
D. 
 

CHILD PROTECTION PLAN 
 
 

I. Region 5 
 

A. Name and code of local offices of the Department of Child Services 
located within the region: Benton 06  

  Carroll 08 
  Clinton 12 
  Fountain 23 
  Tippecanoe 79 
  Warren 86 
  White 91 

 
 
 
  
II. Type of Child Protection Plan: Regional Child Protection Plan 
 

  III.         Planning and Community Involvement:  (Please attach a copy of the notice(s) 
of the hearings on the county child protection plan.  Also attach a copy of the 
publisher’s statement if one is required.) 

 
A. Was the notice of the public hearing posted or published at least 48 

hours in advance of the hearing (excluding weekends and holidays)? 
 
  1. Yes   X   No    _   (Please explain) 
 
 
 B. Was the procedure for notice of hearing according to IC 5-14-1.5-5 

(attached) followed in detail?  (Please check all that apply.) 
 
  1. X Public Notice was given by the Local Office Director 

and Regional Manager. 
 

 2. X Notice was posted at the building where the hearing 
occurred and/or at the local offices of the Department 
of Child Services. (Required procedural element) 

 
3.              X        The following news media were notified that a public 

hearing was to be held: The Benton Review (Benton County); Carroll 
County Comet (Carroll County); Fountain County Neighbor, Lafayette 
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Journal & Courier, Monticello Herald Journal, Review Republic (Warren 
County), and the Frankfort Times  

 
C.             Give the date(s) and location(s) of the public hearings and attach a 
copy of the notice posted as well as a copy of the newspaper notice including 
publisher’s statement. 9:00 a.m., September 25, 2009 in the Tippecanoe Room of 
the Tippecanoe County Building, 20 N. 3rd Street, Lafayette, Indiana   

                    
 
 

D. Sign-in sheet(s) for the public hearing(s) and a copy of any written 
testimony presented can be found in the public testimony section of this 
plan. 

 
     

 
IV. The Staffing and Organization of the Local Child Protection Service 
 

Describe the number of staff and the organization of the local child protection 
service including any specialized unit or use of back-up personnel.  NOTE: 
The term CPS refers only to the reporting and investigation of child abuse 
and neglect 

1. 23 Number of Family Case Managers investigating 
abuse/neglect reports full time. 

 
  2. 1 Number of Family Case Manager IIs with dual 

responsibilities; e.g., 50% CPS investigations and 
50% ongoing services or 20% CPS and 80% ongoing 
services. 

 
  3. 2 Number of Family Case Manager Supervisor IVs 

supervising CPS work only. 
 
  4. 3 Number of Family Case Manager Supervisor IVs 

supervising both CPS work and ongoing services; 
e.g., 50% CPS and 50% CHINS work. 

 
  5. 1 Number of clerical staff with only CPS support 

responsibilities. 
 
  6. 10 Number of clerical staff with other responsibilities in 

addition to CPS support. 
 
  7. Does the Local Director serve as line supervisor for CPS? 
   Yes   X      (in Benton, Carroll and Warren) No ____ 
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Describe the manner in which suspected child abuse or neglect reports are 
received. 

 
 
The Indiana Department of Child Services (DCS) Child Abuse Hotline will be available 
to receive reports of child abuse and/or neglect (CA/N) 24 hours per day, seven (7) days 
per week, through a toll-free child abuse hotline (800-800-5556).  

 
DCS will receive oral and written (hard copy and electronic) reports and requests. 

 
DCS will record the date, time, and purpose of every hotline call received. 
 
Calls received by a law enforcement agency (LEA) requiring an immediate response, will 
be routed to the front of the queue. 
 
    
         The Hotline Intake Specialist will complete the following steps for all calls 
received: 

1. Record the date and time of the call; 
2. Engage with the caller in a courteous and professional manner; 
3. Actively listen to the reporter and take detailed notes; 
4. Make an initial determination about the nature of the call to be one of the 

following, record the purpose of the call, and take appropriate actions: 
a. CA/N allegations 

Proceed with creating a Preliminary Report of Alleged Child Abuse or 
Neglect (SF 114/CW0310) (Child Abuse and/or Neglect (CA/N) intake 
report). 

b. Service Requests 
Proceed with creating a Service Request Intake Report (SF 
49548/CW0310SR).  
Other calls 
1) Out of State CA/N allegations: Reports where the alleged CA/N 

occurred in another state will be referred to the appropriate child welfare 
agency in that     state.  No further action required unless courtesy 
interviews are requested by the agency, 

2) Information only (i.e., requesting the phone number of a local childcare 
provider): Provide the caller with the requested information. No further 
action required, 

3) Collateral information for an open assessment or case: Transfer the 
caller to the DCS local office who is assigned to the assessment or case 
and after business hours to the DCS Local Office on-call designee, 

4) Inquiries about the status of CA/N report, assessment or case, 
5) Homeless Unaccompanied Minor: Proceed with completing a CA/N 

intake report regardless of whether abuse and/or neglect is alleged,   
6) Complaints: Refer the caller to the appropriate person by following the 

chain of command at the DCS Child Abuse Hotline, escalating only if 
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previous complaints went unresolved (FCM, Supervisor, DCS Local 
Office Director, Regional Manager), 

7) Resource parenting inquiries: Refer the caller to the person who 
handles licensing at the DCS local office or the Indiana Foster Care and 
Adoption Association (IFCAA), phone: 800-468-4228, 

8) Adoptive parenting inquiries: Refer the caller to the Indiana Foster Care 
and Adoption Association (IFCAA), phone: 800-468-4228, and 

                        Wrong numbers: No further action required         
 
                                     
  In Person Reports at DCS Local Office 
The DCS local office will assist any individual from the community who wishes to make 
a report in person at the DCS local office.  The DCS local office will ensure that the 
individual has access to a telephone to make their report.    
  
 
  1. Is the 24-hour Child Abuse Hotline (1-800-800-5556) listed in your 

local directory(ies) with the emergency numbers as required by law?  
 
 Yes _x___   No____ 

 
 
   
 
  2. List the local 24-hour CPS telephone number(s) for receipt of 

child abuse or neglect reports during: 
 
   a.  1-800-800-5556   
 
     
      
 
  3. What agency personnel will be answering the after-hours child 

abuse hotlines?   
    
   The Indiana Department of Child Services 24 hour Abuse and  
    Neglect Hotline Intake Specialists will be answering after hour’s  
    abuse and neglect calls.  
 
  4. Non-DCS personnel will no longer receive after hour’s calls.  All 

calls during and after hours will be received by the 24-hour 
Indiana Child Abuse hotline.  
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Describe your current system of screening calls reporting allegations of child 

abuse and neglect.  Refer to Child Welfare Manual subsection 204.3.   
 
 
The Hotline Intake Specialist will: 

1. Recommend a CA/N intake report for screen-out if: 
a. The statutory definition of CA/N has not been met, and/or 
b. There is not enough information in the CA/N intake report to either identify 

or locate the child and/or family to initiate an assessment. 
 

Note:  DCS will consider potential current and future risk to the child(ren) 
prior to recommending a CA/N intake report that involves domestic violence 
for screen-out.   

 
2. Document the specific reason for the screen-out in the notes section of the CA/N 

intake report (i.e., “The allegations don’t meet the statutory definition of CA/N 
because the person who allegedly abused the child was not the child’s parent, 
guardian or custodian”); 

3. Recommend the report be referred to a Law Enforcement Agency (LEA) if the 
allegations are of a criminal nature; 

4. Forward the CA/N intake report and records search information to a Hotline 
Intake Supervisor for review and approval of the recommendation to screen it out. 
This may be done electronically; and 

5. The Hotline Intake Specialist will either make direct contact with the Supervisor 
to confirm receipt or will assure receipt through a standardized delivery process 
such as a high-priority in-box, an incoming CA/N intake report log, etc. 

 
The Hotline Intake Supervisor will approve or deny the decision to screen out the report. 

 
A centralized Screen-Out Committee will exist to review a sample of all CA/N intake 
reports that have been recommended for screen-out.  The Screen-Out Committee will act 
as an advisory committee and will make recommendations about screen-outs. 
 
The Screen-Out Committee members will consist of the following four (4) people: 

1. DCS Child Abuse Hotline Director or designee; 
2. DCS Hotline Intake Supervisor or Hotline Intake Specialist; 
3. Member of a local Child Protection Team1

4. DCS Central Office Attorney. 
; and 

 
 
 
 
 
 

1 This representative may not be a DCS employee. 
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After a Hotline Intake Supervisor approves a CA/N intake report for screen-out, the 
following will occur: 

1. Another Hotline Intake Supervisor will complete the following within 24 hours of 
the conclusion of the initial call from the reporter: 

a. Review the CA/N intake report and records search information, 
b. Agree with or disagree with the Hotline Intake Supervisor’s 

recommendation, and 
c. Contact Hotline Intake Supervisor who received the initial report to 

communicate his or her decision. 
 

