP System \D ' J
Administrators

VSK Locality Admins

others Actions others Actions
+ Health Record + Health Record
« Add a new Album « Add a new Album
.. Awards « View User Details . Awards « View User Details

by by
eCareSolutions etaresolutions
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Under ‘Add a picture to this
album’ please choose file for
the picture (as you would an
email attachment). Then
add a clear description of
the picture.

PEPONIi
e Onllne Q Name:l:l orUF'N:l:I Social Worker Help  Foster Carer Help

Photo album

Homepage School Photos
Notice Board

~

Your Learners This ablum does not contain any pictures yet.

Your Messages

Update album details Add a picture to this album

Select a photo from your computer to upl
| We currently only support jpg format, ai

Your School

is album

Schools Directory Album Title |Sch00l Photos upload file should be less then 5MB.

Log Off Description |Ofﬁcia| School Photos | Picture to upload | Choose File |Mo file chosen
. Save Your description | |
Users Directory
Designated Teachers

Designated Teacher Supports

IROs Actions

IRO Team Managers

Social Workers

VSK Assistant Heads « Delete this Album
VSK ePEP Administrators s View User Details
VSK ePFP System » Back to Albums

Please give the document
you are adding a description
remember to make it clear
for others who may read
this.

PEPONIi
ePePOnline

Photo album

Homepage

School Photos

Notice Board

Your Learners

This ablum does not contain any pictures yet.

Your Messages

Update album details Add a picture to this album

Select a photo from your computer to upload it into this album.
| We currently only support jpg format, and your upload file sh

Your School

Schools Directory Album Title |SChDD| Photos be less then 5MB.

Log Off Description |Ofﬁcia| School Photos | Picture to upload | Choose File |Hermione YR 8.jpg
. Save Your description |Yr & Term 1 Schoal F'hot0|
Users Directory
Designated Teachers

Designated Teacher Supports

IROs Actions

IRO Team Managers

Social Workers

WVSK Assistant Heads « Delete this Album
VSK ePEP Administrators o View User Details
VSK ePEP System « Back to Albums
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ePEPOnNline

Photo album

Homepage School Photos
Notice Board

School Photo Yr 8
Your Learners Term 1
Your Messages
Your School
Schools Directory

Log Off

Users Directory

Designated Teachers
Designated Teacher Supports
IROs

IRQ Team Managers Update album details
Social Workers

VSK Assistant Heads Album Title [School Photos |
VSK ePEP Administrators
VSK ePEP System Description |Official School Photos |
Administrators
V5K Locality Admins Save
others

+ Health Record
- Actions
\., Awards

« Delete this Album

Social Worker Help  Foster Carer Help

Add a picture to this album

The picture will then appear
here. If adding more pictures
repeat the steps above.

Select a photo from your computer to upload it into this album.
We currently only support jpg format, and your upload file should be less then 5MB.

Picture to upload | Choose File | Mo file chosen

Your description | |

Upload

Once all pictures are
uploaded please click ‘Back

« View User Details
» Back to Albums 4

by
etaresolutions

to Albums’ to return to the
previous page.

S
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23)

Adding Documents to a Young Per

sons Library

ePEPOnNline

Harry Potter (Young Person)

Homepage View User
Notice Board
Your Learners
Your Messages

Your School

Actions

Schools Directory
Log Off « Edit User Details

« Photo Album

s Library
Users Directory * View User's Activity Log
Designated Member of Staffs N Ec?_l't User Notes

. - ange Record Owner

Designated Member of Staff s Change User Type
Supports « Change / Set Password
Designated Teachers » Delete User

Designated Teacher Supports
Foster Carers

General Managements

IROs

IRC Admins

IRO Team Managers

Parents

Residential Key Workers
Social Service Managers

Attendance

%

Social Services Team Leaders About Harry Potter (U10949)

Social Work Administrators
Social Work Assistants
Social Workers

VSK Apprentices

VSK Assistant Heads

VSK CIC Murse Admins
VSK CIC MNursess

Full Name:

Date of Birth:
Capita One Link:

Harry Potter
31/07/2002 (11)
MNo

uoooono?

Hogwarts School of Witchcraft and Wizardry
(Other)

VSK Deputy Heads UPN Numherf
VSK ePEP Administrators School:
WSK ePEP System

Date Added:

Administrators

WSK EWOss 01/01/2003
WSK FELOss . Sirius Black Foster Carer
AW Ln A IR Record Owner: D Change

Date Entered Care:

Social Worker Help  Foster Carer Help

Attainment Tracker details

Users with access to this record

Name

Pomona Sprout
Rebus Hagrid
Remus Lupin
Augusta Longbottom

Severus Snape

R B &8 @

[Fromaona Sprout - Kent County Council [Logouf]

Please click ‘Library’, in blue
under Actions.

@) Below yvou will be able to =ee details about the user you have selected, angd g have the required permizsions, make changes to the user's records.

Role

Designated Teacher
Designated Teacher Support
Social Worker

IRO

V5K Assistant Head

IDPDDE
%%%%%%E
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ePEPONline

Q Name:l:l or UPM : Search Social Worker Help Foster Carer Help

Document library for Hermione Granger

Homepage Documents in this library

Notice Board There are no documents in this library.

Your Learners

Add a document to this library

Your Messages

Your School . s
Select a document from your computer to upload it into this library.

Schools Directory
Log Off

Your upload file should be less then SME.
The following file formats are allowed:

+ Microsoft Word Document (.doc and .docx)
s Microsoft Excel Spreadsheet (.xls and .xlsx)

» Microszoft PowerPoint Prezentations (.ppt and .ppty
.

.

Users Directory

Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers

Adobe Portable Document Format (.pdf)
Images (.jpg, .bmp and .png)

To wupload a document

please click ‘choose file’,
then locate the file you wish
to upload (as you would add

an attachment to an email).

Choose File | Mo file chosen

. Upload d t
Social Workers pleag dosumen

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

Title |

<

Description | |

Please give the document
you are adding a title and
description, remember to
make it clear for others who
may read this.

Document library for Hermione Granger

Homepage Documents in this library

Notice Board There are no documents in this library.

Your Learners
Add a document to this library
Your Messages
Y School L L

our Schoo Select a document from your computer to upload it into this library.
Schools Directory

Your upload file should be less then SMB.

Log Off The following file formats are allowed:

Microsoft Word Document (.doc and .docx)
Microzoft Excel Spreadsheet (xlz and .xl=x)

.
Users Directory s M ! "

* Microsoft PowerPoint Presentations (.ppt and .pptx)
.
.

Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers

Social Workers

WSK Assistant Heads

Adobe Portable Document Format (.pdf)
Images (.jpg, .bmp and .png)

Choose File |Hermione Gr...eport.docx

Upload document

Titl

VSK ePEP Administrators e |8Ch00| Report |
VSK_EPEP System Description |Yr 8Term1 &2 |
Administrators

WVSK Locality Admins

uioas |

others

fOnce the form is filled in
l please click ‘Upload’.

|Page



Your document will appear
here. To view a document,
please click on the image
under ‘Download’.

PEPONIi
ePePOnline

Document library for Hermione Granger

Homepage

Documents in this library

Notice Board Title Description Document Type Created Filename Downlo

Your Learners -
School Report ¥r 8 Term 1 & 2 Microsoft Word Document 28/04/2014 Hermione Granger School Report.docx delete

Your Messages

Your School

Schools Directory Add a document to this library

Log Off
Select a document from your computer to upload it into this library.

Users Directory Your uplead file should be less then SMB.
Designated Teachers The following file formats are allowed:

Designated Teacher Supports
IROs

IRO Team Managers

Social Workers

WSK Assistant Heads

VSK ePEP Administrators

VSK ePEP System Upload document No file chosen
Administrators
VSK Locality Admins Title | |

Microsoft Word Document (.doc and .docx)
Microsoft Excel Spreadsheet (.xlz and .xl=x)
Microsoft PowerPoint Presentations (.ppt and .pptx)
Adobe Portable Document Format (.pdf)

Images (.jpg, .bmp and .png)

others .
Description | |

+ Health Record

Awards

by
eCareSolutions
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24) Adding a Record to a Young Persons Time Tracker

PEPONIi
e Ine Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logout]

Harry Potter (Young Person) The Time Tracker is at the
bottom of the ‘Service User

Homepage View Us=er Overview’.
Notice Board

T (LTS @ Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's Please CIiCk on ’Add a hew

Your Messages . ;.
Time Tracker record’ in

Your School

Schools Dectory Actions Attendance Attainment Tracker details blue at the bottom of the
Log Off « Edit User Details page.
+ Photo Album
s Library
Users Directory « \iew User's Activity Log
Designated Member of Staffs + Edit User Notes
z d b f o + Change Record Owner .
Designated Member of Sta « Change User Type O/n
Fd oTations Q 24/01/1996 Primary school Hogwarts School of Witchcraft an

Wizardry
Add a school transiticn.

