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PURPOSE: 

It is the expectation of the Waterloo Catholic District School system that staff and volunteers will act promptly for 
the protection of the children in the care of staff, by reporting to a children’s aid society whenever they encounter 
cases of suspected ‘Child in Need of Protection’; Refer to Child in Need of Protection Definition – Child, Youth and 
Family Services Act 74(2) (APS020-AX: Appendix A). This suspicion must be regarded as an emergency of the 
utmost priority, and such cases must be acted upon immediately. The following procedure is designed to ensure 
compliance with the Child and Family Services Act (CFSA) whenever it is suspected that a child is in need of 
protection. 
 
 

REFERENCES: 
 Child, Youth and Family Services Act 74(2) Child in Need of Protection 

 The Education Act and Regulations 
 

FORMS: 
 APS020-01F: Suspected Child in Need of Protection, Reporting Record (F&CS) 

 APS020-02F: Employee Incident, Family & Children’s Services (F&CS) 

 APS020-03F: Employee Incident, Employee Copy 

 APS020-04F: Employee Incident Checklist 

 APS020-05F: Student Apprehension Without Warrant 
 

REPORTS: 
 N/A 
 

APPENDICES: 

 Appendix-A: Child in Need of Protection Definition 

 Appendix-B: Verification Letters Involving School Board Employees 

 Appendix-C: Family and Children’s Services, Admission of a Child into Care 

mailto:aoda@wcdsb.ca
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-AX_ChildNeedProtection.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-01F_SuspectedChildProtectionReportRecordExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-02F_EmployeeIncidentFCSExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-03F_EEIncidentEEExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-04F_EEIncidentChecklistExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-05F_StudentApprehensionWithoutWarrantExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-AX_ChildNeedProtection.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-BX-VerificationLetters.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-CX_FCSAdmissionofChild.pdf
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COMMENTS AND GUIDELINES: 

Procedural Guidelines  
 

General Reporting 

1. Where, in the course of employment or volunteer activities with the Board, one believes (based on facts, 
circumstances or disclosure) there are reasonable grounds to suspect that a child or youth under the age of 18 
is or may be in need of protection, the steps in this procedure must be followed immediately. A report to Family 
and Children’s Services may be made 24 hours a day. 

 

2. The principal of the school where the child attends, must be informed that a report will be or has been made. 
The individual employee, however, retains primary responsibility and must report personally to Family and 
Children’s Services as per CFSA s.72(3) which states: ‘A person who has a duty to report a matter under 
subsection (1) or (2) shall make the report directly to the society and shall not rely on any other person to report 
on his or her behalf.’  

 
3. The employee may confer with the principal, the supervisor or the superintendent prior to reporting any 

suspicion of a child in need of protection to Family and Children’s Services, however, this consultation must not 
unduly delay the report of the incident and the safety of the child must be of primary importance. Reporting is 
by law required ‘forthwith’. When fulfilling these requirements the teacher and principal involved will also ensure 
safe and appropriate supervision of the teacher’s class. 

 
4. The employee must report to Family and Children’s Services (F&CS) again if he/she encounters similar or new 

concerns regarding the alleged child in need of protection as per CFSA s.72(2) which states: ‘A person who 
has additional reasonable grounds to suspect one of the matters set in subsection (1) shall make a further 
report under subsection (1) even if he or she has made previous reports with respect to the same child.’  

 
5. When making a report to Family and Children’s Services, have the following information available: 

 The sex, name, birth dates, address(es) of the alleged victim(s), sibling(s), other potential child victim(s) 

 The parent(s’)/guardian’s phone numbers both at home and at work 

 The name and phone number of the emergency contact 

 The relationship of the alleged victim(s) to the alleged offender and the names of schools attended by 
sibling(s) and other potential child victim(s) 

 The full name of the employee who reports the alleged incident and how he or she can be contacted 

 A clear description of the problem. Describe the injury or disclosure. Give both the time of the disclosure 
and the context in which the incident allegedly happened. If the incident is not current, tell what led to the 
disclosure at this time. 

 A description of the current behaviours of the student, e.g., frequent absences, late for class, change in 
attitude, peer group 

 An indication of any language or cultural differences which might make follow-up difficult including need for 
an interpreter 

 Recommendations of how best to approach the family 
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The individual making the report must keep a written record of the information given to Family and Children’s 
Services. 

