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Guidance document for schools to add or update their SEND 
information report on the Local Offer Website. 

http://www.peoplesinfonet.org.uk/kb5/redcar/directory/localoffer.page 

 

Each school provides the information required to meet the legislation regarding the 
provision of information about services for pupils with SEND.  

This information is loaded onto the Local Offer area of the PIN website and now needs 
to be reviewed and updated. 

Please follow the instructions below to update your record: 

1. Log into your account here or if you are not a member, register here.  

2. If you are already the registered user for your school on PIN, you will be able to 
go into the school record. 

3. If you are a new user for your school, email Amie Metcalfe (Local Offer Officer) 
on Amie.Metcalfe@redcar-cleveland.gov.uk and advise which school you need 
to be assigned to. Once this has been done follow the steps below. 

4. Once you have been approved as a user, your school record should 
automatically come up as available for editing next time you log in. All schools 
are being asked to review your general school record and add or review the 
Local Offer information which you will see as you scroll down the screen. Please 
note that if you used your own format for the Local Offer and not our template, 
then we will have simply uploaded that document as a .pdf file attached to your 
record. We have provided you with a few screen shots below as an example of 
how the template Local Offer form we have provided you with should appear. 
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Once your record has been set up and you log into it in PIN, it will appear like this.  
Here you can move down through the screens and add/amend information as you wish. 
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To input your Local Offer information, move down through the screens to Appendix 1.  
Here you can input your Local Offer information in the relevant areas (same layout as 
the templates you have been sent as word documents). If you have done them in word 
please simply copy and paste into the fields. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Once you have completed all your Local Offer information, please click on SAVE 
SERVICE to save your record. 
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Once you save your service at the very bottom of the screen, these additions or 
amends will be automatically saved and come through to Amie Metcalfe (Local Offer 
Officer) to review and publish onto the live website. 

 