Time Tracker details

< PEP

4
Apr 25, 2014

| Add a new Time Tracker record
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ePEPONline

Add time tracker record for Hermione Granger

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs
IRO Team Managers
Social Workers
VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators
VSK Locality Admins

1 others

'\ wf Health Record

.. Awards

by
eCareSolutions

Start date
nm/yyyy) Current picture

—

Title

Description

N/

Hermione Granger has no documents in her library.
Add documents to library

y h To change the picture for this event:

o Select the album containing the picture.
e The pictures will be loaded in the picture bar

o Click on the picture you want to use (It will be displayed next to the current picture).

Select album

v

Social Worker Help Foster Carer Help

& changes to use this picture

There is no document currently associated to this

Save changes?
Yes I I Cancel

Please add a ‘Start date’.
This will be the date the time
tracker uses so for historic
records please back date.

Please add ‘Title’ remember
to make it clear for others
who may read this.

Please add a description
remember to make it clear
for others who may read
this.

You can attach any
documents that are saved to
the young person’s library
here.

To choose pictures select an
album from the drop down
box.

The pictures from the album
are added to this box, click
on the pictures to add them
to the record.
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ePEPONline

Add time tracker record for Hermione Granger

Homepage
Notice Board

Your Learners

Your Messages

Your School Start date
Schools Directory [10/02/1997 | R
Log Off

Title

‘First School Photo \

Users Directory
Designated Teachers
Designated Teacher Supports| Description

IROs First offical school photo
IRO Team Managers

Social Workers
VSK Assistant Heads
VSK ePEP Administrators

VSK ePEP System
Administrators

VSK Locality Admins Hermione Granger _has no documents in her library.
Add documents to library
others
\
, + Health Record JA To change the picture for this event:
. * Select the album containing the picture.
S Awards e The pictures will be loaded in the picture bar

Social Worker Help Foster Carer Help

Current picture Save changes to use this picture

There is no document currently associated to this event..

e Click on the picture you want to use (It will be displayed next to the current picture).

Once the record is complete
please check the details

entered, uploaded pictures,
and documents added are
correct.

Selectalbim |
| School Photos v |

by
eCareSolutions

Save change:
—
Yes

Please click ‘Yes’” which
appears in blue under ‘Save

Changes'.
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(Other)
Date Added:
Date Entered Care: 01/01/2000

Record Owner:

Current PEPs

Date Started Target Date

School transitions

Meeting Date

T OTUSTT TOTTI DT
Q Severus Snape
[ sirius Black

User Notes

Completed PEPs

Date Started

0O g2z 06/02/2014

oo

WSK Assistant Head

Foster Carer

Completed Date

24/03/2014

i It i= es=sential that this be filled in for any school educational placement change or move.

/|

Start date
#Add a school transition.

Time Tracker details

December, 2013

Transition to

January, 2014

Current school

February, 2014

March, 2014

i

&
o

Edi

The record you have created
in will appear on the Time

[

Tracker under the date
added as the ‘Start Date’.

S+

April, 2014

Add a new Time Tracker record

Feb 6, 2014
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User Processes

el
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28)

Actions to take when a young person changes School

a) Adding a Designated Teacher or Support Professionals to a Young Person

When a young person moves school the existing (outgoing) Designated Teacher has to add the new Designated Teacher and any other school/ setting

support professionals to the young person before changing their school. If you are unsure of the names of the Designated Teacher or school/ setting support

professionals please check the School or User Directories.

» l.

Social Worker Help Foster Carer Help

[PPomona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

b Awards

by
eCareSolutions

View User

9) Below you will be able to see details about the user you have selected, and if you hawve the required permissions, make changes to the user's recor

Actions

Edit User Details

Photo Album

Library

View User's Activity Log
Edit User Notes
Change Record Owner
Change User Type
Change / Set Password
Delete User

Attendance

%

About Harry Potter (U10949)

Full Name:
Date of Birth:
Capita One Link:

UPN Number:
School:

Date Added:
Date Entered Care:

Harry Potter
31/07/2002 (11)
No

uooooo?

Hogwarts School of Witcheraft and Wizardry
({Other)

01/01/2003

Record Owner: [

Attainment Tracker details

Users with access to this record

Name

Pomona Sprout
Rebus Hagrid
Remus Lupin
Augusta Longbottom

Severus Snape

Lo v R e R o R e R

Sirius Black

User Notes

Role

Designated Teacher

Designated Teacher Support

Social Worker

IRO

WSK Assistant Head

Foster Carer

Please go to ‘Service
User Overview’ click
‘Add’, in blue next to
‘Users with access to this
record’.

Deletg

Deletg

Deletg

Deletg

Delete

Delete

o
&
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PEPONIi
e Ine Social Worker Help  Foster Carer Help [Fromona Sprout - Kent County Council [Logouf]

Grant permission to access Harry Potter

Homepage Add Permission Wizard
Notice Board
welcome
Your Learners m
/ This wizard will enable you to grant permission to other professional users within your Local Authority to access the records for this Learner.
Your Messages N
.
Your School To begin, please click 'Next'.
Schools Directory f The Wizard will open, please

Log off Cancel || < Back || MNext = |<7 lC“Ck ‘Next’.

PEPONIi
e Ine Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logouf]

Grant permission to access Harry Potter

Homepage Add Permission Wizard

Notice Board
Stage 1 of 2: Select User

Your Learners m
. ou need to find the professzional user you wish to grant permizsion to access Harry Potter. In order to search for thiz user, pleaze enter their namgs |
Your Messages .

")

Your School | | | search |¢ Please enter the name of the
Schools Directory Professional here and click
Lol Cancel || <Back || Next> | l the ‘search’.
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epeponllne Q Name:| Social Worker Help  Foster Carer Help A list of people with that
name will appear. Please

click ‘Select This User’ in blue

Grant permission to access Harry Potter next to their name.

Homepage Add Permission Wizard

Notice Board
Stage 1 of 2: Select User

Your Learners &
You need to find the professional user you wish to grant permission to access Harry Potter. In order to search for this user, please enter their name in thegfxtbox below and click 'Search’.
Your Messages -
Your School |}'3Lrthur‘u"u’easlr—;yr | | Search |
Schools Directory

Results for 'Arthur Weasley":

F arthur Weasley Designated Member of Staff Select This User

Log Off

Users Directory
Designated Teachers

Designated Teacher Supports Cancel || < Back || MNext >
IROs

ePEPONline

Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logouf]

Grant permission to access Harry Potter

Homepage Add Permission Wizard

Notice Board
Stage 2: Confirm your selection
Your Learners &

Check that the details below are correct. If they are, press 'Finish' and the user you chose will be granted the required permissions.
Your Messages

Your School

Schools Directory Grant permission to user: Q Arthur Weasley ()

Log Off To access: # Harry Potter ()

With role: Designated Member of Staff

Check that you have selected

Users Directory .
l the correct user. Please click

Designated Teachers

Designated Teacher Supports Cancel || < Back || Finish‘*
IROs

10N Taom Manonor

‘Finish’.
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ePEPOnline

Harry Potter (Young Person)

Homepage View User
Notice Board
Your Learners
Your Messages
Your School

= Actions
Schools Directory

Attendance

%

Log Off » Edit User Details
+ Photo Album
s Library
Users Directory + View User's Activity Log
Designated Teachers * EC?_I't Yser Notes
. . ange Record Owner
Designated Teacher Supports + Change User Type
IROs » Change / Set Fassword
IRO Team Managers » Delete User
Social Workers
VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators
VSK Locality Admins
others
+ Health Record
%‘ Awards \y User record has been updated.

Full Name:

by Date of Birth:

eCaresSolutions

Date Added:
Date Entered Care:

Capita One Link:
UPN Number:
School:

About Harry Potter (U10949)

Harry Potter
31/07/2002 (11)
Mo

uooooo?

Hogwarts School of Witcheraft and Wizardry
(Other)

01/01/2003

Social Worker Help Foster Carer Help

@) Below yvou will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.

