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Introduction

Welcome to the 3sysACADEMIC Pastoral Management User Guide.
This chapter discusses the following:

About the Pastoral Management Module .................................... 6
About the Pastoral Management Dashboard ........ ... ..................... 8
About Pastoral Management Notes and Actions ............................ 10
About Pastoral Management Module Notifications ........_.............__. 12
About GIRFEC . 13

About Configuring GIRFEC ... .. ... .. 13
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About the Pastoral Management Module

The Pastoral Management module allows users to record and track a range of emotional and
behavioural issues affecting the wellbeing of pupils. As well as logging pastoral issues, the
software enables you to add notes and time-bound actions to each instance, which then link to the
relevant pupil(s) personal record. Other features include:

» Tailored notifications to make relevant staff aware of record changes.
» Soft and hard record deletion options, which ensures greater control over data removal.

»
»

Bulk transfer of record / action ownership between staff.
Record archiving.

Using the Pastoral Management module, you can:

»
»
»
»
»
»

»
»
»
»

Record pastoral management issues for individuals or groups of pupils.

Add notes and actions to records.

Search records.

View and edit pastoral records.

Reassign pastoral records and actions in bulk using the Transfer of Ownership function.

Delete pastoral records. (Whether you have access to 'Soft' delete and 'hard' delete options
will depend upon your profile permission settings.)

Create and update pastoral record types and categories.
Complete Getting It Right For Every Child (GIRFEC) forms. (Scottish Schools Only.)
Download a report summarising child protection concerns. (Scottish Schools Only.)

Receive automatic banner alerts and emails when a new pastoral record or note is created
that you need to action, enabling you to respond promptly. Other alerts highlight changes
made to records and are for information only.

Via profile settings, System Administrators set which Pastoral Management module functions
users can access and whether the Notifications function is in use. They can limit users' access to
one or more specific functions or set them as Pastoral Management Administrators, who have full
access to the Pastoral Management module.

For more information about setting up the Pastoral Management module, System
Administrators should see the 3sysACADEMIC Pastoral Management Setup Guide,
available from our Customer Centre.
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For details, see:

»
»
»
»
»
»
»
»
»
»
»

"About the Pastoral Management Dashboard" on the next page.
"About Pastoral Management Notes and Actions" on page 10.
"About Pastoral Management Module Notifications" on page 12.
"About GIRFEC" on page 13.

"About Adding Pastoral Records" on page 16.

"About Maintaining Pastoral Records" on page 26.

"About Maintaining GIRFEC Forms" on page 36.

"About Deleting Pastoral Records" on page 42.

"About Transfer of Ownership" on page 58.

"About Archiving Pastoral Records" on page 66.

"About Pastoral Record Reporting and Auditing" on page 72.

Fictitious, example data is used throughout this guide to aid users' understanding. Any
resemblance to real persons (living or dead), or actual contact details, events, incidents,
organisations or locations is purely coincidental.

CHAPTER 1| 3sysACADEMIC Pastoral Management User Guide
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About the Pastoral Management Dashboard

The Pastoral Management Dashboard gives you an overview of pastoral management records
held on your system. You can access it by going to Pastoral / Behaviour > Pastoral
Management > Dashboard.

ACaDEMIC# Pastoral Management Search Q) | The Camelot School v | ( Academ?2018/2019, - 2020 v Supervisorv M 2 A
O > O rastoral/ Behaviour | Pastoral Management | Dashboard
& . .
Requires Action By: Me © All ®
@ Unread No. of open Follow
Actions Changes Pupil Name(s) Heading Raised by actions  Action Summary Record Reason(s) Action by Date Action by ' Last modified by up
m
- o s Poor tiude mChemiy | BOUD, |, pdtece et b S
] P % Form  03/02/2020,
Q@ BAKER, Mally B 1 Arrange counselling. Counseliing Issues 04/02/2020 B i
. Qs a " Ranka, Katie 2 Revies In School Incidents 13/03/2015 % Form | 27/02/2015, BRYANT,
Tior | efanie
Lt
_ BRYANT, oar & Form | 14/02/2015, BRYANT,
Qs @ ol 1 Fallow up Counselling Session 15/02/2015 b T
v
Absent from lessons after | BRYANT, % Head | 25/03/2019, BEST,
L 1 Meet with HOY 26/01/2019
Qs break Melanie of Year Malcolm
5 v |iemsperpage 1-Sofitiems Page| 1 o2
Recent Pastoral Records
Unread -
Actions Changes Pupil Name(s) Farm Heading Status. Record Reason(s) Date Last modified by
Q ° 0 Form 58 Racist Language Open 12/02/2020 12/02/2020, STRINGER, Robert
Q ° CRL N} Form 8A Anxiety Tssues Open Counselling Issues 21/01/2020 03/02/2020, STRINGER, Robert
00 Form 114
a s o FTIA s other sl Obn  inSchesliscdens 24652013 | 11/112059, STRINGER, Rabar
¢ 000 rmis e . 105/ s,
o Form 214
Q7@ 0 Upper Sixth  Anxiety about Exams, Open Counseling Issues 08/05/2019 08/05/2019, BREWER, Christine
#0000  umersin
. Alleged Bulyin Open In School Incidents 10/01/2020  31/01/2020, STRINGER, Robert
Qs w [ERR:) Uoper sixth ged Bullying & " <

There are two grids on this screen. The one at the top shows pastoral management records with
actions against them that you need to complete. If you are a Pastoral Management Administrator,
however, this grid shows a full list of all records with actions against them. To just see records with
actions that you need to complete, click Me. To switch back to the full list, click All.

AcspEMc Pastoral Management Search Q) [ The Camelot School v Academic Year 2019 - 2020 ¥ Supervisorv L P 4
0O » L0 <>rastoral / Beha Pastoral Management  Dashboard
a . "
Requires Action By: Me © All ®
i Unresd No. of opan Follow
Actions. Changes Pupil Name(s) Heading Raised by actions  Action Summary Recerd Reason(s) Action by Date  Action by Last modified by  Up
N o Poor attitude in Chemistr BOULDER. % Form  21/01/2020.
% Bu ° °*x o st class layout. n Schoal Incident 102/:
= Qs er0 aransames ¢ Update clss layt. nSchestntdents 21022020 T g, vobert
o
[ °n BaxeR, velly % Form  03/02/2020,
& 1 Arrange counselling. Counselling Tssues. 04/02/2020
ass o - . s g T | sTRiNGER, Raber
1 Y RANKIN, % For 27/02/2013,
'l B o * s " veview in 2 weel In Scheal Incident /03/: ™ e N
o "c*0 e Fevein 2veske mschedinaderts 330203 L T e
. ) 0 N
N ) BRYANT, . Form  14/02/2019,
Qs % - mer 0 Issues 3t home prasonlt Follow up Counselling Session 15/02/2019 B Tttt
v
- et A o ° * Absentfrom lessons sfter  BRVANT, .y % Hesd  23/01/2015,
o "exQ X veane st Y W G st o
»|[w] [5 ¥|temsperpage 1-3cfititems page|1 |ofz

If there is a record that you want to highlight, you can mark it for follow up by clicking [linthe
Follow Up column. The icon changes colour once selected, i.e. .

The second grid shows a list of recently added pastoral records.

Recent Pastoral Records
Unread -
Actions Changes Pupil Name(s) Form Heading Status | Record Reason(s) Date Last modifiad by
o0’ ) fomos | racatLanauass T P
o s 8 o Form 84 Anxiety Issues Open | Counsalling Issues 31/01/2020  03/02/2020, STRINGER, Robert
00 Form 124
o s & [+] Ferm 114 Conflict with other pupils open In School Incidents 24/03/2015  11/11/2015, STRINGER, Robart
000 nmin
Form 114
o s @ LN . ) Upper Sixth  Anxiety sbout Sxams Open | Counsalling Issues 08/05/2013  08/03/2013, BREWER, Christine
89000 e
. o9 i . "
o # Alleged Bulyin Open  In School Incidents 10/01/2020  31/01/2020, STRINGER, Robert
e (KRR Usper St o= Bulling o .

Both ids have an Actions column. To view a record in more detail, click [2]. To edit the record,
click [2]. If you have the relevant permissions, you can click | ] to soft delete a record.
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You can re-order a grid by single-clicking on fields in the header row. If[*]is displayed, the

list is ordered from A to Z / lowest to highest. If [~] appears, the list is ordered fromZto A/
highest to lowest.

At the bottom of the screen, there is a link to the Pastoral Record Search screen, where you can
filter records by a range of criteria.

ur

20/02/2019 20/02/2019, STRINGER, Robert

Search More Pastoral Records

For more information, see:

»
»
»
»

"About Pastoral Management Notes and Actions" on the next page.
"About Adding Pastoral Records" on page 16.

"About Maintaining Pastoral Records" on page 26.

"About Deleting Pastoral Records" on page 42.

CHAPTER1 | 3sysACADEMIC Pastoral Management User Guide 9
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About Pastoral Management Notes and
Actions

Users with appropriate access can add Notes with further information or more recent
developments to pastoral management records. In addition, Actions can be added and assigned to
staff as part of a note.

Actions have an alert system which means any that have not been completed by the specified
deadline include [4].

Notes
Pupil w Child protection w Child protection v
name: concern form 1: concern form 2:
[ searcn [ar Welbeiog concern 7] webeimg concern .
form 1: form 2:

¥ Sort Descending | 4 Sort Ascending

AlSpeak with Rebecca
Action By: 01 July 2016 || STRINGER, Robert (30 June 2016)
Category:

Mote: Mary Cavendish has alleged that Rebecca Kerr is being bullied by Rachel Alexander-Gutheridge. Please
speak with Rebecca to investigate further.

Pupil name(s): KERR, Rebacca
Action Summary: Speak with Rebecca re. Possible Bullying
Action Note:
Action By: STRINGER, Robert
Note Visible to Specific Staff: STRINGER, Robert

GIRFEC forms:

Action details appear on the Pastoral Management Dashboard screen of the relevant staff,
providing a convenient, single place where staff can see what they need to do and when they need
to have completed the action.

O <3 pastoral / Behaviour Dashboard
Requires Action By: Me  All ®
No. of
Unread open Action by Follow
Actions Changes  Pupil Name(s) Heading Raised by | actions Action Summary  Record Reason(s)  Date  Action by | Last modified by ~ Up
Poor attitude in | BOULDER, a Form | 31/01/2020
[CR | Chemistry Brian 1 Update class layout.  In School Incidents  17/02/2020 :
Tutor STRINGER, Robert
Lessons James
~ BAKER, % Form | 03/02/2020
1 ABBOTT, Isabel Francesca @ B N . ’
[SR | [a] Amety lssves 0 S| Arrange counselling. | Counselling Issues | 04/02/2020 ', - R
Uncharacteristic
- RANKIN % Form | 27/02/201%
R BURGESS,Andrew P B @ & Sk : v |
o 4 @ O cceneseg 7 Reviewin 2 weeks  In School Incidents | 13/03/2013 ™ et ttanie
poor behaviour
o s s BURGESS, 3 0 . o BRYANT, [ Follow up z“me N \si0z/z01e | oM | 14/02/2015,
s ¢ U BURGESS, v * 0 seues AENOME | Melanie Counselling Session | = e aneEs Tutar BRYANT, Melanie
Counselling Issues
Absent from
e BRYANT, ) Head | 25/01/2013,
[CR | BURGESS Andrew P [l @ o lessons after 1 Meet with HOY In School Incidents | 26/01/2018 & Me 101/
Melanie of Year | BEST, Malcalm
break
Woa e |m 5 v |itemsperpage 1-Sofilitems Page 1  of3
Recent Pastoral Records
Unread
Actions Changes Pupil Name(s) Form Heading Status | Record Reason(s) | Date Last modified by
[ | ABBOTT, Thomas James [N a] Form 58 Racist Language Open_ In School Incidents  12/02/2020  12/02/2020, STRINGER, Robert

10
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If there is more than one open action, users can click on the number to see more informationin a
popup.

x
Action Summary Action By Date Action By
Arrange Library Induction 08/06/2018 SANDERS, Hazel Ruth
Undertake Introductory Tour 08/06/2018 BELL, Alexander

4

Once an action, e.g. interviewing a pupil, has been completed, it must be marked as such in the

software and any relevant information added. A || alert appears on a completed task, as shown in
the screenshot below.

