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Key: 

Actions by 

member of staff 
Actions by CPCs 

Guidance/Wellbeing/Child Protection Records should be updated on CPOMS with any further actions. 

CPC will review and feedback as appropriate to relevant parties 

Disclosure from child to 

staff 
Staff observation 

Another child/person/ 

agency discloses to staff 

Establish the basic facts following the Child Protection Guidelines for Staff (ESMS CP Policy Page 3). 

A note of the conversation should be taken including the time and date and recorded on CPOMS. 

Share the concern with the relevant CPC or their Deputy, or the Head of School who will assess level of concern before 

initiating Guidance, Wellbeing or Child Protection procedures. 

Does the information indicate the child is experiencing or is at risk of harm? 

Guidance & Wellbeing Concerns 

Record details of initial concern on CPOMS 
CHILD PROTECTION CONCERN 

If the risk is immediate the CPC will consider if 

sharing with the parent could put the child at risk; 

please seek advice by contacting Social Care Direct on 

0131 200 2327 or the Care Inspectorate. If the 

decision is made not to inform the parent, record your 

professional judgement for making this decision. 

If the parent is to be informed, inform the parent of 

the concern and the action you are going to take. Be 

clear with the parent that the reason for your call is 

not to seek consent but to  

inform them. 

Record the views of the parent. 

Sharing of information with 

external agencies 

If aged 12 or above, the 

young person’s views must 

be considered. 

Consent must be sought 

from parent/carer to share 

in consultation with 

Deputy Head/CPC 

Yes No 

Sharing of information with 

parents 

Agree with relevant 

Deputy Head/CPC if the 

concern is to be shared 

with parent/carer. 

If aged 12 or above, the 

young person’s views must 

also be considered. 

Any member of staff can initiate a referral to Social Care Direct if they are unable to contact a CPC, if they feel a matter has 

not been dealt with fully or if their concern is about a member of staff. In the event of an emergency, call 999 

If the matter is urgent, immediately contact your relevant Child Protection Co-ordinator 

Storing of Information 

Update records stored on CPOMS alerting relevant staff. 

Parent/carer/young person’s views to be recorded. 
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