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CPOMS Category Guide

	Categories
	When to use:

	Attendance

	To be used when adding an incident regarding a child’s attendance at school.


	Behaviour
	To be used when a child has had a behavioural incident in school.

Reports about behavior incidents at home should be tagged as contact.

Do not use the Concern category unless there is a safeguarding concern with the behaviour incident too. 


	Behaviour Intervention

	When a child has needed support to regulate using strategies for example, distraction, change of face etc. 


	Bereavement
	To be used when there has been a family death.


	Child's view

	If a child voices their thoughts and it needs to be recorded – negative or positive.
This can include their response from being directly involved in an incident.


	Concern
	To be used when there is a safeguarding concern regarding a child. 

DSL’s will edit if this is a continuing or new concern

NOT to be used for a new behaviour concern, health or first aid. 


	Contact
	To be used to document important information discussed about the child or family i.e family bereavement, change in the home circumstances, needing support, struggling emotionally.
Not to be used to document every contact.  Please use your professional judgement. 



	Meetings
	To be used when you have had a meeting face to face or on Teams. 
Please chose a sub-category that suits the meeting purpose. 


	First aid

	To be used when a child has had an accident needed first aid 
(cold compress, cleaned area, plaster etc.)


	Home Visit 
	To be used when you have gone to a child’s home. 


	Health
	To be used when there is a health/medical update, an illness etc.


	Feeding Concern
	To be used when you have a concern regarding a child’s oral eating/gastrostomy/nasal feed etc. 


	Low Level Physical Intervention

	When a child has had a Team Teach Low Level physical intervention for behaviour management, for example, a guide, stance and body positioning, release from hair pull etc. 


	Physical Intervention

	When a child has had a Team Teach physical intervention for behaviour management, for example, holds that are restrictive to a child, small person hold, double elbow, figure of 4 etc. Also clarify in your incident the hold you used and the length of time the child was in the hold. 


	Well-being

	When this is not a safeguarding concern, however it is an important piece of information to record. i.e Lunch not brought, inappropriate clothing for the weather, out of date food, parent-child interactions observed.

To be used if it is something that has an impact upon the child.
Depending on the frequency of occurrence, this can escalate to a safeguarding concern. 

NOT to be used instead of the first aid category.

















Adding an entry on CPOMS:

	[bookmark: _Hlk101856030]Student
	· Start typing the child’s name and it will come up.



	Incident 
	· Write full clear sentences – you can use bullet points.
· Write your name and put your job title the first time that you use “I”.
· No abbreviations (write the swear word/inappropriate sentences).
· Use children’s full names if you are writing an incident with others present, not initials.
· Do not include your personal opinions or assumptions. 
· Be factually accurate, i.e. no personal opinions or assumptions. If you are making a professional opinion, this should be clearly recorded.



	Categories
	Chose the correct category, there needs to be one or more. 



	Maps
	Complete a body map for any marks/bruising etc. 




	Linked Student 
	Only link a student if they were part of the same incident/category.
For example, the first aid was the same for 2 or more children so you can link them rather than completing another CPOMS or a behaviour incident happened, and 2 or more students were carrying out that same behaviour, you can link them.

If a child was hurt or upset by an incident, then they need a separate CPOMS entry for them. 



	Date/Time
	Please select the date and time of the incident. 



	Status
	Please ignore.



	Assign to
	Please ignore.



	Files
	To add documents, you need to save them to your drive first and then upload. 
To save an email from parent’s/carer/professional please see Appendix A. 



	Alert Staff Members
	Only alert staff if this is not a safeguarding concern. i.e. School Nurse, OTs, Physio, SALT. 



	Agency Involved 
	Please ignore.  












































Appendix A

To save an email:

Click on Print – you may need to click on the 3 dots first then print:
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You’ll then see this screen, click on Print:
Then select Save to PDF, then click on Microsoft print to PDF and save the email to your drive.
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Description automatically generated]To attach a document to CPOMS, click on the highlighted section and upload your document:






image1.png




image2.png




image3.png
Event List

Help

. 1i/ Delete v = Archive (1) Report v <f Sweep g Moveto v < Reply & Replyall > Forward v {’ Quicksteps v (3 Read/Unread v [ v

> Favorites Focused Other Staff Weekly Bulletin - Friday 13th September 2024

Lorraine Mwamuka
Child in need meeting minutes and plan s MOTePly@mailarbor-education.com on behalf of Booker Park School <office@bookerparkbucks.sch.uk> © « « ~

v & Inbox To: Keryn Sparkes

~ Folders

& Apps
e © Some content in this message has been blocked because the sender isn't in your Safe senders list.
2
B3 cPoms in - Friday 13th September 2024 430pM | TVF Staff Bulletin 13.092024... ., 7 Delete
CAUTION: This is an external email and may be malicious. Please t... v

B3 Epay © Mark as read
BPSFinance

safeguarding post - Royal mail collecting on Monday 331PM
B mHsT Hi Jus to let you know Royal mail will be in on Monday 16th Septe... Dear Ms Sparkes

Other reply actions

B Governers CAUTION: This is an extemnal email and may be malicious. Please take care when clicking links or opening attac | Flag

Customize actions

B outside agencies Vicki Santaniello Please find aftached this week's Staff Bullefin Report
Booking Notification (8582) 320PM
B3 parent communication From: SchoolBooking <noreply@schoolbooking.com> Sent: 13 Se... Kind Regards Block
B POLICIES AND PATHWA.. Louisa Hanlon « Bradiey Taylor & Print
K 226PM Principal
| forgot to also mention | finish at 2.45 today too 50 can't even do ... o TmEnE
B3 SMARTLOG PBooker Park School Logo
The Vale Federation Help Desk
B sodial worker communicati... [Ticket #9887] BPT read only 211PM Booker Park School
‘CAUTION: This s an external email and may be malicious. Please t... Stoke Leys Close
Aylesbury L Saveas
Helen Sutherland Buckinghamshire
SALT candidate touring school on Tuesday (17) 1258PM HP21 9ET s sEie
B T Hi everyone, I'm pleased to say that we will be interviewing a cand...