Absem:e Arrangements
STRINGER, Robert (22 July 2016)
Category: High Priority

Mote: Mr. and Mrs. Davis wish to remove Steven and Laura from school for a few days next wesk.
Arrzangements should be madsa so that this does not impact their studies.

Pupil Mamea(s): DAVIS, Laura
DAVIS, Steven

Action Summary: Ensure Catch Up Sessions for Steven and Laura Arranged
Action Note: This has been done and all subject areas covered.

Mote Visible to Specific Staff: ANDREWS, Elllie 1
BIMNS, Elise
BRYANT, Melanis
HILTOM, Jchn
MULLINS, Melvyn Andrew
ROBINSON, Peter
STRINGER, Robert

D If actions are incomplete, the related note's status CANNOT be changed to 'Closed'.

:@ For more information about adding and managing pastoral management notes and
actions, see "Adding Pastoral Record Notes or Actions" on page 22 and "About
Maintaining Pastoral Records" on page 26.

CHAPTER1 | 3sysACADEMIC Pastoral Management User Guide 11
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About Pastoral Management Module
Notifications

When a pastoral incident is raised or amended, automatic banner alerts and emails can be sent so

that those who need to take action can respond quickly. Notifications include:

» Pastoral Alerts - These appear to Pastoral Management module users in relation to new
records and the actionable notes with which they are associated. They are red and usually

»

»

»

require the recipient to take action.

High Priority [

@ NEW Pastoral Record - for you Now [

HAZELDOMNM, Amanda Snooze

Pastoral Alert Banners - These notify Pastoral Management module users when
colleagues amend or close pastoral records associated with them. Pastoral banner alerts

are grey or black and for information only.

£ Pastoral Record Note Amendment

Medium Priority [

12:22

STRINGER, Robert

Pastoral Administrator Alert Banners - These appear to Pastoral Management
Administrators to inform them of changes made to any record. They are usually black and
for information only. Schools can decide to include the pupil's academic house, boarding

house or form year on the alert banner.

& Pastoral Record Amendment

High Priority i
I}

Pastoral Emails - These provide Pastoral Management module users with information

about new and amended records via email.

STRINGER, Robert

[@ For more information about pastoral notifications, see the 3sysACADEMIC Online Help. ]

|

System Administrators set how notifications are sent via profile permission settings. For
more information, see the 3sysACADEMIC Pastoral Management Setup Guide.

|

12
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About GIRFEC

GIRFEC is the national approach in Scotland to improving outcomes and supporting the wellbeing
of children and young people by offering the right help at the right time for the right people.
3sysACADEMIC helps Scottish schools fulfil their GIRFEC responsibilities by incorporating the
required forms into the Pastoral Management module and ensuring records can be kept accurately
while making a suitable document trail available.

3sysACADEMIC allows users in Scottish schools to:

» Configure access to GIRFEC forms and information.

»  Associate appropriate pastoral management categories with specific GIRFEC forms.
» Complete GIRFEC forms when adding new pastoral records and notes.

» Complete GIRFEC forms after the initial record has been created, if required.

»  Update forms at a later date based upon a copy of the latest version, meaning every change
creates a new record and previously captured information remains intact.

» Download a report summarising child protection concerns.

GIRFEC forms MUST be completed PER PUPIL (rather than per record), and in accordance with
Scottish Council of Independent Schools (SCIS) guidance. Some fields are completed
automatically based on data already added to the system. A warning message appears if there are
errors, such as missing orincomplete data, giving the user an opportunity to make corrections.

About Configuring GIRFEC

You complete the GIRFEC information as part of adding and maintaining pastoral records.
However, GIRFEC functionality needs to be activated on the system and access to the Pastoral
Management module and Child Protection Concern report allocated to relevant users by your
System Administrator.

For more information, System Administrators should see the 3sysACADEMIC Pastoral
Management Setup Guide, available from the Customer Centre.

GIRFEC options are associated with categories. When a category is created by your System
Administrator, he / she can indicate which GIRFEC forms, if any, can be completed for this type of
pastoral record. This means that GIRFEC options appear whenever a user selects a relevant
category, e.g. when adding a record via the Add a Pastoral Record screen or adding a note via
the Edit a Pastoral Record screen.

CHAPTER1 | 3sysACADEMIC Pastoral Management User Guide 13
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In the following examples, GIRFEC forms are associated with the 'Critical' category, so have
appeared when 'Critical’ is selected from the Category drop list.

# Add a Pastoral Record a B M a A ?4

> L | «3x pastoral / Behaviour = Pastoral Management = Add a Pastoral Record

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work
with pupils who are having problems of an academic, vocational, social, emotional or behavioural nature.

Save m

Pupil name(s): I ASHFIELD, Gem... X Q
1 Pupil(s)

Record reason(s): I Antisocial Behav. %

Staff Name: I STRINGER, Robert

Date/Time: | 24/02/2020 |88 | o |:[a1 |0
Category: | Critical e
Show alert against pupil:
Stalus:l Open >
Heading: I
Overview: I
P
Make this record visible
to all staff:
(SISl GT ST Child protection concern form 1 | Wellbeing concern form 1
Child protection concem form 2 | Wellbeing concem form 2
Documents:
Click 'Browse" to select files for upload or drop files here.
| Category: | Critical bl
Headi I N :
! Ag
Note: I This record has been upgraded to "Critical’ following recent devel, ts.

Pupil name(s): I LAWSON, Elizab... %

Make this note visible to all staff: [

Action required: [ ]

[l iy =g 10 B0 Child protection concern form 1 | Wellbeing concern form 1
Child protection concern form 2 J§ Wellbeing concern form 2

Documents: m

Click 'Browse' to select files for upload or drop files here.

For more information, see:

» "About Adding Pastoral Records" on page 16.

» "About Maintaining Pastoral Records" on page 26.

» "About Maintaining GIRFEC Forms" on page 36.

» "Accessing the Child Protection Concern Report (Scottish Schools Only)" on page 74.

14
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Adding Pastoral Records

This chapter discusses the following:

About Adding Pastoral Records ... ... ... ... 16
Adding Pastoral Records ... ... ... ...l 17
Adding Pastoral Record Notes or Actions _............................... 22

15
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About Adding Pastoral Records

You can add pastoral records relating to individual or groups of pupils about the same incident or
concern using the Pastoral Management module.

After an initial pastoral record has been logged, subsequent developments, decisions and actions
can be added to it as Notes. This can be done as soon as the initial record is created or at a later
time or date, as required.

Pastoral care often requires a range of staff to undertake roles to help and support pupils. The
Pastoral Management module helps you manage specific, allocated tasks through Actions. Added
as part of a note, actions include a summary of the task that must be completed and are assigned
to staff with a deadline.

A list of actions that you need to complete appears at the top of the Pastoral Management
Dashboard screen, providing a convenient, single place where you can see what you need to do. If
you are a Pastoral Management Administrator, it can be filtered using the Requires Action By
settings above the grid to show just the actions for you or all the open actions across the module.

AcaDeMics Pastoral Management Search Q) | The Camelot School v | | Academic Year 2019 - 2020 Supervisor~ | . P
O % L0 vpastonl/Beha Pastoral Management  Dashboard
& : :
Requires Action By: Me ' All ®
> Unread No. of open
Actions Changes  Pupil Name(s) Heading Raised by actions  Action Summary Record Reason(s) Action by Date | Action by | Last modified by
o
Paor attitude in Chemistry  BOULDER, % Form  21/01/2020,
@ * yout. /02
— o f @ L] [a] e Brian ames |1 Update class layout. In School Incidents 17/02/2020 e rRiNGER, Robert
& Q /@ ABBOTT, Isabel Francasca [ ) Anxisty Issues :AKEP“ 207 | Arrange counsalling. Counselling Issues 04/02/2020 :“:f"“ Zi’:‘f“;::’n;mbm
o+ @ BURGESS Andre B & )  Unchersctersticrudenses  RANKIN 2 Raviw in 2 wesks 1n Sehesl Incidents 13/03/2018 % Form | 27/02/2013,
and paor behaviour Katie Tutor BRYANT, Melarie
“ 2]
o F @ Issuzs 2t home oA 1 Follow up Counselling Session Home Circumstances. 0512019 O [ || PETE,
[] * o Melanie Counselling Issues Tuter BRYANT, Melanie
v
o+ 8 sandreas @0k Q) Absent from lessons after | BRYANT, 1 Mest with HOY In Scheol Incidents 25/01/2018 % Head | 25/01/2015.
braak Malanie of Year  BEST, Malcolm
«[»|[w] |5 w|itemsperpage 1-Softlitems Page|1 |of2

Follow
up

A list of recently added pastoral records that a user can access, whether they have a specific
action to complete or not, also appears on their Pastoral Management Dashboard.

Recent Pastoral Records
Unread
Actions Changes Pupil Name(s) Form Heading Status  Record Reason(s) Date Last modified by
o 4 & [ N a] Form 52 Racist Language Open In Scheol Incidents 12/02/2020  12/02/2020, STRINGER, Robert
o+ 8 ABBOTT, Isabel Francasca =0 Form 8A Anxiety Issues Open Counselling Issues 21/01/2020  02/02/2020, STRINGER, Robert
ASHFIELD, Gemma Frances 00 Form 148
X S [a) Form 114 . § Py 1y
o 4 @ 000 rmus Conflict with other pupils Open In School Incidents 24/03/2015  11/11/201S, STRINGER, Robert
0o Form 114
a s & (2] Upper Sixth  Anxisty about Exams Open Counselling Issues 08/05/2015  08/05/2013, BREWER, Christine
L} i
o+ & o.o Upper Sixth Alleged Bullying Open In School Incidents 10/01/2020 31/01/2020, STRINGER, Robert
[ * o Upper Sixth

For more information, see:

» "About the Pastoral Management Dashboard" on page 8.

» "About Pastoral Management Notes and Actions" on page 10.
» "Adding Pastoral Records" on the facing page.

» "Adding Pastoral Record Notes or Actions" on page 22.

» "About Maintaining Pastoral Records" on page 26.

These procedures incorporate the completion of GIRFEC information. (Applicable for
Scottish schools only.) For more information, see "About GIRFEC" on page 13.

16
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Adding Pastoral Records
HOW TO ADD A PASTORAL RECORD

1. GotoPastoral / Behaviour > Pastoral Management > Add Pastoral Record.
The Add a Pastoral Record screen appears.

-~
=

# Add a Pastoral Record a B M a

> o Add a Pastoral Record

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work
with pupils who are having problems of an academic, vocational, social, emoticonal or behavioural nature.

Pupil name(s): Q
0 Pupil(s)

Record rEasUH(s]:I Q
Staff Name: I STRINGER, Robert Q
Datemme:l 24/02/2020 -] P51 @

Category: v
Slatus:l Open v
Heading: |

Make this record visible [#
to all staff:

Documents:

Click 'Browse' to select files for upload or drop files here.

[ You MUST complete any sections marked with a red bar on the left-hand side. ]

When created, each pastoral record's status is automatically set to 'Open'. ]

2. Complete the Pupil name(s) field with details of the relevant pupil(s) using auto complete or
the search option, accessed via [a]

@ If you are unsure how to add one or more pupil name(s) to this field, see the
3sysACADEMIC Online Help.

CHAPTER 2| 3sysACADEMIC Pastoral Management User Guide 17
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3. Add one or more options to the Record reason(s) field using auto complete or the search
option, accessed via [o].

More details...
To select a reason, do ONE of the following:

» Click in the Record reason(s) field and type the first letters of the reason you
require. Select it from the options that appear in the drop list. This is known as auto
complete. Repeat this sequence until you have selected all the record reasons you
want.

» Click [2]and the Record Reason Search dialog appears.

Record Reason Search ®

Description

Description Description
In School Incidents
Home Circumstances
Other

Relocation Issues

Counselling Issues

OO0 0000

Antisocial Behaviour

V4

a. Type all or part of the reason you want into the Description field OR leave it
blank to return a complete list of available options.

Click Search.

. Select the reason you want from the list that appears. The reason moves to
the right-hand, selected column.

d. (Optional) Repeat this sequence until you have selected all the record
reasons that you require.

e. Click OK.

4. Change the reporting member of staff, if required, using auto complete or the search option,
accessed vial2/]. (The logged in user appears automatically.)

@ If you are unsure how to add a staff member's name to this field, see the
3sysACADEMIC Online Help.

5. Amend the Date / Time fields, if required, by typing in the relevant date and time or using

the Calendar popup, accessed via (=] (Today's date and the current time appear
automatically.)