Attainment Tracker details

Users with access to this record
Name

Pomona Sprout

Rebus Hagrid

Remus Lupin

Sewverus Snape

Sirius Black

L R ot [ e [ o R e I e [

Arthur Weasley

ial Worker
Augusta Longbottom IRO

WSK Assistant Head
Foster Carer

Designated Member of Staff

[Fromona Sprout - Kent County Council [Logout]

On the ‘Service User
Overview’ the professional
has now been associated to
the young person.

zﬂﬁz
%%%%E

o |8
o ||

3
1
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b) Changing the Young Persons School

When a young person moves school the existing (outgoing) Designated Teacher has to change the young person’s school to their new school. Please

complete a transitions record for the young person as well (see Section 19)

epepon"ne Q name:  Joerwen: |

Harry Potter (Young Person)

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

\. Awards

by
eCareSolutions

View User
@) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's record,

Actions

Edit User Details

Photo Album

Library

View User's Activity Log
Edit User Notes
Change Record Owner
Change User Type
Change / Set Password
Delete User

LR R R

Attendance

%

About Harry Potter (U10949)

Full Name:
Date of Birth:
Capita One Link:

UPN Number:
School:

Harry Potter
31/07/2002 (11)
No

uooooo?

Hogwarts School of Witcheraft and Wizardry
(Other)

Date Added:

Date Entered Care:

Record Owner:

01/01/2003

@ [Shange]

Social Worker Help Foster Carer Help

Attainment Tracker details

Fromona Sprout - Kent County Council [Logout]

Please go to ‘About’ and

click ‘Edit’ in blue.

Edit.. [ Users with access to this record
Name Role
F Pomona Sprout Designated Teacher
F rRebus Hagrid Designated Teacher Support
F  remus Lupin Social Worker
] Augusta Lengbottom IRO
@ severus Snape WSK Assistant Head
@  sirius Black Foster Carer
User Notes

g

4

HE
oLl

o
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ePEPONline

Edit Details for Harry Potter

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

WSK Assistant Heads
WSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins

Edit Details

Title:
Forename:

Surname:
Gender:

Address:

Town:
County:
Postcode:

Phone:

Base / School:

-]

|Harry |

|F‘otter |

® Male O Female

® From List:

Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Please select the new
school from the drop
down box

change picture

| Hogwarts School of Witchcraft and Wizardry (Other)

others
0 Custom: |
Postcode | |
Phone | |
Date Record Added: | |E
Date Became Looked After: [01/01/2003 =]
Date Learner Left Care: |a

Please click ‘OK’ at the

|@

bottom of the page in
blue.
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ePEPONline

Harry Potter (Young Person)

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

., Awards

by
eCareSolutions

Actions

View User

@) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's recorg

Attendance

Edit User Details

Fhoto Album

Library

View User's Activity Log

Edit User Motes

Change Record Owner .
Change User Type O/
Change / Set Password '0
Delete User

LR A ]

\i} User record has been updated.

About Harry Potter (U10949)

Full Name: Harry Potter
Date of Birth: 31/07/2002 (11)
Capita One Link: No

UPN Number: U000007

School: Training School
(Other)

Date Added:

Social Worker Help  Foster Carer Help

Attainment Tracker details

fers with access to this record

Rebus Hagrid
Remus Lupin
Augusta Longbottom
Severus Snape
Sirius Black

Arthur Weasley

P e [~ I = I~ R P

Fomona Sprout

Fromona Sprout - Kent County Council [Logouf]

The new school will
appear here.

Role

Designated Teacher Support
Social Worker

IRO

VSK Assistant Head

Foster Carer

Designated Member of Staff

FHERERE g

Designated Teacher

85| Page



c) Deleting Support Staff and Yourself (Designated Teacher)

When a young person moves school the existing (outgoing) Designated Teacher has to change the young person’s school to their new school and add the
new Designated Teacher. Once this is completed they then must delete themselves. Please do not do this before adding the new DT and changing the school
as once deleted you cannot access the Young Persons record. Please delete your support staff before yourself.

epepon"ne Q wame:  Joerwen: ]

Harry Potter (Young Person)

Social Worker Help  Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Please click ‘delete’ in
blue next to your name
or the name of your
support staff.

Homepage View User

Notice Board

Your Learners 9) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's recor

Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

+ Health Record

\. Awards

Name Role
Full Name: Harry Fotter B Pomona Sprout Designated Teacher Delet:
Date of Birth: 31/07/2002 (11) @ Rebus Hagrid Designated Teacher Support
Capita One Link: No

UPN Number: U000007 F remus Lupin Social Worker
b}‘ School: I(—Igtg'_;g?)r‘ts School of Witchcraft and Wizardry ] Augusta Eong bottom: RO

etaresolutions Date Added:
are e @ severus Snape WSK Aszistant Head Crelet

Date Entered Care: 01/01/2003
Record Owner: & [ sirius Black Foster Carer Delet
User Notes Edit..

Actions

Edit User Details

Photo Album

Library

View User's Activity Log
Edit User Notes
Change Record Owner
Change User Type
Change / Set Password
Delete User

LR R R

Attendance

%

About Harry Potter (U10949)

Attainment Tracker details

Users with access to this record
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PEPONIi
e Ine Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logout]

Revoke permission to access

Homepage Revoke Permission from Pomona Sprout f Please click ‘Yes’ to
Notice B d H H

ofice Soar _ . confirm the deletion
Your Learners Are you sure you wish to remove permissions from Pomona Sprout to BCCW

Your Messages ‘*
9 i s Yes No

Your School

Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

WSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

WVSK Locality Admins
others

+ Health Record

. Awards

by
eCaresolutions
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-
PEPOniine [ .,
e Ine Q Name: ar UPM _ Social Worker Help  Foster Carer Help Pomona Sprout - Kent County Council [Logout]

Access denied
You will then see a screen

Homepage which shows you have no

Notice Board
@ Access to this persons record must be granted by an ePEFP administrator. access.

Your Learners

Your Messages k

Your School You have no access to the records of userid 0.

Schools Directory Access denied.
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

by
eCaresolutions
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29)

How to give a Young Person Access to the ePEP System

Please go to the ‘Service
User Overview’ and write
down the ‘U number’ next

to the young person’s Name

in ‘About’ this their

personal U number.

is

Your Messages

Your School

Actions

Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Support3
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

LR R R

+ Health Record

Edit User Details

Photo Album

Library

View User's Activity Log
Edit User Notes
Change Record Owner
Change User Type
Change / Set Password
Delete User

Attendance

About Harry Potter (U10949)

\. Awards

by
etaresolutions

Full Name:
Date of Birth:
Capita One Link:

UPN Number:
School:

Harry Potter
31/07/2002 (11)
No

uooooo?

Hogwarts School of Witcheraft and Wizardry
(Other)

Date Added:

Date Entered Care:

Record Owner:

01/01/2003

® [chense

Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logout]

Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.

Attainment Tracker details

Please go to the ‘Service
user Overview’ select

‘Change / Set Password’ in
blue under ‘Actions’.

Users with access to this record

Name Role

Pomona Sprout Designated Teacher

Rebus Hagrid Designated Teacher Support

5

Social Worker

i

Augusta Lengbottom IRO

1

Severus Snape WSK Assistant Head

g

=
)
[® Remus Lupin
]
E]
)

Sirius Black Foster Carer

i

User Notes

H
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ePEPONline

Social Worker Help  Foster Carer Help [Fromona Sprout - Kent County Council [Logout]

Change / Set password for Harry Potter

Homepage Change | Set Password
Notice Board

I LTS @) Usze this page to change or set a password for this Learner..

Your Messages

Your School

= Change | Set Password
Schools Directory

Log Off Change Password

First, confirm the identity of the user by getting them to confirm the details below:
Users Directory
Designated Teachers
Designated Teacher Supports
IROs
IRO Team Managers
Social Workers
VSK Assistant Heads

ASCL S DD Nedenieiobeobay

Question:
Answer:

If these details have been confirmed, click the button below to generate the Key code for the user to reset their password:

Please click ‘Generate Key’.

ePEPONline

Social Worker Help Foster Carer Help [Fromona Sprout - Kent County Council [Logouf]

Change / Set password for Harry Potter

Homepage Change | Set Password
Notice Board

VI LTSS @) Use this page to change or set a password for this Learner..

Your Messages

Your School Kev G ted
Schools Directory ey Lenerate Please write down the

Log Off Key Generated ‘Unlock Key’” and click

The unlock key has been generated, and is displayed below. Tell the user to go to ePEP and click the 'forgot password?' link on the login screen, and enter| Icontinue'. W|th the young
Users Directory
Designated Teachers User ID: |10949 person please use thes.e
Designated Teacher Supports numbers to set their
IROS Unlock Key: |12[]544

IRO Team Managers i paSSWOFd (see section 2)
Social Workers
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Troubleshooting



28) Password Help

b) Changing a password if you are locked out of the system

This will only work for adult users. The email will be sent to your email inbox associated to your User details.

