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Electronic PEP User Guide

1. Accessing the PEP form

We strongly advise that both the Social Worker and the Designated Teacher have
the Electronic-PEP open during the PEP Meeting, therefore both will require
laptops. The Eclipse system allows more than one person to access the PEP
simultaneously. Given that most PEP Meetings are held in schools, if social
workers have difficulty accessing school WIFI systems, they should tether their
work laptop to their work mobile phone. If this is not possible, the Designated
Teacher will be required to complete form during the meeting.

When you first log on to the Eclipse system, using the credentials that have been
sent to you via email, you will be asked to reset your password. Your password
must be 8-16 characters long. You must use 1 capital letter, one special character
and at least 1 number. You will also be asked to create a secondary password for
additional security.

Designated Teachers — Please ensure you select the correct Team and Role
from the top of the screen (to the right of the person search bar). If you do
not select this, you will NOT be able to view the PEP forms. Your team and
role should appear as below: -
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The next screen will be My Tasks — From here you have the option to click on
Work Lists or Allocations. Only Social Workers will be using the Worklists
Options. See Worklists and Adding the PEP. From this screen click the blue box
in the top right of the screen labelled Allocation.

A list of the children allocated to you will now appear on the righthand side of the
screen under My Case Load. You will also see your recently accessed cases on
the left-hand side. Click the name of the child in question.

Designated Teachers should NOT use the search bar at top of their Home page to
search for children’s names. They should ONLY use the Allocation option, as
stated in point 4 above. This will bring up only the list of children that are specifically
allocated to that Designated Teacher. Designated Teachers should only access
information on looked-after children attending their school. Any attempt to access
information on children without a genuine professional justification could
contravene data-protection regulations. If the name of the pupil you are trying to
view is not in your allocations, you must contact the Virtual School to request that
this is added.

When you first click on the pupil name, you may see a screen as below that states
‘Sorry, you do not have permission to view this information’. Please note this
is only in relation to the specific information, not the full record and does not mean
that you do not have access to the child’s record to complete the PEP.




Now click on ‘Person’ in the black tool bar on the left-hand side, their basic information screen
will now appear, as below:

wwwwww

LOCKED RECORDS

If you click into a record and see a red bar at the top saying locked record, you need to contact
the Social Worker and ask them to request you are given access via the SCS Team.

ECLIPSE Bl © Record locked by: ==X

2. Worklists and Adding the PEP



Only Social Workers can now add the PEP Form to Eclipse for pupils. Before a PEP Form can

be added to a pupil record for the first time, the Social Worker must add a ‘Personal Education
Plan’ Work List to the pupil record.

* PLEASE DO NOT REASSIGN WORK LISTS TO TEACHERS / SCHOOLS *

* PEP FORMS MUST BE ADDED AS AN INDIVIDUAL FORM - PLEASE DO NOT ADD
AS A GROUP FORM AS DESIGNATED TEACHERS WILL NOT BE ABLE TO VIEW THE

© TASK

Task state

On time

0 ~ Personal Education Plan @ topo

9 ~ PEPtasks @ Tooo

~ Notify Designated Teacher am Paul Holser / System Admin-  15-Jul-2020 11:55
istrator Team

Task type Due to start Due to complete

Manual 27-Aug-2020 09:00 28-Aug-2020 09:00

Notify the Designated Teacher to complete their section of the PEP form and also ensure the child has completed their initial questions

FORM *

Find the pupil record from your allocations.

Click on Work Lists from the black menu bar on the left-hand side.
(+] Y
Click on the Blue B8 button, and then the Blue B&&8 button — type personal. This

will bring up a list of available worklists including the EYFS, School Age and Post 16
PEPs.

Click on the green button next to the correct aged EPP. This will open the
Worklist screen for the Personal Education Plan as below: -

& refresh | show detail =~ show complete

show detail | show complete

OWNER START DATE COMPLETION DATE

Last reminder sent Actual completion

You should ensure that you have notified the Designated Teacher that you have
created the PEP for the pupil on Eclipse.

