Foster Carer ePEP User Guide

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. Therefore there will now be more time for
meaningful discussion and a tighter focus during the meeting centred on the Young Person’s
education, progress and forward planning.

The Kent ePEP Platform can be found at https:\\epeponline.co.uk\kent

For further guidance on setting a password and logging into the system please see the guidance
contained on the VSK website http://www.virtualschool.lea.kent.sch.uk/resources/personal-
education-plans ‘Creating a Password’.

For Guidance on how a young person updates their answers and section please see the guidance
‘How does a Young Person update their section?’



https://epeponline.co.uk/kent
http://www.virtualschool.lea.kent.sch.uk/resources/personal-education-plans
http://www.virtualschool.lea.kent.sch.uk/resources/personal-education-plans

1) The Homepage

When you login to ePEP the first page you enter will be your homepage.

PEP Meeting Invitations .
Notice board

Your learners

Your messager

Logout

Actions

Your ePEP Learners

Username Forename Surname

@ U144464 ining Child 39
Date started Targ¥ date Meeting date Year group
20/01/2016 27101, 20/01/2016 Year 2

The task pane on the left
hand side allows you to
navigate around the site.
The noticeboard features a
wealth of guidance should
you need it!

Your Messages

Description

PEP Mgeting invit
Actions Tarﬁwaiting A

Targgg Created
View || Pro You fave receivec

Your list of ePEP Learners lists
the children in your care. As
well as a link to their current

PEP.

Your messages will be
displayed here these notify
you of PEP meeting
invitations, access granted
to a young person as well
as funding approval status.

Click the ‘View’ button (highlighted) next to the young person’s name to take you through to the

young person’s overview page.

Please note ePEP online uses a secure https:\\ connection so navigation around the various pages is
most easily achieved by using the pages own links and not for example your browser back and

forward buttons.




2) The Child Overview Page

By clicking the ‘View’ button next to the young person’s name you will be taken through to the child

overview page.

The Current Formal PEP is the open
PEP on the system and this can be
edited. The PEP has three dates, the
date it was opened, the meeting date
and the target date by which the PEP
should be signed off and completed.

Key indicators

Last - P Date

Next PEP Due

20/01/2016

AbouliTraining (U144464)

Full Npme: Training ChildW§
Date ¢ Birth: 01/09/2009 (5)
UPN Rumber: 000000039
Schofy: Training School
Schof type: Other

Date dded: 17/09/2015

Date Ehtered Care:
Recol Owner:

Days fh Care:

17/09/2015
Training Social Worker 4

147 Days

ICurrE t Formal PEPs I

Date Started

Target Date Current Meetin§ Date

18576 20/01/2016 27/01/2016 20/01/2016

The key indicators show you
basic demographics of the
young person. Their year
group, when PEPs are due,

the Pupil Premium spend as

well as provide a link to the
target section of the PEP.

Year group Date Started

Year 2

The young person’s completed PEPs
are saved here under ‘Completed
PEPs’. Like a filing cabinet this provides
a secure historical record of
discussions and interventions made to
further the young person’s education.
These can be read but not edited.

Year Group Premium Spent Target Tracker
Year 2 GBP 0 View
Jiew IUsers willl access to this record
Name Role

Training Designated Teacher Designated Teache

Training Social Worker 4 Social Worker
Training IRO IRC
Training Assistant Head WSK Assistant Heac

Training Foster Carer Foster Carer

Completed PEPs

Completed Date Last Meeting Date

The ‘users with access’ panel indicates
which users have access to this record and
gives you key contacts names. In general
listed here should be; yourself, the Social
Worker, the Assistant Head at VSK, the IRO
and the schools’ Designated Teacher.

The ‘About’ Screen gives an overview of

some of the key attributes of the young

person, their; school, date of birth, age,
date entered care etcetera.




3) The Current Formal PEP Overview

Click the ‘View’ button next to the ‘Current Formal PEP’ to be taken into the PEP Overview Screen.

Current Formal PEPsS

Date Started Target Date  Current Meeting Date Year group

186064 0970272016 16/02/2016 09/02/2016 Year 13 Pro

L LU FAN,

You will be taken through to the PEP overview screen;

The PEP details outlines the

basic details of the PEP, it’s

date, key stage, year, target
date etc.

This icon allows you access to

the ‘Young Person’s Module’

where the young person can
answer their questions.