Username:

Password:

Login

County

Council  ~ ) GPEP T UNLOCK KEY’.

v4.1 build 991

Kent: /@’2 R GURST AN ONLOCK ke Please click ‘I REQUEST AN

R125% v




ePEPONline

Recover a Forgotten Password

Password Recovery

Please enter your User Name

i.e. U101111.
Please enter your user number and and press 'Request Key'.
You will receive an unleck key by email within minutes.

Follow the instructions in the email to reset your password.

Request Key

Please Click “Request Key”.

f125% v
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ePEPONline

Recover a Forgotten Password

Password Recovery

Please enter your user number and and press 'Request Key'.
You will receive an unlock key by email within minutes.
Follow the instructions in the email to reset your password.

* The unlock key has now been sent to your email address. In the email you will find a link to the page that allows you to reset our password.

You will get a message in

blue confirming the email
has been sent.

®125% v

On receipt of the email and with your User Number and Unlock Key to hand, please return to the login in screen and follow the instructions in section 3.
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c)

Changing a password in the syste

ePEPONline

Pomona Sprout (Designated Teach

Homepage View User
Notice Board
Your Learners
Your Messages

Your School

m

er)

og

= Actions
Schools Directory
Log Off » Edit Uszer Details
» Photo Album
s Library
Users Directory + View User's Activity L
Designated Teachers = EBdit User Notes
. d h + Change Record Owner
Designated Teacher Supports « Change User Type
IROs + Change / Set Password
IRO Team Managers + Delete User

Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins

others School:
by Date Added:
eCaresolutions Record Owner:

Full Name:

About Pomona Sprout (U10924)

Pomona Sprout

Hogwarts School of Witcheraft and Wizardry
(Other)

03/01/2014

: [@ Rrachel Donoghue

(o e I e [N o R v I e R

Social Worker Help  Foster Carer Help

@) Below yvou will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's

Name

Colin Creevey
Hermione Granger
Cliver Wood

Euan Abercrombie
Ted Lupin

George Weasley

Harry Potter

User Notes

[FrPomona Sprout - Kent County Council [Logout]

Please click on your name in

blue on the top bar on the

right hand side. This opens

your ‘Service User
Overview’.

.

Pomona Sprout has access to

as a

Designated Teacher
Designated Teacher
Designated Teacher
Designated Teacher
Designated Teacher
Designated Teacher

Designated Teacher
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ePEPONline

Q Name:| | 0rUF'N:|

Social Worker Help  Foster Carer Help Fromona Sprout - Kent County Council [Logout]

Pomona Sprout (Designated Teacher)

Homepage View User

Notice Board
Your Learners 9) Below you will be able to see details about the user you have selected, and if you have the required permissions, make changes to the user's records.
Your Messages .

Your School

. Actions
Schools Directory
Log Off « Edit User Details
« Photo Album
« Library
Users Directory . \.F‘ifw User's Activity Log
: « Edit User Notes
Designated Teachers ‘
. s Change Record Owner
Designated Teacher Supports « Change User Type SE|ECt Change / set
[0z » Change / Set Password password’ in blue under
IRO Team Managers * Delete Uszer

Social Workers ‘Actions’.

WSK Assistant Heads
WSK ePEP Administrators About Pomona Sprout (U10924) Pomona Sprout has access to
WVSK ePEP System

= Name as a
Administrators
VSK Locality Admins Full Name: Fomona Sprout [ colin Creevey Designated Teacher
others School: Hogwarts School of Witchcraft and Wizardry
(Other) [ Hermione Granger Designated Teacher
by Date Added: 03/01/2014 )
QOliver Wood Dezignated Teacher
eCaresolutions Record Owner: [ Rachel Donoghue
[# Euan Abercrombie Designated Teacher
F  Ted Lupin Designated Teacher
[E} George Weasley Designated Teacher
[} Harry Potter Dezignated Teacher
User Notes

9% |Page



ePEPONline

Change / Set password for Pomona Sprout

Social Worker Help Foster Carer Help

Pomona Sprout - Kent County Council [Logout] :

Homepage

Notice Board

Change | Set Password

Your Learners

Your Messages

Your School

@ Use this page to change or set a password for this Learner..

Schools Directory

Change | Set Password

Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

WSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

WVSK Locality Admins
others

by
etareSolutions

Change Password

First, confirm the identity of the user by getting them to confirm the detailz below:

Question:
Answer:

If theze details have been confirmed, click the button below to generate the Key code for the user to reset their password:

Please click ‘Generate Key’.
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Change / Set password for Pomona Sprout

Q Mame :

Social Worker Help Foster Carer Help

Pomona Sprout - Kent County Council [Logout]

Homepage

Notice Board

Change | Set Password

Your Learners

Your Messages

Your School

@ Use this page to change or set a password for this Learner..

Schools Directory

Key Generated

Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

WSK Assistant Heads
WVSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

by
etareSolutions

Key Generated

The unlock key has been generated, and iz dizplayed below. Tell the uzer to go to ePEF and click the 'forgot pazsword?' link on the login screen, and enter the

User ID: 10924

Unlock Key: (3927307

Please write down the
‘Unlock Key’ and click
Continue. Once you have
this  information follow
Section 2 to set a Password.
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34) Changing Your User Details

ePEPOnline

Social Worker Help  Foster Carer Help

[Fromona Sprout - Kent County Council [Logout]

Pomona Sprout (Designated Teacher)

Homepage View User
Notice Board
Your Learners
Your Messages

Your School

= Actions
Schools Directory
Log Off « Edit Uzer Details
« Fhoto &lbum
« Library
Users Directory « View User's Activity Log
Designated Teachers = EBdit User Notes
: d h « Change Record Owner
Designated Teacher Supports « Change User Type
IROs « Change / Set Password
IRO Team Managers « Delete User

Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins

About Pomona Sprout (U10924)

Full Name: Fomona Sprout

others School: Hogwarts School of Witchcraft and Wizardry
(Other)
bY Date Added: 03/01/2014

Record Owner: [ rachel Donoghue

eCareSolutions

Colin Creevey
Hermione Granger
Oliver Wood

Euan Abercrombie
Ted Lupin

George Weasley

Lo I e [ e [ = R v I~ R

Harry Potter

User Notes

omona Sprout has access to

@) Below yvou will be able to see details about the user you have =selected, and if yvou have the required permissions, make changes to the user's records

as a

Designated Teacher
Designated Teacher
Designated Teacher
Diesignated Teacher
Diesignated Teacher
Designated Teacher

Designated Teacher

Sometimes it is
necessary to alter
your user details. To
do this you need to go
their  ‘Service User
Overview’.

Next to ‘About’ please
click ‘Edit’.

HEERREE
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ePEPONline

Social Worker Help Foster Carer Help

[Fromona Sprout - Kent County Council [Logout]

Edit Details for Pomona Sprout

Homepage
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers
Designated Teacher Supports
IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

by
eCaresolutions

Edit Details

Title:
Forename:

Surname:
Gender:

Address:

Town:
County:
Postcode:

Phone:

Base [ School:

Team:
E-Mail Address:

ePEP username:

Security Question:

Security Answer:

Date Record
Added:

|F'0m0na

|Spr0ut

) Male '® Female

® From List:

change picture

|H0g‘warts School of Witchcraft and Wizardry (Other)

Q Custom:

altered then click ‘OK’.

Please edit the fields
which need to be
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35) Navigating the ePEP Sidebar

epeponllne Q Name:l:l orUPN:l:I Social Worker Help Foster Carer Help —PEP Invitations

This section only appears

Welcome, Rebus Hagrid

Homepage

PEP Invitations
Notice Board
Your Learners
Your Messages
Your School
Schools Directory
Log Off

Users Directory
Designated Teachers

Designated Teacher Supports

IROs

IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators

VSK Locality Admins
others

by
etaresolutions

Welcome to ePEP Online

9) Welcome to ePEF Manager. To get started, please =elect an action from the options below. Alternatively, please select a recently used Learne

Actions

Username

[ v12072
F vioo4as
F vi1s0s
[ vi2074
[ vi2076
[ vi207s

Current PEPs

O 7050 Harry Potter

Your ePEP Learners

Name

Colin Creevey
Harry Potter
Hermione Granger
Euan Abercrombie
Ted Lupin

George Weasley

Start Date

27/04/1997

DOB

01/12/2003

01/01/2008

01/01/2009

01/01/2000

Target Date

28/06/1997

once you have been invited

to a PEP meeting. You can
accept or send your
apologies to meetings you
are invited to.

Notice Board

Wessages

This is where you can read
about any new changes or
important information
regarding the ePEP system.