Click ‘Add the Personal Education Plan form’ in blue and then click I * addionm
this will open the PEP Form.

Please Note - If there is already an existing Work List open, you will get the below
warning. Click on and this will take you to the open Work List.

@ Adding a work list

You're adding a POST-16 Personal Education Plan form work list when one already exists for
test01 08Aug (PER409)

. Multiple instances are not allowed for this work list. Do you want to view the
most recent existing POST-16 Personal Education Plan form work list
instead?




3. Completing the PEP Form
You navigate around the form either by clicking the forward/back arrows at the top right
of the screen, or by clicking the name of the section that you want to go to in the left-hand
sidebar.

To add or change information in a section, you click edit in the top right corner of that
section. You can then edit the information in the section. When you've edited the section,
you MUST click either Save or Save and Next (if you want to save the information you've
added/changed) or Cancel if you don’t want to keep the changes made. The form will not
let you edit a new section unless you have either saved or cancelled the changes made
to the section you were previously working on. You will receive the following warning if
you try and edit a section before saving the current section.

! Editin progress

You are already editing the section "Meeting Information”. Please cancel or save before attempting to edit another section.

If you are unsure which section you were editing, please look for the pen and paper icon
in the contents on the left-hand side bar — see below.

(£ Meeting ﬂ
Information

Any information with an Orange triangle in the righthand top corner is MANDATORY. You
will not be able to save and complete the section or form if you have not completed this
information.

The form is based along the same lines as the old paper PEP forms:
* General Information to be completed by the social worker prior to the meeting

* Pupil Views should be completed in conjunction with the pupil in advance of the PEP
meeting, with relevant teacher input as necessary.

* School Information to be completed by the school prior to the meeting

* PEP Meeting / Targets to be completed during the meeting.

PLEASE NOTE THE SCREENSHOTS BELOW SHOW THE YEAR 1-11 PEP, HOWEVER
THE GENERAL BREAKDOWN OF THE PEP AND THE PROCESS FOR COMPLETING
PEP’S IS THE SAME FOR ALL AGE GROUP (EYFS, SCHOOL AGE AND POST 16)
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Section 1 — Student information

This is to be completed by the Social Worker prior to the meeting. Once it has been
completed, some of this information will prepopulate on subsequent PEPs, so you only
have to fill it in once, then update as required.

e Meeting dates - complete

e First PEP? If you click NO, it will ask you if anything has changed since the last PEP
e.g. Care Placement / Personal Advisor / Social Worker or Education establishment.

e Is school likely to change between now and the next PEP? If you click yes, please
note you MUST inform the Virtual School prior to any change of school placement.

e Student Information —Year Group and Is the Child registered disabled are both
mandatory fields. Please note, if you do not add the year group correctly, this will
affect what is generated in the attainment section later in the form and will
prevent you adding the necessary information.

e Contact information — this information will automatically pull through from the
relationships stored in Eclipse. If you need to add a professional here, they will need
to be added in the relationship section in the main Eclipse record. Please contact the
Virtual School if you need assistance with this.

Forms editor Test User (PER999) Name: Personal Education Plan m n A
V2
General Information Form editor Page: General Information
- Editing section: Science
Form Guidance B

~ Form Guidance

This form is divided into four sections:
« General Information to be completed by the social worker prior to the meeting

« Pupil Views should be completed by the pupil in advance of the PEP meeting, with relevant teacher input
if necessary

« School Information / Attainment and Progess to be completed by the school prior to the meeting

« PEP Meeting / Targets to be completed during the meeting.

~ Meeting Information

Date of this meeting
Date of next PEP review
First PEP

Is the school likely to change between
now and the next PEP?

~ Student Information

Year Group 1

PEP Meeting / Targets

Is the child registered disabled? No
> Guidance

Attainment & Progress
Tracker To whom should information be sent

regarding the student
> Guidance

~ Contact Information

Professionals Name Relationship to Student Contact Details
No records found

Brief outline of the care plan Include any care arrangements that may impact on
education, e.g. contact or potential changes to the care
placement




6.

