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INTRODUCTION &  WHO TO CONTACT

Sexual conduct and child abuse by Portland Public Schools employees will not be tolerated.  This manual outlines procedures and training requirements for child abuse and sexual conduct prevention and reporting.
Who to Contact:
Questions about using the Learning Campus or Oregon Virtual School District:  
Tom Voight, Information Technology, 503-916-3039

Questions about new Sexual Conduct requirements:  
Human Resources Legal Department, 503-916-3544, or email hrlegal@pps.k12.or.us.

Questions about Child Abuse Training:  
DHS Child Abuse and Neglect Hotline:  503-731-3100

Student Services, 503-916-5460
	RECOGNIZING CHILD ABUSE


What is child abuse? There are five main categories of abuse: 

1. 
Physical Abuse: 

· Any physical injury to a child which has been caused by other than accidental means, including any injury which appears to be at variance with the explanation given for the injury. 

· Possible physical indicators: Bruises, welts, burns, lacerations and fractures. 

2. 
Sexual Abuse and Sexual Exploitation: 

· Child sexual abuse occurs when a person (adult or child) uses or attempts to use a child for their own sexual gratification. This includes incest, rape, sodomy, sexual penetration, fondling, voyeurism, sexual harassment, exposure to pornography and exposure to sexual activity.

· Sexual exploitation is using children in a sexually explicit way for personal gain Examples include: to make money, to obtain food stamps or drugs, or to gain status. It also includes using children in prostitution and using children to create pornography.

3. 
Mental Injury and Abandonment: 

· Mental injury/psychological maltreatment is the result of cruel or unconscionable acts and/or statements made, threatened to be made or permitted to be made by the caregiver(s) which have a direct effect on the child or the caregiver’s failure to provide nurturance, protection or appropriate guidance. The caregiver’s behavior, intentional or unintentional, must be related to the observable and substantial impairment of the child’s psychological, cognitive, emotional and/or social well-being and functioning. This may include habitual ridicule, scapegoating and threats to health or safety.

· Abandonment is parental behavior showing intent to permanently give up all rights and claims to a child. 

4.
Neglect: 

· Negligent treatment or maltreatment of a child which causes actual harm or substantial risk of harm to a child’s health, welfare, and safety. 

· Examples include: 

• Failure to provide adequate supervision

• Failure to provide life necessities (food, clothing, shelter, etc.) 

• Failure to provide necessary medical care 

5. 
Threat of Harm: 

· Subjecting a child to a substantial risk of harm to the child’s health or welfare. 

· Examples include: 

• Exposure to domestic violence 

• A child living with a person convicted of child abuse or neglect 

• A child living with a person who is involved with child pornography 

• Caregiver behavior which is out of control and threatening to a child’s safety (e.g., drug or alcohol abuse, mental illness) 

	RESPONDING APPROPRIATELY TO CHILD ABUSE


1.  Remain calm. Overreacting can frighten a student. 

2. 
Comment on suspicious injuries. Ask non-leading questions about suspicious injuries. 

3. 
Emphasize that the student did the right thing by telling. “I’m glad you told.” 

4. 
Stress that the student is not to blame. “It wasn’t your fault.” 

5. 
Avoid making promises you can’t keep. For example, don’t tell the child that he/she will never have to talk about it again. 

6. 
Follow the guidelines in this document for reporting child abuse. 

	
REPORTING CHILD ABUSE




Reporting Procedures

The following reporting procedures are to be followed by public school employees, all of whom are mandated reporters according to Oregon State law (ORS 419B.005 to 419B.050):

1. Employees are required to report the facts of suspected child abuse to the principal (or principal’s designee) immediately. The school employee who suspects, observes signs, or becomes aware of any of the following should report immediately:
· Physical abuse, with or without injuries 

· Sexual abuse and sexual exploitation 

· Neglect

· Mental Injury and abandonment

· Threat of harm

2. Without delay, the employee, the principal, or principal’s designee, reports to the Child Abuse and Neglect Hotline, 503-731-3100.

