Clackamas County Children’s Commission

Subject: Mandatory Reporting Procedure - Suspected Child Abuse & Neglect
Section: Education/PFCE (HF/EHS/HS)

Date Revised: 12/21/23
Regulation Reference: §1302.47

Procedure:

Abuse and neglect are defined by the State of Oregon under ORS 419.B.005 definitions.

All CCCC employees are required to complete Recognizing & Reporting Child Abuse & Neglect
(RRCAN) Training, as required by state licensing.

The agency will provide annual training regarding internal procedures for making reports.

All CCCC employees are mandatory reporters and are required to report suspected child abuse and/or
neglect, both at work and outside of work hours.

Making a report:

.

When preparing for a report, the staff member will complete the Reporting Child Abuse & Neglect form
before a report is made.

When determining whether or not a mandatory report is warranted, staff members may seek guidance
from their direct supervisor. If the supervisor is not available, the overseeing Component Manager,
overseeing Director, or Mental Health Specialist may provide consultation.

If a staff member suspects child abuse and/or neglect, a report must be made to the Child Abuse Hotline
for Clackamas County by the end of the service day. In some cases, an immediate report must be made. If
a child disclosure is made, the staff member that directly received the child’s disclosure must make the
report.

All reports made will be recorded on the agency’s Reporting Child Abuse & Neglect form.

After a report has been made, the original hard copy of the completed Reporting Child Abuse and Neglect
Form is given to the Supervisor at the child/family’s center:

Healthy Families (HF) and Early Head Start Home Based (EHS HB): Madison Office

Early Head Start (EHS CB) and Head Start (HS) Center Based: Center where child is enrolled [
Supervisors will ensure that all completed reports will be kept in locked filing cabinets.

Once the Reporting Child Abuse & Neglect Form is filled out, a time stamped ChildPlus data entry is
completed by a staff member in the Family Services section as “Mandatory Report” within 24 hours. Data
entry will note that a report was made and will include the date of the report, and the contact information
of the DHS staff member who received the mandatory report (does not apply to Healthy Families).

To protect confidentially, report details are to remain on the Reporting Child Abuse & Neglect form, but
are not added to service records (electronic or paper). Notification that a report has been made will be
limited to the employee’s supervisor. When appropriate, staff serving a ‘shared family’ may receive
notification that a report was made, without the disclosure of report details.

*#*Please note that law enforcement officials investigating a report may take photos to document a child’s
physical condition or injury. It is NOT appropriate for CCCC staff to take such photographs unless instructed
by Department of Human Services (DHS) authorities.

Page 1 of 2 Requests for Information:




«  All requests for information by DHS or regarding DHS involvement must be routed through the director
overseeing the relevant program:

+ HF and EHS HB: Family & Community Connections Director

« EHS CB and HS: Child Development Services Director

» Any request for a copy of a completed mandatory report must be documented by a subpoena or by a law
enforcement records request.

»  Copies of the mandatory report will be provided to the requesting party if deemed appropriate.

+  Concerns or questions regarding requests for copies of completed mandatory reports will be directed to
the DHS case manager or to the Clackamas County Hotline Supervisor.

On-Site Interviews:

» In the event that a DHS caseworker and/or law enforcement officer needs to conduct a child interview on
site, staff will first notify the person in charge at the site.

» The DHS caseworker or law enforcement officer must present proper identification upon arrival at the
site.

+ CCCC will provide a non-threatening setting for the interview in which the child feels comfortable.

+  The involvement of a staff member may interfere with the investigation. DHS or the law enforcement
officer will make the decision about whether or not staff should be present.

»  The DHS caseworker and/or law enforcement officer will conduct the interview.

+  The CCCC person in charge will obtain contact information of the assigned DHS caseworker and/or law
enforcement officer. This information is included in a time-stamped event entry in ChildPlus/Family
Services.

+  Staff will refer all questions and inquiries to the assigned DHS caseworker.

***]t is the responsibility of the DHS caseworker and/or law enforcement officer, not CCCC employees, to
contact the child’s parents/guardian regarding DHS involvement.
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