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Name of DT:


	Task:
	Completed
	Partially complete
	Not completed
	Actions needed to complete

	Responsible  parties
	Deadline

	1. The DT meets the criteria for the post. Children and Young Persons Act 2008 requires that the DT is: 
· a qualified teacher or 
· a head teacher or acting head teacher or 
More details can be found here: http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/designatedteachers.htm
	
	
	
	
	
	

	2. The DT has attended appropriate training e.g. as organised by your governing body in safeguarding, attachment, raising attainment etc, and the DT forum, other workshops offered by VS. 
	
	
	
	
	
	

	3. The school has an up to date list of CLAs that in are in school in the care of Torbay Council. Contact the CLA Teacher if you need clarification. 
	
	
	
	
	
	

	4. The school has an up to date list of the CLAs that are in the care of the other Local Authorities. 
· Please contact the relevant LA’s Children’s Services to confirm. 
· All out of area CLAs placed within Torbay schools should go through Torbay Admissions and a ‘Child in Care’ meeting will be held between Admissions, the school and the Virtual School. 
· Contact Admissions or the Virtual School if you are unsure. 
	
	
	
	
	
	

	5. DT completes a baseline assessment form when a child enters care. Send securely using Egress (see 28) to  vs@torbay.gcsx.gov.uk
Form available here: http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/designatedteachers.htm 
	
	
	
	
	
	

	6. DT sends the number CLA on roll once a half term securely via Egress (see 28) to  vs@torbay.gcsx.gov.uk . 
Template can be found here:

http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/designatedteachers.htm
	
	
	
	
	
	

	7. Each CLA has an up to date, good quality PEP in place.       
· The PEP is the joint responsibility of the LA and the school.
· The SW should initiate the PEP, but please be pragmatic and request a PEP if it is overdue. 
· A PEP should be completed within 20 days of the child becoming looked after or starting a new school. It should be reviewed every 6 months. 
More information can be found here: http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/personaleducationplans.htm
	
	
	
	
	
	

	8. Prepare for the PEP by completing parts 2 and 3 of the PEP prior to the meeting. This involves ensuring you have done the following:
·  spoken to the child
· gathered current information from teachers about the child’s progress, social, emotional, and behavioural needs, SEN and any positive information
· obtained the previous PEP, if there is one
· got attendance figures
· got previous and current attainment data. 
· have FXT information
· know the dates of previous schools attended 
You may need to contact the previous school to obtain this information if it has not been sent.
	
	
	
	
	
	

	9. The PEP is focussed on raising the achievement and attainment of the CLA within education through support, but also appropriate challenge. 
· DT, or a representative who knows the child and has all the relevant information, attends the PEP
· The Pupil Premium is used to support the PEP targets and the education of the CLA. The PP should support CLA to narrow the attainment gap between them and their peers.

	
	
	
	
	
	

	10. The PEP is sent to Social Care via the CLA’s Social Worker and a duplicate is sent securely to the VS box. 
	
	
	
	
	
	

	11. PEP targets are shared with the appropriate parties e.g. CLA if they are not present, classroom teachers, carers, and support staff etc. 
	
	
	
	
	
	

	12. The school can show that it closely monitors the following and arranges interventions:
· Academic progress:
· At least in line with all children by using prior attainment, FFT, CAT scores etc.
· Attendance: 
· At least in line with targets for all children
· Prioritise CLA attendance (one of the vulnerable groups) and liaise with designated EWO
· Behaviour:
· Praise positive behaviour explicitly and ensure positive information is shared with carers and Social Workers
· Use alternatives to exclusions and engage with support networks and alternative provision where appropriate
	
	
	
	
	
	

	13. PEPs are in line with all other school documents e.g. IEPs, PSPs etc
	
	
	
	
	
	

	14. The data drop is completed when the VS requests it three times a year in November, March, and June. Data should be encrypted and sent securely using Egress (see 28) to louise.kilshaw@torbay.gov.uk 
	
	
	
	
	
	

	15. Use and outcomes of the PP, for each CLA, are monitored and shared with the CLA Governor within the school. 
	
	
	
	
	
	

	16. CLA get priority access to 1-1 tuition in line with the statutory guidance for DTs. 
http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/designatedteachers.htm
	
	
	
	
	
	

	17. Carers and SWs are fully involved with decisions about CLA. 
	
	
	
	
	
	

	18. CLA Annual report to the governors for the previous academic year is completed and presented to your school’s governing body in the autumn term. The template is available here:
http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/virtualschoolteam.htm
	
	
	
	
	
	

	19. Help to try and reduce the number of schools a CLA attends: 
· Engage outside support to keep CLA in school or on the school roll e.g. off site provision, support staff, 1-1 tuition, Thrive, work experience etc. 
· Make the VS aware of any proposed school moves outside of natural transitions (year 6 to year 7).
· Ask Social Care for clear reasons about school moves. If a CLA is moving placements and the new carer is still within Torbay, we would expect the carer to transport the CLA to their current school. 
· Encourage involved parties to move CLA at the end of the academic year to reduce disruption. 
· If in year school moves are absolutely necessary, request that they are in line with term dates. 
	
	
	
	
	
	

	20. Make the VS aware of where progress is not as expected in year 6 and 11 outside of data drops if there are significant changes. 
	
	
	
	
	
	

	21. Encourage regular contact between class teachers and carers to relay positive information as well as negative information. 
Some schools set up planned positive phone calls to carers or send postcards home and actively target CLAs for this praise to build the self esteem of the CLA. They do this by contacting all teachers and requesting positive information. 
	
	
	
	
	
	

	22. Develop planned interventions where there are expected issues around home work etc prior to issues arising, to avoid using sanctions: 
· Offer lunchtime support and after school clubs etc
· Use incentives and liaise with carers to support this
· Involve peer group support
	
	
	
	
	
	

	23. Early transitions are planned for and extra visits to new schools are set up. 
	
	
	
	
	
	

	24. All KS4 CLA are offered a careers interview and supported in attending this. 
	
	
	
	
	
	

	25. All KS4 CLA are supported in undertaking work experience as good practice. 
	
	
	
	
	
	

	26. Support KS4 and KS5 CLA to go onto education and training or employment after school. 
	
	
	
	
	
	

	27. Give your CLA governor 30% of PEPs to quality assure in the first half of the spring term. Act on their feedback to improve your PEPs. 
http://www.torbay.gov.uk/index/yourservices/education/torbayvirtualschool/personaleducationplans.htm

	
	
	
	
	
	

	28. Set up an Egress email account to communicate securely with Torbay Local Authority.

· You can set up Egress by replying to the email I will send you. It will prompt you to set up a free account. 
·  All emails that contain secure information can be encrypted using Egress. 

· Secure information would be PEPs, baseline assessments, CLA on roll and any queries where names and DOBs are used. 

· You can generate a new secure email by logging into your Egress account on the Egress website (URL below) or by replying to a secure message I have sent you. 

https://switch.egress.com/ui/signin.aspx?ReturnUrl=%2fui%2fadmin%2fdefault.aspx
· Help can be found here: http://www.egress.com/online-tutorials/
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