Best practice would have the employee and principal reporting together, completing a child abuse reporting form as the report is made. Employees who choose to make the report independently must notify the principal and/or principal designee immediately, to ensure the school office is ready to receive case workers and/or law enforcement officials. In the rare case of principal or their designee making a report for an employee, he/she will notify the employee that the report was made and document that information in writing. The employee should check back if he/she does not hear from the principal or designee in a timely manner.  However, if the employee does not hear back from the principal or principal’s designee by the end of the school day, the employee must make the report directly to the Child Abuse and Neglect Hotline. In all cases, a reporting form must be completed and filed with the principal’s office immediately.

Child Abuse and Neglect Hotline: 503-731-3100
Please have ready the following information for the Child Abuse and Neglect Hotline worker:

· Student’s full name 

· Date of birth 

· Parent or guardian’s name 

· Student’s home address

· Student’s home phone number

All this information is on the student’s registration form located in the school office. 

Contacting the Child Abuse and Neglect Hotline to make a report fulfills the legal obligation of mandated reporters to report suspected abuse. The Child Abuse and Neglect Hotline will communicate with Portland Police to coordinate response services for each situation. The principal/administrator, principal/administrator’s designee, or employee may request information on what action will be taken.

It is the responsibility of the employee who observes the abuse or determines the concern to report it or cause it to be reported. In the rare case when the principal/administrator or their designee is making the report for an employee, the employee must follow up with the principal/administrator or designee to make certain the report was made. Documentation of each report should be recorded and kept on file in the school office (see attached PPS Child Abuse Report Log.) The employee’s mandatory reporting obligation is not fulfilled until he or she confirms that the report is made.
It is critical that the report be made as early in the school day as possible. This is to help avoid the situation in which a child is sent home prior to Portland Police or Child Abuse and Neglect Hotline workers being able to conduct an interview, if deemed necessary, with the child at school.


3. If District staff members observe other District staff abusing or have reason to suspect abuse of a student by a District staff, the staff member should immediately report the facts to his or her principal or administrator. The employee or principal/administrator and employee will then contact the Child Abuse and Neglect Hotline. The principal or administrator will also contact the appropriate Deputy Superintendent and the Human Resources Legal Counsel. These procedures will ensure that the Department of Human Resources is notified of the incident and that there is a uniform District response.


4. Suspected child abuse reporting should not be delegated to a third party such as the school counselor before reporting to the Child Abuse and Neglect Hotline. Once a child discloses, no further interviews should take place unless directed otherwise by the police or Department of Human Services workers. It is appropriate to inform the school counselor of an abuse report in order that follow-up support can be provided if necessary.  

5. Under no circumstances should any school employee contact the parents of a child about whom a report has been made. It is the responsibility of the Portland Police or Department of Human Services workers to contact the parents and follow up with the school.


6. When the principal or administrator is out of the building and the principal or administrator’s designee is not available, the employee shall report the suspected child abuse directly to the Child Abuse and Neglect Hotline at 503-731-3100 and complete the reporting form in the principal or administrator’s office immediately. Each building shall have a written procedure that provides follow-up on those reports made when the principal or administrator and their designee is not available.  

7.
This procedure will be communicated to the staff at the beginning of the school year along with information about the legal responsibility of mandated reporters. 

Each school building must have a posting that includes the name and contact information for the principal/administrator or the principal/administrator’s designee as the person designated for the school building to receive reports of suspected child abuse by school employees and the procedures the person will follow upon the receipt of a report.

8.
MESD, Multnomah County nurses, and staff from other outside agencies are authorized to report directly to the police or Child Abuse and Neglect Hotline, after which the principal/administrator or designee is notified in person or in writing.

School Plan for Reporting Suspected Child Abuse

1.
All school employees will report suspected child abuse to the principal/administrator or principal/administrator’s designee immediately.