2. If the Hotline Intake Supervisors agree, the Hotline Intake Supervisor who 
received the initial report will document the decision in the notes section of the 
CA/N intake report in the Indiana Child Welfare Information System (ICWIS) 
and leave the report open in ICWIS so the other Hotline Intake Supervisor can 
enter their decision at a later date.  Assure that a hard copy of the report and 
search information is properly filed for the Screen-Out Committee review;  

3. If the Hotline Intake Supervisors do not agree, the Hotline Intake Supervisor who 
received the initial report will submit the report to the Child Abuse Hotline 
Director for a final decision;  

 
4. The Screen-Out Committee will review a random sampling of all CA/N intake 

reports that have been recommended for screen-out within seven (7) days of the 
initial call made by the reporter: 
a. The members of the Screen-Out Committee may meet in person or conduct 

the review via teleconference or e-mail, 
b. Information from the records search will also be reviewed, and 
c. The committee’s discussion about each report will be documented, along with 

any recommendations.  A hard copy of the documentation will be attached to 
a copy of the intake report and filed. 

 
5. The DCS Child Abuse Hotline Director will consider the committee’s 

recommendations before making a final decision and communicating the decision 
to the Hotline Intake Supervisor who received the initial report.  Any decisions to 
disallow a screen-out must be communicated to the Hotline Intake Supervisor 
who received the initial report no later than two (2) hours after the committee 
adjourns; 

6. The Hotline Intake Supervisor will document the date and final decision, with 
rationale, in the notes section of the CA/N intake report in ICWIS; 

7. The Hotline Intake Supervisor will either: 
a. Route the intake report for assessment.  This must be done within two (2) 

hours of receiving the DCS Child Abuse Hotline Director’s decision to 
disallow the screen-out, or 

b. “Approve” the screen-out decision in ICWIS, thus closing the report.  
Consider referring the family for services. .   
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8.    A Hotline Intake Supervisor will give feedback to the Hotline Intake Specialist 
who recommended the report for screen-out if the final decision was to disallow 
the screen-out; 

 
The Hotline Intake Supervisor will contact professional report sources (i.e., medical 
professionals, schools, therapist, etc.) to inform them that a report was screened. 

                               
 
 D. Describe the procedure for assessing suspected child abuse or neglect 

reports:   
 
  1. Please indicate when abuse assessments will be initiated. 
 

a.  Within 24 hours of complaint receipt.  3.9 Initiation Times 
for Assessment 

 
    Yes __x__   No ____ 
 
   b. Immediately, if the child is in imminent danger of 

serious bodily harm. 
 
    Yes _x___   No ____ 
 
  2. Please indicate who will assess abuse complaints received 

during working hours. (Check all that apply) 
 
   a. ___  CPS 
 
   b. ___x CPS and Law Enforcement Agency (LEA) 
 

c.            ___  LEA only 
 
 
  3. Please indicate who will assess abuse complaints received 

after working hours. (Check all that apply) 
 
   a.       CPS only 
 
   b. __x_ CPS and LEA 
 
   c.       LEA only 
 
 
  4. Please indicate when neglect assessments will be initiated. .  

3.9 Initiation Times for Assessment 
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a. Immediately, if the safety or well-being of the child 
appears to be endangered. 

 
Yes __x__  No_____ 

 
 
   b. Within a reasonably prompt time (5 calendar days). 
 
    Yes _x___  No_____ 
 
 
  5. Please indicate who will assess neglect complaints received 

during working hours. (Check all that apply) 
 
   a. ___ CPS only 
 
   b.    x   CPS and LEA 
 
   c.       LEA only 
 
 
  6. Please indicate who will assess neglect complaints received 

after working hours. (Check all that apply) 
 
   a.       CPS only 
 
   b. _x__  CPS and LEA 
 
   c.       LEA only 
 
 
 E. Describe the manner in which unsubstantiated child abuse or neglect 

reports are expunged. Refer to Indiana Child Welfare Manual Chapter 
2 Section 13.   

 
Information on unsubstantiated allegations is automatically purged by ICWIS 180 days 
from the date the completed Assessment of Child Abuse or Neglect (SF113/CW0311) 
is approved.  

 
 

 
  Please indicate if you have received and are following the "Record 

Retention Guidelines." 
 
   Yes  _x___    No___ 
 

56



 
 F. Describe the policy and procedure you follow when receiving complaints 

of institutional child abuse/neglect regarding:  (It should be noted items 
F1 and F2 reflect current DCS policy relating to reports of institutional 
abuse and neglect.  These policies will need to be amended in 2010 to 
reflect the creation of a specialized Institutional Unit within the Indiana 
Department of Child Services. The Institutional Unit will pilot in March 
2010 with the scope of service to include to assessments in residential 
settings. The purview of the Unit will be expanded to include foster care 
as well as other institutional settings by May 2010. Corresponding 
policies and protocols are being drafted and will be available to be 
amended into the Child Protection Plan by March 2010. )    

 
 
  1. County assessments:  Please describe procedures for 

assessments and reporting foster family homes, child care 
homes, and schools.  Refer to  Indiana Child Welfare Manual 
subsection Chapter 12 Section 23 

 
The Indiana Department of Child Services (DCS) will investigate any Child Abuse and/or 
Neglect (CA/N) allegation regarding licensees of Licensed Child Placing Agency 
(LCPA) or DCS local office licensed homes. 
 
The DCS local office or LCPA responsible for licensing compliance will investigate 
allegations of licensing rule violations that do not meet the statutory definition of CA/N. 
 
DCS or an LCPA licensing worker may use the results of the investigation as the basis 
for revocation of a license if CA/N is substantiated or a rule violation is established. 
 
The results of the licensing allegation may be used as the basis for probationary status. 
 
The option to use DCS investigative personnel to conduct an investigation will depend 
upon the nature of the allegations and the staff available (Child Protection Service (CPS), 
licensing, etc.). See separate policies, 3.4 Initial Evaluation of Child Abuse and/or 
Neglect (CA/N) Intake Reports and 4.1 Reviewing the Child Abuse and/or Neglect Intake 
Report and Other Records. 
 
In accordance with Indiana Code, when a complainant alleges CA/N the identity of the 
complainant is confidential.  The identity of the complainant is not to be a part of the 
public record, is not available to the licensee, and shall not be revealed to any person 
during the investigation.  Disclosure of this information by design or by neglect shall be 
considered grounds for disciplinary action. 
 
 

2. State assessments:  Please describe procedures for reporting 
allegations in state  institutions and facilities.  Refer to Indiana Child 
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Welfare Manual subsection chapter 4 Section 30 Institutional 
Assessments 

 
The Indiana Department of Child Services (DCS) local office will conduct an assessment 
of a report of possible Child Abuse and/or Neglect (CA/N) that occurred in an institution 
located within the county.   
 
Institutions include:    

1. Resource family homes, 
2. Licensed childcare homes and centers, 
3. Public and private schools, 
4. Hospitals, 
5. Group homes, 
6. Residential treatment centers,  
7. Emergency shelter care centers,  
8. Correctional facilities, and 
9. [NEW] Unlicensed registered child care ministries. 

 
   
 

3. Abandoned infants (IC 31-9-2-0.5, plus amendments):  Please 
describe procedures for taking custody of an“abandoned infant,” for 
purposes of IC 31-34-21-5.6, as added by P.L.35-1998, Sec. 2, and 
amended by P.L.133-2000, Sec. 1.  (Abandoned nfant Protocols 
should be renewed at this time and can be incorporated here to 
satisfy this item.) 

 
Emergency Placement of Abandoned Infants 
The DCS Local Office FCM who needs to place an abandoned infant in substitute care 
will initially place the child in emergency shelter care when the team cannot convene 
prior to the child’s need for substitute care.   
 

Note:  This placement should be emergency shelter care only and should not be 
considered a long-term placement for the child. 

 
In order to determine the final recommendation of placement for the child, the DCS 
Local Office FCM will convene a multi-disciplinary team comprised of the following 
team members: 

1. CASA or GAL; 
2. DCS Local Office Director or designee; 
3. Regional Manager;  
4. Supervisor;  
5. SNAP worker (if appropriate); and  
6. Licensing FCM. 
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The team will make a recommendation for placement, documenting the best interests of 
the child and the reasoning used in determining the most appropriate placement for the 
child.  This recommendation and report on the interests served with this decision shall 
first be submitted to the DCS Director, then to the juvenile court for review.   
 
 
 G. RM:  Describe the inter-agency relations and protocols in existence 

regarding the provision of child protection service.  Describe protocols 
outlining information sharing between DCS, law enforcement and 
prosecutors. 

The Department of Child Services (DCS), law enforcement and local prosecutor have 
established a cooperative effort between agencies, wherein a multi-disciplinary team 
approach may be utilized in the investigation, assessment, referral for prosecution, 
medical and therapeutic treatment involving child victims of abuse, particularly sexual. 
 
Each of the agencies has specific responsibilities with regard to the investigation, 
assessment, medical/therapeutic treatment, and prosecution of cases of child abuse and 
neglect. We acknowledge that the multi-disciplinary team approach, through the 
cooperation of these agencies will aid our community in the daily commitment to ensure 
the protection of our children. 
 