Section 2 — Pupil View
This part of the plan should be completed in advance of the PEP meeting in

conjunction with the Pupil, as was previously the case.

Forms editor

General Information

Information

Pupil Views

> Pupil View

School Information

Attainment & Progress
Tracker

> Guidance

> Number

Test User (PER999) Name: Personal Education Plan

V2
Form editor

~ Pupil View

Pupil Views

This part of the plan should be completed by the pupil in advance of the PEP meeting, with relevant

teacher input if necessary.

My Personal Education Plan is used by key people involved in my education as a way of monitoring how |
am progressing in school, and to ensure that all the people responsible for my education are fulfilling their

roles.

What | enjoy about school is

My favourite subject(s) is

Things that | am good at are

Page: Pupil Views
Editing section: Science

What | don't enjoy about school is

My least favourite subject is

1 would like help to get better at

Section 3 — School Information.
This should be completed prior to the meeting as before:

1 K8 -

School Name / Contact details — Name of School, Address and Phone Number
School Ofsted rating has been added as a drop-down and is a mandatory field
Name and Contact Details of VSH — For children and young people educated
outside of Wolverhampton, please ensure details for the VSH from authority in which
they’re educated is also added alongside that of the Wolverhampton VSH.
Attendance - if less than 95%, a box with “What is the reason for attendance being
below 95% and what is being done to address this” will appear and needs to be

completed.

Exclusions — if you click “yes” a box will appear; you can add as many as necessary.
You will be asked for the reason for each exclusion in the form of a drop-down menu
and for an additional actions or information relating to the exclusion.

~ School Information

Schools name

School contact details

Name & telephone number / email
address of Designated Teacher

Position of Designated Teacher
within school

Schools current Ofsted rating

Name & contact details of the Virtual
School Head (VSH) for the City of
Wolverhampton Council

Name and contact details of the
Virtual School Head for the Local
Authority in which the child is
educated (if this is outside of
Wolverhampton)

Darren Martindale

edit W



Section 4 - Attainment & Progress Tracker

This is the biggest change to the old PEP. It will ask you for all previous & current
attainment & progress data for all core subjects, and how the grades equate to age-
related expectations; as in the previous PEP form. However, rather than viewing the
same table for all pupils, you should only see the relevant subject boxes, based on the
child’s year group and Key Stage (see the point on year group in Section 1). For
example, you will only be asked for current attainment & progress in reading if the child
is at the relevant key stage (1 and 2); if they are at key stage 3 or 4 then it will ask for
current English attainment, and previous reading levels. All current and previous
attainment should be completed. If the data isn’t all available, the form can be saved
and the data added a later date, allowing the form to be completed

Current attainment in the core subjects is mandatory data. Previous attainment data
will then pre-populate in subsequent PEPs

Under “current attainment / progress” for each core subject, it will ask “How does this
compare to age-related expectations?”, as in the previous PEP form. When you answer
this question in relation to progress, it will ask whether that progress has been supported
by pupil premium — this will help us to track the impact of pupil premium funding.

It will let you add as many subjects as you want. Please add and complete all relevant
subjects

Click NEXT when complete



Section 5 (To be completed during the PEP meeting)

This is much the same as before — attitude, strengths, out-of-school activities etc
“Involvement of the carer(s) in supporting the pupil's education” — this is a new and
important section. If you click NO to the questions about how the carer supports
education, a box will appear with a request for further info or action

“Involvement of other agencies” — it will let you add or delete as many as required
SEND - if you click YES (they have a SEND) then the section will appear, otherwise it
will remain minimised. Other questions (EHCP / alternative provision / modified timetable
etc) will bring sections for additional info only if required (ie if you click YES). It also
allows you to upload documents such as the EHCP / IEP

~ Guidance

Section 4 - To be completed during the PEP meeting

Please note: the designated teacher for LAC should normally chair the PEP meeting

~ Effort & Attitude to school

Please rate this 2 -Below

on ascale of 1-5, Satisfactory
1 being very

poorand 5

being excellent

Include a brief outline of the pupil's ‘
effort & attitude:

~ Young person’s strengths and achievements

Young person's strengths: Include academic, personal, social etc
Other achievements (not included in the progress tracker):

Involvement in clubs or organized activities outside of lessons - school and home:

nauehin e dle e i ille

Targets — previous and new — straightforward and similar to the previous PEP form,
except it asks specifically for an English and a Maths target for all pupils, then lets you
add as many additional targets as necessary. It also asks for details of whether the target
will be supported by pupil premium.

