CONFIDENTIAL
Appendix I
School Report of Suspected Abuse or Neglect

Child’s Name ___________________ 		Date of Birth________ 		Sex____ 

Parent/Guardian #1: ____________________ 	Parent phone number(s): ___________________
Parent Address: __________________________________________________________________
Parent/Guardian #2: ____________________ 	Parent phone number(s): ___________________
Parent Address: __________________________________________________________________
Siblings of child, and DOB: _________________________________________________________________________
Reporting staff member_______________________ 	School___________________ Grade______ 
--------------------------------------------------------------------------------------------------------------------------- 
Who (name of alleged maltreater/relationship to child):_________ _____________________________ 
Where (place that alleged maltreatment occurred): __________________________________________ 
When (date and approximate time/other events from in case child cannot remember exact day): _________________________   ________________________________________________________________________________________________ 
What (describe incident/describe injuries and conditions as a result of alleged child maltreatment): 
________________________________________________________________________________________________ 
________________________________________________________________________________________________ 
________________________________________________________________________________________________ 
Witness & relationship to alleged victim, if applicable: ___________________________________________________ 
What actions, if any, have school staff taken in relation to this incident?____________________________________
________________________________________________________________________________________________
Describe possible/likely impending threats to child’s safety: _______________________________________________
Child’s functioning/vulnerability (ie. special needs?)______________________________________________________ 
________________________________________________________________________________________________ 
Other important information for county: ______________________________________________________________
Name and contact information of others who may have more information about family and child: 
________________________________________________________________________________________________ 

____________________________ 	______________ 	____________________________________________
Signature and position of reporter 	Date of report 		Name of Human Services staff taking report (if known)

Child Protection Services/Intake 		Sheriff’s Dept. –Emergency		
Marquette Cty Intake: (608) 297-3124 		(608) 297-2115 
Waushara Cty Intake: (920) 787-6550 		(920) 787-3321 
Adams Cty Intake: (608) 339-4505 		(608) 339-3304 
*Once report is called in, give report to school principal to keep in confidential file.	Please refer to page two for additional information.
Guidelines for completing a Suspected Child Abuse/Neglect Report


[bookmark: _GoBack]Guidelines for School Staff regarding a Suspected Report of Child Abuse or Neglect

1.  Gain basic information necessary to complete the form.  Do not attempt to interview the child in-depth.  This will be done by Human Services, if necessary.

2.  Obtain School Report of Suspected Abuse or Neglect form and complete.  This form will be your reference when you contact Human Services.

3.  Complete form to the best of your ability.  
	a.  Utilize Skyward for addresses, and sibling information.
	b.  When describing the abuse or neglect, be as complete as possible with the information that you have.  However, if there is a  section of the form that you are not able to complete, or does not apply to the situation, leave it blank.
	c.  If you are describing an injury, include information such as: left- or right- side of the body, size, appearance, or whether or not the child is experiencing pain or discomfort.  Please note that there does not have to be a visible injury to make a report.
	d.  It is sometimes helpful to include information about what information staff may have already taken as a result of the concern.  Examples include:  calling parent regarding the situation, provided a resource, referred to guidance or school social worker, etc.  Please note that school staff does not have to have provided an intervention as a result of the concern.  However, if any intervention has been attempted, it is useful for Human Services to know this when determining how they will respond to the report.
	e.  The DHS may ask if there is any additional information about the family, such as recent stressors, any known incidents of violence, concerns about substance abuse, etc.  If you are aware of any, please share this with the worker.  If you do not have any additional information, simply state that you have no other known concerns.  Please remember that you do not have to have a list of concerns, or a history of prior behavior.  A single incident of concern must be reported, regardless of any history, or lack thereof.

4.  If you have any questions when completing the report, contact School Social Worker or Elementary Guidance Counselor.

5.  Complete form and make call at the earliest possible opportunity. If there is an incident or concern, a report submitted early in the day that requires a same-day response will allow Human Services ample time to respond.

6.  Whenever possible, notify your building principal, the elementary guidance counselor, or the school social worker prior to making a contact.  If none of these individuals are available, make the report and contact the appropriate party as soon as possible.

Please note:  You do not have to be certain that abuse or neglect has occurred.  It is the job of Human Services staff to determine what has happened.  Your responsibility is to report the concern.  If you have questions, contact the School Social Worker or Elementary Guidance Counselor for assistance.

