
 
       

 

 

 

Appendix1: Summary of Reporting Procedures 
 
Below is a summary of the actions to be taken by the Designated Liaison Person (DLP) in 
relation to Child Protection Concerns brought to him/her.  These give an outline and it is 
important to take time to consult the Child Protection Procedures for Primary and Post-
Primary Schools 2017 for details before proceeding. Chapter 5 contains the details of 
Reporting Concerns. 
 
Allegations of abuse made against school staff may require immediate action involving 
suspension of the teacher, SNA or member of ancillary staff.  The Board of Management 
(BoM) should always seek comprehensive legal advice before embarking on such action. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

When someone else in the School Community has a Child Protection 
Concern 

 
• SNA/Ancillary Staff– Report Concern to DLP(Procedures 5.1.1 / 5.1.2) 

• Parent/Guardian - Report Concern to DLP (Procedures 5.6) 

Actions of DLP on becoming aware of a Concern 
(Procedures 5.1.1 / 5.1.2) 

 
• Open a Secure File – use child’s ClárUimhir 

• Record all details of the Concern 

• Consult  

o Resource Bundle and PAMs 

o Child Protection Procedures for Primary and Post-Primary Schools 2017 

o Children First National Guidelines 2017 

o Commence Reporting Procedure 

Reporting Procedures 
(Procedures 5.3 / 5.4) 

 
Are there Reasonable Grounds for Concern? Have the Thresholds for 
Harm been reached? 

• If yes – Make a mandated report to TUSLA 

• If unsure– Consult with TUSLA and follow advice given.  Be clear that you are 

consulting only and do not give details of persons involved 

• If in any doubt – make a mandated report 

• If thresholds not reached, but you have concerns – make a report 
If TUSLA are not available and the case warrants immediate response, report to Gardaí 

When a Registered Teacher has a Child Protection Concern 
(Procedures 5.1.1 / 5.1.2) 

 

• A Teacher will immediately report a child protection concern to the DLP. 

The Teacher will work with the DLP on the reporting procedures 

• A registered teacher is a mandated person and has a statutory obligation to 

make a mandated report to Tusla.  This will normally be done by making a 

joint mandated report with the DLP. 



 
       

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Records of Reporting 
 

• Record the details of the concern in the file 

• Keep records of all reports made to TUSLA or Gardaí 

• Record details of advice sought: 

o The person you spoke to  

o The advice given 

When the DLP decides not to make a Report to TUSLA 
(Procedures 5.3.8) 

 

• Inform the reporting person in writing of the decision not to make a report 

• inform the reporting person that they may make a report to TUSLA and give 

the school a copy 

• Keep copies of the above in the file 

• Keep a copy of any report by the reporting person in the file 

• Include all details in your next oversight report to the BoM 

Informing Parents 
(Children First Chapter 3 P.25) 

 

A school is not required to inform the family that a report is being made to Tusla. It is 
good practice however to tell the family that a report is being made and the reasons for 
the decision. 

It is not necessary to inform the family if by doing so: 
• the child will be placed at further risk  

• might impair Tusla’s ability to carry out a risk assessment 

• you believe that you are putting yourself at risk of harm from the family 

The DLP may seek advice from TUSLA regarding informing the family and record all 
communication with the family or TUSLA in the File 

Child Protection Oversight Report (CPOR) 
(Procedures 5.5) 

 
The Principal (normally DLP) will make a CPOR at every BoM meeting.  It will 
detail: 
• Any allegations of abuse raised in relation to school staff since the last BoM 

meeting 

• Other child protection concerns raised in relation to any child since the last 

BoM meeting 

• Child protection concerns regarding alleged bullying behaviour since the last 

BoM meeting 

• Summary data in respect of Reporting 

TUSLA Reporting Forms 
 

TUSLA has 2 Reporting Forms 
• Child Protection and Welfare Report Form 

• Retrospective Abuse Report Form 

 

 