Once a target has been set and saved, it will then pre-populate automatically in
subsequent PEPs. Click either ongoing, achieved, not achieved or no longer
applicable. All targets will then pull through to the next PEP. Where you have marked
a target as Achieved or No Longer Applicable, you must delete the target from the next
PEP. You can do this by clicking on the minus (-) button highlighted below.

Maths / Numeracy - Targets and Timescales:

Action & Support Required (If this is a previous target I funded by pupil
Target including which has not yet be achieved, please update on any How will impact be monitored and premium, iInchude brief
timescales further actions required) measured? details and costings Status

Maths Counting Weekdy

Then click the + sign in the target box, next to status, to start a new target. All PEPs
should contain new targets as well as updates to previous targets where required
There is then a box to record any other Pupil Premium+ spending. Please ensure that
all PP+ that has been allocated to the school for this pupil has been accounted for.




~ PEP Targets edit

Include the pupil’s individual learning targets, as agreed in the PEP meeting. Targets can include reference
to positive activities outside of lessons and at home, and should be SMART (Specific, Measurable,
Achievable, Realistic, Time-related), aspirational and take into account the pupil’s views.

English / Literacy - Targets
and Timescales:

If funded by
Action & Support Required (If pupil
this is a previous target which premium,
Target has not yet be achieved, please How will impact be include brief
including update on any further actions monitored and details and
timescales required) measured? costings Status
Lead
Professional
Maths / Numeracy - Targets
and Timescales:
If funded by
Action & Support Required (If pupil
this is a previous target which premium, v
Target has not yet be achieved, please How will impact be include brief

Finally, there is the list of meeting attendees and the option to exit the form if you want
to make further additions at a later date or exit and complete which will complete the
PEP form, so no further additions can be made. If you do not complete the PEP at this
stage, you will need to do this from the Forms page. When you are ready to complete
the form, click the blue select button under ACTIONS to the right of the line (see below).
You will be given the option to complete the form which will mark it as complete. The
form is then completed, the date will be recorded in Eclipse, and the PEP cannot be
edited further.

At the very end of the form, there is now a box to add the date and time of the next PEP.
It is important that this is completed as it will generate the Worklist for the next PEP.



Emergency / Unarranged PEPs

The Eclipse System is designed so that the Worklist for the next PEP starts 2 weeks
before the PEP is due. At this point, Social Workers must add the PEP form through the
worklist as this is not automatic. This is to allow sufficient time for the PEP form to be
generated and the pre-meeting areas of the form to be completed prior to the meeting.

If you need to create a new PEP ahead of this timescale, the Social Worker will have
to ‘force’ the system to start the worklist ahead of time. To do this: -

o Navigate to ‘Work Lists’ using the option from the black tool bar on the left.
e This will now show all your existing worklists.

e Click on next to Personal Education Plan and then click ‘Start Work List from the
drop-down menu.

©  PRIORITY WORK LIST DUE DATE ¥ % COMPLETE OWNER

Personal Education Plan 10-Sep-2020 23:59 0% Paul Holser / System Administrator select

Team ) .
view work list

Early Help Review @ 13-Mar-2020 17:00 0% TRAIN FOURTEEN / No owni
reassign work list

start work list

delete work list

remove work list

e A pop-up box will appear stating “You are about to start this work list’ — Click on

e You will now be able to add the PEP form as per the above process.
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Downloading completed PEP Forms from Eclipse

The process for downloading the PEP form from Eclipse has changed. To
download a PEP to a word document, please follow the below process: -

Navigate to the forms section as per the previous process. Click the blue ‘Select’
button next to the form you wish to download.