Your Learners

Click this tab to see the list
of the young people at your
school or setting.
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ePEPOnNline

Your Messages

Social Worker Help  Foster Carer Help

Welcome, Rebus Hagrid

Homepage

PEP Invitations

Notice Board

Your Learners

Your Messages )
Actions

Your School

Schools Directory

« Photo AlDT

Log Off
« Library

Users Directory
Designated Teache
Designated Teacher
IROs

IRO Team Managers
Social Workers

[ v12072

VSK Assistant Heads [ vio949
VSK ePEP Administrators
VSK ePEP System [ viig0a
Administrators
VSK Locality Admins [# u12074
others
[ v12076
by [ viz07s
eCaresSolutions
Current PEPs
Name
0 7os0

Welcome to ePEP Online

Learners

Your ePEP Learners

Harry Potter

This will contain any ePEP

Messages you receive. An
alert will be sent to your
email address as well.

anager. To get started, please select an action from the options below. Alternatively, please zelect a recently used Learner.

Schools Directory

Your Messages listed

schools
with details of Designated
Teachers and Support Staff.

This has all

Name DOB

Colin Creevey 01/12/2003 Wiew

31/07/2002 Wiew
Hermione Granger 19/09/1979 Wiew

Euan Abercrombie

Ted Lupin 01/01/2009

George Weasley 01/01/2000

User Directory

Start Date

Target Date Underneath the sidebar is

the user directory.

This has all users listed by
type so is much easier to
use than the user directory
above.

27/04/1997 28/06/1997
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36) Cancelling a PEP

This is when a PEP meeting is cancelled, for instance a child is no longer in care, if a PEP is rescheduled please see section, if a PEP is created in error please

contact the VSK ePEP team who will delete this.

ePEPOnNline

Social Worker Help Foster Carer Help [FrRebus Hagrid - Kent County Council [Logout]

View PEP for Harry Potter

Homepage

View PEP
PEP Invitations

Notice Board
Your Learners

Your Messages )
Actions
Your School

« Return to Service User Overview

« View / Print Report

Log Off « View / Print Education Summary Report
« Delete PEP

» Export PEP to XML File

Schools Directory

Users Directory

Designated Teachers
Designated Teacher Supports
IROs Description:
IRO Team Managers
Social Workers

VSK Assistant Heads
WSK ePEP Administrators

PEP Details

Initiated by: [ romena Sprout
Question Group: Key Stage 3

PEP Type PEP 1
VSK ePEP System ve
Administrators Year group: Year 9
VSK Locality Admins Date started:  27/04/1337
others

Target date: 28/06/1997
\\: Awards Is complete: Mo

PEP Meeting Invitations Status

9) Use this page to view and manage details about a particular assessment.

Young Person's Progress

3 of 37 questions have been answered

Professional Section
4{

]
E
&y

Professional Special Needs

f Please click ‘edit’ next to ‘PEP
l Details’.

Progress Tracking

E The progress tracking has been relocated in the The PEP Meeting section in the
Professional Section.

Go to Professional Section

Date Location Invitee
21/06/1997 Hogwarts Rebus Hagrid
21/06/1997 Hogwarts Remus Lupin
D‘y’ 21/06/1997 Hogwarts Severus Snape
eCareSolutions 21/06/1997 Hogwarts Sirius Black
21/06/1997 Hogwarts Fomona Sprout

Attachments
Status Comment
School Report Report for ¥r § Terms 182
Pending
pending PEP Notes Edit..
Pending PEP was successful in identifying taraets for end of K53 and looking ahead in K54,
Pending Harry has identified subjects he is interested in studying next year.
Pending
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PEPONIi
e Ine Social Worker Help  Foster Carer Help [Frebus Hagrid - Kent County Council [Logout]

Edit PEP Details

Homepage Edit PEP
PEP Invitations

Notice Board 9) Use this page to edit the particulars of this PEP.

Your Learners

Your Messages ) )
Edit PEP Details

Your School

Schools Directory Description: |

Log Off
Year Group
Question Group: Key Stage 3 ¥ | Select an appropriate Question Group for the Year Group.

Users Directory

Designated Teachers Date initiated: |2Ta’04a’199? |m

Designated Teacher Supports

IROs Target date for completion: |28.-"05.-'199T |$

IRO Team Managers letion d A et N inTh . . .

Social Workers Completion date: C_ornp etion markers are in The PEP Meeting Secticn Please thk the bOX :PEP haS
WVSK Assistant Heads ) PEP has been cancelled 4

VSK ePEP Administrators
VSK ePEP System OK Cancel
Administrators

VSK Locality Admins
others

been cancelled’, then click
L’OK’.

L. Awards

by
etareSolutions
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PEPONIi
e Ine Social Worker Help Foster Carer Help [Frebus Hagrid - Kent County Council [Logout]

View PEP for Harry Potter

Homepage View PEP

PEP Invitations

NoticelBoand OJ Use this page to view and manage details about a particular assessment.
Your Learners -

Your Messages

Your School Jd)  PEP details have been updated.
Schools Directory
Log Off Actions Young Person's Progress
UsersDirecony L e e e -
Designated Teachers « View / Print Education Summary Report 3 of 37 questions have been answered
Designated Teacher Supports e Delete FEF i i
IROs + Export PEP to XML File Professional Section
IRO Team Managers
Social Workers PEP Details
VSK Assistant Heads S
VSK ePEP Administrators Description: E
VSK ePEP System = N
Go to Professional Section
PEP Meeting Invitations Status
b Attachments
Y Date Location Invitee Status Comment — ;
i School Report Report for ¥r 9 Terms 1&2
eCaresolutions 21/06/1997 Hogwarts Rebus Hagrid Fending
21/06/1997 Hogwarts Remus Lupin Fending PEP Notes
21/06/1897 Hogwarts Severus Snape Pending PEF was successful in identifying targets for end of KS3 and looking ahead in K54,
21/06/1997 Hogwarts Sirius Black pending Harry has identified subjects he is interested in studying next vear.
21/06/1997 Hogwarts Pomona Sprout Fending
PEP Log
Date H
The PEP log will show
28/04/2014 Rebus Hagrid edited the PEP details. ‘ ” d ! i
28/04/2014 Rebus Hagrid cancelled thiz assezsment. 47 cancelle assessment In
27/04/2014 contribution marked completed red.
27/04/2014 contribution marked completed
27/04/2014 contribution marked completed
27/04/2014 Pomona Sprout edited the PEP details.
27/04/2014 Basic information copied into asseszment.
27/04/2014 Health Record was uszed to populate aszeszz=ment.
27/04/2014 School transition 15 is connected to assessment.
27/04/2014 Content copisd from nreginne DED IO 7040 -
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ePEPONline

Social Worker Help Foster Carer Help Fromona Sprout - Kent County Council [Logout]

Harry Potter (Young Person)

Homepage View User
Notice Board
Your Learners
Your Messages
Your School

: Actions
Schools Directory

Attendance

@) Below you will be able to see details about the user you have selected, and if yvou have the required permissions, make changes to the user's records.

Attainment Tracker details

Log Off « Edit User Details
« Photo Album
» Library
Users Directory + View User's Activity Log
Designated Member of Staffs = Edit User Hotes
. + Change Record Owner .
Designated Member of Staff « Change User Type 0/
Sup.ports « Change / Set Password '0
Designated Teachers « Delete User
Designated Teacher Supports
Foster Carers
General Managements Cancelled PEPs appear below
IROs ] :
e Completed PEPs in ‘Service
IRO Team Managers User Overview’.
Parents
Residential Key Workers /
Social Service Managers e isnmae — . —
USEer NOtes =
This is a test
Current PEPs Completed PEPs
Date Started Target Date Meeting Date Date Started ompleted Date Meeting Date
0 7050 27/04/1997 28/06/1997 21/06/1997 [ 53¢ 21/04/1997 24/04/1997 22/04/2014

Cancelled PEPs

Date Started Target Date

0 7os0 27/04/1997 28/06/1997
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37) Rescheduling a PEP

In the new format a PEP gets filled in in advance of a PEP meeting. If a meeting date changes please do not cancel the PEP or ask for it to be deleted. The

PEP should be rescheduled as shown below.

ePEPONline

Social Worker Help  Foster Carer Help [FRebus Hagrid - Kent County Council [Logouf]

View PEP for Harry Potter

Homepage

View PEP
PEP Invitations

Notice Board
Your Learners

Your Messages )
Actions
Your School

« Return to Service User Overview

« \iew / Print Report

Log Off « \iew / Print Education Summary Report
+ Delete PEP

« Export PEF to XML File

Schools Directory

Users Directory

Designated Teachers
Designated Teacher Supports
IROs Description:
IRO Team Managers
Social Workers

VSK Assistant Heads
VSK ePEP Administrators

PEP Details

Initiated by: Q Pomona Sprout
Question Group: Key Stage 3

PEP T PEP 1
VSK ePEP System vpe
Administrators Year group: Year 9
VSK Locality Admins Date started:  27/04/1997
others

Target date: 28/08/1997
\\ﬂ: Awards Is complete: Mo

PEP Meeting Invitations Status

9) Use this page to view and manage details about a particular asseszzment.

