PERSONAL EDUCATION PLAN
PEP Meeting Agenda
A strengths-based meeting centered on the child or young person
	Child/young person:
	 
	Date:
	 

	School/setting:
	 
	Chair:
	 



	Purpose: To celebrate strengths and progress, hear and respond to the child or young person’s views, identify needs and agree meaningful, high-quality targets and support.


1. Welcome and introductions
Relevant ePEP tabs: The PEP meeting
Introduce everyone and explain their role.
Explain the purpose of the meeting in a way the child or young person understands.
Agree how the child or young person would like to participate and be supported.
2. Start with strengths and successes
Relevant ePEP tabs: About Me • My Views, Wishes and Feelings • Adults' views
Celebrate achievements, interests, talents, positive relationships and progress since the last PEP.
Ask what the child or young person is proud of and what is working well.
Identify strengths that can be used to support future progress.
3. Hear the child or young person’s voice
Relevant ePEP tabs: My Views, Wishes and Feelings
What do they enjoy about education and what helps them learn?
What would they like to improve or change?
What are their worries, wishes, aspirations and priorities?
Check that their views are reflected in the discussion and decisions.
4. Review education, progress and participation
Relevant ePEP tabs: Education • Progress and Attainment
Review attendance, engagement, relationships, participation and enrichment.
Consider current attainment and progress, recognising successes as well as areas for development.
Identify any barriers to learning and the support already making a positive difference.
5. Identify additional needs and support
Relevant ePEP tabs: SEND • About Me
Review any special educational, health, social, emotional or developmental needs that affect education.
Consider whether current provision and interventions are appropriate and effective.
Agree any assessment, referral, reasonable adjustment or additional support required.
6. Explore aspirations and preparation for adulthood
Relevant ePEP tabs: Careers Information
Discuss interests, ambitions, future pathways and next steps.
Identify experiences, advice or opportunities that will raise aspirations and support future planning.
7. Gather adults’ views
Relevant ePEP tabs: Adults’ Views
Invite concise contributions from the designated teacher, social worker, carer and other relevant professionals.
Keep discussion focused on the child or young person’s strengths, needs and desired outcomes.
8. Agree SMART targets and outcomes
Relevant ePEP tabs: Targets / Outcomes
Agree a small number of specific, measurable, achievable, relevant and time-bound short and long term targets.
Link each target to an identified need, the child or young person’s views and an intended outcome.
Record the strategies or interventions, responsible adult, timescale, resources and evidence of success.
Confirm how Pupil Premium Plus or other funding will support the agreed outcomes, where relevant.
9. Confirm actions and close the meeting
Relevant ePEP tabs: Other Information • The PEP Meeting • Evaluation • PEP Summary
Summarise the strengths, needs, targets, actions and responsibilities agreed.
Check that the child or young person feels listened to and that the record represents their views.
Confirm review arrangements, deadlines and the date of the next PEP meeting.
Complete the meeting evaluation and ensure the PEP summary is clear and accurate.
Quality check before the meeting closes
	☐ The child or young person’s views are clear and have influenced decisions.
	☐ Strengths and achievements are recognised throughout the PEP.

	☐ Needs and barriers are clearly identified without deficit-based language.
	☐ Targets are SMART and linked to agreed strategies and interventions.

	☐ Each action has a named responsible person and timescale.
	☐ Everyone understands what will happen next and how progress will be reviewed.
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