Complete the Waterloo Catholic District School Board form entitled, Suspected Child In Need of Protection,  
Reporting Record (F&CS) (APS020-01F) which must be sent to the school’s social worker within 24 hours. No 
other copies are to be made of this form. NOTE: When the allegation involves a staff member, the form is sent 
to the Chief Social Worker. 

6. Once a report has been made, the principal or the supervisor follows Family and Children’s Services’ 
instructions regarding care of the child. At any stage of the investigation, prior to an apprehension, the principal 
retains the responsibility for ensuring the safety of the child. 

 

Investigation 
 

1. When an employee has reasonable grounds to suspect that a child is in need of protection, it is not the staff 
member’s responsibility to prove this suspicion. Thus any personal interview or physical examination of the 
child should be confined to the context of daily observation and discussions. A child should not be asked to 
remove clothing that is part of normal indoor attire. Where physical abuse is alleged, the investigating social 
worker from Family and Children’s Services may ask the child’s permission to examine the child in the 
presence of the child’s parent or someone acting ‘in loco parentis’ (school personnel). Discretion must be used 
in relation to the age and sex of the child. School personnel may choose not to be present during physical 
examination if their presence might jeopardize their future educational relationship with the child. 

 
2. When a worker from Family and Children’s Services arrives at the school for the purpose of interviewing or 

removing a child, and you are uncertain as to the identity of the person, ask the worker to produce the Family 
and Children’s Service’s picture Identification Card. You may further wish to call the appropriate office of Family 
and Children’s Services to confirm the identity. 

 
3. When the alleged child in need of protection, sibling and other children potentially involved are being 

interviewed at the school, the principal, the supervisor, or a designate will not be present during the interview. 
However, in rare occasions (if it is in the child’s best interest or at the child’s request) the decision about school 
board personnel being involved in the interview will be made in consultation with the school principal. The role 
of school personnel is an observer role only. If a designate is used, this person should be someone who is 
known by the child and has a good relationship with the child.  
 
There will be some occasions in which Family and Children’s Services and Waterloo Region Police Services 
decide to proceed with a joint investigation as mandated under the Child, Youth and Family Services Act.  

 
4. Board staff will furnish by fax, phone or email, any and all information required by Family and Children’s 

Services including the identification of the child(ren) at risk and any siblings, if known. If you are uncertain as to 
the identity of the caller requesting information, the appropriate office of Family and Children’s Services can be 
called to confirm the identity of the caller.  

 
5. When reports are made at the end of a school day, Family and Children’s Services will make every effort to 

respond as soon as possible.  The principal, in consultation with the worker, will determine a course of action 
for assuring the parent of the safe whereabouts of the child. 

 

Informing Parents 
 

Informing Parents of a Report 

The principal, the supervisor, or the superintendent, in consultation with Family and Children’s Services, will 
determine when the parent will be informed of the referral and by whom. Unless agreed upon by both parties, it is 
the obligation of Family and Children’s services to inform the parent of the report. 

Note: Informing the parents prematurely of Family and Children’s Services involvement may seriously jeopardize 
the investigation and may interfere with the protection of the child, and whenever possible should not occur. 

https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-01F_SuspectedChildProtectionReportRecordExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-01F_SuspectedChildProtectionReportRecordExtended.pdf
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In the event that other students, other than an alleged victim, need to be interviewed as part of an investigation, 
Family and Children’s Services will seek parental consent for such interviews. If not able to get consent in advance, 
Family and Children’s Services will inform the parents after such interviews have taken place.  
 

Informing Parents of an Apprehension 

Parents must always be informed of an apprehension prior to the end of the school day to ensure that the parent 
does not arrive at the school unaware of the situation or the parent does not become unduly alarmed about the 
child’s failure to return home. 

 
Inquiry by Parent or Guardian 

For an inquiry by the parent or guardian, be prepared to respond as follows:  

 Share a copy of this protocol with the parent as you deem appropriate.  

 Direct the concerns to Family and Children’s Services and provide the telephone number for Family and 
Children’s Services.  

 Direct requests for additional information regarding these procedures to the principal, supervisor, or the 
superintendent. 

 

Documentation 
 

Apart from forms required by the Board, any staff must keep detailed notes at all stages of the process with regard 
to their involvement. 

Documentation should: 

 Be factual including names, dates and times; be non-judgmental. 
 

 Contain personal observation such as what was seen and heard by the employee, principal and other 
observers, as well as what was relayed to them by others. 