[@ If you are unsure how to add a date to this field, see the 3sysACADEMIC Online J
Help.

6. (Optional) Select an option from the Category drop list or use auto complete.

18
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to the relevant forms appear.

-

( (Scottish Schools Only) If you select a category with GIRFEC requirements, links

J/

( If there is an icon associated with your chosen category, the Show Alert Against )
Pupil check box appears. This means that the category's icon appears against the
relevant pupil in the Pupil Search grid and in pupil-related lists, e.g. academic

» Refine Search

Actions Code + Name Preferred name
Q & - ABS002 s (O Issy

Q| #| - ABS003 | ° |o Tommy

aQ & - ABB0O04 ABBOTT, Sophie Charlotte o Sophie

Q ¢ ~ [ apacoi ADAMS, Lauren S | [ ] |o° Lauren

Q ¢ - [ apaco3 ADAMS, Sarah 00 sarsh

BB DN recorsrerrage [5 7| Showing 1-50f 257 Records  Page| 1 Jof 52

house.
¢ Pupil Search a B M
> O a Pupils
View: | Standard A Add Copy

Pupils m Add Event Create Pupil Custom Group m Add Pupil Document [EILTCEYeT TR 4

Form 2A

Upper Sixth

Form

|\

7. (Optional) If the selected category has anicon, tick the Show alert against pupil check

box to make it appear in the Pupil Search and other pupil-relevant grids.

Save | Cancel

Pupil uame\'S):l DAVIS, Laura %| DAVIS, Steven X
Record reasun\'s):l Parents/Guardia... X
Staff uame:l STRINGER, Robert
Date:l 22/07/2016 &1 11f 10 @
Category: | High Priority
Show alert against pupil: []

E(Etus:l Open

Heading:

Overview:

Make this record visible to all staff:

Documents: [[-HSWES

Click 'Browse’ to select files for upload or drop files here.

Save | Cancel

i Add a Pastoral Record a B B & 802
> DO Add a Pastoral Record
Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work with pupils
wha are having problems of an academic, . social, ional or i nature.

associated with it.

\

This check box is only available if the selected category has a shape and colour

8. Type relevant information into the Heading and Overview fields.

CHAPTER 2| 3sysACADEMIC Pastoral Management User Guide
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9. Toset the record's visibility, do ONE of the following:

» Tomake the record visible to all staff with access to pastoral records in this
category, tick the Make this record visible to all staff check box.

When you save the record, a Warning popup appears if you have selected
this option. Read the message and, if you are happy for the record to be
visible to all staff with access to this category, click OK.

» To make the record only visible to selected staff with access to pastoral records in
this category, add the name(s) or role of relevant staff to the Make this record
visible to specific staff / roles field using auto complete or the search option,
accessed via[2.

If required, ensure that the reporting member of staff is included in the list of )
individuals who can see the record.

( Staff with Pastoral Management module Administrator access can see all )
pastoral records and notes regardless of whether they are included on the
list of those to whom the record / note is visible.

(ﬁ If you are unsure how to add one or more staff member's name(s) to this
field, see the 3sysACADEMIC Online Help.

\

10. (Scottish Schools Only) If applicable, click on the relevant GIRFEC form and complete it
according to Scottish Council of Independent Schools (SCIS) guidance. Some fields are
completed automatically. When finished, click Save.

You MUST complete all compulsory fields on the Add a Pastoral Record screen
before accessing the GIRFEC forms. GIRFEC options only appear if they are
linked to the category selected.

i Add a Pastoral Record a B A 3 ?a
) O = Add a Pastoral Record

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work

with pupils who are having problems of an academic, vocational, social, emotional or behavioural nature.

e
I ASHFIELD, Gem... X Q

1 Pupilis)

I Antisocial Behav... % Q
I STRINGER, Robert Q
I 24/02/2020 | 9 |1 a4 |@

Critical
<

Open

<

Child protection concern form 1 | Wellbeing concern form 1
Child protection concem form 2 | Wellbeing concem form 2

Click 'Browse' to select files for upload or drop files here.
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@ When saving a GIRFEC form, warning popups appear if the form contains any
errors, such as missing data. This gives you the opportunity to correct the form
before saving the record.

11. (Optional) Attach related documents or evidence, such as statements and photographs, by
browsing and selecting files or dragging and dropping from a separate window.

:@ For more about how to attach files to records, see the 3sysACADEMIC Online
Help.

. J

:@ This screenshot provides an example of a pastoral record where the parents of two )
pupils are divorcing.

# Add a Pastoral Record o B M & ?4
> O Add a Pastoral Record
Pupil name(s]:l ADAMS, Lauren S x| ADAMS, Ethan .. x Q
2 Pupil(s)
Record raasun(s):l Home Circumst... % Q

Staff Name:l STRINGER, Robert
Date_:'rime:l 24/02/2020 B 10 i1 o]
Category: | Confidential v
Show alert against pupil: [
Slatus:l Open o
Heading: | Divorce

Overview: | Lauren and Ethan's mother has contacted the school to inform us that she and Mr. Adams are divorcing. Both children
will need extra support during this difficult time. Further details attached.

Make this record visible to [
all staff:

Make this record visible tol % Head of Year % % Form Tutor ® % Head of Boar_ 3 STRINGER, Rob.. X Q
specific staff/roles:

Documents:

Click 'Browse’ to select files for upload or drop files here.

Letter fram Mr and Mrs
Adams.paf (27 KB)

12. Click Save.

The relevant View a Pastoral Record screen appears, showing the newly created record
with a Notes section now available at the bottom of the screen.

Notes
Pupil v Child protection v Child protection v
name: concern form 1: concern form 2:
m m | Clear Wellbeing concern w Wellbeing concern v
form 1: form 2:

+ Sort Descending # Sort Ascending
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Adding Pastoral Record Notes or Actions
HOW TO ADD A PASTORAL RECORD NOTE OR ACTION

22

13. (Optional) Do ONE of the following:

»  Click Edit, scroll down and add notes to the record. For more information, see
"Adding Pastoral Record Notes or Actions" below.

” Click Edit to amend the record. For more details, see "Editing Pastoral Records" on

page 30.

» Click Delete to go to the Delete a Pastoral Record screen and remove the record
from the system. For more information, see "About Deleting Pastoral Records" on

page 42.

» Click |%| to generate an audit file for the record. For details, see "About Maintaining

Pastoral Records" on page 26.

» Click |£/to open a Print dialog. Select a printer and click Print to print the record.

1. Find the pastoral record which requires a note.

page 26.

[@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on

]

2. Click ] next to the relevant record.

The related Edit a Pastoral Record screen appears.

.

( G) The Edit a Pastoral Record screen also appears when a record is first created,
meaning you can also add notes immediately, if required.

|

3. Click Add in the Notes section.

Notes

Pupil v child protection
name: concern form 1:

Wellbeing concern

form 1:

Child protection
concern form 2:

Wellbeing concern
form 2:

Further fields appear.

Category:
Heading: I

Note: I

Make this note visible to all staff: []

staff/roles:

Action required: []

Documents: ElUES]

Pupil name(s):l DAVIS, Steven 3 DAVIS, Laura

Make this note visible to specw’ficl STRINGER, Rob... %

Click 'Browse’ to select files for upload or drop files here.
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You MUST complete any fields marked with a red bar on the left-hand side.

(& J

4. Select an option using the Category drop list.

(Scottish Schools Only) If you select a category with GIRFEC requirements, links
to the relevant forms appear.

5. Type a heading for the note in the Heading field and more information in the Note field.

6. (Optional) Remove unrelated pupils from the Pupil name(s) field, if required, e.qg. if several
pupils were involved in an incident, but the note only applies to some of them.

7. To set the note's visibility, do ONE of the following:

» To make the note visible to all staff who have access to this pastoral record, tick the
Make this note visible to all staff check box.

When you save the record, a Warning popup appears if you have selected
this option. Read the message and, if you are happy for the record to be
visible to all staff with access to this record, click OK.

» To make the note only visible to selected staff with access to this pastoral record,
add the name(s) or role of relevant staff to the Make this note visible to specific

staff / roles field using auto complete or the search option, accessed via [a]

-@ If you are unsure how to add one or more staff member's name(s) to this
field, see the 3sysACADEMIC Online Help.

8. (Optional) If further or follow up action is required, such as contacting parents / guardians,
interviewing pupils or liaising with the authorities, do the following:

a. Tick the Action required check box.
Additional fields appear.

i

I 23/07/2016 11:47

I a

b. Complete the Action by date field by typing in the relevant date and time or using
the Calendar and Time popup, accessed via [=].

[@ If an gction is overdue, |4 appears next to the note's heading in the pastoral ]
record.

c. Add who should complete the action in the Action by field. (You can add specific
names or roles.)

Staff assigned actions MUST have been given access to 3sysACADEMIC
by your System Administrator.

9. (Scottish Schools Only) If applicable, click on the relevant GIRFEC form and complete it
according to Scottish Council of Independent Schools (SCIS) guidance. Some fields are
completed automatically. When finished, click Save.

[@ For more information, see "About GIRFEC" on page 13. ]
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When saving a GIRFEC form, warning popups appear if the form contains any
errors, such as missing data. This gives you the opportunity to correct the form
before saving the record.

10. (Optional) Attach related documents, such as reports, statements or correspondence, by
browsing and selecting files or dragging and dropping from a separate window.

-

For more about how to attach files to records, see the 3sysACADEMIC Online
Help.

-

11. Click Save.

Category: | High Pricrity v

Heading: I Absence Arrangements

Note: I Mr. and Mrs. Davis wish to remove Steven and Laura from school for a few days next
week. Arrangements should be made so that this does not impact their studies.

Pupil name(s}:l DAVIS, Steven % DAVIS, Laura o Q

Make this note visible to all staff: []

Make this note visible to specifiCI ANDREWS, Elllie 13 BINNS, Elise 3 BRYANT, Melanie 3 HILTON, John x |Q
staff/roles:
MULLINS, Melvy... ¥ ROBINSOMN, Peter ¥ STRINGER, Rob... %

Action required: [/
Action summary: | Ensure Catch Up Sessions for Steven and Laura Arranged
Action by date:l 02/01/2018 11:47

Action bv:l STRINGER, Rob_. % Q

Documents: FaIGE

Click 'Browse" to select files for upload or drop files here.

If you have added staff to the note who do NOT already have access to the
associated pastoral record, a popup message appears. Click OK to give the
additional users access to the main pastoral record too.

Message from webpage “

The staff below needs visibility over the pastoral Record. They will be
9 added to this pastoral Record. Are you sure you wish to proceed?

BAKER, Molly B

WRIGHT, Diana
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Maintaining Pastoral
Records

This chapter discusses the following:

About Maintaining Pastoral Records ... ... . ... ...
Viewing Pastoral Records ....... ... ... . ... ... ...
Viewing Pastoral Record Notes ... ... ... ... ... .........
Editing Pastoral Records ... .. ...
Editing Pastoral Record Notes ........... .. .. ...
Marking Pastoral Record Actions '‘Complete’ ... ... . ... ...
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About Maintaining Pastoral Records

The Pastoral Management module can be used to view, delete and make amendments and

additions to pastoral records. This includes being able to add and amend pastoral record notes and
actions and mark actions 'complete’.

For details see:

»
»
»
»
»

"Viewing Pastoral Records" below.

"Viewing Pastoral Record Notes" on page 29.

"Editing Pastoral Records" on page 30.

"Editing Pastoral Record Notes" on page 31.

"Marking Pastoral Record Actions 'Complete' on page 33.

The options you see depend upon the permissions set by your System Administrator.

Staff access to pastoral records can be limited to protect pupil confidentiality. Records are
normally available to the person who created them, staff linked to the record's category and
Pastoral Management Administrators.

[GB

For more information about categories, see 3sysACADEMIC Online Help or the
3sysACADEMIC Pastoral Management Setup Guide.

Viewing Pastoral Records
HOW TO VIEW A PASTORAL RECORD

1.

26

Find the pastoral record that you would like to view via the Pastoral Management
Dashboard OR the Pastoral Record Search screen:

” The Pastoral Management Dashboard.
More details...
a. GotoPastoral / Behaviour > Pastoral Management > Dashboard.

Your Pastoral Management Dashboard screen appears, listing actions
you are due to complete and recently added records that you can access.