O testtest (PER19088) @ @

Allocated to: Classifications: 2 categories

v ©
filter add

(SN[ Sl I Most recent only
Active filters Most recent only © JEESIET

NAME FORM ID START DATE ~ SUBMITTED DATE SUBMITTED BY COMPLETED DATE COMPLETED BY FILES STATE ACTIONS

a Personal Education Plan FRM44151 15-Apr-2020 ¥0

Click ‘Create Doc’

Select ‘PEP Output’ from the top dropdown and ‘Doc’ from the second drop
down as shown below. The click the green ‘Generate’ button.

0 Create form document

You're creating a template for
Personal Education Plan

Available document templates *

PEP Output
Document format *
DOC v

You will see the following notification at the top of the screen.

O Document generation process started

Click ‘Documents’ from the left-hand toolbar.
The form you have just downloaded will now show with today’s date.

O testtest (PER19038) D @

© Adress:

Born:2C

Allocated to:

Classifications: 2 categories
Documents
OUTPUT TYPE OUTPUT NAME GENERATION DATE GENERATING USER STATUS ACTIONS
Form PER19088_FRM44151_PEP_Output.doc 30-Apr-2020 Paul Holser Complete

Click the blue ‘Select’ option and then download document.

Born: 20-Aug-2017 (2 years) Gender: Female
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ECLIPSE

Documents

Click open from pop up at the bottom of the screen. You may have to then click
‘Allow’. The PEP will then open in Word format. This can then be saved or e-

mailed as necessary.

Do you want to open or save

_PEP_Output.doc (83.0 KB) from cwc-ehlive-ecl.olmeservices.co.uk?

Open Save

A Cancel

Find pupil from your allocations

Click on the Documents option from the left-hand toolbar

Click on Case Note attachments

Instructions for finding historic PEPs — SOCIAL WORKERS ONLY

There should be a record called ‘Migrated Case Recording from Early

Help Eclipse System’

Click on Select and then Download. You may need to click open at the bottom

of the screen.

o

@address: € _

D DPD
Contact: Home -

Documents

A Output documents

Person ¥ | Enter name or ID

n Advanced

&

Allocated to:

£°) COPETeam/CWC Worker Role w

& Paul Holser w

(13 years) Gender: Male NHS number

Classifications: 5 categories

Log out

Y
filter

& 17-Sep-2020
202009161913.zip
tem

Migrated Case Recording
from Early Help Eclipse sys-

Rows per page: ‘ 10 v ‘

Case Recording

Total Records: 1

OUTPUT TYPE OUTPUT NAME GENERATION DATE GENERATING USER STATUS ACTIONS
Rows per page: ‘ 10 v ‘ Total Records: 0
A Case Note attachments
SOURCE
DATE ADDED DOCUMENT NAME DESCRIPTION ENTRY TYPE ENTRY SUBTYPE SOURCE ORGANISATION ACTIONS

5. This will open a Zip File which will contain PDF versions of all historic PEP’s
for that pupil.

I« Microsoft.MicrosoftEdge_8wekyb3d8bbwe > TempState > Downloads > PER11369-202009161913 (

Name

=| PER
=] PER
=| PER?
= PER,
=| PEKI
PER,

=] PER..

=| PER.
=| PER
=| PER

=| PER .

A

_Case_Note.pdf
Chronology.pdf
_FRM15577_Personz _Education_Plan_202009161913_1...
_FRM23761_Personal_Education_Plan_201901141307_2...
_FRM30140_Personal_Education_Plan_201905221302_3...
< FRM33634_Personal_Education_Plan_201907081734_3...
_FRM37292_Early_Help_Review_202009161914_37292.pdf
_FRM37293_Personal_Education_Plan_201911010918_3...
_FRM42908_Personal_Education_Plan_202003131530_4...
_FRM44713_Personal_Education_Plan_202009161915_4...

_person_demographics.pdf

T;."p e

Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document
Adobe Acrobat Document

Adobe Acrobat Document