Each agency will work with and assist the others to ensure that the best interest and 
protection of children will be served. The appropriate law enforcement agency is to 
investigate and determine whether or not a crime has been committed, and to present 
information to the proper authorities for prosecution. The Department of Child Services 
is responsible for the protection of children from harm by their parents or others 
responsible for their care.  DCS is responsible for conducting an assessment to determine 
the degree of risk to the children and to make efforts to ensure their safety. The 
prosecutor is responsible for assessing the legal aspects of the case in accordance with 
his/her prosecutorial role. 
 
It is expressly understood that each agency will work within its departmental mandates 
and policies.  Nothing contained in this agreement supersedes the statutes, rules or 
regulations governing each agency.  To the extent that any provision of this agreement is 
inconsistent with any such statute, rule or regulation, the statute, rule or regulation shall 
prevail. Any conflict or divergence from the protocols and procedures that occur between 
agencies regarding cases shall be addressed by a meeting between designated agency 
representatives. All personnel participating in investigations agree to maintain 
confidentiality of all records and information gathered on all crimes against children 
cases and preserve the privileged nature of records and information. 
 
These guidelines shall be reviewed and modified as needed by participating agencies.  
These guidelines and policies and procedure may be modified: 

a. To conform to existing or new statutes, rules, regulations, or 
departmental policies, which may conflict with any provisions of these 
guidelines; 
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b. To better meet the needs of families and children in the provision of 
related services. 

  c. To improve the procedures set forth in these guidelines; 
  d. To add or delete agencies as parties to these guidelines; 
  e. For such other purpose as the parties may agree. 
 

H. Describe the procedures that you follow upon receiving and referring 
child abuse or neglect reports to another county or state where family 
resides or where abuse or neglect occurs. (Refer to Indiana Child 
Welfare Manual subsections 3.11)  

 
When an Indiana Department of Child Services (DCS) local office receives allegations of 
Child Abuse and/or Neglect (CA/N) that took place in another Indiana county, the office 
will:  

1. Notify the DCS local office that has jurisdiction in the county where the 
allegations occurred; and 

2. Transfer the report to that DCS local office for evaluation. 
 
 

I. Describe special circumstances warranting an inter-county investigation 
(Refer to Indiana child welfare manual 3.11) 

 
 
When a DCS local office receives allegations of CA/N that may pose a conflict of interest 
due to relationships between subjects of the report and local office staff, the office may 
transfer the report to another county for assessment. 
 
 

J. Describe the manner in which the confidentiality of records is 
preserved. (Refer to Indiana Child Welfare Manual subsection 2.6) 

 
The Indiana Department of Child Services (DCS) will hold confidential all information 
gained during reports of Child Abuse and/or Neglect (CA/N), CA/N assessments, and 
ongoing case management. 

 
DCS will abide by Indiana law and share confidential information with only those 
persons entitled to receive it. 
 
DCS shall comply with any request to conduct CA/N history checks received from 
another state’s child welfare agency, as long as the records have not been expunged, 
when: 

1. The check is being conducted for the purpose of placing a child in a foster or 
adoptive home; 

2. The check is being conducted in conjunction with a C/AN assessment; and 
3. The requesting state agency has care, custody and control of the child and the 

request is to check Child Protection Services (CPS) history of an individual who 
has a prior relationship with the child. 
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DCS will advise individuals who make calls reporting CA/N, parents, guardian, or 
custodian and perpetrators of their rights regarding access to confidential CA/N 
information. 
 
DCS will make available for public review and inspection all statewide assessments, 
reports of findings, and program improvement plans developed as a result of a full or 
partial Child and Family Services Review (CFSR) after approval of Chief Legal Counsel. 
 
DCS will provide unidentifiable CA/N information of a general nature to persons 
engaged in research.  The DCS Central Office shall provide such information upon 
written request.  
 
DCS Central Office will submit all public records requests for substantiated fatality or 
near fatality records to the juvenile court in the county where the child died or the near 
fatality occurred for redaction and release to the requestor. 
 
All records sent from DCS shall be labeled or stamped "CONFIDENTIAL" at the top of 
each record.  Any envelope containing records shall also be labeled "CONFIDENTIAL”. 
 
[NEW] DCS will protect the confidentiality of all information gained from non-
offending parents in families experiencing domestic violence.   Prior to releasing any 
information (i.e. during court proceedings where disclosure of certain information is 
mandatory), the non-offending parent will be notified so they may plan for their safety 
and the safety of the child(ren).   
 

 
  Does your county have written policies regarding confidentiality of reports 

in addition to those in IC-31-33-18? 
  Yes   x     No ___  (If yes, please attach a copy.) 
 
 
 
 K. Describe the follow-up provided relative to specific investigations: 
 
  Are 30-/90-day follow-up reports specified in IC 31-33-7-8, (to hospital 

administrators, referring physicians, licensed psychologists, dentists, 
and school principals, community mental health centers, managed care 
providers, hospitals, or schools) sent within required time frame? 

 
  Yes _x__  No___ (If no, please attach policy in use at this time.) 
 
The Indiana Department of Child Services (DCS) will provide a summary of the 
information contained in the Assessment Report to the administrator of the following 
facilities if such a facility reported the Child Abuse and/or Neglect (CA/N) allegations:  

1. Hospitals; 
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2. Community mental health centers;  
3. Managed care providers;  
4. Referring physicians, dentists;  
5. Licensed psychologists; and  
6. Schools 

 
DCS will provide this summary 30 days after receipt of the Preliminary Report of 
Alleged Child Abuse or Neglect (SF 114/CW0310) (CA/N intake report). 
 
 L. Describe GAL/CASA appointments in your region.  
 
  Describe how  guardian ad litem or court appointed special advocates 

are appointed in your county? 
This varies by County. Tippecanoe County is the only County in the Region that has a 

CASA program. The CASA office is notified at the removal of a child and 
scheduling of a detention hearing. A representative from that staff attends the 
hearing and the courts immediately appoint CASA to the case.   A specific 
volunteer is selected by that CASA staff to represent the specific child. Until 
that time a representative from the paid staff from CASA maintains 
communication and organization on the child’s file and services until the 
time a volunteer accepts the new assignment. 

In Benton, Carroll, Clinton and White County the Judge appoints whatever attorney he 
chooses as the GAL, when it is requested by DCS or when he decides it 
would be useful. 

In Fountain and Warren County the Judge appoints a GAL on every case at the CHINS 
detention hearing. 

 
  What percentage of  CHINS are able to have advocates assigned?     

About 90% region wide. 
 

Tippecanoe 100% 
Benton 50% 
Carroll 71% 
Clinton 75% 
Fountain 100% 
Tippecanoe 100% 
Warren 100% 
White 75% 

 
 M. Describe the procedure in place in your county with the CAPTA appeals 

process.   
 
The Administrative Review is a process by which the alleged perpetrator has the 
opportunity to have a review of the assessment done by an Indiana Department of Child 
Services (DCS) employee not previously connected to the case.  The alleged perpetrator 

62

http://www.in.gov/dcs/files/00114.pdf�
http://www.in.gov/dcs/files/00114.pdf�
http://www.in.gov/dcs/files/00114.pdf�


can present information at the Administrative Review to see if the substantiation should 
be upheld.  
 
DCS requires that the Administrative Review be conducted by one of the following: 

1. The DCS Local Office Director in the county responsible for the assessment; 
2. The DCS Local Office Deputy Director in the county responsible for the 

assessment;  
3. The Regional Manager in the region responsible for the assessment; or 
4. The DCS Local Office Division Manager in the county responsible for the 

assessment.   
 
If the DCS Local Office Director, Deputy Director, or Division Manager was the person 
who approved the initial Assessment of Child Abuse or Neglect (SF113/CW0311) 
determination, or was otherwise involved in the assessment or preparation of the report, 
or if there is a conflict of interest, the request will be referred to the Regional Manager for 
this review and decision. 
 
The individual identified by DCS to conduct the Administrative Review may at his/her 
discretion and subject to the time limits stated herein, refer the request to the community 
Child Protection Team (CPT) to review and make a recommendation.   
 
The objectives of an Administrative Review are to:  

1. Determine if the assessment presented provides sufficient evidence and supports 
the conclusion to substantiate the allegation(s); 

2. Provide an opportunity for the alleged perpetrator to submit documentation (not 
testimony) relating to the allegation(s) substantiated that the alleged perpetrator 
believes may make the substantiation inappropriate; 

3. Provide an internal review of the assessment by DCS at the request of the 
perpetrator; and 

4. Comply with due process mandates that DCS gives a perpetrator the opportunity 
to challenge substantiations.  An Administrative Review is one step in due 
process prior to an Administrative Appeal.   

 
DCS will require that the decision as to the outcome of the Administrative Review be 
made by the appropriate DCS Local Office Director or Regional Manager.  Local Office 
Deputy Directors and community CPTs are prohibited from making the decision. 
 
DCS will complete the Administrative Review and will notify the alleged perpetrator in 
writing of the outcome within thirty (30) calendar days of the receipt of the request. 
 