Note: Do not give an opinion. 

Note: All documentation with respect to a child in need of protection is confidential and is to be safeguarded as 
such. This documentation is not considered part of the Ontario Student Record but should be kept in a file in 
the principal’s office. 

 The only documentation that will be placed in the Ontario Student Record (OSR) are:  

 Student Apprehension without Warrant (APS020-05F),  

 Family & Children’s Services Admission of a Child into Care (APS020-CX: Appendix C); if admission to 
care was planned or voluntary, F&CS will have sent the form depicted in this appendix to the school 

 

Board Employee Incident Reporting 
 

1. When a Board employee is alleged to have been the perpetrator, the procedures set out in this policy/protocol 
apply, but there are certain additional requirements. 

 
2. Prior to reporting to Family and Children’s Services, the principal shall consult immediately with the School 

Superintendent. If the School Superintendent is contacted, he/she will inform the Director of Education directly. 
The School Superintendent (or Director) may contact the Chief Social Worker for consultation. Consultation 
shall not unduly delay the report to Family and Children’s Services. If the allegation is regarding a principal, the 
person with information will make the report and inform the School Superintendent. WCDSB Employee Incident 
Checklist (APS020-04F) is started.  

https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-05F_StudentApprehensionWithoutWarrantExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-CX_FCSAdmissionofChild.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-04F_EEIncidentChecklistExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-04F_EEIncidentChecklistExtended.pdf
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3. When a referral is received at Family and Children’s Services regarding physical maltreatment of a student by 

Board personnel, if there are any injuries or marks or if a parent requests, a full investigation will be undertaken. 
 
4. When a referral is received at Family and Children’s Services that does not involve injuries or marks but the 

concerns are about inappropriate handling of a student or child by Board personnel, Family and Children’s 
Services may collaborate with the school/Board personnel to ascertain if the matter could be resolved by the 
school/ Board personnel following up with the student and his/her parents. If the matter is resolved at that level, 
no investigation will take place. If at any time the parent is not satisfied with the process, they can request that 
a Child Protection Worker investigate the matter.  

 
5. The principal or designate will ensure that the alleged victim and other students are safe.  
 
6. The principal, supervisor, or superintendent shall not interview or inform the alleged offender prior to initiating a 

report to Family and Children’s Services and the police.  Immediately following a report to Family and 
Children’s Services, principals are directed to complete the Employee Incident, F&CS (APS020-02F).  

 
7. Immediately after receiving permission from Family and Children’s Services and/or the police, the principal or 

designate shall inform the employee that the report of suspicion that a child is in need of protection has been 
made and that the employee is the alleged offender, and inform the employee of the right to contact his/her 
association or union for assistance and advice. Employee Incident, Employee Copy (APS020-03F) is 
completed.  
 

8. If permission to inform has not been given by Family and Children’s Services and/or the police, the employee 
will be informed by the principal of his/her right to contact his/her association or union for assistance and advice 
just before the employee meets with Family and Children’s Services and/or the police. 

 
9. The principal, supervisor, or superintendent shall not interview the employee prior to the investigation by Family 

and Children’s Services Staff.  
 
10. The school superintendent will be the contact person for Family and Children’s Services staff.  After Family and 

Children’s Services has made a determination regarding an investigation of an employee, a letter will be sent to 
the employee with confidential copies to the superintendent and principal; refer to Verification Letters Involving 
School Board Employees (APS020-BX: Appendix B).  The letter will contain the referral information, the 
persons interviewed (usually the child, the alleged offender and individuals who have information about the 
incident), the society’s verification decision, and notification that this letter will stay in the business records of 
Family and Children’s Services. The letter will be sent within two weeks of interviewing the subject children and 
if there is delay beyond this timeframe, the Board will be contacted by Family and Children’s Services.  

 
11. If the allegations are verified by Family and Children’s Services, the letter will contain details of the information 

and investigation so that appropriate Human Resources follow-up, post-investigation, can be undertaken.  
Employee Incident Checklist (APS020-04F) is completed.  

https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-02F_EmployeeIncidentFCSExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-03F_EEIncidentEEExtended.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-BX-VerificationLetters.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-BX-VerificationLetters.pdf
https://www.wcdsb.ca/wp-content/uploads/sites/36/2018/10/APS020-04F_EEIncidentChecklistExtended.pdf