B3 safeguarding Meetings

(1 Show in immersive reader

View >
B teacher communication

B TEs

The information contained within this e-mail / attachments are confidential. If you are not the intended recipient, please delete the message and attachments immediately
) and notiy the sender. Any unauthorised dissemination or copying of ths e-mal, or any misuse or wrongful disclosure of the information contained in it i stricty prohibited
2 Drafts Lorraine Mwamuka; Jo Berry e e Tt e iy e s ol . el oo e e e
[EXTERNAL] Booker Park soft play 1243PM Booker Park School or any assocated party.
B> Sent ltems CAUTION: This is an external email and may be malicious. Please t...

W Deleted items - -

£3 Junk Email [EXTERNAL] RE: K 1148 AM o by | R
CAUTION: This is an external email and may be malicious. Please t...

B Archive

P
13092028 B

W 15°C Partysunny A B T @ & D)




image4.png




image5.png




image6.png
Newtab 3 x a Student - CPC quarding Childr

autiookoffi

@ Print X cl
Archive Report v Reply al Fo
Staff Weekly Bulletin - Friday 13th September 2024

Favorites Focused Other Staff Wee

Lorraine Mw
Folders
Child in need meeting minutes and plan

Today

Booker Park School

d may be malicious. P! g links or opening att
BPSFinance
afeguarding post - Royal mail collecting on Monday

outside age
320PM
t communication
OLICIES AND PATH

Safeguarding Meetings

SMARTLOG

on Help Desk
Micket T read only

Suthe
SALT candidate touring school on Tuesday (17) ithin this e-mail / at
Any unauth
AINING 4
=RRANIEY al. The opini

Drafts Lorraine Mwamuka; Jo Berry
[EXTERNAL] Booker Park
Sent Items

Deleted ltems ne Mwamuka

N ERNAL] RE: IK
Junk Email

Archive
ntarosa Macedo; erum
AL N Doiew cenAn
£43PM

W 15°C Partysunny A B T @ & D) S





image7.png
S ® O [ Newsss X | £ Home|Microsoft 365 X @ Mail-k X SmarlogVs X | © Student - cPOMS X | = Event List: Safeguarding Children x | + - 8 x

& C (@ nttpsy/outiookoffice.com/mail/inbox/id/AAQKAGI3ZjIzZTVILWQXY TQINDBmOCTiNjIxTIhYjYSMDM2ZjRmZQAQAAIx6vljpSGutse2FAdUcUS62FPM363D o B A v M

Print ? .

Total: 1 sheet of paper

= Staff Weekly Bulletin - Friday 13th September 2024
Printer no-reply@mail.arbor-education.com <no-reply@mailarbor-education.com>
on behalf of
Secure Prinking Input v Booker Park School <office@bookerpark bucks.sch.uk>
Printer offine i 9/13/2024 430 PM

ToXeryn Sparkes <ksparkes@thevalefederation.com>
Microsoft XPS Document Writer s o

Ready B 1 attachments (1 M8)

Microsoft Print to PDF

Ready

CAUTION: This is an external email and may be malicious. Please take care when clicking links or
Fax opening attachments.
Ready

Add a printer
Please find attached this week's Staff Bulletin

Pages
Al Kind Regards
g.1-5,8,11-13 Bradley Taylor
Principal
Color B
Color v

Print on both sides

Print on both sides ~

More settings

Print using system dialog.
itis
nd

“ Cancel

o
H O Type here to search Partly sunny T & D) 13000




image8.png




image9.png
3 © -cous X @ Admin-CPOMS X | @ Dashboard-CPO' x | [E] Weymouthman= X | @ Myfies-OneDriv X | @ Booker ParkScho: X | ts Catalogue x | CPOMS Category X | [ Mail- Jackie War: X | G Mail-Jackie War x | + Vo= x

<« C @ bookerpark.cpoms.net/schools/1/incidents/new Qe %« 0O a

tw EduCore () OutlookMail (@ Login-CPOMS g Epsy @ Arbor o] Parenthsi () Makston Signin 11" Buckinghamshire S.. ) Microsoft Office ¥ EgressSuitch Ao Earyyears & chide.. 1 The Continuum of.. () Resources - Safegu.. [ SharePoint M SAM - Employee Po. »

Booker Park School Dashboard ~ Reporing  Planner  Library ~ Admin  Account Add Incider

£ There are possible student transfers awaiting your action. What s this?

Only complete this if there is an injury to a child. Adult injuries should be logged on Smart Log

Linked student(s) Begin typing a student's name v
Type a student's name to link them to this incident
Date/Time 19/12/2022 01:14 PM 8
Status Active .
Begin typing a staff member's name .

Files

Click to browse or drag a file to upload

Alert Staff Members Begin typing a staff member's name v

DsL

Type a colleague’s name or select an alert group to alert them to this incident. Colleagues highlighted in red would not normally be able to view this incident

Agency Involved

Add to planner 0

CPOMS © 2022, CPOMS Systems Ltd. v6.13.3 W

H R Type here to search Rain off and on




image10.png