 
If the DCS Local Office Director or Regional Manager, determines that further 
assessment and reconsideration of the Assessment of Child Abuse and Neglect 
(SF113/CW0311) is necessary, the DCS Local Office Director will: 

1. Notify the alleged perpetrator by sending the Notice of Administrative Review 
Decision and Right to Administrative Appeal (CAPTA080802RDA) informing 
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them that the assessment has been referred back to Child Protection Services 
(CPS) for further assessment and preparation of a revised Assessment  of Child 
Abuse and Neglect (SF113/CW0311) report. DCS will not send the Assessment 
of Child Abuse and Neglect (SF113/CW0311) to the alleged perpetrator until the 
reassessment is complete; 

2. Notify the Supervisor that the Assessment of Child Abuse and Neglect 
(SF113/CW0311) has been reopened for further evaluation; and 

3. Following the reassessment, if substantiated, refer to separate policy, 2.1 Requests 
for Administrative Review outlining procedures.   

 
The DCS Local Office Director or designee will maintain a record of:  

1. The date of the Administrative Review; 
2. The person who conducted the Administrative Review; and 
3. The Administrative Review decision. 

 
This policy does not apply to child abuse and/or neglect (CA/N) substantiated cases 
involving child care workers.  See separate policy, 2.4 Child Care Worker Investigation 
Review Process. 

 
This policy does not apply to CA/N substantiated cases involving DCS employees.  See 

separate policy, 2.5 Investigation and Review of DCS Staff Alleged 
Perpetrator 

 
  Please explain your current process once a Request for Administrative 

Review has been made and how your county will comply with the timelines 
required? 

 
The Indiana Department of Child Services (DCS) recognizes the right of each alleged 
perpetrator to request an Administrative Review of the related Child Abuse and/or 
Neglect (CA/N) substantiation.  The process outlined herein will apply to all 
substantiated CA/N determinations made on or after October 15, 2006. 
 
DCS will have ten (10) calendar days from approval of the Assessment of Child Abuse 
and Neglect (SF113/CW0311) to provide Notice of Child Abuse and/or Neglect 
Assessment Outcome and Right to Administrative Review (CAPTA080802AOR) and a 
copy of the redacted Assessment of Child Abuse and Neglect (SF113/CW0311) to the 
alleged perpetrator.  
 
If the substantiation is against a minor, the Notice of Child Abuse and/or Neglect 
Assessment Outcome and Right to Administrative Review (CAPTA080802AOR) must 
be sent via mail to the following: 

1. Parent;  
2. Guardian;  
3. Custodian;  
4. Child’s attorney (if representation for specific substantiation) ; 
5. Guardian ad Litem; or 
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6. Court Appointed Special Advocate (CASA), if applicable.  
 
DCS will require that the request for an Administrative Review be made in writing using 
the How to Request for an Administrative Review for Child Abuse or Neglect 
Substantiation (CAPTA080802ADR). 
 
DCS will require that the request for Administrative Review is received by the DCS local 
office within thirty-three (33) calendar days of the date that the  Notice of Child Abuse 
and/or Neglect Assessment Outcome and Right to Administrative Review 
(CAPTA080802AOR) was mailed. 
  

Note: If the request for an Administrative Review is received on a day that the DCS 
local office is closed, the thirty-three (33) days is extended to the next business day.   

 
 DCS will not conduct an Administrative Review if: 

1. A Child in Need of Services(CHINS) petition has been filed based on the facts 
and circumstances of the substantiated determination, until the court has ruled on 
the petition: 
a. Any request received for an Administrative Review will be stayed during the 

stay, the substantiation will remain on the Child Protection Index (CPI); and 
b. DCS will send the perpetrator the Stay of Administrative Review or Appeal of 

DCS Substantiation of Child Abuse and/or Neglect (CAPTA080801SRA). 
Note: In the event the CHINS petition results in adjudication of CA/N by the person 
who requested the review, the request for Administrative Review will be dismissed.   

 
2. Criminal charges or Juvenile Delinquency/Juvenile Status (JD/JS) have been filed 

on the same facts and circumstances on which the report of CA/N was 
substantiated, until the court has ruled on the charges: 
a. Any request received for an Administrative Review will be stayed due to a 

pending criminal or JD/JS matter;  
b. During the stay, The substantiation will remain on the CPI; and 
c. DCS will send the perpetrator the Stay of Administrative Review or Appeal of 

DCS Substantiation of Child Abuse and/or Neglect (CAPTA080801SRA).   
 

Note: In the event that the perpetrator is convicted of any charges based on the 
substantiated CA/N, the request for an Administrative Review will be dismissed.   

 
3. An Informal Adjustment (IA) has been filed and the court has not ruled on the IA. 

During the stay: 
a. Any request received for an Administrative Review will be stayed due to a 

pending IA; and 
b. During the stay, the substantiation will remain on the CPI; and    
c. DCS will send the perpetrator the Stay of Administrative Review or Appeal of 

DCS Substantiation of Child Abuse and/or Neglect (CAPTA080801SRA) if 
the perpetrator requests an Administrative Review prior to completion of the 
IA . 
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Note: Following the completion of the IA, the DCS local office will reactivate the 
review process without a request from the alleged perpetrator, if the request was made 
timely upon original Notice of Child Abuse and/or Neglect Assessment Outcome and 
Right to Administrative Review (CAPTA080802AOR).   
 

DCS will reactivate each alleged perpetrator’s Administrative Review process when: 
1. The alleged perpetrator notifies the DCS local office within 30 days of the court’s 

action, of their desire to continue with the Administrative Review; and 
2. The alleged perpetrator provides an official court document reflecting that issues 

relating to the same facts and circumstances have been resolved or will not be 
determined by the court. 

 
The DCS local office will determine whether to set the Administrative Review or dismiss 
it based on the official court document provided by the alleged perpetrator.  The DCS 
local office will notify the alleged perpetrator whether or not an Administrative Review 
will occur based on the official court document.   
 
The DCS Local Office Director or designee will maintain a record of all requests for 
Administrative Reviews and Appeals.      
 
This policy does not apply to either of the following situations: 

1. Administrative Appeals of license denials or revocations that are currently heard 
and decided by the FSSA Office of Hearings and Appeals; or  

2. A court proceeding requesting expungement of reports entered into the CPI that 
are governed by the procedures specified in the law, IC 31-39-8 and IC 31-33-7-
6.5.   

 
If the substantiation is against a minor, the request for an Administrative Review must be 
made by one of the child’s: 

1. Parent;  
2. Guardian;  
3. Custodian;  
4. Child’s attorney ; 
5. Guardian ad Litem; or 
6. CASA, if applicable.  

 
This policy does not apply to CA/N substantiated assessments involving childcare 
workers.   

 
This policy does not apply to CA/N substantiated assessments involving DCS employees.   
 
Are you automatically filing the Administrative Review on all Child Care Workers and DCS 
employee’s substantiated abuse and neglect charges? 
 
                   Yes _____x_________      No________________ 
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The CCWAR will occur regardless of the attendance of the alleged child care worker or 
resource parent perpetrator.  DCS will require that the CCWAR occurs prior to 
supervisory approval of the assessment finding.   
 
 
Do you feel that your county allows reasonable notice in scheduling the administrative 
reviews, allows the client ample time to attend the hearing and to reschedule them if there is 
good cause for their not attending? 
 
                    Yes __x____________    No _______________ 
 
 

   V.    Community Child Protection Team   
 
A. Have confidentiality forms been signed by all team members? 
 
  Yes X *(except for Fountain County)  No___ 
 
 
B. How often are CPT meetings scheduled at the present time?  Include the date of 

the last meeting. 
 
  1.          weekly  3.           by telephone 
 
   2. __X__monthly (for all Region 5 counties except Tippecanoe that holds 

them 2 times a month.) 4.          as necessary, but at least  ________                            
 
 
              Date of last meeting:  12/15/09 
 
 
C. How many meetings were held in: 
 
  1. SFY 2008    90 
  2. SFY 2009    91 
 
 
D. Are emergency CPT meetings held? 
 
  Yes  ____   No __X__ 
 
  If yes, how many: 
 

a. in SFY 2008? ______ 
 

b. in SFY 2009? ______ 
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E. What was the average attendance for the CPT meetings? 
 