2. The principal/administrator or principal/administrator’s designee will obtain the student’s registration form and call the Child Abuse and Neglect Hotline, 503-731-3100, immediately and make the report. This will be done with the employee who made the initial report whenever possible.

3. The principal/administrator or principal/administrator’s designee will fill out the Child Abuse Report Log as they make the report, or immediately afterwards. The employee will be kept informed of the status of the report and will have access to view a copy of the report filed.

[Please refer to this document, Child Abuse Reporting Procedures and Resource Materials, for further information.]

	If at all possible, the principal/administrator or principal/administrator’s designee will make the call to the Child Abuse and Neglect Hotline with the employee present. This can facilitate the fulfilling of the employee’s legal obligation to confirm that the report was made as well as expedite the process if the Child Abuse and Neglect Hotline worker asks to speak to the employee directly. There should be a plan in place for classroom coverage for employees who are classroom teachers and individuals who directly supervise children.




Guidelines if the Principal/Administrator or Designee is Unavailable

Best practice would have the employee and principal or administrator reporting suspected child abuse together from a private and confidential setting; however, if the school employee who suspects child abuse is informed that the principal/administrator and principal/administrator’s designee are unavailable, or out of the building, then the school should have a plan in place for enabling the employee to call the Child Abuse and Neglect Hotline from a private and confidential location.. All employees should be informed of and provided a copy of this plan at the beginning of the school year.

Helpful Tips:

Every school is unique and will need to develop a plan that makes sense for its staff and building. The following points are suggestions that have worked in many schools:

1. The principal/administrator’s secretary will arrange for coverage if the employee reporting suspected abuse is a classroom teacher or is directly supervising students. At the beginning of the school year staff could brainstorm a list of individuals who may be available to cover a classroom or supervise students for a brief period of time. 

2. The call to the Child Abuse and Neglect Hotline must be made from a private and confidential setting. The employee should never call the Child Abuse and Neglect Hotline in the presence of students, parents, or other staff members. 

3. The employee will need access to the student’s registration form before calling the Hotline; therefore most calls are made from a private location in or near the Main Office.

4. As the employee is making the call he or she will need to fill out the PPS Child Abuse Report Log available in the Main Office. This is not only required documentation but serves as written notification for the principal/administrator or principal/administrator’s designee when a report is made.

5. The principal/administrator or principal/administrator’s designee will be informed of the child abuse report as soon as possible. The PPS Child Abuse Report Log can serve as written notification.

6. If the Child Abuse and Neglect Hotline worker informs the employee making the report that either Department of Human Services or the Portland Police will need to come to the school to interview the student, the employee will notify the principal/administrator’s secretary immediately. Depending upon the age of the child, it is up to the discretion of responsible school staff to decide if the child will be told prior to the interview.  Although school personnel may ask, it is up to the police or DHS to determine if a school employee may sit in on an interview with the student. If the police or DHS request to speak directly with the employee making the report, the school will arrange for that individual to be released from the classroom or his or her duties.

7. Making a report can be an emotional experience for many employees. If possible, the employee should be allowed a few minutes, after making the call, to debrief with the school counselor, principal/administrator’s secretary, or principal/administrator, bearing in mind that all information shared must be kept confidential.

Child Abuse Reporting Procedures
	· Oregon law states that all school employees are mandated reporters and must report suspected child abuse. School employees are mandated reporters seven days a week, 24 hours a day, year round.


· Without delay, the employee, or the employee jointly with the principal/administrator or principal/administrator’s designee, reports to the Child Abuse and Neglect Hotline. Best practice would have the employee and principal/administrator reporting together, completing a child abuse reporting form as the report is made. Employees who choose to make the report independently must notify the principal/administrator and/or their designee immediately, to ensure the school office is ready to receive case workers and/or law enforcement officials. In the rare case of the principal/administrator or principal/administrator designee making a report for an employee, he/she will notify the employee that the report was made and document that information in writing. The employee should check back if he/she does not hear from the principal/administrator or designee in a timely manner. The employee has the obligation to confirm that the report was made.  In all cases, a reporting form must be completed and filed with the principal/administrator’s office immediately.  
(See attached PPS Child Abuse Report Log.)


