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Clackamas County Children’s Commission 

Subject: Child Safety Incident Reporting Procedure 

Section: Education (EHS/HS) 

Date: 6/30/2025 
Reviewed: 10/4/2025 

PC Approval Date (Policies Only):  

Regulation Reference:   

Policy: 

Any incident involving an enrolled Early Head Start or Head Start child that jeopardizes the child’s 

health, safety or well-being while signed into classroom care will be reported in accordance with 

federal and state regulations, as well as Agency defined protocols.  

Child safety incidents that are required to be reported per Agency procedure include: 

• Loss of child supervision (child out of sight and sound, lost child, left behind child, unattended child, 

out of required adult-to-child ratio) 

• Release of a child to an unauthorized person (see Releasing Children Procedure for more 

information) 

• Child maltreatment (prohibited practice used with a child) (see Positive Guidance Policy for more 

information) 

• A child accident, injury or other event that results in the child seeking and/or receiving medical 

treatment from emergency or medical personnel 

Reporting Procedure: 

• All staff will receive initial training in Child Safety Incident Reporting as part of the New Hire 

Learning Plan process.  

• All staff will receive annual refresher training on Child Safety Incident Reporting as part of annual 

training requirements.  

• As soon as a child safety incident is known by a staff member, by report or by direct observation, 

the staff member who first receives the information about the child safety incident will make an 

immediate report to the Site Supervisor.  

• If the Site Supervisor is not available, staff will make the report to the center’s acting Sub Director.  

• The person who receives the report of the child safety incident will immediately notify the 

following staff: Education Services Manager and Child Development Services Director. For Level 2 

incidents, an Education Service Manager or the Child Development Service Director will consult 

with and include the Health Team as needed.  

• If the Child Development Services Director is not available, the Executive Director or the Human 

Resources Director will be notified of the child safety incident as immediately as possible.  

• The Site Supervisor or Sub-Director will ensure that the parent of the child involved in the safety 

incident receives same day notification of the incident, either in person or by telephone.  
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• All child safety incidents that fall under the categories described above will be reported to the 

appropriate supervisors, managers and directors as immediately as possible following the 

incident, and no later than the end of class day on which the incident takes place.  

• If a child safety incident falls under child maltreatment, staff will make a Mandatory Report if the 

nature of the incident falls under abuse or neglect by the end of the business day (see Recognizing 

& Reporting Abuse and Neglect – Mandatory Reporting Procedure for more information).  

• Employee Statement Forms will be used to collect written statements from all staff who witness or 

are involved in a child safety incident. Staff interviews will be completed and written statements 

collected as soon as possible following the reported incident, and no later than 24 hours from the 

date of the incident reported.  

• The Supervisor/Director Summary Forms will be used by management to make final determinations 

about whether or not the child safety incident occurred, and how/why/what caused the incident. 

These forms will be completed within 24 hours of receiving staff interview notes and written 

statements.  

• The Human Resources Director will collaborate with supervisors, managers and directors to ensure 

that appropriate follow-up with personnel is completed for staff members involved in child safety 

incidents. HR follow-up activities will be completed in a timely manner, and no later than 3 

business days from the date of the incident reported, whenever possible.  

• The Child Development Services Director will report required child safety incidents to the Office of 

Childcare and Regional Office, as appropriate, and within the required reporting timelines outlined 

by each regulatory body.  

• Site Supervisors and center staff, as requested, will actively participate in any follow-up 

investigations or site visits done at the center in response to a reported child safety incident. 

o When an investigator arrives, the Site Supervisor or center staff will immediately notify 

Education Services Manager and/or Child Development Services Director. 

o When email or phone call is received regarding investigation visits (pre or post), Site 

Supervisor or center staff will immediately forward this information to the Education 

Services Manager and/or Child Development Services Director.  

• The Executive Director will notify the governing bodies of child safety incidents that result in a 

finding from the Office of Head Start.  

• The Child Development Services Director will complete the SPARK maintenance rating application 

for any serious and valid finding issued to a center by the Office of Childcare, as available.  

• The Child Development Services Director will ensure that any required corrective action plans 

issued by the Office of Childcare or Office of Head Start are completed within the required time 

frames.  

• The Executive Team will store written records of child safety incident reports, follow-up 

investigations, and follow-up corrective action activities completed for all reported child safety 

incidents that take place in the current 5-year federal grant cycle. These records will be stored 

through the end of the 5-year grant cycle. 

 

 