Through the attachments

PEP meeting invitation status
indicates the responses to this
meeting invitation.

pane relevant documents
can be added to the PEP.

PEP Details

Questign Group: Key Stage 3
Year Year 13
Meefihg Date: 09/02/2016
Datli started: 0%/02/2016
Tahet date: 16/02/2016
Ifcomplete: No
IPEP Meeting Invitations Status I
Concerns Status
Training Assistant Head Keep Pending

PEP Log

The PEP Log details all of
the changes made to the
PEP.

Edit
When adding\gour answers, please refrain from using symbols or special characters sifgh as : or + as

this will result lthe answers not being saved properly

Key Stage 3 & 4

Professional Modules

\ S¢
& N
Prefessional Special Needs
Key Stage 3

Comment

Attachments

Title Description Action

View all

Clicking on the ‘Goldfish’ will take
you through to the Professional
section of the PEP.

Click on the Goldfish to enter the PEP.



4) The PEP Document — Professional Section.

The PEP document is broken into sections A, B, C, D and E their usage is outlined below. The
hyperlinks to the left direct you around the PEP and the window on the right will allow the
input of data.

Section A — Completed

by the Social Worker, \

prior to the meeting. . . .
« A: Essential Pupil Information

& Personal Information

o Care Information
e Education Information

o Key Contacts

Section B — Completed by

« B: Educational Information the Designated Teacher
o Education Est Details . .

prior to the meeting.

o Attendance

o Part Time Timetables And Alt. Education

Arrangements
& Exclusions
& Previous School/Settings
o Attainment Levels and Achievements

- | db & Special Edu. Meeds (without EHC Plan)
Section C — Completed by & Spetial Edu. Needs (with EHC Plan)
the Young Person prior to o Health And Emotional Well Being

the meeting. ¢ Extra Support

» C:Young Persons View
& “Your Feelings About Schoo
o Your Feelings About Learning
e Your Relationship With ¥our Teac hers

o Your Relationship With Your Peers Section D — Completed by
& How ou Feel About ¥ ourself

the Designated Teacher
& “our Talents and Interests X
. e after the meeting.
& Your Future Aspirations And Needs

« [: The PEP Meeting
& Rearrange Current FEP Meeting Date
o The PEP Meeting
o Targets
e PEP Sign Off

« E: Summaries

& Education Overview

Carers Summary

Section E — Summaries completed by
various professionals. Carer’s summary is
completed by the Foster Carer prior to

the meeting.




5) The Carer’s Summary

Feel free to read the rest of the PEP document, when you are ready click the ‘Carers
Summary’ link to enter the summary area.

The Carers summary is all free text boxes; these
expand as you write with no character limit. Please
give as much information as possible.

Carers Summary I

What does the Young Person like to do at home?

What hobbies and interests does the Young Perscn have? Do
you share any of these with them?

How does the Young Persen engage with others? For example,
Family, Peers and Friends.

Are there any problems with the Young Perscn getting to their
setting/school?

How do you think the Young Person feels about their
setting/school? Please include positive cbservations.

Are there any areas in education that you feel the Young
Person may need support in?

Dioes the young perscn have any ambitions and aspirations for
the future you can share?

Has the Y'oung Person had any recent health concems,
changes or efemals?

Any additional comments:

Save settings

Please remember to save your settings once you
have completed your section as this retains your
input to the PEP.




6) Logging Out

You have now completed your input to the PEP. You are able to click the blue back button in the top
right hand corner to return to the PEP Overview Page from here you can log out through the link on
the top right hand side.

Logout
Wednesday, 10 February 2016

16:26:28

Thank you for reading this guide, if you would like further information such as adding reward points
for your young people or adding a young person’s ePEP questions please consult our guidance on
these areas available on the ePEP Website or through the ‘Noticeboard’.

If your query is not resolved through this please do not hesitate to contact the ePEP Team on;

03000 415353




Frequently Asked Questions...

1. What is Virtual School Kent (VSK)? Virtual School Kent (VSK) is a part of Kent County Council. We
work with Social Services teams, Schools, Colleges and Tutors, Parents, Foster Carers and the Young
People themselves to ensure that Kent’s Young People in Care are given the best opportunity to
reach their academic potential.