1. in SFY 2008?  7.5 
 

2. in SFY 2009?  7.5 
 
 
F. What was the number of reports reviewed by the CPT: 
 

1. in SFY 2008? 1391  
 

2. in SFY 2009? 1355 
 
 

G. What was the number of complaints reviewed by the CPT: 
 

1. in SFY 2008?  0 
 
  2. in SFY 2009?  0     
 
                 
H. Please list names, addresses, and telephone numbers of CPT members (Refer to 

I.C. 31-33-3) and note the name of the coordinator by adding ** next to 
their name: (Attached) 
 

 1.          Director of local CPS or director’s designee 
  Benton County 
  Elva James, Director    
   P.O. Box 226  
  Fowler, IN 47944  
   (765) 884-0120   
 
  Carroll County 
  Sarah Sailors, Director 
  6931 West 300 North 
   Delphi, IN 46923-9134 
   (765) 564-2409 
 
  Clinton County 

  Sandy Lock, Director 
Clinton County DFC 

  P. O. Box 725 
   Frankfort, IN  46041   
   (765) 654-8571 
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  Fountain County 
  Cindy Mason, Director 
   981 E. State St., Suite A 
   P.O. Box 67 
   Veedersburg, IN 47987 
   (765) 294-4126 
 
  Tippecanoe County 
  Angela Smith-Grossman, Director  
   111 North 4th St. 
   Lafayette, IN 47901-1305 
   (765) 742-0400 
 
  Warren County 
  Sonya Janssen, Director 
   Anita Phelps, Caseworker 
  20 West Second Street 
  Williamsport, IN 47993 
   (765) 762-6125 
     
  White County 
  Barbara S. Bedrick**, Director 
  715 N. Mains Street 
  Monticello, IN 47960 
  (574) 583-5742 
     
 2-3 Two (2) designees of juvenile court judge 
  Benton County 
  Jake Kuckartz, School Official   
   2758 S 400 E.  
  Oxford, IN  47971 
   (765) 884-3000 
 
   Marci Maris, Chief Probation Officer    
   706 E. 5th St.  
   Fowler, IN  47944 
   (765) 884-1236   
 
  Carroll County 
  Justin Sheagley, Chief Probation Officer  
   Melissa Chapman  
   Carroll Co. Probation Office 
   101 West Main Street 
   Carroll County Courthouse, 3rd Floor 
   Delphi, IN 46923 
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  Clinton County 
   Nancy Ward, Chief Probation Officer 

  207 N. Jackson Street 
  Frankfort, IN  46041 

   (765) 659-6355 
 
  Fountain County 
  Randy Hankins, Probation 
 
  Vacant 
 
  Tippecanoe County 
  Vacant 
   
  Vacant 
 
  Warren County 
  Stacy Miley 
  Warren County Probation 
  Warren County Courthouse 
  Williamsport, IN 47993 
  (765) 762-3640 
 
  Vacant 
 
  White County 
  Garry Foster, Probation Officer 
  White County Probation Department 
  Monicello, IN 47690 
  (574) 583-8217 
 
  Vacant 
 
 4. County prosecutor or prosecutor’s designee 
  Benton County 
  John Wright, County Deputy Prosecutor 
  Weist Building, P.O. Box 101 
  Fowler, IN 47944 
  (765) 884-1042 
   
  Carroll County 
  Tricia Thompson, County Prosecutor 
   101 West Main Street  
   Carroll County Courthouse, 2nd Floor 
  Delphi, IN 46923 
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  Clinton County   
   Larry Sells, Deputy Prosecutor 

  475 Courthouse Square 
  Frankfort, IN  46041 

   (765) 659-6350 
 
  Fountain County 
  Terry Martin, Prosecutor 
 
  Tippecanoe County 
  Laura Zeman, Deputy Prosecuting Attorney  
  Court House 
  Lafayette, IN 47901 
  (765) 423-9305 
 
  Warren County 
  Nancy Litzenberger 
  P.O. Box 187  
  Williamsport, IN 47993 
   (765) 762-6184 
   
  White County 
  Robert Guy, White County Prosecutor 
  Courthouse  
  Monticello, IN 47960 
  (574) 583-5230 
 
 5. County sheriff or sheriff’s designee 
  Benton County 
  Don Munson, County Law Enforcement 
  105 S. Lincoln  
  Fowler, IN 47944 
  (765) 884-0080 
 
  Dennis Rice, Chief Local Law Enforcement 
  311 E. 5th Street 
  Fowler, IN 47944 
  (765) 884-0450 
 
  Carroll County 
  Justin Darling, Chief Law Enforcement Officer 
  Delphi Police Department 
  City Building 
  201 South Union Street 
  Delphi, IN 46923 
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  Tony Burn, Sheriff 
  Carroll County Sheriff’s Department 
  310 Main Street 
  Delphi, IN 46923 
 
  Clinton County 

  Jeff Ward, Frankfort Police Department  
  201 W. Washington Street 
  Frankfort, IN  46041 

   (765) 654-4431 
 

   Rick Morgan, Sheriff Rep. 
  301 E. Walnut Street 
  Frankfort, IN  46041 

   (765) 659-6393 
 
  Fountain County 
  Bob Kemp, Sheriff’s Department 
 
  Tippecanoe County 
  Dan McGrew, Lieutenant 
  Tippecanoe County Sheriff’s Department 
  2640 Duncan Road 
  Lafayette, IN 47904 
  (765) 423-9388 
 
  Scott McCoy  
  Lafayette Police Department 
  20 North 6th Street 
  Lafayette, IN 47901 
  (765) 807-1265 
    
  Warren County 
  Rusty Hart  
  Warren County Sheriff 
  29 East Second Street 
  Williamsport, IN 47993 
  (765) 764-4367 
   
  White County 
  James Bolen, Chief Deputy 
  White County Sheriff’s Department 
  915 Hanawalt Road 
  Monticello, IN 47960 
   (574) 583-2251 
 

72



6. Either president of county executive or president’s designee or executive of 
consolidated city or executive’s designee 

  Benton County 
  Adena Vanderweilen 
  106 S. Main Street 
  Otterbein, IN 47970 
   (765) 583-0186 
 
  Carroll County 
  Judy Ayres 
  105 E. Columbia Street 
  Flora, IN 46929 
 
  Clinton County 
  Vacant  
 
  Fountain County 
  Vacant  
 
  Tippecanoe County 
  Tom Murtaugh, Tippecanoe County Commissioner 
  20 North Third Street 
  Lafayette, IN 47901 
  (765) 742-5046 
 
  Warren County 
  Vacant 
   
  White County 
  Steven Burton, White County Commissioner 
  White County Courthouse 
  Monticello, IN 47960 
  (574) 583-4879 
 
 7. Director of CASA/GAL program or director’s designee (*See note after 11.) 
  Benton County 
  Dr. Shari Stembel 
  708 E. 9th Street 
  P.O. Box 307 
  Fowler, IN 47944 
   (765) 884-1506 
 
  Carroll County 
  Vacant 
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  Clinton County 
  Vacant  
 
  Fountain County 
  Sue White, GAL 
 
  Tippecanoe County 
  Coleen Hamrick 
  CASA – Superior Court #3 
  Courthouse 
  Lafayette, IN 47901 
  (765) 423-9109 
   
  Warren County 
  Vacant 
   
  White County 
  Vacant 
 
The following members are to be appointed by the county director: 
 
 8. Either public school superintendent or superintendent’s designee or director  
   of local special education cooperative or director’s designee 
  Benton County 
  Destin Haas, Public School Official 
  4241 E 300 S  
  Oxford, IN 47971 
  (765) 884-1600 
 
  Carroll County 
  Angela S. Bieghler 
  Delphi Middle School 
  501 Armory Road 
  Delphi, IN 46923 
   
  Clinton County 

  Dianna Magee, School Rep. 
  Frankfort High School 
  One South Maish Road 

   Frankfort, IN  46041 
   (765) 659-6235, ext. 2151 
 
  Fountain County 
  Dr. Judy Bush 
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  Tippecanoe County 
  Pat Babbs 
  Lafayette School Corporation 
  Murdock Elementary School 
  Lafayette, IN 47905 
  (765) 771-6120   
 
  James Sands, Director 
  G.L.A.S.S. 
  2300 Cason Street 
  Lafayette, IN 47904 
  (765) 771-6008 
 
  Warren County 
  Ralph Shrader, Superintendent  
  MSD of Warren County 
  101 North Monroe Street 
  Williamsport, IN 47993 
  (765) 762-3364  
   
  White County 
  Gloria Kinnard, Principal 
  Woodlawn Elementary 
  300 E. Beach Drive 
  Monticello, IN 47960 
  (574) 583-7211 
 

9. Two (2) persons, each of whom is a physician or nurse experienced in 
pediatrics or family practice 

  Benton County 
  Janie Petersen, RN 
  5465 N 600 E 
  Fowler, IN 47944 
  (219) 261-2871 
 
  Julie Brouillette, School Nurse 
  262 S 600 W 
  Fowler, IN 47944 
  (765) 884-8439 
   
  Carroll County 
  Anne Hunte 
  Wabash Valley Hospital 
  1265 N. Bradford Drive 
  Delphi, IN 46923 
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  Deb Mears, RN 
  Family Health Clinic of Carroll County 
  P.O. Box 597 
  Delphi, IN 46923 
   
  Clinton County 

  Dr. Joseph Dominik 
  1201 Oak Street 
  Frankfort, IN  46041 

   (765) 656-3970 
    
  Vacant 
 
  Fountain County 
  Kathi Lang, Mental Health 
 
  Tippecanoe County 
  James P. Bien, M.D. 
  Clarion Arnett Health 
  1759 S 500 E 
  Lafayette, IN 47905 
  (765) 838-6207 
 
  Marcia Muller 
  Tippecanoe County Health Department  
  629 North 6th Street 
  Lafayette, IN 47901 
  (765) 423-9221 
 
  Dianna Huddleston  
  Wabash Valley Hospital 
  2900 North River Road 
  West Lafayette, IN 47906 
  (765) 463-2555 
 
  Veronique LeBlanc 
  Community Health Clinic 
  1716 Hartford Street 
  Lafayette, IN 47904 
  (765) 742-4644 
   
