Phoenix Progress - Safeguarding Recording Process
Recording Safeguarding Concerns
Phoenix Progress records all safeguarding concerns securely using Bromcom, our approved management information system.
Any member of staff who has a safeguarding concern, disclosure, or observation records this promptly on Bromcom, providing:
· Factual details of the concern
· Date and time of the incident or disclosure
· Names of those involved
· Any immediate actions taken
Staff are trained to record information objectively, avoiding opinion or assumption, and to follow safeguarding procedures at all times.

Review and Action
All safeguarding records submitted on Bromcom are automatically routed to the Designated Safeguarding Lead (DSL).
The DSL:
· Reviews concerns in a timely manner
· Determines appropriate next steps in line with statutory guidance
· Records decisions, actions taken, and outcomes directly on Bromcom
· Escalates concerns to external agencies where required
Safeguarding records are updated as information changes and remain live documents until the concern is resolved.

Access Controls and Confidentiality
Access to safeguarding records on Bromcom is strictly controlled.
· Only the DSL (and Deputy DSL, where applicable) have access to full safeguarding records
· Other staff do not have access to safeguarding logs unless explicitly authorised
· User permissions are role-based and managed by senior leadership
· All access is password protected and monitored in line with data protection requirements
This ensures that safeguarding information is shared on a need-to-know basis only.

Data Protection and Record Retention
Safeguarding records are stored securely within Bromcom and handled in accordance with:
· The UK GDPR
· The Data Protection Act 2018
· Phoenix Progress’s Data Protection and Retention Policies
Records are retained for the appropriate statutory period and transferred securely where pupils move provision.

Oversight and Quality Assurance
The DSL monitors safeguarding records to ensure:
· Concerns are recorded promptly and accurately
· Actions are appropriate and timely
· Patterns or emerging risks are identified
Safeguarding recording practice is reviewed regularly and updated in response to changes in guidance or practice.

