
A note about security and confidentiality
CPOMS is used in our most complex cases. Security and confidentiality is paramount. Please ensure

you follow these guidelines to ensure the information is treated securely and confidentially. 
you must ensure that the CPOMS password reset page at least rates your password as STRONG -
include numbers, capital letters and punctuation to improve your password.
ensure you log out of CPOMS on your device once used. 
ensure that any information relating to the concerns raised are only shared with DSLs or
nominated individuals by HST.
Authenticator app to download is called ‘CPOMS Authenticator’. 
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Visit the Tutor’s Area and follow the CPOMS link. Or
use the link below:
https://homeschoolthc.cpoms.net/

On the login page, do not enter any credentials
and instead click the link below the username
and password box labelled 'Forgotten your
password or using CPOMS for the first time'.

Enter your email address and press
the Reset Password button.

Login to your email account and look for a CPOMS password
reset email. Follow the 'Click here to reset your password'
link to set a STRONG password for your account. See below for
password requirements.

Registration (new users only)

After setting your password, you will be directed to the login page.
Enter your email address and the password you have just chosen.

For more info, you can visit CPOMS Detailed User Guide

https://www.homeschooltutoringhertscambs.co.uk/tutorsonly
https://www.cpoms.co.uk/wp-content/uploads/2023/CPOMS-Non-Key-User-Guidance.pdf
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Recording Safeguarding Incidents
Once logged in, your are presented with the CPOMS dashboard.
This provides two major functions for you as a staff member:

view incidents that you have been alerted to
add a new incident

Adding an Incident
Any safeguarding incident involving a child who we use CPOMS
for must be recorded on CPOMS. If you are unsure, please ask.
The process is started from the CPOMS dashboard - select the
Add Incident link on the purple toolbar at the top of the CPOMS
page.

Complete the details as follows:
Student: Type the pupil name; start typing and the system 

will make suggestions for completion.
Incident: Describe the incident you are recording; be 

accurate and specific; if using a student name, make sure this 
is spelled identically to the Student or Linked Student fields.

Categories: Select at least one category; you can select more than one if appropriate.
Linked Students: If applicable, type the name of any pupil that may be linked to this incident; this
will ensure the incident is presented when viewing linked student records. Add as many linked
students as necessary.
Body Map: If appropriate, expand the Body Map and add markings to the illustration to indicate
where physical evidence has been identified. Note the number that appears with each mark on the
Body Map and refer to this number when describing the physical evidence.
Date / Time: Enter the Date and Time the incident occurred. These will both default to the current
Date and Time.
Alert Staff Members: Add to this list any staff members who should be aware of the incident. Staff
will be alerted to the incident via their CPOMS Dashboard (the page they see immediately after
login) Staff members who have been selected to receive alerts will also receive an email requesting
that they login to CPOMS and review the incident.
Files: If you have files to support the incident, these can be uploaded here (for example, meeting
minutes). Press the upload button or drag and drop a file into the Files box.
Agency Involved: Optionally, you can add any agencies that may be involved with this particular
incident. When you have finished adding all details to the Incident, press the Add

Incident button to submit the content and record it permanently in CPOMS.
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