· If, for any reason, the principal/administrator is unavailable, the employee should report directly to the principal/administrator’s designee. If neither the principal/administrator or principal/administrator’s designee is available, the employee should call the Child Abuse and Neglect Hotline directly.


If the employee reports suspected child abuse directly to the Child Abuse and Neglect Hotline, the employee must also notify the school principal/administrator in person or in writing. See attached Child Abuse Report Log.


If the Student Is to be Interviewed

1. If the Portland Police or Department of Human Services decides to interview the student at school, the principal/administrator will secure the name, badge identification number, and phone number of the officer or worker. This information should be recorded, along with other information requested, on the PPS Child Abuse Report Log (see attached) and kept on file in the school office for documentation. 

2. The officer or worker may request to speak with the employee, principal/administrator, or their designee prior to speaking with the student. School employees should share all detailed information with the officer or worker. 

3. If an officer or DHS worker arrives to conduct an interview, school staff should bring the student to the interview and confirm that the student feels comfortable doing the interview.  An officer may conduct the interview in a uniform. 
4. The student should be interviewed in a private and secure place within the school.  If possible, the school should provide DHS and the police with a comfortable room, with windows, to conduct the interview.  

5. School staff should not sit in on the interview unless the DHS worker or the officer asks them to.  Nothing that transpires in the investigation, or any of the facts related to the investigation, may be noted in the student education records or revealed to any other person unless required by law.  Any requests for this information should be discussed with the district’s General Counsel.  

6. School staff should not contact parents unless specifically instructed to do so by DHS or the police.

7. If the student is receiving Special Education services, the school may offer a Special Education staff support person to help the student during the interview. If the student is receiving ESL (English as a Second Language) services, it may be necessary to provide an interpreter for the student. The school should assist with helping to arrange for an interpreter.  The school can contact Interpretation and Translation Services at 503-916-3427. 

8. At the conclusion of the interview, the officer or worker will determine the next step and inform the school – particularly if he or she intends to contact the parents. If the officer does not inform school personnel, they may ask for information before the officer or worker departs.

9. If the parent calls the school:
If the interview takes place at the end of the school day and the student is held after school, parents may call asking about their child. The principal/administrator should simply report the child’s whereabouts and ask the parent to contact the Child Abuse and Neglect Hotline at 503-731-3100 for further information. The principal/administrator should not give the parent the reason the child is being held at school.

Responses to Parent Inquiry













Reporting Child Abuse for Students Eligible for Special Education

The following points can be useful for encouraging mandatory reporters to understand their role as critical to the protection of children with disabilities.

1.
Mandatory reporters can assist in the investigation of suspected abuse and neglect of children with disabilities by providing information about the disability.

People who investigate reports of suspected maltreatment in children with disabilities need to have specialized information about the disability. Supplying information about the disability can help. This information includes the fact that the child has a disability, what you know about the disability, and who else has information about how the disability affects the child’s development.

2.
Why is it important to mention that the child has a disability when reporting suspected child abuse or neglect?

People who are inexperienced with disabilities may not recognize them. If a child looks like other children his or her age, an investigator may assume that he or she has the same abilities as his or her peers. The investigator may assume that the child can hear, see, talk and think the same as others the same age. The investigator will hold the same expectations for the child and may think he or she is purposely being uncooperative.

Investigators can confuse symptoms of abuse with symptoms of a disability. This can work both ways: people who abuse can claim that the injuries are a part of the child’s disability; and investigators can mistake symptoms of a disability for abuse. For maltreatment within the context of the disabilities, there are some conditions in which children actually wound themselves by biting their hands and arms, scratching away skin with their fingernails or banging their heads against walls. There are conditions in which the child has extremely brittle bones that can break with activity that other children consider routine, and there are people who batter their children and claim that they have one of these conditions.

