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CPOMS Report Guidance





Our CPOMS entries for pupils outline any concerns we may have; this is primarily in relation to safeguarding, behaviour, attendance, medical needs and SEND needs. This all falls under the ‘safeguarding umbrella’.
As such, other agencies may be given access to CPOMS reports (for example courts, solicitors, Ofsted, the local authority, the Lingfield Education Trust). Parents may also submit a request to view any and all information pertaining to their child that we hold on our systems.

It is therefore vital that CPOMS reports align with the following criteria:
· a timely log is created – information is added as soon as possible;

· the correct date and time are included – time/date of the incident, and not when the entry is being created;

· the correct tabs are selected – to ensure accurate analysis of reports can be completed and patterns of incidents can be determined;

· the correct children are ‘tagged’ – all children mentioned within the report should be ‘tagged’ so that the report appears under their name. Subsequent actions pertaining to an individual child (eg. conversations with that specific child’s parents/carers) should be added as an action to their report only.

· appropriate and professional language is used – formal language, free from opinion/bias with a focus on the facts of the incident and the avoidance of any form of emotive/‘loaded’ language (eg. ‘kicked off’, ‘having a tantrum’, ‘he really hurt me’, ‘she couldn’t care less’) unless directly quoting an individual;

· use the child’s own words – where information has been shared, directly quote the individual;

· professional interpretations should be backed up with evidence – ‘general interpretation’ could be classed as opinion; reasonable evidence is required to ensure a ‘professional interpretation’ is formed (eg. ‘The way the child presented suggests they did not want to go home: they became tearful at home time and remained at the back of the line out of sight of their parent’);

· accurate use of names/job roles
- staff to be logged as first initial and surname (eg. JBloggs);
- children to be logged using forename (full name will appear as a tag);
- other professionals to be logged as full name followed by job role (eg. Jane Doe, social worker);

· the report is proof read before being submitted to ensure it is clear – the report needs to make sense to any external agencies who may access it;

· relevant documents are added – this may include correspondences from external agencies, official school documents or handwritten notes from a meeting/investigation. If there is a ‘linked student’ on a report, thought needs to be given as to whether the document needs adding to the main entry or as a subsequent action;

· the ‘safeguarding loop’ is closed – in addition to reporting the incident, we must report the subsequent actions. What was the outcome of the incident? What was the consequence? Who has information been passed on to? Who else has been informed (ie. parents/external agencies)? What additional support are you going to put in place?


What a bad one looks like:

Date: 12.12.2023
Time: 19.24
Last week Derek was kicking off. He has been told time and time again about his behaviour but he just ignores me and does it anyway. He began to flip over the chairs in the classroom and the other children were really frightened and started crying. He started shouting at me as well, so I told him he had to stop that straight away. He flew out of the classroom and began running up and down the corridor, not bothered about who he was bumping into. He even started ripping down the displays that we’d spent all week creating, which really upset me! He started hitting me, so in the end I had to call for SLT because he was absolutely wild.

X  Not completed in a timely manner
X  Emotive/unprofessional language used
X  Who, what, where, when and why not clear
X  No mention of ongoing or subsequent support
X  No actions/follow up identified


What a good one looks like:

Date: 07.12.2023
Time: 09.30
In Maths, Derek displayed dysregulated behaviour. The trigger for this was because he wanted to eat a packet of crisps he had in his bag, but was told he would need to save them for lunchtime. Behaviours shown included shouting and tipping over classroom chairs. Derek said “My mum said I can eat these whenever I want”. The other children in the class were showing signs of being scared, so were calmed by GBrown whilst JBloggs supported Derek. Strategies to support Derek included firm direction, distraction techniques and opportunity for withdrawal. Derek left the classroom and was followed by JBloggs to support. Derek began to damage the displays in the corridor and then became physically aggressive, so additional support was requested.
Actions:
- GBrown to inform Derek’s mum at the end of the school day, including a reminder to keep all food in his packed lunch.
- Derek to be invited to breakfast club to prevent him from feeling hungry early in the day.
- Jane Doe (social worker) to be informed of the incident.

✓ Completed in a timely manner, with accurate date/time cited
✓ Professional and supportive language used throughout
✓ Includes the who, what, why, where and when
✓ Support/strategies used clearly identified
✓ Subsequent actions identified
✓ Actual words used by child included where relevant
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