Young Person's Progress

3 of 37 questions have been answered

Professional Section
Please click ‘edit’ next to ‘PEP

l Details’.

s
En

Professional Special Needs

Progress Tracking

E The progress tracking has been relocated in the The PEP Meeting section in the
Professional Section.

Go to Professional Section

Date Location Invitee

21/06/1997 Hogwarts Rebus Hagrid

21/06/1997 Hogwarts Remus Lupin
b‘f 21/06/1997 Hogwarts Severus Snape
eCareSolutions 21/06/1997 Hogwarts Sirius Black

21/06/1997 Hogwarts Pomona Sprout

Attachments Edit..
Status Comment
School Report Report for ¥r & Terms 1&2
Pending
Pending PEP Notes
Pending FEP was successful in identifying targets for end of K53 and looking ahead in K34,
pending Harry has identified subjects he is interested in studying next vear.
Pending
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PEPONIi
e Ine Social Worker Help Foster Carer Help [FrRebus Hagrid - Kent County Council [Logout]

Edit PEP Details

Homepage Edit PEP
PEP Invitations

Notice Board @) Use this page to edit the particulars of this PEP.

Your Learners

Your Messages ) .
Edit PEP Details

Your School

Schools Directory Description:

Log Off
Users Directory Question Group Key Stage 3 Select an appropriate Question Group for the Year Group

Designated Teachers Date initiated: 27/04/1997 2=
Designated Teacher Supports

IROs Target date for completion: |28I054’1997 <
IRO Team Managers ) R R .
Completion date: Completion markers are in The FEF Meell

Social Workers -
VSK Assistant Heads [ PEP has been cancelled p| h the ‘T t
VSK ePEP Administrators - - €aseé change € arge
V/SK ePEP System — Cance Date for completion’ to a
A by S

week after the new PEP
Homepage Edit PEP L meeting date.

PEP Invitations

Notice Board @) Use this page to edit the particulars of this PEP.

Your Learners

Your Messages 3 )
Edit PEP Details

Your School

Schools Directory Description: |

Log Off
- A - ) )
Users Directory Question Group: Key Stage 3 Select an appropriate Question Grou

Designated Teachers Date initiated: 2710411997 |3
Designated Teacher Supports

IROs Target date for completion: |[REIHEEE] ﬁ

r the Year Group.

IRO Team Managers ) g -
Social Workers Completion date: |June v | |199T v | eting Section
WSK Assistant Heads SMTWTF 5
VSK ePEP Administrators 1234567
VSK ePEP System 8 9 1011121314
Administrators 151617 18192021
WSK Locality Admins 22 2324 25 26 27 28
others 29301 2 3 4 35
6 7 8 9 101112
\\.w_ Awards Today
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PEPONIi
e Ine Social Worker Help Foster Carer Help [FRebus Hagrid - Kent County Council [Logout]

Edit PEP Details

Homepage Edit PEP
PEP Invitations

Notice Board 9) Use this page to edit the particulars of this PEP.

Your Learners

Your Messages . R
Edit PEP Details

Your School

Schools Directory Description: |

Log Off
Users Directory Question Group Key Stage 3 Select an appropriate Question Group for the Year Group

Designated Teachers Date initiated: 2710411997 |ﬁ

Designated Teacher Supports

IROs Target date for completion: |U3.-'[]7.-’1997 |$

IRO Team Managers _ . . . .

Social Workers Completion date: Completion markers are in The PEF Meeting Section

VSK Assistant Heads [ pEP has been cancelled Please click “OK” to save your
WSK ePEP Administrators - R "

VSK ePEP System N changes.

Administrators
WSK Locality Admins
others

. Awards

by
etareSolutions
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ePEPOnNline

Social Worker Help Foster Carer Help

[FRebus Hagrid - Kent County Council [Logout]

View PEP for Harry Potter

Homepage View PEP
PEP Invitations
Notice Board
Your Learners

Your Messages

Your School q,) PEP detailz have been updated.
Schools Directory
Log Off Actions

Users Directory . R;turn to_ Service User Overview

* View [/ Print Report
Designated Teachers s View / Frint Education Summary Report
Designated Teacher Supports « Delete PEP
IROs « Export PEP to XML File
IRO Team Managers
Social Workers
VSK Assistant Heads
VSK ePEP Administrators
VSK ePEP System
Administrators
VSK Locality Admins

PEP Details

Description:
Initiated by: & romona Sprout
Question Group: Key Stage 3

9) Use this page to view and manage details about a particular assessment.

Young Person's Progress

3 of 37 questions have been answered

Professional Section

S
' E
gf-'L N

Professional Special Needs

Progress Tracking

Ditze PEP Type PEP 1
Year group: Year 9
Date started: 27/04/1997
Target date: 03/07/1997
Is complete: Mo

PEP Meeting Invitations Status

#%.  Professional Section.

Go to Professional Section

The changes will show here.
Please remember to let
everyone know the new
date for the meeting — you
can use the page, ‘Organise
a meeting’ in the PEP.

b Attachments
Y Date Location Invitee Status Comment — 7
: School Report Report for ¥r 9 Terms 1ot

eCaresolutions 21/06/1997 Hogwarts Rebus Hagrid Pending
21/08/1997 Hogwarts Remus Lupin Pending PEP Notes
21/08/1887 Hogwarts Severus Snaps Pending PEP was successful in identifying targets for end of K53 and locking ahead in K54,
21/08/1997 Hogwarts Sirius Black Pending Harry has identified subjects he iz interested in studying next year.
21/08/1997 Hogwarts Pomona Sprout Pending
PEP Log
Date -
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Appendix 1: Useful
Information




1. Useful Contact Details

VSK — ePEP Team - VSK ePEP@kent.gov.uk

Name

Locality/Responsibility

Contact Number

Email Address

Rachel Donoghue

East Kent / PEP Development

01227 284517

Rachel.Donoghue@kent.gov.uk

Nicholas Wilson

Ashford, Hythe, Romney Marsh and West Kent /
Quality Assurance

01233 898543

Nicholas.Wilson@kent.gov.uk

Alderico Randolfi

Dover, Folkestone and North Kent / Quality
Assurance

01233 898589

Alderico.Randolfi@kent.gov.uk

Jessica Baker

Logins

01233 898550

Jessica.baker@kent.gov.uk

Useful Websites

ePEP Website
To login to ePEP

https://epeponline.co.uk/kent

VSK Website

A useful website for professionals (includes AIF link and information about future training)
www.virtualschool.lea.kent.sch.uk

Kent Cares Town

Kent’s website for Young People
www.kentcarestown.lea.kent.sch.uk
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file:///F:/Manual/Social%20Worker%20Manual/Alderico.Randolfi@kent.gov.uk
mailto:Jessica.baker@kent.gov.uk
https://epeponline.co.uk/kent
http://www.virtualschool.lea.kent.sch.uk/
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2. Hints, Tips and Reminders

Homepage: The first page you see when you log in. Click ‘Homepage’ on the left hand bar to return to this page.
To get to a Young Persons ‘Service User Overview’:  Click the young person’s name or ‘Edit’ under ‘Your Learners’
To get to a ‘Current PEP’: Click the young person’s name or ‘Edit’ under ‘Current PEPs’

User Overview: This has the attainment tracker graph on the right hand side.

To open a new PEP: Click ‘Add’ next to ‘Current PEP’

If there is a current pep already don’t open a new one. Check the date of the PEP meeting. If itis an old PEP
always close it before opening a new PEP

Never edit a completed PEP

View PEP: This is the page with the goldfish. ‘
t{
To edit the PEP r Click on the goldfish, marked ‘professional’
To Return to the homepage Click the young person’s name in blue
Remember Fill in your section before the PEP

Make sure the young person has answered their questions before the PEP

Don’t forget to add award points!
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https://epeponline.co.uk/kent/fe_professional_v2/index.php?assessid=5642&show_stage=1

3. FAQs

a. What is an ePEP (Electronic Personal Education Plan)?
An Electronic Personal Education Plan (ePEP) is a document describing a course of action to help a child or young person reach his/her
full academic and life potential. The ePEP document is also a record of the discussion between the young person, Designated
Teacher, Social Worker and foster carer or parent and any other significant adults.