Mandatory reporters are not expected to decide if indeed a child has been abused.  Their job is to report suspected abuse and to have investigators gather the evidence.

3. 
When reporting suspected maltreatment of a child with a disability, why should I also tell how the disability affects the child’s development?

A disability can affect all areas of a child’s development. A physical disability involving all parts of the body, such as cerebral palsy, can affect not only a child’s ability to walk, but to speak and to learn from exploring the environment.

It will be helpful to tell what you know about the disability and how it affects the child’s development in the basic domains (cognitive, language, fine and gross motor, social-emotional).

The fact that a child has a disability could be a factor in the abuse or neglect.

4.
What good will it do to include in my report the names of other people who have specific information about the child’s disability?

Good investigation of abuse and neglect of children with disabilities requires the knowledge and skills of someone who has “disabilities expertise.” Police officers and child protective workers are unlikely to have this particular expertise.  However, they can look for “disabilities expertise” resources.

People with this expertise may be anyone who provides medical, therapeutic, or educational services to the child such as a physician, occupational therapist or preschool teacher. It may be a child-care provider who has had special training about disabilities. It may be a relative in the nuclear family or in the extended family who has helped care for the child.

5.
Why is it important to have someone with “disabilities expertise” involved in the investigation of suspected maltreatment of children with disabilities?

Disabilities in children present such a complex set of factors that the perspectives of many different professionals and family members are essential to understanding and effectively addressing the needs that result from the disabilities. When issues of child maltreatment are added to this mix, it is essential that there are also people who have specialized knowledge about both child maltreatment and disabilities.  This expertise helps them interpret accurately the disability’s effect on the child’s ability to learn, to communicate, to develop social relationships and to get his/her basic needs met. It is necessary that someone understand the disability and issues related to dependence and independence.  Without this expertise, investigators may fail to recognize the high risk and occurrence of maltreatment of children and youth with a disability. They may fail to gather needed information for investigation, and to make appropriate reports and referrals
	POINTS TO REMEMBER ABOUT REPORTING CHILD ABUSE


All school employees are mandated reporters twenty-four hours a day, seven days a week throughout the year, whether or not they are at work. School employees cannot make discretionary judgments about whether or not to contact the Child Abuse and Neglect Hotline. Oregon school employees can be and have been prosecuted for failure to report suspected child abuse.

If a concerned person in the community calls the school to report possible abuse, the school employee may refer them to the Child Abuse and Neglect Hotline. However, the school employee as a mandated reporter is also required to contact the proper authorities. Merely referring a concerned citizen to the Child Abuse and Neglect Hotline is not fulfilling the legal obligation. In such a case it would be appropriate to follow the procedures for reporting suspected abuse outlined in this document. 

If a parent, or another individual, informs a school employee of abuse that occurred previously in a child’s life and states that it was reported to the authorities, the school employee needs to contact the Child Abuse and Neglect Hotline to confirm that the report was made. It is not appropriate to assume an abuse report was made because a parent, or other individual, assures the school that a report was made. It must be confirmed.

Actions taken by the authorities vary according to individual cases. It is difficult for the school to predict whether or not a child will be taken into protective custody or how parents will react to an allegation of abuse. By law, authorities cannot reveal to parents the name of the individual who makes a report. However, it is not unusual for students to tell their parents that they talked with someone at school, and parents can often make correct assumptions about the source of an abuse report. 

School employees are not expected to talk with parents who are angry or upset. If an angry or upset parent calls or approaches a school employee about an allegation of abuse, contact the principal/administrator immediately. If a school employee is threatened or intimidated by a parent or another individual, the employee is encouraged to call the police.

RECOGNIZING SEXUAL CONDUCT
“Sexual conduct” means any verbal or physical conduct by a school employee that:

(a) Is sexual in nature;

(b) Is directed toward a kindergarten through grade 12 student;

(c) Has the effect of unreasonably interfering with the student’s educational performance; and

(d) Creates an intimidating, hostile or offensive educational environment.  