  Warren County 
  Sean Sharma 
  P.O. Box 221 
  Williamsport, IN 47993 
  (765) 762-4170 
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  White County 
  Kathy Halverson, Nurse Practitioner 
  Monticello Medical Center 
  826 N 6th Street 
  Monticello, IN 47960 
 
  Linda Pagels, White County Health Nurse 
  315 N. Illinois Street 
  Monticello, IN 47960 
  (574) 583-8254 
 

11. One (1) citizen of the community 
  Benton County 
  Chris Sheetz** 
  8502 E 150 S 
  Fowler, IN 47944 
  (765) 853-4315 
 
  Jean Glotzbach 
  1101 E. 5th Street 
  Fowler, IN 47944 
  (765) 884-0541 
   
  Carroll County 
  Natalie Betz 
  Delphi Elementary School 
  300 West Vine Street 
   Delphi, IN 
   (765) 564-3895 
 
  Kristen Seward 
  Carroll High School Guidance Office 
  Carroll Junior-Senior High School 
  2362 E. St Rd 18 East 
  Flora, IN 46929 
 
  Clinton County 

  Susan Moody, Community Counseling Center 
  250 Alhambra Avenue 
  Frankfort, IN  46041 

   (765) 659-4771 
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   Chuck Toney, Building Insp. 
  301 E. Clinton Street, Ste. 105 

   Frankfort, IN  46041 
   (765) 654-5278 
 
  Fountain County 
  JoAnn Koekenberg 
 
  Tippecanoe County 
  William K. Gettings 
  672 Main Street 
  P.O. Box 750 
  Lafayette, IN 47902 
  (765) 742-7366 
   
  Warren County 
  Maureen Hegg 
  4319 W. Third Street 
  West Lebabnon, IN 47991 
   
  Jane Haddock 
  2056 E 400 N 
  Attica, IN 47918 
  (765) 762-2500 
 
  David Poor 
  106 Maple Cove 
  Williamsport, IN 47993 
  (765) 762-5556 
 
  John Larson 
  P.O. Box 96 
  Williamsport, IN 47993 
  (765) 762-2625 
 
  White County 

Elizabeth Little 
701 W. Broadway 
Monticello, IN 47960 
(574) 583-2201 or (574) 583-4827 
 
Dorothy Snowberger  
301 S. Railroad Street 
Monticello, IN 47960 
(574) 583-4827 
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12. Other (Crises Center) 
  Benton County 
  Vacant 
 
  Carroll County 
  Vacant 
 
  Clinton County 

  Ed Cripe, Coroner 
  209 N. Jackson Street 
  Frankfort, IN  46041 
  (765) 659-6385   
  (765) 652-4115 (Cell) 

   (765) 659-6387 – Fax 
   Child Fatality Member Only 
 
  Fountain County 
  Toni McGowen 
 
  Tippecanoe County 
  Pam Biggs-Reed** 
  Community & Family Resource Center, Inc. 
  P.O. Box 1186 
  Lafayette, IN 47902-1186 
  (765) 742-4848 
   
  Warren County 
  Kathi Lange, Family Therapist 
  Families United, Inc. 
  P.O. Box 340 
  Attica, IN 47918 
  (765) 762-0611 
 
  Anne Carlson 
  P.O. Box 415 
  Attica, IN 47918 
  (765) 762-6187 
 
  White County 

Shard Gard 
CDC Resources 
5053 Norway Road 
Monticello, IN 47960 
(574) 583-8227 
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*Note: If #7 was left blank because your county does not yet have a CASA or GAL 
program, add another citizen of the community to make your number of team members total 
11 as specified by I.C. 31-33-3-1Director of local CPS or director’s designee 
 
 

VI. County Child Protection Service Data Sheet   
 

A. RM List the cost of the following services for CPS only: (Please do not 
include items which were purchased with Title IV-B or other federal 
monies.) 

 
         2008  2009 

1. List items purchased   0  0 
                     for the Child Protection 
                     Team  and costs 

  a. _________________       
  b. _________________       
  c. _________________ 
  
  2. Child Advocacy Center/Other Interviewing costs 0            0      

                
                      
 
 B. Please provide the annual salary for the following positions and total the 

salaries for each of the classifications listed below:  (Please include all staff with 
dual responsibilities and estimate and indicate percentage of salary for CPS time 
only. For example, if a Family Case Manager works 40% CPS and 60% ongoing 
child welfare services, use 40% of the salary, the CPS portion.  Also, if the Local 
Director acts as line supervisor for CPS, include the proper percentage of salary 
on the line for Family Case Manager Supervisors.  Attach a separate sheet 
showing your computations.) 

 
Average salaries to be used in calculations: 
 Average Salary Fringe 

FCM $34,987.32 $16,629.52 

FCM Supervisor $42,392.64 $18,076.52 
Local Office Director $51,390.09 $19,834.62 
Clerical $25,211.30 $14,719.29 

 
 
          2008                2009 
 
1. Family Case Manager IIs    23.5                 $1,212,925.24      $1,212,925.24 
 
2.  FCM Supervisors 
 (or Local Director)                    
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3. Clerical Support Staff      12                      $479,167.08            $479,167.08                              
 
Total Cost of Salaries                                              
 
C. Grand Total of VI (Total Cost of Services 
in A, plus Total Cost of Salaries)                                                            
 
 
 
CERTIFICATION 
 
 
I certify and attest that the local Child Protection Service Plan of Region 5 is in compliance 
with IC 31-33-4-1; and copies of the plan have been distributed in conformity with same.   
 
 
____________________________  ______________________       ___________ 
Signature of Regional Manager  Regional Manager’s Name  Date 
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 INDIANA DEPARTMENT OF CHILD SERVICES 

CHILD WELFARE MANUAL 

Chapter 2: Administration of Child 
Welfare Services Effective Date: May 1, 2009 

Section 6: Sharing Confidential 
Information 

Version: 3 

 
POLICY     

 
The Indiana Department of Child Services (DCS) will hold confidential all information 
gained during reports of Child Abuse and/or Neglect (CA/N), CA/N assessments, and 
ongoing case management. 

 
DCS will abide by Indiana law and share confidential information with only those 
persons entitled to receive it. 
 
DCS shall comply with any request to conduct CA/N history checks received from 
another state’s child welfare agency, as long as the records have not been expunged, 
when: 

4. The check is being conducted for the purpose of placing a child in a foster or 
adoptive home; 

5. The check is being conducted in conjunction with a C/AN assessment; and 
6. The requesting state agency has care, custody and control of the child and the 

request is to check Child Protection Services (CPS) history of an individual who 
has a prior relationship with the child. 

   
DCS will advise individuals who make calls reporting CA/N, parents, guardian, or 
custodian and perpetrators of their rights regarding access to confidential CA/N 
information. 
 
DCS will make available for public review and inspection all statewide assessments, 
reports of findings, and program improvement plans developed as a result of a full or 
partial Child and Family Services Review (CFSR) after approval of Chief Legal Counsel. 
 
DCS will provide unidentifiable CA/N information of a general nature to persons 
engaged in research.  The DCS Central Office shall provide such information upon 
written request.  
 
DCS Central Office will submit all public records requests for substantiated fatality or 
near fatality records to the juvenile court in the county where the child died or the near 
fatality occurred for redaction and release to the requestor. 
 
All records sent from DCS shall be labeled or stamped "CONFIDENTIAL" at the top of 
each record.  Any envelope containing records shall also be labeled "CONFIDENTIAL”. 
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[NEW] DCS will protect the confidentiality of all information gained from non-
offending parents in families experiencing domestic violence.   Prior to releasing any 
information (i.e. during court proceedings where disclosure of certain information is 
mandatory), the non-offending parent will be notified so they may plan for their safety 
and the safety of the child(ren).   
 
Code References  

1. IC 5-14-3 Confidentiality of and  Public Access Records 
2. IC 31-33-22-2 Obtaining child abuse information under false pretenses; 

knowingly falsifying records or interfering with an assessment 
3. IC 31-33-7-8 Reports to health care providers and schools; contents; 

confidentiality 
4. 31-33-18 Disclosure of Reports; Confidentiality Requirements 
5. 31-33-18-2 Release of CPS Records Disclosure of unredacted material to certain 

persons 
6. 31-33-18-3 Disclosure to qualified researchers 
7. IC 31-33-18-4 Notice to parent, guardian, or custodian of availability of reports, 

information, and juvenile court records; release form; copying costs 
8. 465 IAC 2-5-1 

 
 

PROCEDURE 
 

DCS (Intake and Assessment) Records 
All CA/N reports and assessment information, including written reports and photographs 
are confidential. It is a Class B misdemeanor for a person to knowingly obtain or to 
falsify CA/N information or records.  In addition, it is a Class A misdemeanor for a 
public employee knowingly and intentionally to disclose information classified as 
confidential by state statute.  
 
