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Quality Assurance Checklist                                                                                  

	
Are all parts of the form complete and correct?
e.g. term, year group, age, UPN, ULN, meeting dates, attendees


	
Have the views of the child/young person been gathered? Have they reflected on their achievements/enrichment activities/something they are proud of?


	
Is the PEP written directly to the child / young person and would the information be understood by them, their parents / carers and the wider audience reading the PEP (including those who may not be in education) acronyms explained etc?


	
Is the PEP written with an awareness of Trauma Informed Practice and in line with Our Way of Working?
 

	
Has additional information been added to provide context?
Sections to check may include: 
Attendance 
· Is it accurate and do the three parts (attendance, authorised absence and unauthorised absence) total 100%
· Is there an explanation of why attendance may be under 95%
· Are there details of where and when a child/young person is accessing alternative provision


	
Is the attainment data relevant, accurate and explained in terms of age / stage?


	
Has the school view been completed and does it include an overview of the child / young person’s attitude towards learning, relationships with others, progress and achievements in core subjects / key areas? 


	
Has the meeting summary been completed with key points/actions? 
Examples to consider may include additional academic / pastoral targets, relevant information, transitions, interventions and referrals


	
Are the targets from last term added and evaluated?
Is an explanation provided where previous targets were not met and / or are repeated?


	
Are the three academic targets SMART and do they match to the knowledge/understanding/skill the child or young person needs to secure this term?
Please note that on the EYFS PEP only 3 targets are required though all areas of development are listed


	
If Pupil Premium Plus is being requested this term, does it relate to the SMART targets and clearly detail the specific intervention, level of support, frequency, duration, group size and expected outcome?
If the young person accesses additional funding via SEND / EHCP / IDP, does the form detail how the SEND funding is being used in addition to the PP+ request?
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