{cApemic# Pastoral Management Search Q| ( The Camelot School v | | Academ2018/2019_ - 2020 ~ Supenvisor~ ) B P 4

O > DO ©ractonl/ehaviour | Pastoral Management. Dashboard

b. (Optional) Use the Page icons beneath a grid to navigate between pages of
records.



®
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» The Pastoral Record Search screen.
More details...
a. Do ONE of the following:
» Goto Pastoral / Behaviour > Pastoral Management > Search.
» Goto Pastoral / Behaviour > Pastoral Management > Dashboard
and click Search More Pastoral Records in the bottom right-hand
corner of the Pastoral Management Dashboard screen.
The Pastoral Record Search screen appears.
Acapemic s Pastoral Record Search Search Q| The Camelot School v | Academic Year 2015 - 2020 v Supervisor v 2?4
oy oo Pastoral Record Search
a .
= Pupil name(s): Form: Reason(s):
& Action required by date: Date: ;- 2} Select pupil type: | Al v
2 Search logged ms;:gem‘\‘;: - m m
v Actions l:lnr:nd Pupil name(s) Form Reason(s) Heading Raised by Status Adl'ﬁ"d Date Last modified by
Qé#m A880TT, Thomas James @ @) Form 5B | In School Incidents | Racist Language STRINGER, Robert | Open 12/02/2020 ;Z’l;[:n"mz”'sm""cﬁ'
asu@ =0 PO SA | Counseing ssues | Anviety ssues BaKER, Molly s | Open 2 | souznz D302/2020, STRINGER,
00 r
Qs : g 00 %i:: 10 schol Tcidets | OB ORET goan wtoic | open 2 2eosrons LY/11/2019, STRINGER,
o o
page size: [ [EE] EE] R EER]  mecordo):

b. Enteryour search criteria in one or more of the fields at the top of the screen
OR select a saved search using the Search drop list.

To begin a completely new search, click Clear. To search on more

than one criterion, complete multiple fields before clicking Search
OR do successive searches WITHOUT clicking Clear. This
means you gradually narrow down the list of results.

c. (Optional) To save the search criteria and re-run the same search in the
future, click Save, enter a name for the search in the popup that appears and

click Yes.

Tore-use a saved search, select it using the Search drop list.

d. Click Search. Your results populate the grid.

CHAPTER 3| 3sysACADEMIC Pastoral Management User Guide
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Click [2] next to the record you would like to see in more detail.
The relevant View a Pastoral Record screen appears.

£ View a Pastoral Record a B

> L) 13 pastoral / Behaviour | Pastoral Mana Pastoral Record Search ~ View a Pastoral Record

(e o

Pupil name(s): | ABBOTT, Isabel

Record reason(s): | Counselling Issu...
Staff Name: | BAKER, Molly B
Date/Time: | 31/01/2020 15:29
Category: | Confidential
Show alert against pupil: [#
Status: | Open
Heading: | Anxiety Issues

Overview: | Izzy has stated that she's feeling extremely anxious about her forthcoming exams.

Record visible to all
staff:

Record visible to specific | % Form Tutor % Head of Boar % Head of Year STRINGER, Rob
staff:

GIRFEC forms:

Documents:

[ -]

(Optional) Do ONE of the following:

” Click Edit to amend the record. For more details, see "Editing Pastoral Records" on

page 30.

» Click Delete to go to the Delete a Pastoral Record screen and remove the record

from the system.

» Click [%]to generate an audit file for the record. For details, see "About Pastoral

Record Reporting and Auditing" on page 72.

» Click |#/to open a Print dialog. Select a printer and click Print to print the record.
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Viewing Pastoral Record Notes
HOW TO VIEW A PASTORAL RECORD NOTE

1. Find the record to which the note is attached via either the Pastoral Management
Dashboard OR the Pastoral Record Search screen.

@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on
page 26.

2. Click [2] next to the relevant record.

The appropriate View a Pastoral Record screen appears.
3. Find the note you would like to view.

More details...

a. Scroll down the screen to the Notes section.

Notes

Pupil v Child protection ~ Child protection v
names: concern form 1: concern form 2:

m @ Wellbeing concarn v| Wellbeing concem v

form 1: form 2:

b. Enter your search criteria in one or more of the fields. You can search by:

Pupil name Type all or part of the pupil's name into this
field OR click [+ | to select from the drop list.
Click on your choice in the list that appears.

Child protection concern form  (Scottish Schools Only) Use a drop list to
1/ Child protection concern select a GIRFEC form to search by.
form 2 / Wellbeing concern

form 1/ Wellbeing concern

form 2

To begin a completely new search, click Clear. To search on more than
one criteria, complete multiple fields before clicking Search OR do
successive searches WITHOUT clicking Clear. This means you gradually
narrow down the list of results.

c. Click Search. The results appear in full below the Notes section.

d. (Optional) Click Sort Ascending or Sort Descending to list the notes
chronologically in either ascending or descending order.

Pupil v Child protection v Child protection v
o concern form

ne: ncern form 1: o form 2:

Wellbeing concern ~ | Wellbeing concern v
form 1: form 2:

e

+ Absence Arrangements

STRINGER, Robert {30 June 2016)

Category:
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4. Do ONE of the following:
» Click Clear to remove the current search criteria and undertake a new search.

» Click Editto amend the record. For more details, see "Editing Pastoral Records"
below or "Editing Pastoral Record Notes" on the facing page.

” Click Delete to go to the Delete a Pastoral Record screen and remove the record
from the system.

»  Click |%| to generate an audit file for the record. For details, see "About Pastoral
Record Reporting and Auditing" on page 72.

» Click |£/to open a Print dialog. Select a printer and click Print to print the record.

Editing Pastoral Records
HOW TO EDIT A PASTORAL RECORD

1. Find the pastoral record that you would like to edit via the Pastoral Management
Dashboard OR the Pastoral Record Search screen.

[@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on
page 26.

}

2. Click |[#] next to the record you would like to edit.
The relevant Edit a Pastoral Record screen appears.

i Edit a Pastoral Record a B & 207
» L ®rrastoral/ Behaviour  Pastoral Management | Dashboard  Edit a Pastoral Record =1
B e
Pupil nametsjil ASLETT. Fletcher % a
Record \eason(s)ll Relacation x a
Slaffnama:l STRINGER, Robert a
DatE.r’Tlmal 1g/o1/20106 @ w: 3@

Category: | Medium Priority bl

Show alert against [7]
pupil:

status:l Open v
Headmgil Mew Pugil
Overview: | [ Fletcher joins us from another school. Although a positive
and happy child, he may need additional support vhile

settling in. Staff should keep an eye on him in the first
weeks here.

Make this record 7]
visible to all staff:

Documents: [:RESS

Click "Browise" to select files for upload or drop files here.

Notes

Pupil | ASLETT. Fletcher v | Child protection concern v|  Child protection concern v
name: form 1: form 2:

[ ] seern | e e T — 5
1: 2:

3. Make your changes, as required.

4. (Optional) Edit the pastoral record's note(s), if required. For details, see "Editing Pastoral
Record Notes" on the facing page.

5. Click Save.
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Editing Pastoral Record Notes
HOW TO EDIT A PASTORAL RECORD NOTE

1. Find the pastoral record to which the note is attached via the Pastoral Management

Dashboard OR the Pastoral Record Search screen.

@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on

page 26.

2. Click#]| next to the relevant record.
The appropriate Edit a Pastoral Record screen appears.

a B &

“ Edit a Pastoral Record

> L1 @ pastoral / Behaviour  Pastoral Management  Dashboard  Edit a Pastoral Record

with pupils who ara having p of an social, or nature.

Pupil nan\E(SJ:I DAVIS, Steven X DAVIS, Laura x
Record reason(s): I Parents/Guardia... %
Staff name: I STRINGER, Robert
Dale/‘ﬁme:l 30/08/2016 |00 10)* 7 0@
Category: | High Priority
Show alert against pupil: [
Slatus:l Open

Heading: I Davis Divorce
details attached.

Make this record visible to all staff: [

Click 'Browse' to select files for upload or drop files here.

Latter from Mr and Mrs
Oavis_30-06-2016 dacx
30/06/2016 ®

MNotes
Pupil v Child protection v Child protection
e e e e Er
m m m Wellbeing concern v| Wellbeing concam
ik s

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work
vocati i i

Overview: I Steven and Laura's mather has contacted the school to inform us that she and Mr. Davis are
divorcing. Both children will need counselling and other support during this difficult time. Further

a 02
(4]

3. Find the note you would like to amend.

Pastoral Record Notes" on page 29.

|\

f@ If you are unsure how to find a pastoral record note, see step 3 of "Viewing

4. Click Edit next to the heading of the note you would like to amend.
5. Make your changes, as required.

CHAPTER 3| 3sysACADEMIC Pastoral Management User Guide
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6. Click Save.

(@

If you have added staff to the note who do NOT already have access to the

associated pastoral record, a popup message appears. Click OK to give the
additional users access to the main pastoral record too.

Message from webpage

e The staff below needs visibility over the pastoral Record, They will be

added to this pastoral Record. Are you sure you wish to proceed?
BAKER, Molly B

WRIGHT, Diana
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Marking Pastoral Record Actions 'Complete’
HOW TO MARK A PASTORAL RECORD ACTION 'COMPLETE'

1. Access the record to which the action / note is attached via the Pastoral Management

Dashboard OR the Pastoral Record Search screen.

@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on

page 26.

2. Click#]| next to the relevant record.
The Edit a Pastoral Record screen appears.

> L1 @ pastoral / Behaviour  Pastoral Management  Dashboard  Edit a Pastoral Record

with pupils who ara having p of an social,
=

Pupil nan\E(SJ:I DAVIS, Steven X DAVIS, Laura x

or natura.

Record reason(s): I Parants/Guardia... 3%
Staff name: I STRINGER, Robert
Dale/‘ﬁme:l 30/08/2016 |00 10)* 7 0@
Category: | High Priority
Show alert against pupil: [
Slatus:l Open

Heading: I Davis Divorce

Qverview: I Steven and Laura's mother has contacted the school to inform us that she and Mr. Davis are

details attached.

Make this record visible to all staff: [

Click 'Browse' to select files for upload or drop files here.

Latter from Mr and Mrs
Oavis_30-06-2016 dacx
30/06/2016 ®

MNotes
Pupil v Child protection v Child protection
e e e e Er
m m m Wellbeing concern v| Wellbeing concam

form 1: form 2:

# Edit a Pastoral Record a B M s 20

Pastoral Management records are created to reoord detalls ofarw pastoral sllppnrl nrmmled to a pupil. Pastoral care involves work

divorcing. Both children will need counselling and other support during this difficult time. Further

3. Find the note to which the action relates.

Pastoral Record Notes" on page 29.

|\

f@ If you are unsure how to find a pastoral record note, see step 3 of "Viewing

CHAPTER 3| 3sysACADEMIC Pastoral Management User Guide
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4. Alongside the relevant note's header, click Mark as Complete in the top, right-hand comer.

Ab e Arr

9

Action By: 30 June 2016

5

|| STRINGER, Robert (20 June 2016)

Category: High Priority

Mote: Mrand Mrs Davis wish to remove Steven and Laura from school for a few days next week.

Arrangements should be made so that this does not impact their studies,

Pupil name(s): DAVIS, Laura

DAVIS, Steven

Action Summary: Ensure Catch Up Sessions for Steven and Laura Arranged

Action Mote: This has been done and all subject areas covered.

Action By: STRINGER, Robert

Note Visible to Specific Staff: ANDREWS, Elllie 1

BINNS, Elise
BRYANT, Melanie

The Mark as Complete dialog appears.

| Mark as Complete

Do you wish to amend the Action Notes before you complete this Action?

e

= I

5. Add a note in the empty field and click Yes.

34

The record is updated and [v] appears next to the note's heading.

Ab sence Arrangements

STRINGER, Robert (22 July 2016)

Category: High Priority

Mote: Mr, and Mrs. Davis wish to remove Steven and Laura from school for a few days next wesk.
Arrangements should be made so that this does not impact their studies.

Pupil Name(s): DAVIS, Laura

DAVIS, Steven

Action Summary: Ensure Catch Up Sessions for Steven and Laura Arranged

Action Note: This has been done and all subject zreas covered.

Note Visible to Specific Staff: ANDREWS, Elllie 1

BINNS, Elise

BRYANT, Melanis
HILTOM, Jchn

MULLINS, Melvyn Andrew
ROBINSON, Peter
STRINGER, Robert
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This chapter discusses the following:
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About Maintaining GIRFEC Forms

GIRFEC forms can be edited, viewed and printed by staff at Scottish schools with the required
permission settings.