Sexual conduct that falls within the definition of “abuse” should be reported following the Child Abuse Reporting procedures.

Sexual conduct that meets the definition above but does not meet the definition of abuse must be reported following the sexual conduct reporting procedures below.  

Helpful Tips Regarding Appropriate Adult Behavior

Be aware of your own behavior and maintain appropriate boundaries. If you are unsure if something is appropriate or not, seek advice from your supervisor. When in doubt, err on the side of caution. Examples of potentially inappropriate behavior might include: 

· buying gifts for students;

· inviting students to your home;

· asking students to work for you outside of school;

· transporting students in your vehicle;

· touching students or making inappropriate comments; or

· posting inappropriate material or inappropriate or overly frequent communication with students via the internet or cell phone.

REPORTING SEXUAL CONDUCT
A school employee having reasonable cause to believe that a student has been subjected to sexual conduct by another school employee or volunteer must immediately report this information to the administrator or person designated for the building to receive reports of suspected sexual conduct.    
The administrator or person designated to receive reports must contact HR Legal Counsel and the Child Abuse Hotline.  

Child Abuse and Neglect Hotline: 503-731-3100
ORS 339.377 – ANNUAL STAFF TRAINING REQUIRED
In 2007, ORS 339.377 required school districts to train employees each school year on child abuse reporting procedures, and in the identification and prevention of child abuse each school year.  In 2009, the Oregon Legislature added a provision that requires annual training on the identification and prevention of sexual conduct by school staff.
ORS 339.377 also requires the district to make training on the identification and prevention of child abuse and sexual conduct available to parents and legal guardians of students attending a Portland Public School. 

Principals and department supervisors are responsible to ensure that each employee under their supervision completes this training in a timely manner.  

· Central office employees 
by August 31, 2010
· School-based employees 
by September 30, 2010

· New employees
within 30 days of hire date.
Principals should allocate time in the back-to-school professional development schedule for staff (including Nutrition Services and Custodial Services staff) to review this document and to complete the internet-based training. This internet-based training has been expanded to include the new sexual conduct information.  
School district employees with a PPS email address access the training through the PPS Learning Campus.  
Employees who do not have a PPS email address  access the training through the Oregon Virtual School District. Parents/legal guardians may also access the training through the Oregon Virtual School District.   
These training programs are accessible through this portal on the Portland Public Schools public homepage under Student Services – Child Abuse Reporting:  http://www.pps.k12.or.us/departments/student-services/412.htm.

This document, PPS Child Abuse and Sexual Conduct Reporting Procedures and Resource Materials, are available on the Student Services website through the Student Services Department – Portland Public Schools – 503-916-5460.
	RESOURCES


Resources for Staff 

These resources are available from the Student Services Department , 503-916-5460
· Identifying, Reporting And Handling Disclosure Of The Sexually Abused Child, (362.768 IDE)(video by Committee For Children),
· What You Can Do About Child Abuse, Department of Human Services (2007). http://dhsforms.hr.state.or.us/Forms/Served/DE9061.pdf 


· Helping Children Heal - What School Personnel Need to Know and Child Abuse - What Oregon School Personnel Need to Know by Judith Burks, (362.76 BUR). These excellent resource books describe responses to child abuse by the courts and gives helpful information for all staff in continuing to work with students. 

District Resources and Curriculum Materials for use with Students

For information on personal safety materials to use with elementary students call the Student Services  Department at 503-916-5460. The Professional Libriary has a variety of books, videotapes and kits available for check out, including:


· Talking About Touching, A Personal Safety Curriculum, (362.76 TAL), activities and poster pictures for Preschool - Kindergarten, 1st - 3rd grades.


· Child Sexual Abuse:  A Solution, (362.76 CHI), videotape for students K-6th grade, staff and parents.