2. What is a PEP (Personal Education Plan)? It is a legal requirement that every young person in
care, of statutory school age, has a PEP. This is a document describing a course of action to help the
young person reach their full academic and life potential. Every young person in care should have at
least two PEP meetings each academic year. For those young people new in to care, and of school
age, their first PEP meeting should be held within 20 school days of coming into care. The PEP should
be put together before, and be completed at, a meeting in which the designated teacher, the social
worker and the carers for the young person are present. The child or young person should also be
part of their education planning, either at the PEP meeting itself or through discussions outside the
meeting. The PEP contains the information that is needed to help guide the meeting discussions,
along with the planning and the delivery of what is required to make sure the young person gets the
support and resources they need to succeed academically. The PEP is also a useful tool to keep track
of a young person’s progress towards their own individual targets. PEPs and the PEP meetings
highlight the commitment that all of us as parents, carers and corporate parents have in taking joint
responsibility for ensuring that our young people in care get the best out of the educational
opportunities available to them.

3. What is an ePEP (Electronic Personal Education Plan)? The paper based PEP records for young
people, in Key Stages 1 — 4, have been replaced by a new online web-based electronic PEP (ePEP)
system which is accessible by our Young People and their support network. Over the coming months
we will be bringing the PEPs for both Early Years and 16plus on to the system.

4. Why do | need access? So that you can be fully involved in the PEP process for your foster
children, you will be able to access their PEP assessments through the ePEP system. Most
importantly by entering details in the Carers Summary section, your views will be recorded. You will
be able to share relevant information about how the young person is at home, and how learning is
promoted and supported at home. Having access also gives you the opportunity to nominate young
people, in your care, for Awards Points.

5. How do I gain access to the ePEP system? You will be required to sign an ePEP User Agreement
which can be obtained via your Fostering Education Liaison Officer or by visiting the Virtual School
Kent website: www.virtualschool.lea.sch.uk.

6. Which records will | have access to? You will only have access to the PEPs of the young people in
your care.

7. Is the site secure? The ePEP system sits on Kent County Council’s secure servers and adheres to
the Council’s security and data protection protocols. Access to the system is controlled by the use of
individual user logins and passwords. The information that individual users can access is strictly
controlled.


http://www.virtualschool.lea.sch.uk/

8. How do | logon? Details of how to login will be sent to you by email from a member of the ePEP
Team following receipt of your signed User Agreement.

9. What happens if | forget my password? Follow the ‘l Forgot my Password’ link on the login page.

10. What will | see when I login? You will be greeted by the Homepage which will identify those
children in your care as your ePEP Learners.

11. What can | access? You will be able to view all the PEPs for your young people in care and you
will be able to complete your Carer’s Summary online.

12. How do | access information on an individual young person? On your ‘Homepage’ under the
‘Your ePEP Learners’ heading there will be a list of the young people in your care. Click on the View
button next to the young person’s name.

13. How do | view a current assessment (current PEP)? On your Homepage there will be a list of
‘Current Assessments’. Click on either the name of the young person or ‘View’ and this will take you
to their ‘Assessment Page’. Under the ‘Professional Section’ click on the ‘Goldfish’ icon and this will
take you into the young person’s current PEP. On the left hand side are section headings, which by
clicking on, you will be able to view.

14. How do | view a completed assessment (closed PEP)? On your Homepage under ‘Your ePEP
Learners’ there will be a list of the young people in your care. Click view next to the young person’s
name and this will take you to that young person’s ‘Assessment Page’. Under ‘Completed
Assessments’ select which PEP you would like to view and click on either the ‘View’ or ‘Pro’ button
and this will take you to their ‘Assessment Page’. Under the ‘Professional Section’ click on the
‘Goldfish Icon” and this will take you into that young person’s completed PEP. On the left hand side
are section headings, which by clicking on, you will be able to view.

15. Where do | find the Carer’s Summary? Follow the instructions under Question No 13: How do |
view a current assessment (current PEP)? On the left hand side of the screen under ‘Summaries’ you
will find the ‘Carers Summary’.

16. When do | complete my section? Your information can be entered a week before the PEP
Meeting and should be completed within a week following the PEP Meeting.

17. Who else can view the Carer’s Summary within an individual PEP? Only the professionals
involved in the PEP process of the individual young person and authorised VSK staff will be able to
view this information.

18. How can | learn more about ePEP Online? You can find more information on ePEPs on the
Virtual School Kent website: www.virtualschool.lea.kent.sch.uk
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