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CHILD ABUSE & NEGLECT REPORTING  

POLICY & PROCEDURES 
 

 NOCAC Child Development believes in concentrating on families - not just the parent or child.  Our goal is to 
help you do the best you can in raising healthy, happy children.  We understand every household has a different 
parenting style and we strive to understand and respect the rights of parents.  However we also know some parenting 
styles may place a child at risk of harm and/or injury.   

 Children are abused and neglected every day.  It is our responsibility to 
provide support and education to our families in an effort to prevent child 
maltreatment.  Despite our efforts, the child we work with may still be abused 
or neglected.  When this occurs, it is our responsibility to report the concerns 
to the proper authorities.   
 Ohio law identifies certain professionals as mandated reporters (Ohio 
Revised Code, Section 2151.421).  This means anyone who is identified as a 
mandated (definition:  “to authorize or decree (a particular action), as by the 
enactment of law”) reporter MUST contact the appropriate authorities when 
faced with the suspicion that a child is being abused or neglected.  
Some professionals identified as mandated reporters include child care 
workers, day care personnel, nurses, physicians and psychologists, school 
authorities and school employees, school teachers, social workers and speech 
pathologists 
 

NOCAC Child Development staff are mandated reporters.  All staff are required by Ohio Revised Code 2151.421 
to report any suspected incidents of child abuse or neglect.  As required by Ohio Job and Family Services, NOCAC 
Child Development staff is trained in child abuse/neglect recognition & prevention and are made aware of the mandated 
reporting laws.  Ohio Revised Code 2151.421 states, “reporting is required if a mandated reporter suspects that a child 
under 18 years of age has suffered or faces a threat of physical or mental abuse or neglect.”   
Staff is expected to follow the law set forth by the state and NOCAC’s policies and procedures regarding suspected 
child abuse/neglect and MUST contact the proper authorities in the event of a concern or suspicion.  
  

If staff fails to report, they could be found guilty of a misdemeanor of the fourth 
degree and liable for civil damages. 

 
You may contact the Family & Community Engagement Manager via phone at 419-784-5136 ext 1105 with any questions 
or concerns regarding the child abuse/neglect policy. 
 

Step by step procedures to be followed by all staff when suspecting child abuse/neglect. 
 
1. Ask (ONLY if necessary) the child what happened using open ended questions only.  After the child responds, if it is 
suspicious and you suspect abuse or neglect, you must make a report.  Remember, not to question the child too much. 
2. Document all information on NOCAC Child Abuse/Neglect Incident form and take to DJFS within 24 hours and the 
yellow copy of the form is to be sent to the NOCAC Central Office.  When reporting a concern regarding a child, be sure 
to have all needed information available including: 

• name and address of the child you suspect is being abused or neglected 
• date of birth and age of child 
• name and address of parent or caretaker 
• name of person you suspect is abusing or neglecting the child 
• reason you suspect abuse or neglect 
• other significant information 
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• your name, work address, and place of 
employment. (as a mandated reporter, you may not 
report anonymously)  

3. CALL Dept. of Jobs and Family Services in the county the child 
resides.  Ask if they want a written copy of the report.  If they do 
not, document it on the NOCAC Child Abuse/Neglect Incident 
form.  Also document the name of the caseworker receiving your 
report. 
4. Contact the Family & Community Engagement (FCE) Manager 
via phone regarding the report you filed.  If the FCE Manager is not 
available, report to the Child Development Director; if not 
available, NOCAC Executive Director.  Please DO NOT leave an 
voice mail or send an email.  It is important to remember, staff are 
not calling for permission to report, instead to inform of a situation with a family. 
5.  Inform the FSS in your County about the report.   
6.  Confidentiality is expected.  Staff at sites is on a need to know basis. 

 
All employees must follow proper procedures of reporting child abuse and neglect.   

Failure to follow proper procedures will result in disciplinary action.   
Failure to report could also lead to a misdemeanor of the fourth degree and being held liable for civil 

damages. 
 

If a NOCAC employee suspects a staff of child abuse/neglect or witnesses an incident, they MUST, report to 
the proper authorities and follow these steps: 

 
1.     Ask (ONLY if necessary) the child what happened using open ended questions only.  After the child responds, if it 
is suspicious and you suspect abuse or neglect, you must make a report.  Remember, not to question the child too much. 
2.     Document all information on NOCAC Child Abuse/Neglect Incident form and take to DJFS within 24 hours and the 
yellow copy of the form is to be sent to the NOCAC Central Office.   
3.     CALL Dept. of Jobs and Family Services in the county the child resides.  Ask if they want a written copy of the 
report.  If they do not, document it on the NOCAC Child Abuse/Neglect Incident form.  Also document the name of the 
caseworker taking the report. 
4.  Contact the Head Start Director regarding the report you filed.   It is important to remember, staff are not calling for 
permission to report, instead to inform of a situation with an employee. 
5.  The Head Start Director will represent our program in discussions with the child’s family. 
6.  Complete a JFS 01299 “Incident/Injury Report” for parent to sign. 
7.  The County Manager or Head Start Director must call the Toledo Licensing office within 24 hours to report the 
incident.  A copy of the JFS 01299 “Incident/Injury Report” must be faxed or scanned and emailed or submitted online 
to the Toledo Licensing office within three business days from the occurrence. 
 
All NOCAC employees are expected and required to follow our agency’s policy regarding professionalism and 
confidentiality.  The following applies: 

• At the initial Home Visit, staff MUST inform parents of the mandated reporting requirements (found in the 
Family Handbook) and offer support to families with parenting concerns. 

• Staff should never threaten to contact DJFS as way to scare the family into making changes.  Remember, staff 
should only report any concerns or suspicions to DJFS. 

• Staff should never inform a family they have been reported to DJFS. 
• If NOCAC Child Development Staff must report concerns regarding a family, staff will continue providing 

support and services to that family without prejudice.  The FSS or other designated staff will develop goals with 
the family, as directed by the ERSEA Coordinator and the Family and Community Engagement Manager to 
address concerns. 

• Staff who plead guilty to or are convicted of child abuse/neglect must inform the Director. 