Upon receipt of a written request, the Family Case Manager (FCM) may disclose intake 
or assessment information to the following after approval from the DCS Local Office 
Attorney:  

1. A legally mandated child protection agency investigating a report or treating a 
child or family who are subjects of a report; 

2. A law enforcement agency, prosecutor or coroner investigating a report; 
3. A physician treating a child whom the physician suspects may be abused or 

neglected; 
4. Anyone legally authorized to take protective custody of an abused or neglected 

child when the information is needed to determine whether to remove the child 
and make an out-of-home placement; 

5. An agency with legal responsibility or authorization to provide care, treatment, or 
supervision for the subject child, or the child's parent, guardian, or custodian, or 
other person responsible for the child's welfare; 
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6. The alleged victim (if requested as an adult) the Guardian ad Litem (GAL) or 
Court Appointed Special Advocate (CASA), or both, of the alleged victim;  

7. The parent, including non-custodial parent, guardian, custodian, or other person 
responsible for the welfare of a child named in a report and an attorney of any of 
those persons, provided that the identity of the reporting source and other persons 
is protected; 

 
Note: Each parent, guardian, or custodian must be given verbal and written notice 
of the availability of the investigative report and must be provided with a copy 
upon written request. See separate policy, 4.10 Interviewing the 
Parent/Guardian/Custodian. 

  
8. A court that requires the information to decide an issue before it; 
9. A grand jury; 
10. Any state or local official responsible for CPS or legislation who has a need for 

the information to carry out that person’s official functions; a consent form must 
be signed by the subject of the report prior to release of information to a legislator 
who has been approached to intercede on their behalf;  

11. The Child Protection Team (CPT), upon request, in order to carry out its purpose;   
12. A person, about whom a report has been made, provided that the identity of the 

reporting source and other appropriate persons is protected. 
13. An employee of DCS, a FCM, or a Juvenile Probation Officer conducting a 

criminal history check to assess the appropriateness of a family for placement and 
to make a placement recommendation to the court for a child in out-of-home care; 

14. A local child fatality review team established under IC 31-33-24-6; 
15. The statewide child fatality review committee established; 
16. The Division of Family Resources (DFR), in relation to a license applicant, 

licensee, employee or volunteer of a child care center, child care home, or child 
care ministry; 

17. An employee of DCS, in relation to a license applicant, licensee, employee or 
volunteer of a child caring institution, group home, a child placing agency, or 
foster home in relation to a household member of a foster home; 

18. Any authorized employee of DCS for an appropriate purpose, as determined by 
the Director or Deputy Director of Field Operations; and 

19. A citizen’s review panel, established under IC 31-25-2-20.4. 
 
Providing Information to Another CPS Agency 
Within one (1) business day of receiving the request the FCM will:  

1. Determine whether the requesting agency is a legally mandated public or private 
CPS agency;  

 
Note: The requesting agency must send a written request for information on 
agency letterhead with complete job and unit titles of the requesting person (e.g., 
Jane Doe, Family Case Manager, CPS Unit, Marion County DCS Local Office). 
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2. Determine the basis for the agency's request (i.e., whether the requesting agency 
is assessing a report of child abuse or neglect or assessing a family for the purpose 
of placement of a child for whom the agency has care or placement responsibility;  
a. The written request shall contain a listing of the specific information needed 

and any information that would assist the FCM in identifying the appropriate 
CPS case file. For example, if a child's name is Charles Smith, a date of birth 
or social security number may be requested to ensure the release of accurate 
information,  

 
Note: If the CPS agency requests the immediate release of records based on 
an emergency, the FCM shall acquire the approval of the Unit Supervisor or 
DCS Local Office Attorney prior to the release of records.  

 
b. The FCM will orally collect the information needed to make the 

determinations outlined above from the requesting CPS agency and document 
this information within the case file, 

c. The FCM will Request a follow-up written request for the records which 
complies with the procedures outlined above, 

d. The DCS Local Office Attorney will determine if the records are accessible to 
the CPS agency based upon the information provided and shall orally advise 
the FCM of the appropriate response to the requesting CPS agency. 

 
3. Redact the name of the report source and information concerning any children or 

adults that are not the subject of the request prior to sending to the requesting 
agency. 

 
Providing Information to Parent, Guardian, or Custodian or Perpetrator  
Upon written request from the parent, guardian, or custodian, subject child (if an adult at 
the time of request), appointed CASA/GAL, representative, or perpetrator, the FCM will 
provide the requested information regarding the assessment, after deleting the identities 
of the person making the report and other appropriate individuals.   The FCM will 
carefully review to determine what information should be redacted to protect the safety of 
a non-offending parent and children of families with identified domestic violence.  See 
separate policy 2.1 Request for Administrative Review, Practice Guidance and Related 
Information.   

 
Note: "Other appropriate individuals" refers to individuals, other than law 
enforcement officers, mentioned in the report if disclosure, in the judgment of the 
FCM, could endanger the person’s life or safety. Protection also must be given for 
the identity of any other person or agency providing information, if that other 
person or agency advises that disclosure of the person’s identity would be likely 
to endanger that person’s life or safety.  

 
Note: No prerequisites for obtaining information beyond a written request may be 
imposed upon the parent/guardian/custodian other than reasonable copying costs.  
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Release of Information for Research Purposes  
All requests to release CA/N information for research purposes must be approved by the 
Central Office Deputy Director of Field Operations or his/her designee and the Chief 
Legal Counsel. 

1. All requests for CA/N information must be submitted on the Application for Child 
Abuse Research (SF116/CW 0321);  

2. The Deputy Director or his/her designee will evaluate the request.  If approved, 
the request will be forwarded to the appropriate staff member for the release of 
the requested information;   

3. Information released may include: 
a. Statistical data, 
b. Social data used for studies, reports, surveys, or  
c. Information concerning the functions and activities of the DCS or CPT. 

 
Note: No name-specific or other identifying information may be included in 
the data.  No information, general or case-specific, can be released that tends 
to identify involved parties. Further, no case information can be released if it 
is the subject of pending litigation.   

 
Release of Child Fatality and Near Fatality Records 
All fatality and near fatality records for which DCS has substantiated CA/N are subject to 
release. 
 
Upon receipt of a public records request (phone, written, e-mail, fax or by walk-in), the 
DCS local office will within one (1) business day of receiving the request, e-mail the 
Central Office Fatality Consultant the following information: 

1. Name, address and phone number of the requestor; 
2. Relationship, if any, of the requestor to the identified child; and 
3. Organizational affiliation of the requestor (e.g. Indianapolis Star, Indianapolis 

Channel 6 News). 
 

The DCS Central Office Fatality Consultant will: 
1. Send a notice to the requestor regarding DCS’ ability to process the request; and  
2. If the record(s) requested are a substantiated fatality or near fatality locate the 

records and submit the file to the juvenile court judge in the county where the 
child died or the near fatality occurred.   

 
 Note: Only the juvenile court judge has the authority to release fatality or near 

fatality  
 records. 

 
Case Records for Children in Foster Care or Residential Placement 
DCS will keep all records regarding children and information gathered about the child, 
the parent, guardian, or custodian, or their relatives confidential IC 31-27-4-21.  
Information about children involved in ongoing services cases may be released to the 
following:  
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1. A state agency involved in the licensing of the substitute care home or facility 
where the child is placed;  

2. A legally mandated child protection agency. Refer to procedure outlined above in 
CPS Intake and Assessment Records; Providing information to another state 
agency;  

3. A Law Enforcement Agency (LEA). 
4. An agency having legal responsibility to care for a child placed in a substitute 

care home or facility;  
5. The parent, guardian, or custodian of the child in a substitute care home or 

facility; and  
6. Citizens Review Panel.  

 
Licensing Records 
Information contained in licensing files is considered public information with the 
exception of the following: 

1. CA/N information;  
2. Information concerning children in substitute care, day care children or the 

parent, guardian, or custodian of these children; 
3. Medical or psychological information; 
4. Federal Bureau of Investigation (FBI) transcript reports;  
5. Financial information; and  
6. Inter-agency and intra-agency decision making communications. 

 
Adoption Records 
Adoption records are confidential and may not be released.  Some information may be 
accessible under the Indiana Adoption History Program or the Indiana Medical History 
Program (See separate policies in Chapter 10 Adoption). 
 

PRACTICE GUIDANCE 
 

N/A  
 
 
FORMS AND TOOLS 

 
Application for Child Abuse Research (SF116/CW 0321)  
 
 

RELATED INFORMATION 
 
Copying Cost 
No fee may be charged for inspection of public records. However, a copying fee may be 
charged which is not to exceed the average cost of copying or 10 cents per page, 
whichever is greater. 
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Benton County Protocols 
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Carroll County Protocols 
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PROTOCOL FOR CHILD ABUSE OR NEGLECT REPORTS, INVESTIGATIONS 
BETWEEN ALL CARROLL COUNTY LAW ENFORCEMENT AGENCIES, PROSECUTOR 

AND THE CARROLL COUNTY OFFICE OF FAMILY AND CHILDREN. 
 

A.   All initial reports of suspected child abuse or neglect during business hours shall be 
reported to the Carroll County Office, Division of Family and Children.  After hours calls are to 
go to the Carroll County Sheriff's Department who will contact Carroll County CPS on call 
worker.  In case of imminent danger,  reports shall go to law enforcement agencies in White 
County who will contact the Carroll County Sheriff's Department who will then notify CPS. 
 