The PEP should be put together before and be completed at a meeting in which the Designated Teacher, Social Worker and carers for
the young person in care are present. The young person should also be part of their education planning, either at the PEP meeting
itself or through discussions outside that meeting.

The PEP is a shared document which includes the information that everyone needs in order to help their conversations, planning and
the delivery of strategies required to make sure the child receives the support and provision needed to succeed. The Designated
Teacher leads on how the PEP is used as a tool in school to make sure the child’s progress towards education targets is monitored.

The PEP review meeting highlights the importance of educational planning for young people in care. This reflects the commitment of
us all as parents, carers and corporate parents in taking joint responsibility for improving educational outcomes.

b. Why do we have an ePEP?
A Personal Education Plan (PEP) is a statutory requirement for every young person of statutory school age in care, which promotes
positive educational outcomes through planning, setting targets and discussion around the young Person.

c. How has the ePEP changed the way we record the plan and meeting?
From 1st September 2012 our paper based PEPs were replaced by a new online web-based electronic PEP (ePEP) which is accessible
to our young people and their support network. This exciting development provides a wide range of current and historical data avoids
replication/duplication of key information and enables the views of our young people to be captured in an engaging way.

The new ePEP enables professionals to prepare, share and analyse information about the Young Person before the PEP meeting. This
allows time for meaningful discussion and a tighter focus during the meeting which will be centred on the Young Person’s education,

progress and forward planning.
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Central to the PEP meeting are the needs and wishes of young people, these are gathered by seeking and recording their views on
ePEP as well as including them in discussions during the PEP process. The new ePEP offers an exciting and interactive way to do this
and allows us to ask more questions in a new way. A carer, teacher or appropriate adult may need to help the young person to fill in
their section of the ePEP before the meeting. Young people should always be invited and encouraged to contribute in the PEP
meeting in a way that is comfortable and appropriate for them.

d. What makes a good ePEP?

Preparation by all key adults is essential for a PEP to be successful. The ePEP has been designed in consultation with multi agency
partners and most importantly young people to make it a clear, concise and comprehensive record of the meeting.

The best examples of PEPs serve as a record of academic progress and achievement, show social and emotional development clearly
set and review short, long and medium term plans through SMART targets and capture aspirations held by the young person.

The Kent Pledge promises that children in care will be helped to achieve and retain good memories for the future. The PEP actively
promotes this by considering learning opportunities both in and out of school and keeping a record for our young people to take to

adulthood.

e. What are Key Stages? How do they relate to Year Groups and Assessments?
The National Curriculum is structured into groups of years called ‘Key Stages’. At the end of each Key Stage, your young person’s
teacher will formally assess their performance to measure their progress. The table below explains the relationship between Key
Stage and school year groups as well as explaining the type of formal assessment for each Key Stage.

Key Stage School Years Key Stage Assessments
Key Stage 1 1,2 Teacher Assessments in English, Maths and Science & Year 1 Phonics screening
check
Key Stage 2 3,4,5,6 Year 6 SATs
7,8,9 Teacher Assessments in English, Maths and Science and other subjects studied
Key Stage 4 10, 11 GCSEs, Diplomas, BTECs, ASDANSs, Key Skills
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f. How is do I know if my Young Person is progressing?

The progress of your young person should always be recorded and discussed in the PEP. The table below shows how your young
person is progressing.

*Please bear in mind that these levels are a rough indicator of progress and children with learning needs and disabilities may progress
at a different rate — for example P scales.

Year Group Nearly There Spot On Doing Well
Year 1 (5-6yrs) 1b la 2c
Year 2 (7yrs) 2c 2b 2a
Year 3 (8yrs) 2b 2a 3c
Year 4 (9yrs) 3c 3b 3a
Year 5 (10yrs) 3b 3a 4c
Year 6 (11yrs) 4c 4b 4a
4b 4a 5c
5¢c 5b 5a
6b 5a 6¢C
Year 10 (15yrs) Predicted 5+ G.C.S.E.s or equivalent qualifications; including Maths and English
Year 11 (16yrs)
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4. Acronyms

ACCENT

AlF
ASD

BESD

CAMHS

CiC
CXK
DT
ePEP
EWO
FC
FELO
FSC
HI
IEP
ILP
IRO
LAC
MLD

Adolescents and Children in Care Emotional
Needs Team

Achievement Improvement Fund
Autism Spectrum Disorder

Behavioral, Emotional and Social Difficulties

Community and Adolescent Mental Health

Services

Child in Care

Connexions

Designated Teacher

Electronic Personal Education Plan
Education Welfare Officer

Foster Carers

Fostering Education Liaison Officer
Families and Social Care

Hearing Impaired

Individual Education Plan
Individual Learning Plan
Independent Reviewing Officer
Looked After Child

Moderate Learning Difficulty

NCY
PD
PEP
PMLD
PSP
SDQ
SEND
SLD
SLCN

SMART Targets

SS
SW
UASC
ULN
UPN
Vi
VSK
YOS

National Curriculum Year

Physical Disability

Personal Education Plan

Profound and Multiple Learning Difficulties
Pastoral Support Plan

Strengths and Difficulties Questionnaire
Special Educational Needs and Difficulties
Specific Learning Disability

Speech, Language and Communication
Needs

Specific Measurable Achievable Realistic and

Timely Targets

Social Services

Social Worker

Unaccompanied Asylum Seeking Child
Unique Learner Number

Unique Pupil Number

Visual Impairment

Virtual School Kent

Youth Offending Service
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5. PEP Meeting Agenda

PEP Meeting Agenda

Before the meeting: Part 1 to be completed by Social Worker - Social Worker marks Section 1 as

complete on ePEP

Part 2 to be completed by Designated Teacher — Designated Teacher marks Section 2
as complete on ePEP

DT to arrange for CIC to complete Section 3 — Designated Teacher marks Section 3 as
complete on ePEP

During the meeting:

*Items 2 and 3 can be discussed in a different order depending on whether the student is present in the meeting or
not, or whether it is appropriate to discuss all areas with the student present.

1. Introductions
2, Discussion — updates and with reference to impact on learning only
a) Care plan
b) Contact arrangements
c) Placement type and stability
d) Wellbeing — physical / mental / emotional health
e) Behaviour plan - if appropriate
3. Personal Education Plan (with student)
a) Student’s comments re. school and their learning
b) Student’s achievement and progress ( incl. levels / grades)
c) Implications of student’s special educational needs / link to Statement Learning Objectives as
necessary
d) Review of targets previously set
e) New targets agreed
f) Consider the use of AIF / agree who will make the referral
g) State and consider the use of Pupil Premium in school
h) Outside of school activities / set target
i) Transition arrangements - if appropriate
4. Carer’s additional comments
5. Any other discussion items?
6. Date of next PEP set (100 school days/6 months)
Following the meeting: DT and Social Worker ensure information is recorded accurately on ePEP

DT marks section 4 and 5 as complete on ePEP
DT ‘closes’ current PEP on ePEP no later than 1 week after the date of the meeting

DT opens new PEP on ePEP a month before the date of the next PEP meeting and
sends email invitations via ePEP system
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Appendix 2:
Responsibilities




1. Table of Key Responsibilities

Action

Responsibility

Top Tips

Adding a new Young Person (New into Care)

Social Work Administrators

Check the Young Person is not live or archived on the system

Archiving a Young Person when they leave
care

Social Work Administrators

Reactivating a Young Person from the ePEP
archive

Social Work Administrators

Adding users to a new Young Person

Social Work Administrators

Need to add Social Worker, IRO, VSK Assistant Head, Designated
Teacher and Foster Carer

Changing a Young Person's details in ‘About
a Young Person'

Social Services Users, Schools Users
and VSK Users

Initiate a new into care PEP

Social Worker

This PEP has to be carried out within 20 days, please ask VSK to
attend

Initiate a return to care PEP

Social Worker

This PEP has to be carried out within 20 days, please ask VSK to
attend

Initiate a PEP for a Young Person with No
School

Social Worker

This PEP has to be carried out within 20 days, please ask VSK to
attend

Initiating the first PEP in a new school

Social Worker

This PEP has to be carried out within 20 days, please ask VSK to
attend

Initiate a review (6monthly) PEP

Designated Teacher

Changing a Young Person's school

Outgoing Designated Teacher

Filling in the transition section (Change of
School)

Outgoing Designated Teacher

Change a Young Person's Designated
Teacher (Support)

(Outgoing) Designated teacher

Change a Young Person's Social Worker

Social Work Administrators

Change a Young Person's IRO

IRO Administrators

Change a Young Person's VSK Assistant Head

VSK Administrators

Change a Young Person's Foster Carer

Social Work Administrators

120 | Page




2. Flow Chart

a. Young Person is New into Care

A Young Person enters care for the first
time.

the ePEP system.