For more information about GIRFEC tools in the Pastoral Management module, see
"About GIRFEC" on page 13.

Editing, Viewing and Printing GIRFEC Forms (Scottish Schools
Only)

HOW TO EDIT, VIEW OR PRINT A GIRFEC FORM (SCOTTISH SCHOOLS ONLY)

1. Find the pastoral record to which the GIRFEC form is attached via the Pastoral
Management Dashboard OR the Pastoral Record Search screen.

» The Pastoral Management Dashboard.
More details...
a. Goto Pastoral / Behaviour > Pastoral Management > Dashboard.

Your Pastoral Management Dashboard screen appears, listing actions
you are due to complete and recently added records that you can access.

crpemic# Pastoral Management Search Q| [ The Camelot School v | | Academ2018/2019. - 2020 v Supervisorv | B P &

b. (Optional) Use the Page icons beneath a grid to navigate between pages of
records.
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» The Pastoral Record Search screen.
More details...
a. Do ONE of the following:
» Goto Pastoral / Behaviour > Pastoral Management > Search.
» Goto Pastoral / Behaviour > Pastoral Management > Dashboard
and click Search More Pastoral Records in the bottom right-hand
corner of the Pastoral Management Dashboard screen.
The Pastoral Record Search screen appears.
Acapemic s Pastoral Record Search Search Q| The Camelot School v | Academic Year 2015 - 2020 v Supervisor v 2?4
oy oo Pastoral Record Search
a .
= Pupil name(s): Form: Reason(s):
& Action required by date: Date: ;- 2} Select pupil type: | Al v
2 Search logged ms;:gem‘\‘;: - m m
v Actions l:lnr:nd Pupil name(s) Form Reason(s) Heading Raised by Status Adl'ﬁ"d Date Last modified by
Qé#m A880TT, Thomas James @ @) Form 5B | In School Incidents | Racist Language STRINGER, Robert | Open 12/02/2020 ;Z’l;[:n"mz”'sm""cﬁ'
asu@ =0 PO SA | Counseing ssues | Anviety ssues BaKER, Molly s | Open 2 | souznz D302/2020, STRINGER,
00 r
Qs : g 00 %i:: 10 schol Tcidets | OB ORET goan wtoic | open 2 2eosrons LY/11/2019, STRINGER,
o o
page size: [ [EE] EE] R EER]  mecordo):

b. Enteryour search criteria in one or more of the fields at the top of the screen
OR select a saved search using the Search drop list.

To begin a completely new search, click Clear. To search on more

than one criterion, complete multiple fields before clicking Search
OR do successive searches WITHOUT clicking Clear. This
means you gradually narrow down the list of results.

c. (Optional) To save the search criteria and re-run the same search in the
future, click Save, enter a name for the search in the popup that appears and

click Yes.

Tore-use a saved search, select it using the Search drop list.

d. Click Search. Your results populate the grid.
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2. Click |#I next to the relevant record. The required View a Pastoral Record screen appears.

>

L0 @ pastoral

Pupil name(s):
Record reason(s):

Staff Name:

Date/Time:

Category:

Show alert against pupil:
Status:

Heading:

Behaviour | Pa

i View a Pastoral Record

storsl Management  Pastoral Record Search  View a Pastoral Record

DUNCAN, Kathe
Antisocial Behav
STRINGER, Robert
24/02/2020 12:48
Critical

*

Open

Unusual Behaviour

a B M

a A

2?4

&

=

Overview: |Kat has begun to behave strangely, becoming withdrawn over the past few weeks.

extremely out of character. Nesds investigating.

. This has been reported by a number of staff and is

Record visible to all staff:

ANDREWS, Elllie J
ORLAND, Susan...

Record visible to specific % Form Tutor

staff:

% Head of Acad % Head of Boar.. | % Head of Year HEYWOOD, Colin

GIRFEC forms: + Child protection concern form 1 + Wellbeing concern form 1

+ Child protection cancern form 2 + Wellbeing concern form 2

Documents:

3. Click on the name of the GIRFEC form you would like to view.

The text expands to show a list of pupils that forms have been completed for.

GIRFEC forms:

= Child protection concern form 1 » Wellbeing concern form 1

+ DUNCAN, Katherine * Wellbeing concern form 2

+ Child protection concern form 2

4. Click onthe name of the relevant pupil.
The text expands to show a list of forms completed about this pupil.

GIRFEC forms:

* Child protection concern form 1 * Wellbeing concern form 1

~* DUNCAN, Katherine * Wellbeing concern form 2

# &= Q CPC1 Version 1 09/01/2018 16:17

» Child protection concern form 2
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5. Do ONE of the following:
» Toamend aform:

a. Click |#| next toit. The relevant form appears.
b. Make your changes.
c. Click Save.

» To print aform:
a. Click 2] next to the form. A print friendly version of the form appears.
The Print dialog opens.
b. Select the relevant printer and click Print.
» Toview aform:

a. Click[2]next toit. The relevant form appears.

b. When you have finished viewing the record, click Cancel to go to the record's
Edit a Pastoral Record screen.
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About Deleting Pastoral Records

There are two ways of deleting pastoral records and notes (including actions). Depending upon
profile permissions, users are able to 'soft' delete and / or 'hard' delete records / notes. Any user
with relevant access levels can 'soft' delete, meaning that the record's status changes to 'deleted’
or that a note's status changes to 'Deleted Notes/Actions'. Only those with Pastoral Management
Administrator access can 'hard' delete records / notes, meaning that they are removed from the
system. Pastoral Management Administrators can also undo soft deletes to reinstate records /
notes. Soft deleted notes cannot be amended and can only be seen by Pastoral Management
Administrators.

As well as being able to permanently delete records / notes that have been soft deleted by
colleagues, System Administrators and Pastoral Management Administrators can also delete
pastoral management records in bulk using the Bulk Deletion of Pastoral Records function. This
enables schools to remove obsolete records that are no longer required for legislative reasons and
to help meet organisations' GDPR responsibilities.

For more information, see:

» "Soft Deleting Pastoral Records" on the facing page.

» "Undoing Soft Deletes" on page 45.

» "Hard Deleting Pastoral Records" on page 46.

» "Soft Deleting Pastoral Management Record Notes" on page 49.
» "Hard Deleting Pastoral Management Record Notes" on page 51.
» "Deleting Pastoral Records in Bulk" on page 53.
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Soft Deleting Pastoral Records
HOW TO SOFT DELETE A PASTORAL RECORD

1. Find the pastoral record that you would like to delete via the Pastoral Management
Dashboard OR the Pastoral Record Search screen.

:@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on
page 26.

2. Inthe Actions column, click [ next to the record you would like to delete.

Actions Unread  Pupil name(s) Form  Reason(s) Heading Raised by Status  Action  Date Last modified by
Changes required
Q& Form 5B | 1n school Incidents | Racist Language STRINGER, Robert | Gpen 12/02/2020 ;;/]“;/2”2”' STRINGER,
Qo Form 8A | o nselling Issues | Anxicty Issues BAKER, Molly B Open 2 31/01/2020 Ez{,nz/znzn, SIRINCEE )
Form
114
Form
Q & @ 1A In School Tncidents  CONIct with other BRYANT, Melanie | Open @ 24/08/2019  11/11/2019, STRINGER,
Form pupils Robe

11A
Form
11A

page size: [ [ BB ) Recordts):

[ @ The options you see depend upon the permissions set by your System
Administrator.

.

The relevant Delete a Pastoral Record screen appears.

i Delete a Pastoral Record a B M & A ?2a

> D)« pastoral / Behaviour  Pastoral Management  Pastoral Record Search  Delete a Pastoral Record £

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work with pupils who
i i nature.

are having problems of an sacial,

Pupil name(s): [ASHFIELD, Gem

Record |In School Incide... | Other
reason(s):

Staff Name: | STRINGER, Robert
Date/Time: | 24/02/2020 14:27
Category: | Injury / Hliness

Show alert ¥
against pupil:

Status: | Open
Heading: | Mobility Support

Overview: | Gemma has broken her leg and will nesd suppart and consideration to allow her to
mave around site.

Record visible to ¥
all staff:

GIRFEC forms:

Documents:

Notes

No notes available. Either no notes have been added or you do not have permission to view them.
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3. Click Delete. The Delete Pastoral Record popup appears.

4.

Delete Pastoral Record x

Are you sure you wish to delete this Pastoral Record and all
its associated notes and attachments?

(Contains 0 notes)

IEI! !'.- ____,./f,;

If you are sure that you would like to delete this record, click Delete.

The Pastoral Record Search screen appears with the record removed from the grid. The

record's status is changed to 'Deleted’ for all non-administrative users.

-

click Undo. (This option is removed once you have navigated away from the
screen.)

If you are a Pastoral Management Administrator, an undo option appears above
the grid immediately after you have soft deleted a record. To undo the soft delete,

Search logged in Academic -
Year only:

m Pastorzal Record deleted |
Actions Unread Changes Pupil name(s)

Q & @O DUMCAN, Katherine

Q f ﬁ ABBOTT, Thamas James

Action reguired: v Action required by staff:
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Undoing Soft Deletes

HOW TO UNDO A SOFT DELETE

Only Pastoral Management Administrators can search for and undo pastoral record soft
deletions once the Undo button is no longer available on the Pastoral Record Search
screen.

1. GotoPastoral / Behaviour > Pastoral Management > Search.
The Pastoral Record Search screen appears.

AcaDEMIC# Pastoral Record Search Search Q | | The Camelot School ~ | | Academic Year 2019 - 2020 + Supervisor~ | . ? &
L0 % O < pastoral / Behaviour = Pastoral Management = Pastoral Record Search
a
Search v
>
Pupil name(s) Form Reason(s):
m Heading: Raised by: Status: v
Category: v Year Group: Group Tutor:
=
Section: Action required: v Action required by staff:
&8 Action required by date & - Date e - Select pupil type: Al v
Search logged in Academic
s St @ Bl BEE

“ a1
o Actions Unread  Pupil name(s) Form  Reason(s) Heading Raised by Status  Action  Date Last modified by
Changes required
Qs Form 5B In School Incidents | Racist Language STRINGER, Robert  Open 12/02/2020  L/02/2020, STRINGER,
[ FOrM BA | Counseling Issues | Ansisty Issues BAKER, Molly B Open @ ay/01/2020 002/2020, STRINGER,
Form
114
- Form
FARRELL, Eden (2]
Qe 1A In School Incidents | COnflict with other | govuyr Melanie | Open v 24/09/2018 ;:/nmmg, STRINGER,

BURCH

Rebeces 000 = pupiz
oA, callm o o

page size: [ (] B EA B Recordts:

2. From the Status drop list, select 'Deleted' to display those pastoral management records
that have been soft deleted. Click Search.

Search: v
Pupil namefs): Form: Reason(s):
Heading: Raised by: Status: | Deleted v
Category: v Year Group: Group Tutor:
Section: Action required: v | Action required by staff:
Action required by dats S & Date. & =] Selact pupil type: | All v
Search logged in Academic o [ ceorch | ciear [ v ] oo |
Year only: @

The screen refreshes to show a list of records that have been soft deleted.

Actions Unread Pupil name(s) Form  Reason(s) Heading Raised by Status Action  Deleted  Last modified by
Changes required  Date

ABBOTT, Thomas T /02/! ) .
Qm ©  fomse mscheoiincidents  Racstisngusge  STRINGER, Robert | (Deleted ¥) 24/02/2020  1H/0%/2020, STRINGER,

James Rabert
Qo DUNCAN, Katherine Form 5A | Antisocial Behaviour | Unusual Behaviour STRINGER, Robert | (Deleted ¥ 24/02/2020 | 24/02/2020, STRINGER.
Robert
AS Gemma Form  InSchool Incidents, P 24/02/2020, STRINGER,
- g ) (Delstzd ¥) 02/
Qm i 00 i L Mobility Support  STRINGER, Robert | (Dele 24/02/2020 2402

sage size: (G| I BB EEY recordts):

3. (Optional) Use the Deleted Date fields that appear to select when the records were soft
deleted and click Search.
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4. Inthe Status column, select 'Restore’ using the drop list next to the record that you would
like to reinstate. The Restore popup appears.

Restore 4

Are you sure you want to restore this record?

s

5. Read the message and, if you are happy to restore the record, click Restore.
The record is now reinstated and will appear in relevant Pastoral Management module grids.

