
PEP procedure for pre-school children in a nursery or non-school setting 

 

Is the child new into care? 

Start the PEP with the 

child in nursery/setting. 

PEP meeting should take 

place within 10 days of the 

child coming into care 

Yes No 
Start a new PEP in 
September/October and 
review in Spring and 
Summer Term. 
.  

Arranging the meeting 

The social worker contacts the carer to arrange 

a date and time for the PEP meeting. The social 

worker informs carers and birth parents (if 

applicable). If the child is 0-4 years old the social 

worker informs the Early Years team.  

 

Arranging the meeting 

The social worker contacts the carer and 

Early Years team to arrange the date and 

time for the PEP meeting. The social 

worker informs carers and birth parents (if 

applicable).  

Prior to the PEP meeting 

The carer works with the child to complete the child’s part of the PEP. This may take the form of 

pictures, photographs and a written record of the child’s likes, interests and achievements.  The 

health visitor may also help with the process. The social worker completes the useful information 

section of the PEP  

PEP meeting 
First part of the meeting. Adults only discuss the PEP. The contact section is checked for 

accuracy. The adults discuss the information in the PEP so that all have a clear understanding of 

the child’s development, progress, needs and views.  

Second part of the meeting. If they wish, the child joins the meeting. The social worker should 

lead the meeting and encourage the child to contribute in an age appropriate way. The good news 

pages are completed.  The date of the next PEP meeting is arranged and recorded in the PEP. 

Distribution of PEPS 
The original PEP is kept in the nursery/home where it is regularly updated.  

 Within 5 days of the PEP meeting the nursery manager/Designated Teacher for CLA quality 
assures the PEP and sends it to the Virtual School. For nursery settings within Cumbrian schools 
please upload the PEP to the School Portal “Returns to the LA” “PEPs Virtual School Team”. 
Other settings should email the PEP securely to: PEPS.VirtualSchool@cumbria.gov.uk 
 

Review of PEPs 

The designated teacher in nursery and Early Years Adviser review the PEP every term. Dates for 

the next PEP meeting should be agreed at each meeting. The PEP meetings are on a termly basis 

i.e. if the PEP meeting takes place in September/October the review will be in the Spring and 

Summer Term. 

Once the full PEP cycle is completed the nursery/home keeps a copy of the PEP which is part of 

the child’s records and the original returned to the social worker.  

Early Years Team Managers 

Ann Breeze -    Carlisle and Eden ann.breeze@cumbria.gov.uk 

Amanda MacDonald - Barrow and South Lakes amanda.macdonald@cumbria.gov.uk 

Nicola Steels –  Allerdale and Copeland nicola.Steels@cumbria.gov.uk 
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