Social Services add the Young Person to ]

Designated Teacher (Support) fills in
Section Two of the PEP at least one week
before the PEP Meeting.

Designated Teacher makes sure the Young
Person has access to the PEP, assigns the
Young Person a Login and helps them to
start to fill in the interactive Young
Persons Views.

v

Head, Designated Teacher and if
appropriate
Support.

Designated Teacher

v

The Social Worker creates a new PEP
and arranges a PEP Meeting for no
more than 20 days’ time. They will
also invite the Designated Teacher,
Foster Carer, Parents (where
appropriate) and VSK Assistant Head.
If appropriate they will then email any
other possible attendees.

Social Worker
fills in section
one of the PEP
at least one least one week
week before before the PEP
the PEP Meeting.

Meeting.

Young Person
fills in their part
of the PEP at

Everyone attending the PEP Meeting
(with the exception of the Young
Person) reviews the first three sections
of the PEP prior to the PEP Meeting.

The Designated Teacher chairs the PEP

Meeting.
\ 4

' The Designated Teacher fills in Section ‘

Three — The PEP Meeting, Action Plan
and Funding.

Parts of this can be done prior to the PEP
but will need to be reviewed and added
to after the meeting.

They then fill in the Education Summary.

The PEP Meeting
takes place

Social Services assign the Young Person
an IRO, Social Worker, VSK Assistant

Foster Carer makes sure the Young Person
has access at home to the PEP wherever
possible and helps (if appropriate) the
Young Person fill in their part of the PEP at
least one week before the PEP Meeting.

U J

\ 4

The Designated Teacher marks the
PEP as complete a week after the PEP
Meeting so it can no longer be edited

The IRO reviews the PEP entering their

name, date
comments.

and any

The VSK Assistant Head Quality
Assures the PEP.

The Foster Carer completes the carer’s
summary. This will be completed no longer
than a week after the PEP meeting.

(= N

C] Social Services C] VSK
C] School IRO

Young Person [:] Carer
C] Everyone

g J
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b. Young Person is New to School

A Young Person’s last PEP was 5 months ago

so a new PEP is due

Everyone attached to the child gets and
email reminder that PEP is due

Designated Teacher (Support) fills in Section
Two of the PEP at least one week before the

PEP Meeting.

Designated Teacher makes sure the Young
Person has access to the PEP, assigns the
Young Person a Login and helps them to
start to fill in the interactive Young Persons

Views.

y

The Designated Teacher creates a new
PEP and arranges a PEP Meeting for a

months’ time.

They will invite the Social Worker,
Parents (where
appropriate) and VSK Assistant Head.

If appropriate they will then email any

Foster Carer,

other possible attendees

Social Worker
fills in section
one of the PEP
at least one
week before
the PEP
Meeting.

Young Person
fills in their
part of the PEP
at least one
week  before
the PEP
Meeting.

Everyone attending the PEP Meeting

(with the exception of the Young Person)
reviews the first three sections of the
PEP prior to the PEP Meeting.

The Designated Teacher chairs the PEP

Meeting.

Funding.

after the meeting.

\_

' The Designated Teacher fills in Section l

Three — The PEP Meeting, Action Plan and

Parts of this can be done prior to the PEP
but will need to be reviewed and added to

They then fill in the Education Summary
putting their initials next to the parts they
write. This will be completed no longer
than a week after the PEP meeting.

J

The PEP Meeting
takes place

The IRO reviews the PEP entering their
name, date reviewed and any comments
in the IRO Overview

Foster Carer makes sure the Young Person
has access at home to the PEP wherever
possible and helps (if appropriate) the
Young Person fill in their part of the PEP at
least one week before the PEP Meeting.

The Foster Carer completes the carer’s
summary. This will be completed no longer

than a week after the PEP meeting.

-

C] Social Services
C] School

Young Person

The Designated Teacher marks the PEP as
complete a week after the PEP Meeting so it

can no longer be edited

The VSK Assistant Head Quality Assures
the PEP.

U Everyone

\_

T v

C] Carer

~

IRO

J
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c. Young Person is Due a Review PEP (Every 6 Months)

A Young Person has a change of school Social Services let the new school know
placement the Young Person is CiC.

(The Designated teacher of the old\
school should have transferred the
child over to the new school on the
ePEP system.

If they have not the new school should

immediately contact the previous
schools Designated Teacher and ask

kthev do so. J

¥

The Social Worker creates a new PEP
and arranges a PEP Meeting for no
more than 20 days’ time. They will also
invite the Designated Teacher, Foster
Carer, Parents (where appropriate) and
VSK Assistant Head to the meeting.

Designated Teacher (Support) fills in Section Social Worker Young ' Rerson Foster Carer makes sure the Young Person
Two of the PEP at least one week before the fills in section fills in their has access at home to the PEP wherever
PEP Meeting. one of the PEP part of the PEP possible and helps (if appropriate) the
at least one at least one Young Person fill in their part of the PEP at
* week  before week  before least one week before the PEP Meeting.
the PEP the PEP

Meeting. Meeting.

Designated Teacher makes sure the Young
Person has access to the PEP, assigns the
Young Person a Login and helps them to
start to fill in the interactive Young Persons
Views.

 —

Everyone attending the PEP Meeting
(with the exception of the Young Person)
reviews the first three sections of the
PEP prior to the PEP Meeting.

The Designated Teacher chairs the PEP

Meeting.
' The Designated Teacher fills in Section l

Three — The PEP Meeting, Action Plan and

The PEP Meeting
takes place

The Foster Carer completes the carer’s
summary. This will be completed no longer
than a week after the PEP meeting.

Funding.

Parts of this can be done prior to the PEP \
but will need to be reviewed and added to Key

after the meeting. . . . ) )

They then fill in the Education Summary The IRO reviews the PEP entering their C] Social Services C] VK

putting their initials next to the parts they 'name, date revu?wed and any comments
in the IRO Overview

write. This will be completed no longer C] school
than a week after the PEP meeting. choo

{ Young Person C]Carer

The Designated Teacher marks the PEP as The VSK Assistant Head Quality Assures C] Everyone

complete a week after the PEP Meeting so it the PEP.
can no longer be edited
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d. Young Person has returned to care

A Young Person returns to care. Social Services search the archive and
reactivate the Young Person to the ePEP

system.

Social Services assign the Young Person
an IRO, Social Worker, VSK Assistant
Head, Designated Teacher and if
appropriate Designated Teacher

A 4

The Social Worker creates a new PEP
and arranges a PEP Meeting for no
more than 20 days’ time. They will also
invite the Designated Teacher, Foster
Carer, Parents (where appropriate) and
VSK Assistant Head.

Designated Teacher (Support) fills in Section

Two of the PEP at least one week before the . Foster Carer makes sure the Young Person
PEP Meeting. ?iﬁglailn \;\écc’::(:r: :‘(iTI:ngin Petr;:i: has access at home to the PEP wherever
possible and helps (if appropriate) the

one of the PEP part of the PEP Young Person fill in their part of the PEP at
at least one at least one least one week before the PEP Meeting.
week before week before
the PEP the PEP

Designated Teacher makes sure the Young Meeting. Meeting.

Person has access to the PEP, assigns the
Young Person a Login and helps them to
start to fill in the interactive Young Persons
Views.

Everyone attending the PEP Meeting
(with the exception of the Young
Person) reviews the first three sections
of the PEP prior to the PEP Meeting.

The Designated Teacher chairs the PEP

Meeting.

The PEP Meeting
takes place

The Foster Carer completes the carer’s

( \ summary. This will be completed no longer
The Designated Teacher fills in Section than a week after the PEP meeting.

Three — The PEP Meeting, Action Plan

and Funding.

Parts of this can be done prior to the PEP

o1t vl et e _be eS| Al Ze iz The IRO reviews the PEP entering their Key

to after the meeting. .

L . name, date reviewed and any

They then fill in the Education Summary " C]S ial Servi C] Vsk

putting their initials next to the parts ’ ocial services

they write. This will be completed no

longer than a week after the PEP

& D School IRO

meeting.
* Young Person C] Carer

The Designated Teacher marks the PEP as The VSK Assistant Head Quality Assures C]
. § Everyone
complete a week after the PEP Meeting so it the PEP.

can no longer be edited \ )
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Appendix 3

User Agreements and
Proforma




126 |Page