Hard Deleting Pastoral Records
HOW TO HARD DELETE A PASTORAL RECORD

Only Pastoral Management Administrators can search for and delete pastoral records
that have been soft deleted.

1. GotoPastoral / Behaviour > Pastoral Management > Search.
The Pastoral Record Search screen appears.

AcADemic: Pastoral Record Search Search Q | | The Camelot School » | | Academic Year 2019 - 2020 ~ supervisor~ M ? 4
DO ) [ < rastoral / Behaviour  Pastoral Management  Pastoral Record Search
a
Search v
<
Pupil name(s): Form: Reason{s):
o Heading: Raised by: Status: v
Category: v Year Group: Group Tutor:
=
Section Action required v Action required by staff:
L Action required by date: & - & Date: - - e Select pupil type: | All v
o e T
— Add
v Actions Unread  Pupil name(s) Form  Reason(s) Heading Raised by Status  Action  Date Last modified by
changes required
Qs 4BBOTT, Thomas James @ () Form SB 1n school Incidents | Racist Language STRINGER, Robert Open 12/02/2020 ;x“/m“' STRINGER,
Qs AREOTEI *n 0 Form 8A | - ncelling Issues | Anxiety Issues BaKeR, Molly & Open @ 31/01/2020 | $3/02/2020, STRINGER,
B . . Form
ASHFIELD, Gemma Frances
emma Frances Q@ o
. Form
FARRELL, Eden (2]
Qém ;D‘:n 1n School Incidents ;S:R‘:‘ with other BRYANT, Melanie  Open v 24/09/2019 ;;g”/z”‘g' STRINGER,
BURCHER, Rebecc
ebeccs 000 77
. Form
DAVIS, Ca
o o 114

page size: [ [ B EA B recoratsn:
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From the Status drop list, select 'Deleted' to display those pastoral management records

that have been soft deleted. Click Search.

Search: v
Bupil namefs) Form Reason(s)

Heading Raised by Status: | Deleted v
Categery: v Year Group: Group Tuter:
Section: Action required v Action required by staff:

Action required by date: 8- ] Date: = Select pupil typs: | All v

e

The screen refreshes to show a list of records that have been soft deleted.

page size: 5| [E) B B B recordis):

Actions | Unread | Pupil names) Form | Reason(s) Heading Raised by Status Action  Deleted | Last modified by
Changes required  Date
EOTT. Thama —— 12/02/2020, STRINGER.
Qm = ©  fomse mnSchoolincidents | Racistlangusge  STRINGER, Robert | (Deletsd v) 24/02/2020 [0
Qm ouncan, katherine @) FormsA Antisocisl Behaviour  Unusuzl Behaviour  STRINGER, Robert | (Daleted ¥) 24/02/2020  24/02/2020, STRINGER.
., Gemma Form  In School Incidents T 24/02/2020, STRINGER,
g (Deletzd ¥) /02,
Qo 00 7 oo Mobility Support | STRINGER, Robert | (Dele 24022000 o

(Optional) Use the Deleted Date fields that appear to select when the records were soft

deleted and click Search.

In the Actions column, click | %] next to the record that you would like to permanently delete.

The relevant Delete a Pastoral Record screen appears.

# Delete a Pastoral Record a B & A 2?22

> L) <@ pastoral / Behaviour | Pastoral Management | Pastoral Record Search | Delete a Pastoral Record =,

Pastoral Management records are created to record details of any pastoral support provided to a pupil. Pastoral care involves work with pupils who are
having p of an i ional, social, ional or i nature.

This record has been soft deleted and cannot be modified.

Pupil name(s): | ASHFIELD, Gem...

Record |In School Incids.. | Other
reasan(s):

Staff Name: | STRINGER, Robert
Date/Time: | 24/02/2020 14:27
Category: | Injury / Hliness

Show alert #
against pupil:

Status: | Open
Heading: | Mobility Support

Overview: Gemma has broken her lag and will need support and consideration to allow her ta
move around site.

Record visible to @
all staff:

GIRFEC forms:

Documents:

CHAPTER 5| 3sysACADEMIC Pastoral Management User Guide
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5. Click Delete. The Delete Pastoral Record popup appears.

| Delete x |

Are you sure you wish to permanently delete this Pastoral Record
and all its associated notes and attachments? A permanent
deletion cannot be reinstated.

(Contains O note(s))

6. Read the message and, if you are happy to permanently delete the record, click Delete.

4

A Warning popup appears.

| Warning x |

Pastoral Record and all associated notes and attachments have
been permanently deleted.

7. Click OK. The Pastoral Search screen appears with the record removed from the grid.

4
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Soft Deleting Pastoral Management Record Notes
HOW TO SOFT DELETE A PASTORAL MANAGEMENT RECORD NOTE

1. Find the pastoral record that the note / action you would like to delete is linked to via the
Pastoral Management Dashboard OR the Pastoral Record Search screen.

@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on
page 26.

2. Inthe Actions column, click [#| next to the record that you would like to edit.
The relevant Edit a Pastoral Record screen appears.

3. Scroll down to the Notes section and click Edit next to the note that you would like to
amend / remove.

Transfer Complete

Mark as Complete

Action By: 31 lJanuary 2019 || PARSONS, Albert Trevor (22 January 2019)
Category: Low Priority

MNote: Andy has successfully transferred to the schogl. This file can
be closed.

Pupil name(s): MORGAN, Andrew
Action Summary: Close file.
Action Note: Close the file and archive it.
Action By: STRINGER, Robert

Note Visible to All |«
Staff:

GIRFEC forms:
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4. Click Delete at the bottom of the note.

Transfer Complete

Action By: 31 January 2019 || PARSONS, Albert Trevor (22 January 2015)
Category: | Low Priority el
Heading: I Transfer Complete

Maote: I Andy has successfully transferred to the school. This file can be
closed.

s
Pupil name(s): I MORGAM, Andrew 3 Q
1 Pupil{s)
Action required: #
Action summary: | Close file.
Action Note: I Close the file and archive it.
s
Action by date:l 21/01/2019 Mz |52 ©
Action hy:l STRINGER, Rob... % Q

Documents:

Click "Browse' to select files for upload or drop files here.

Make this note visible to @
all staff:

Save Cancel

A Warning popup appears.

Warning x

Are you sure you want to delete this note?

3

5
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5. Read the Warning popup and, if you are happy to proceed, click Delete.
The Notes section of the relevant View a Pastoral Record screen appears.

An Undo option appears above the grid immediately after you have soft deleted a
note. To undo the soft delete, click Undo. (This option disappears once you have
navigated away from the screen.)

Notes

Pupil | BURGESSAndrew P v Child protection v Child protection ~
name: concern form 1: concern form 2:

Wellbeing concern w Wellbeing concern ~
form 1: form 2:

| ot e st |
This note has been soft deleted and cannot be modified.

Recovery Complete
Action by: 25 February 2020 || STRINGER, Robert (24 February 2020)

Category: Injury/ Iliness

|\ J

Hard Deleting Pastoral Management Record Notes
HOW TO HARD DELETE A PASTORAL MANAGEMENT RECORD NOTE

Only Pastoral Management Administrators can search for and remove soft deleted
pastoral notes and records.

1. GotoPastoral / Behaviour > Pastoral Management > Search.
The Pastoral Record Search screen appears.

2. From the Status drop list, select 'Deleted Notes/Actions'.
3. (Optional) Enter additional search criteria, as required.
4. Click Search.
A list of pastoral management records that meet your search criteria appear in the grid.

5. Inthe Actions column, click [#| next to the record that you would like to amend.
The relevant Edit a Pastoral Record screen appears.
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6. Scroll down to the Notes section and find the soft deleted note.

This note has been soft deleted and cannot be modified.
Transfer Complete

Action By: 31 January 2019 || PARSONS, Albert Trevor (22 January 2019)
Category: Low Priority

Mote: Andy has successfully transferred to the school. This file can be
closed.

Pupil name(s): MORGAN, Andrew
Action Summary: Close file.
Action Note: Close the file and archive it.
Action By: STRINGER, Robert
Mote Visible to All Staff: |(#

GIRFEC forms:

7. Click Delete. A Delete popup appears.

Delete ®

Are you sure you wish to permanently delete this note? &4 permanent
deletion cannot be reinstated.

4

8. Read the popup and, if you are happy to permanently delete the note, click Delete.

D This action CANNOT be reversed.

The Edit a Pastoral Record screen appears and the note has been removed.
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Deleting Pastoral Records in Bulk
HOW TO DELETE PASTORAL RECORDS IN BULK

Only System Administrators and Pastoral Management Administrators have access to
this function.

1. GotoPastoral / Behaviour > Pastoral Management > Bulk Deletion.
The Bulk Deletion of Pastoral Records screen appears.

i Bulk Deletion of Pastoral Records a B© a 20?

) 0O <@ pastoral / Behaviour  Bulk Deletion of Pastoral Records

Pupil name: Date of birth before: ]
Form: Include past pupils: | Past only v
Status: | Closed v Last action before: =)
Record date before: ] Reason:  All v

Archived: | Yes v Remember this search: L)

pece | oo

(] Pupil name = Date of Birth Year Form Reason Category Heading Status

roge size: [ () EDER B ecorcs:

2. Use one or more of the search options at the top of the screen to find the records that you
would like to delete.

3. Click Search. Your results populate the grid.

# Bulk Deletion of Pastoral Records a B a 202

> [ @2 pastoral / Behaviour  Bulk Deletion of Pastoral Records

Pupil name: Date of birth before: 2}
Form: Include past pupils: | Al v
Status: | Closed v Last action before: 2]
Record date before: ® Reason: | All v
Archived: | Yes v Remember this search: [

=20

(| Pupil name « Date of Year Form Reason Category Heading  Status
Birth
[0 ADAMS, Lauren 5 04/01/2003 11 114 Tiness (Short Term)  Medium Priority  Miner Injury | Closed
[0 ADAMS, Sarah J 21/02/2002 07 074 Tiness (Short Term)  Low Priority Heavy Cold | Closed
ALLAN, Tom 02/10/1995 13 13
DAVIES, John 06/09/2008 O0OR 0OR Fighting at
[ ALTON, Benjamin 10/01/2008 01 014 Antisocial Behaviour  Critical Lugnchtﬁ'ﬁe Closed
BUR 3 14/11/2006 02 026
BE 07/02/2005 04 048
() ASLETT, Fletcher 29/10/2000 09 09A Relacation Critical New Pupil  Closed
[0 BATES, Karen Jane 30/11/1995 13 13 Relocation Medium Priority New Pupil  Closed

B00 s« AMBEEME o
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4. To select the records to delete, do ONE of the following:

” Toselect ALL of the records listed on the screen, tick the check box in the Pupil
name column header.

Only the records you can see on this page are selected, even in you have
several pages of results. This prevents accidental deletions from other
pages.

» To select specific records, tick the check box alongside the record(s) you would like
to delete.

# Bulk Deletion of Pastoral Records a B & 02

» L @ pastoral / Behaviour  Bulk Deletion of Pastoral Records

Pupil name: Date of birth before: ]
Form: Include past pupils: | All v
Status: | Closed v Last action before: =
Record date before: =] Reason: Al v
Archived: | Yes v Remember this search: |
[oeee e
upil name ~ Date of Year Form Reason Category Heading Status
Birth
[O]aaws, Lauren s 04/01/2003 11 11A Tiiness (Short Term) Medium Priority  Minor Injury | Closed
(] JADAMS, Sarah 1 21/02/2002 07 07A Iliness (Short Term) Low Prionty Heavy Cold  Closed
|l 02/10/1995 13 13
1ES, 06/09/2008 O0OR 00R Fighting at
[ jaLTOM, Benjamin 10/01/2008 01 01A Antisocial Behaviour Critical Lunchtime Closed
[BURTON, James 14/11/2006 02 028
BELL, Edward 07/02/2005 04 04B
[# |ASLETT, Fletcher 29/10/2000 09 094 Relocation Critical New Pupil Closed
[ [BATES, Karen Jane 30/11/1995 13 13 Relocation Medium Priority New Pupil Closed

B0 s~ DNEEE -

5. Click Delete.
A Warning popup appears.

| Warning x

A &re you sure you want to delete the selected 3 record(s) and

dﬂ associated notes?

Coc s
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6. Read the message and, if you would like to proceed, click OK.
A Warning popup appears.

| Warning x

i, The zelected record{z) will now be permanently deleted.
Are you sure you wish to continue?