· Safe Child Program, (362.7044 SAF), videos and lessons for students K-3rd grade. Teacher and parent training video.

· Breaking the Silence:  Kids against Child Abuse (1994) (V06924, PPS AV Library). Grades 1-5.
Community Resources for use with Students

· Listen to Kids works together with children and adults to end child abuse and domestic violence through prevention and early intervention programs. http://www.listentokids.org   

· The American Red Cross Program “When I’m in Charge” instructs 3rd, 4th, and 5th graders under the age of 11 on prevention and safety tips should they find themselves home alone or without adult supervision. Information about this program can be obtained by calling American Red Cross, Oregon Trail Chapter at 503-528-5639.

Resources for Families 
· Child Abuse and Neglect Hotline, 503-731-3100.  The 24-hour hotline handles Multnomah County calls for the Department of Human Services.
· Kids Preventing Child Abuse Program of CARES (Child Abuse Response and Evaluation Services) Northwest presents to babysitting-aged youth and young parents about Shaken Baby Syndrome, domestic violence and bullying, and the effects of drugs and alcohol on babies.
· Morrison Child and Family Services website, http://www.morrisonkids.org, click on Resources.

· Parents Anonymous offers free, ongoing weekly support groups for parents and their children in the tri-county area, helping parents improve communication and parenting skills, and discipline in non-physical ways.  503-258-4557, Monday – Friday, 9 am – 4 pm.

· Multnomah County Mental Health Crisis Line, 503-988-4888.  The service provides crisis intervention and can assist in evaluating suicidal children/adults; it also makes referrals.


· National Child Abuse Hotline:  (800) 4-A-Child.  For questions, referrals and crisis intervention 24 hours a day.

· Oregon Virtual School District:  Internet-based parent education regarding the identification and prevention of child abuse and sexual conduct.   http://www.pps.k12.or.us/departments/student-services/412.htm 
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CHILD ABUSE REPORT LOG
(To be kept on file in the school office)

Date 



    School 



  Grade 




Student’s Name 





Date of Birth 




Parent/Guardian





Teacher 




Student’s Address 











Home Phone 




Student Social Security # 




Date of Alleged Abuse 






Alleged Incident 































































Hotline Contact

Employee reporting suspected abuse

to principal or principal’s designee









Hotline Person Contacted 










Principal/Staff Member Reporting to the Hotline 








Agency responding (check one):  (   Police
   (
Hotline

Name of Police Officer/Hotline Worker Responding 







Badge Identification Number 




Phone Number 



Date and time of call 











Comments 












If Student is Taken Into Custody At School

Date 





Time 






This report filled out by 







DO NOT PLACE IN STUDENT’S CUMULATIVE FOLDER
If a School Employee suspects:


Physical abuse with or without injuries,


Sexual abuse,


Neglect,


Emotional abuse,


Sexual exploitation and or


Threat of harm





Then the Employee immediately reports to the Principal/Administrator or the Principal/Administrator’s Designee.





The Employee, or Employee 


and Principal/Administrator, 


or Principal/Administrator’s Designee, will immediately report to the 





Child Abuse and Neglect Hotline 503-731-3100











Schools


DO NOT 


contact parents.





When parents call the school and want to know the whereabouts of child:





Principal/administrator reports custody and/or


 refers parent to the


Child Abuse and Neglect Hotline, 503-731-3100





Principal/administrator does not report reason child was detained or questioned by police or 


Hotline personnel.


No notation in


student’s record.








Student-to-Student Abuse Procedures





Student-to-Student Abuse is defined as physical abuse of another, but not mutual combat; it may include the use of a weapon or sexual assault.








Principal/administrator follows school discipline action procedures in "Guide to Policies, Rules, and Procedures on Student Responsibilities, Rights, 


and Discipline".





School employee suspects and or observes


student-to-student abuse and reports to principal/administrator.








Employee, or Employee and Principal/Administrator or Designee, reports incident to 


Child Abuse and Neglect Hotline


503-731-3100
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