4

7. Read the message and, if you are happy to proceed, click OK.
The selected records and their related notes / actions are permanently deleted.
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This chapter discusses the following:

About Transferof Ownership ... ... . ...
Transferring Ownership of Pastoral Management Records ..............

Transferring Ownership of Pastoral Management Record Actions

Adding Staff / Roles to Pastoral Records inBulk _.___.................._.
Removing Staff from Pastoral Records inBulk ...........................
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About Transfer of Ownership

3sysACADEMIC includes a Transfer of Ownership function, which enables you to:

» Reassign pastoral records and actions in bulk, swapping one name / role for another across
several records.

»  Add staff / roles to several records simultaneously.
» Remove staff from several records simultaneously.

This is a useful tool to use when there are staff changes or pupils change tutor groups, for example.
For more information, see:

» "Transferring Ownership of Pastoral Management Records" below.

» "Transferring Ownership of Pastoral Management Record Actions" on the facing page.
» "Adding Staff / Roles to Pastoral Records in Bulk" on page 61.

» "Removing Staff from Pastoral Records in Bulk" on page 62.

Transferring Ownership of Pastoral Management Records
HOW TO TRANSFER OWNERSHIP OF PASTORAL MANAGEMENT RECORDS

1. GotoPastoral / Behaviour > Pastoral Management > Transfer of Ownership.
The Transfer of Ownership screen appears.

AcapeMic Transfer of Ownership Search Q) ( The Camelot School ¥ Academic Year 2019 - 2020 ¥ supervisory L P A
0 > L0 pastoral/ Behavio Pastoral Management  Transfer of Ownership
a

Staff Name: Q Status: | All Reason (s): | Al
< Pupil name: e Year group:
by Form: Action required: | Transfer of Ownership Remember this search

© clear

=
e
a2 Actions [ Pupil name Year Form Reason(s) Category  Heading  Status 0§  pastoral el
il Digesueznmaﬂ Record(s):
L

2. Do ONE of the following to add the name of the current record owner to the Staff name
search field:

»  Begin typing the person's name in the Staff name field and select it from the list that
appears.

» Click [2]and use the Staff Search dialog.
3. (Optional) Use the other search options to find the relevant record(s).

"Year' refers to the form year. ]

4. Click Search.
A list of records and records with actions assigned to the member of staff appear in the grid.
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5. Tick the relevant Pupil name check box(es).

Actions | /] Pupil name Year Form Reason Category Heading Status © [ Re-assign

pastoral record to

+ KERR, Rebecca 10 104 Allegation of

Bull High Priority o/ 2
M cavenpisH, mary 11 11A uiiving 1O EIONt B ilying pen & Q
[/] ASLETT, Fletcher 09 09A Relocation Medium Priority Mew Pupil Open & Q
ADAMS, Sarah J 07 07A N -
™ ADAMS, L::ln 5 1 114 Relocation Low Priority Returned Pupils Open & Q

appears in the Reassign pastoral record to fields when a record has been selected but
the user has not specified to whom the record should be transferred.

6. (Optional) To transfer ALL the records to the SAME person, tick the Re-assign pastoral
record to check box.

'@' [+/] Re-assign pastoral record to

7. Inthe Re-assign pastoral record to column for each record, click [2] and use the Staff
Search dialog to find and select the record's new owner.

Actions [ ] Pupil name Year Form Reason Category Heading Status @ [] Re-assign
- pastoral record to

+ KERR, Rebecca 10 10A Allegation of

[} CAVENDISH,Mary 11 11A Bullying High Priority Bullying Open Q
[[] ASLETT, Fletcher 03 09A Relocation Medium Priority New Pupil Open Q
ADAMS, Sarah J o7 07A - N
e, R " o Relocation Low Priority  Returned Pupils | Open a

(m If you ticked the Re-assign pastoral record to check box in order to transfer all
the selected records to the same person, the first name you choose will populate
all the relevant Re-assign pastoral record to fields automatically.

.

8. Click Transfer.

The record(s) are transferred to the selected member(s) of staff and the relevant Pastoral
Management notifications are triggered.

Transferring Ownership of Pastoral Management Record
Actions

HOW TO TRANSFER OWNERSHIP OF PASTORAL MANAGEMENT RECORD ACTIONS

1. GotoPastoral / Behaviour > Pastoral Management > Transfer of Ownership.
The Transfer of Ownership screen appears.

AcapeMic# Transfer of Ownership Search Q) | The Camelot School v | | Academic Year 2019 - 2020 ¥ supervisorv | i P 4
0 > L0 pastoral/ Behavio Pastoral Management  Transfer of Ownership
a

Staff Name: Q Status: | All R Reason (s): | All
= Pupil name: e Year group:
& Form: Action required: | Transfer of Ownership v Remember this search: [

© Clear

- En

»
'E
&
H
©
o
N
H
7
g
3

i
H

Reason(s) Category  Heading  Status @ | Re-assign pastoral record to
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2. Do ONE of the following to add the name of the current record owner to the Staff name
search field:

» Begin typing the person's name in the Staff name field and select it from the list that
appears.

» Click [2]and use the Staff Search dialog.
3. (Optional) Use the other search options to find the relevant record(s).

[@ "Year' refers to the form year. ]

4. Click Search.
A list of records and records with actions assigned to the member of staff appear in the grid.

5. Inthe Actions column, click [+]to expand the record details and show a list of actions.

Actions ] Pupil name Year Form Reason Category Heading Status © [ Re-assign
- pastoral record to

+ ] KERR, Rebecca 10 104 Allegation of

Bullyi High Priorit [o]
O cavenprss, mary 11 11A ullving 1N Bront  Bilying nen Q
[] ASLETT, Fletcher 09 09A Relocation Medium Priority Mew Pupil Open Q
ADAMS, Sarah J 07 07A - N .
O :\D:\HS L:lll en s 11 114 Relocation Low Priority Returned Pupils Open Q

6. (Optional) To transfer ALL the actions allocated to the relevant member of staff for this
Pastoral Management record to the SAME person, tick the Re-assign Pastoral action to
check box.

Only the staff name displayed in the search will be reassigned to the selection.
Any other names listed in the Re-assign pastoral action to column will NOT be
reassigned.

-

Actions [ ] Pupil name Year Form Reason Category Heading Status © [ Re-assign
o pastoral record to
KERR, Rebecea 10 104 Allegation of

- U GavENDISH, Mary 11 114 Bullying High Priority

Action Action TGy @ [ Re-assign

Pupil name Year Form Action category heading | summa - pastoral action to

Interview Interview

CAVENDISH,Mary 11 11A High Priority Mary Mary

STRINGER, Rob. Q

7. Inthe Re-assign pastoral record action to column for each record, click [2]and use the
Staff Search dialog to find and select the record's new owner.

@ If you ticked the Re-assign pastoral action to check box in order to transfer all
the selected records to the same person, the first name you choose will populate
all the relevant Re-assign pastoral record to fields automatically.

8. Click Transfer.

The action(s) are transferred to the selected member(s) of staff and the relevant Pastoral
Management notifications are triggered.
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Adding Staff / Roles to Pastoral Records in Bulk
HOW TO ADD STAFF / ROLES TO PASTORAL RECORDS IN BULK

1. GotoPastoral / Behaviour > Pastoral Management > Transfer of Ownership.
The Transfer of Ownership screen appears.
2. Use the Action required drop list to select 'Add Visibility'.

# Transfer of Ownership a B A & A 24

> 0] @ pastoral / Behaviour  Pastoral Management  Transfer of Ownership

Staff Name: Qa Status: | All v

Reason(s): | All v Pupil name:

Form:

Remembar this search: @@m

Actions || Pupil name = Year Form Reason(s) Catagory Heading Status @ [ Re-assign pastoral

rrrrr d to

Page sue:BmEE Record(s):

3. Use one or more of the search options at the top of the screen to find the record(s) that you
would like to add a member of staff / role to.

4. Click Search. Your search results appear in the grid.
5. Toselect the relevant records, do ONE of the following:

» Toselect ALL of the records / notes / actions listed on this screen, tick the check box
in the Pupil name column header.

» To select specific records / notes / actions, tick the check box alongside the relevant
records.

To expand the record details and show a list of associated actions, in the Actions
column, click [,

\

When one or more records are selected, the Add Visibility button becomes live.

Add Visibility | Cancel

Actions ¥/ Pupil name Year Form Reason Category Heading Status

@ [ Re-assign
pastoral record to

Return

@ MCKENNA, Cecilia 02 028 Tliness (Short Term) | Low Priority following Flu

Open

6. Click Add Visibility. The Staff Search dialog appears.

7. Use the Staff Search dialog to find the member of staff / role that you would like to add to
the selected records.

8. Click onthe person's name/ the role.

The Transfer of Ownership screen reappears and the relevant staff can now see the
selected records. If enabled, a pastoral notification appears confirming the changes.

Pastoral Record

Changes saved successfully

CHAPTER 6| 3sysACADEMIC Pastoral Management User Guide 61



3sys® H

ACADEMIC &

Removing Staff from Pastoral Records in Bulk
HOW TO REMOVE STAFF FROM PASTORAL RECORDS IN BULK

1. Goto Pastoral / Behaviour > Pastoral Management > Transfer of Ownership.
The Transfer of Ownership screen appears.

AcapeMic Transfer of Ownership Search Q| | The Camelot School ¥ | | Academic Year 2019 - 2020 v Supervisorv | L P A
0O > L ©rastorsl/ Behavio Pastoral Management  Transfer of Ownership
a

Staff Name: a Stat All R () | Al
= Pupil name: e Year group
= Farm: Action required: | Tra f Ownership Remember thi h

= En

-
N Actions [ Pupil name Year Form Reason(s) Category  Heading  Status 0 § Reassign pastoral record to
Lt race size: [ [ B ) Record(s):
L

2. Tofind records associated with the relevant member of staff, do one of the following:

» Begin typing the person's name in the Staff name field and select it from the list that
appears.

» Click Q alongside the Staff name field and use the Staff Search dialog to find the
relevant name.

3. Usethe Action required drop list to select 'Remove Visibility'.

4. (Optional) Use one or more of the remaining search options at the top of the screen to find
specific record(s) that you would like to remove the member of staff / role from.

5. Click Search.
Your search results appear in the grid.
6. To select the relevant records, do ONE of the following:

» Toselect ALL of the records / notes / actions listed on this screen, tick the check box
in the Pupil name column header.

” To select specific records / notes / actions, tick the check box alongside the relevant
record(s).

To expand the record details and show a list of associated actions, in the Actions
column, click [,
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When one or more records are selected, the Remove Visibility button becomes live.

i Transfer of Ownership a @ & 202
> 00 @ pastoral / Behaviour  Transfer of Ownership
Staff name: ANDREWS, Elllie 1 Q Status: | all v
Reason: | All v Pupil name:
Year: Year group:
Form: Action required: | Remove Visibility v

Remember this search: || mm
Remave Visibility | Cancel

Actions (¥ Pupil name = Year Form Reason Category  Heading Status @ [ Re-assign
pastoral record to

Grandmother

ASHFIELD, G
+ 7l ;‘;NCE, smma 08 094 Bereavement High Priority has Passed  Open
: Away
@ LAWSON, Elizabeth 00R 00R Tliness (Long Term) Critical Diagnosed | o
= with Tliness

Fage Size: mam L0 Records:

7. Click Remove Visibility.

The member of staff is removed from the selected pastoral management records. If
enabled, a pastoral notification appears confirming the changes.

Pastoral Record

Changes saved successfully

i
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Archiving Pastoral
Records

This chapter discusses the following:

About Archiving Pastoral Records .. ... . . . ... 66
Archiving Pastoral Management Records ................................ 67
Restoring Archived Pastoral Management Records ..................._. 68
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About Archiving Pastoral Records

Pastoral records must be retained after they are resolved, meaning that the list of records on your
system can build up and become difficult to navigate. To address this issue, 3sysACADEMIC
enables Pastoral Management Administrators to archive records once the issues have been dealt
with.

When a pastoral record is archived, the following screens are also affected:
» Pastoral Management Dashboard - The record no longer appears on this screen.

» Pastoral Management Search screen - The record no longer appears in searches.
” Transfer of Ownership screen - The record no longer appears in searches.

» Pupils screen - If a coloured icon appeared alongside a pupil's name due to the pastoral
record's category, it is removed.

a ¢ - [aoio ALTON, Benjamin EI o Ben Form 1A

» Pupil Dashboard - The record is no longer listed on the pupil's Pastoral tab.

In addition, archived records do NOT appear on the Child Protection report and any pastoral alerts
triggered by the record that have been snoozed are cancelled. This prevents users receiving
notifications about records that they can no longer access.

If arecord is archived in error, it can be restored. It is then visible to users again. If arecord is
archived and restored, it is noted on the relevant audit log.

Pastoral Record/Note
Audit No. Heading Date Time User Area Section| History | Details
STRINGER, Pastoral
2 Broken Leq 10/10/2018 15:06:46 Robert Record Restor
STRINGER, Pastoral
1 Broken Leg 10/10/2018 15:05:37 Robert Record Archive

For details, see:

» "Archiving Pastoral Management Records" on the facing page.
» "Restoring Archived Pastoral Management Records" on page 68
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Archiving Pastoral Management Records
HOW TO ARCHIVE PASTORAL MANAGEMENT RECORDS

1. Goto Pastoral / Behaviour > Pastoral Management > Archive Pastoral Records.
The Archive Pastoral Records screen appears.

i Archive Pastoral Records a @ & 202
> O B pastoral / Behaviour  Archive Pastoral Records
Pupil name: Form:
Select pupil type: | 20l A Status: | all v
Last action before: i) Record date before: iz
Reason: | All v Action required: | Archive v
Remember this search: L) m
3
Actions [ | Pupil name Year Form G v Headi Status *
— CAVENDISH,Mary 11 11A . L Allegation of

Bull High P ; Closed

+ KERR, Rebecca 10 104 ang ah Pronity g liying ose

+ [J ASLETT, Fletcher 0s 054 Relocation Critical Mew Pupil Closed

+ [ ADAMS, Lauren 5 11 114 Uliness (Short Medium Priority Minor Injury Closed
Term})

+ [J BATES, Karen Jane 13 13 Relocation Medium Priority = Mew Pupil Closed

Return to
-+ [0 WATSON, Claire 08 08B Illness {Long Term)  High Priority School after  Closed
Injury
H H u n Page Size: m m ULl  Records:

2. (Optional) Use the search options above the grid to find the record(s) you would like to
archive.

3. Ensure that 'Archive' is selected using the Action required drop list. (This is selected by
default.)

4. Inthe Pupil name column, tick the check box alongside each record that you would like to
archive. (The Archive button becomes live once a record is selected.)

5. Click Archive. A Warning popup appears.

| Warning x |

ﬂ"ﬁ.re you sure you want to archive selected records/notes?

Coc P s

2

6. Read the warning and, if you are happy to proceed, click OK.
The record(s) are archived.
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Restoring Archived Pastoral Management Records
HOW TO RESTORE ARCHIVED PASTORAL MANAGEMENT RECORDS

1. GotoPastoral / Behaviour > Pastoral Management > Archive Pastoral Records.
The Archive Pastoral Records screen appears.

¢ Archive Pastoral Records a H a 20?

» D & pactoral / Behaviour  Archive Pastoral Records

Pupil name: Form:
Select pupil type: | all A Status: | all v
Last action before: 2] Record date before: 2]
Reason: Al v Action required: | Archive v

Remember this search: -/ m

Actions [ | Pupil name Year Form Reason Category Heading Status «
— CAVENDISH,Mary 11 11A . . Allegation of
Bull High P ; Closed
+ KERR, Rebecca 10 10A uiving 1ahPronity g llying o5
+ [@ ASLETT, Fletcher 09 094 Relocation Critical Mew Pupil Closed
+ [[] ADAMS, Lauren S 11 114 Uiness {Short Medium Priority Minor Injury Closed
Term)}
+ [J BATES, Karen Jane 13 13 Relocation Medium Priority = Mew Pupil Closed
Return to
+ [0 WATSON, Claire 08 08B 1llness (Long Term)  High Priority School after  Closed
Injury

B00800 ~-~OMEAEE -

2. (Optional) Use the search options above the grid to find the record(s) you would like to
restore.

3. Usethe Action required drop list to select 'Restore’ and click Search.
The grid refreshes to show archived records only.

¢ Archive Pastoral Records o ® a #0°?
> [ «@s pastoral / Behaviour  Archive Pastoral Records
Pupil name: Form:
Select pupil type: | ANl v Status: | all ¥
Last action before: ] Record date before: 2]
Reason: | All r Action required:  Restore v
Remember this search: L) Search | Clear
Actions | | Pupil name Year Form Reason - Category Heading Status
. . Antisocial 5
+ [0 GUTHRIE, Kate g 0%A Behaviour Low Priority Rudeness  Closed
[OJ ALLEN, David 04 04B Illness (Long Term) Medium Priority Broken Leg | Open
Return to
— wa clai School
+* [0 WATSON, Claire 08 08B Iliness (Long Term) High Priority er Closed
Injury
Page Size: Records:
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4. Inthe Pupil name column, tick the check box alongside each record that you would like to
restore. (The Restore button becomes live once a record is selected.)

5. Click Restore. A Warning popup appears.

| Warning x |

ﬁﬁ.re you sure you want to restore selected records/notes?

o s

P

6. Read the warning and, if you are happy to proceed, click OK.
The record is restored and available to users elsewhere in the system.
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Reporting and Auditing

This chapter discusses the following:

About Pastoral Record Reporting and Auditing ............................. 72
Generating a Pastoral Record Audit (Administrators Only) .............. 73

Accessing the Child Protection Concern Report (Scottish Schools
ONlY ) L 74
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About Pastoral Record Reporting and Auditing
This section outlines:

» How Administrators can audit individual pastoral records, producing a report which shows
changes made.
»” How to access and use the Child Protection Concern (CPC) Report. (This function relates
to GIRFEC requirements for Scottish schools.)
For details see:

» "Generating a Pastoral Record Audit (Administrators Only)" on the facing page.
» "Accessing the Child Protection Concern Report (Scottish Schools Only)" on page 74.

The options you see depend upon the permissions set by your System Administrator.

72



1.

3sys®
Generating a Pastoral Record Audit (Administrators Only)
HOW TO GENERATE A PASTORAL RECORD AUDIT (ADMINISTRATORS ONLY)
Find the pastoral record that you would like to audit via the Pastoral Management
Dashboard OR the Pastoral Record Search screen.
@ If you are unsure how to find a record, see step 1 of "Viewing Pastoral Records" on
page 26.
4
In the Actions column, click on Q or Ju
The View a Pastoral Record, Edit a Pastoral Record or Delete a Pastoral Record
screen appears, as appropriate.
( N\
@ The following example shows an extract of a View a Pastoral Record screen.
¢ View a Pastoral Record a B M s 80?2
> 0O = Dashboard View a Pastoral Record |:|
& e e
Pupil name(s): |GIBSON, Jeanne
Record reason(s): |Iliness (Long Te...
Staff name: | STRINGER, Robert

3.

In the top, right-hand corner, click

4

to open, view, down

load and / or save an audit trail in

the form of an MS Excel spreadsheet detailing historic changes made to the record.

Audit Log (1)xs - Compatibility Mode - Excel

Inset  Pagelayout  Formulas  Data  Review  View @ Tellmewha ant to do 1€ Share
X = D Eelnsert - 2+ A p
Arial |
0 Bm - L:" £ Delete - 3]~ 4
Paste B I U~ il 3 g Conditional Formatas Cell .. Sort & Find &
E 4 Formatting* Table~ Siyles~ | 5 Format~ | & * Fijter+ Select~
Clipboard Font = Alignment & Humber & Styles Cells Editing ~
RS v 5 <
A B c D E F G H | J K L M N [~
1
) Pastoral Record/Note | | | |
2| [Audit No. Heading Date Time User Area Section| History | Details,
STRINGER, Pastoral
3| 6 Interviews 15/11/2017 16:58:22 Robert Note Create
4 Staff name STRINGER, Robert
5 Category High Priority
6 | Heading Interiews
7| Note Interview the pupils invalved.
8 | Pupil name(s) BARCLAY, Matthew
9| BELL, Edward
10| Action required Yes
11 Action summary Interview Matt and Edd
12| Action by date 17/11/2017 16:56:00
13| Action completed No
14 Action By HILTON, John
15 Note Visible to All Staff Yes
STRINGER, Pastoral
16 | 5 Interviews 16/11/2017 16:56:69 Robert Note Create
7 Staff name STRINGER, Robert
18 Catepon Hinh Prinrit -
Audit Log @ 1 v
Ready H m - + + 100%
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Accessing the Child Protection Concern Report (Scottish
Schools Only)

HOW TO ACCESS THE CHILD PROTECTION CONCERN REPORT

1. Goto Pastoral / Behaviour > Pastoral Reports > Child Protection Concern.

The Child Protection Concern screen appears, showing details of the child concern
cases that you have access to.

Name™

ADAMS,
Michael

Charlas

ALDER.,
Claire D

BATES,
Belinda

Year & F... ¥ Date of B...” Date Refer...” Date Concern Passed...” Reason Not Passed...™ I..” C.. ¥ CPCCD..~ Placed On Re

YEARLZ -
‘Year 12 form
A (Lower
Sixth)

YEARLZ -
Year 13 form
B (Upper
Sixth)

] 4 Page | 1

The purpose of this report is to provide an overview of Child Protection cases over time and can be a helpful document for Governors and
Inspectors seeking to gain an overview of Child Protection cases in a school over a period of time. It also provides a helpful overview for
the Child Protection Co-ordinator of the status of ongoing cases.

08/07/1933

06/04/1932

05/07/2007

of 1

18/07/2016 Will do tamorraw
12/07/2016 Mot zpplicabla
» » 20 v |items per page 1-3of 3 items 0

[

.

The options you see depend upon the permissions set by your System
Administrator.

2. (Optional) Sort the data by a particular column by clicking |- | next to the relevant column
heading and selecting 'Sort Ascending' or 'Sort Descending'.

~ Year & F... ~ Date of B...

Bar

Sort Ascending

Sort Descending

1oz

Bar.

Columns

Filter

» 102
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3. (Optional) Show or hide columns as required by clicking any [ -| and 'Columns’. Tick the
check boxes for each column that should be visible.

~  Year & F... ¥ Date of B... © Date Refer... Date Concern P

Sort Ascending

[Sar.
¥  Sort Descending 02 08/07/2016
Ml columns » || Mhiame
Eal Y Filter N Wlyear & Form
Mipate of Birth

Mibate Referred

Mloate Concern Passed On
WIReason Not Passed On
Whrp

Wlepcc

Mcpcc pate

Wrlaced on Register

Wbate Removed From Register

4. (Optional) To filter by data shown in columns containing check boxes:

a. Click [“lin the relevant column header(s) and click Filter.

..  C...™ CPCCD...~ Placed On Regis...” Date Remove

Sort Ascending

Sort Descending

Columns »

Filter

-

Lo " Show items with value that:
1 “is true'is false

b. Select the true or false options, as required, and click Filter.
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5. (Optional) To filter by data shown as text, e.g. names, dates, etc:

a. Click [“]in the relevant column header(s) and click Filter.

b. Inthe Filter popup, use the first drop list to select how the field contents should

relate to your filter criterion, e.g. 'ls equal to', 'Starts with', 'Contains', 'Is null' or'ls
empty'.

~ | Year & F... ~ Date of B... ~ Date Refer...~ Date Ci

Sort Ascending

Sort Descending

Il cColumns >

T Filter * | Show items with value that:
Is equal to r
And L
Is equal to r

c. Type your filter criterion in the second field.
d. (Optional) Tofilter by two criteria:

» Use the second drop list to select 'And' to filter by both criteria OR select 'Or'
for the software to look for either feature specified.

» Use the third drop list to select how the field contents should relate to your
second filter criterion, e.g. 'ls equal to', 'Starts with', etc.

»  Type your filter criteria in the bottom, empty field.
e. Click Filter.

6. Toclearafilter, click L-|in the relevant column header(s) and click Filter and Clear.

7. (Optional) Click [E above the Child Protection Concern grid and follow the instructions to
export the data to MS Excel.
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Helpline: +44 (0)1458 833 055
Telephone: +44 (0)1458 833 344

Email: support@wcbs.co.uk

Website: www.wcbs.co.uk
Customer Care Twitter Feed: @VWCBScustomers

Address:
West Country Business Systems (Holdings) Limited
Landmark House, Wirrall Park Road, Glastonbury, Somerset, BA6 9FR, UK
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