 

B. Emergency reports of life threatening or imminent danger of serious bodily harm to a   
 child, or a sexual abuse emergency will be acted upon as follow: 
 

Division of Family and Children 
 

1. Co-investigate within one hour with LEA, if possible 
2. Protective custody services (emergency placement) if necessary with preference 

being given to appropriate family members 
3. Advise Juvenile Court and follow up with detention hearing and/or petition when 

protective custody is initiated 
4. Provide mandated and needed reports, advisements, color photographs, and/or 

services, including central registry information as required. 
5. Obtain or help to obtain a protective order to stop direct/indirect contact between the 

alleged perpetrator and victim pursuant to IC-31-6-4-4 (c) 
 

Law Enforcement 
 

1. Immediate investigation with or without DFC.  LEA must make an initial assessment 
of “imminent danger of serious bodily harm” and the “need for an immediate, on-site 
investigation”. 

2. Take protective custody of child if necessary with preference given to appropriate 
family members-CPS should be advised immediately to assist with removal and 
placement. 

3. Oral report to Juvenile Court and DFC and prosecutor, followed by written report and 
color photos.   

4. Consider removing an alleged perpetrator pursuant to IC 31-6-4-4 (c) 
5. Communicating sexual abuse investigations and child fatality investigations  
       that were completed solely by LEA to CPS. 
 
 

C. Non emergency report of child abuse or neglect will acted upon as follows: 
 

Division of Family and Children 
 

1. Will initiate primary investigation  within 24 hours (abuse) or within 5 days 
(neglect) 

2. Provide all mandated reports, advisements (including Central Registry), color 
photos and/or services 
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Law Enforcement 

 
1. Oral referral for investigation to DFC 
2. Provide information to DFC for State Registry and written reports and color 

photos if investigated. 
 
 

D. Disposition of reports/cases-DFC will: 
1. Share all reports with the Child Protection Team 
2. Expunge all unsubstantiated reports from DFC records no later than 1 week prior 

to 180 days from the date of the report. 
3. For substantiated reports provide: 

a. services to include (as needed) treatment, X Rays, color photographs 
taken by DFC or law enforcement, case management and referral 
services, and protective custody.   
b. Provide a written report of investigation to agencies per state and local 
agreement when appropriate to the following-Juvenile Judge, 
Prosecuting Attorney, Law Enforcement, CPT, hospital, coroner (if child 
dies as a result of child abuse/neglect) and schools, mental health and 
physicians who have been reporting source.  Reports will also be sent to 
the central office of the DFC. 
c. Enter substantiated reports in the registry per state law, advise  parents, 
guardians, or custodians of a child named in the report as a victim, and 
the alleged perpetrator of the entry, and maintain confidentiality of the 
registry and provide access to the registry information to appropriate 
individuals or organizations. 
 

E. Report of Abandoned Infant 
All parties will follow the revised Abandoned Infant Protocol based on the Safe Haven     
Laws. 
 

F. Methamphetamine Protocols 
1. CPS caseworker will advise LEA of any meth lab components/precursors seen by 

CPS or of any information received alleging the existence of a meth lab or 
precursors. 

2. CPS will request LEA to accompany caseworker when investigating any 
allegation of children present in a home where there is an alleged lab or 
precursors. 

3. LEA will alert CPS if information is received about a lab where children are 
believed to be present. 

4. LEA will contact CPS before executing a warrant for a meth lab search where 
children are believed to be present and ask the CPS worker to be available to 
ensure the children’s safety 

5. CPS will arrange to have a foster care placement available if there is a probability 
of children being removed from the home. 

6. LEA will advise if a parent is found with precursors, paraphernalia, or 
methamphetamine or is seriously impaired due to the influence of drugs. 

7. CPS will assume responsibility for the safety of the child by responding to the 
scene or advising LEA of acceptable alternatives and facilitating those 
alternatives. 
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G. Prosecutor’s Office 

1. Prosecutor’s office will advise CPS of any reports received alleging child abuse 
and/or neglect, including sexual abuse of a minor if the Prosecutor’s office 
believes LEA or other source has not informed CPS 

2. Will advise of filing of criminal charges and/or arrest of alleged perpetrator in 
any child abuse or neglect case, including sexual abuse of a minor. 
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PROTOCOL FOR CHILD ABUSE OR NEGLECT REPORTS, INVESTIGATIONS 
BETWEEN ALL CARROLL COUNTY LEA, PROSECUTOR, 911, AND CPS  

 
The Carroll County Department of Child Services (DCS) and Local Law Enforcement 
Agencies (LEA) agree to the following. 

 
A.   All initial reports of suspected child abuse or neglect during business hours shall be reported 

to the Carroll County Office, Department of Child Services.  After hours calls are to go to the 
Carroll County Sheriff's Department who will contact Carroll County DCS on call worker.  In case 
of imminent danger, reports shall go to law enforcement agencies in Carroll County who will 
contact the Carroll County Sheriff's Department who will then notify DCS. 

 
A. Emergency reports of life threatening, imminent danger of serious bodily harm or fatality of a   

  child, or a sexual abuse emergency will be acted upon as outlined below.  
 

Child Protection Services 
 

1. Co-investigate within one hour with LEA. 
2. Protective custody services (emergency placement) if necessary with preference being given 

to appropriate family members 
3. Advise Juvenile Court and follow up with detention hearing and/or petition when protective 

custody is initiated 
4. Provide mandated and needed reports, advisements, color photographs, and/or services, 

including central registry information as required. 
5. Mandated information, will be entered into the State Central Registry (SCR) via the Indiana 

Child Welfare Information System ( ICWIS) 
6. The DCS Supervisor will notify persons entered into the SCR.  
7. DCS will advise parents/caregivers of their right to obtain a copy of completed DCS 

investigations as mandated.  
8. Obtain or help to obtain a protective order to stop direct/indirect contact between the alleged 

perpetrator and victim pursuant to IC-31-6-4-4 (c) 
 

Law Enforcement 
 

1. Immediate investigation with or without DCS.  LEA must make an initial assessment of 
“imminent danger of serious bodily harm” and the “need for an immediate, on-site 
investigation”. 

2. Take protective custody of child if necessary with preference given to appropriate family 
members-CPS should be advised immediately to assist with removal and placement. 

3. Verbal report to Juvenile Court, CPS, and prosecutor, followed by written report and color 
photos.   

4. Consider removing an alleged perpetrator pursuant to IC 31-6-4-4 (c) 
5. Communicating sexual abuse investigations and child fatality investigations  
       that were completed solely by LEA to DCS. 
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B. Non emergency report of child abuse or neglect will acted upon as follows: 

 
Child Protection Services 

 
1. Will initiate primary investigation within 24 hours(abuse) or within 5 days (neglect) 
2. Provide all mandated reports, advisements (including Central Registry), color photos 

and/or services 
3. Provide mandated and needed reports, advisements, color photographs, and/or services, 

including central registry information as required. 
4. Mandated information, will be entered into the State Central Registry (SCR) via the Indiana 

Child Welfare Information System (ICWIS) 
5. The DCS Supervisor will notify persons entered into the SCR.  
6. DCS will advise parents/caregivers of their right to obtain a copy of completed DCS 

investigations as mandated.  
 

 
Law Enforcement 

 
1.     Verbal and or written referral for investigation to DCS 

 2.      Provide information to DCS for State Registry and written reports and color photos if  
          investigated. 
 
 

 
 
 
 
D. Disposition of reports/cases-DCS will: 
 

1. Share all completed investigation with the Child Protection Team. 
2. Report defined as SCREEN OUT will be reviewed by the screen out committee before 

approval.   
3. Expunge all unsubstantiated reports from CPS records no later than 1 week prior to 180 

days from the date of the report. 
4. For substantiated reports provide: 

a. services to include (as needed) treatment, X Rays, color photographs taken by 
CPS or law enforcement, case management and referral services, and protective 
custody.   

b.  Provide a written report of investigation to agencies per state and local 
agreement when appropriate to the following-Juvenile Judge, Prosecuting 
Attorney, Law Enforcement, CPT, hospital, coroner (if child dies as a result of 
child abuse/neglect) and schools, mental health and physicians who have been 
reporting source.  All reports of Child Fatality or Near Fatality as the result of 
abuse or neglect will be sent to the central office of the DFC. 

c.  Enter substantiated reports in the registry per state law, advise  parents, 
guardians, or custodians of a child named in the report as a victim, and the 
alleged perpetrator of the entry, and maintain confidentiality of the registry and 
provide access to the registry information to appropriate individuals or 
organizations. 

D.           Indicated report will be sent to the Carroll County Prosecutor as well as LEA 
when appropriate.  

114



 
 

E.    Report of Abandoned Infant 
All parties will follow the revised Abandoned Infant Protocol based on the Safe Haven Laws. 
 

F     Methamphetamine/ Drug Endangered Child Protocols 
5. DCS caseworker will advise LEA of any meth lab components/precursors seen by DCS 

or of any information received alleging the existence of a meth lab or precursors. 
6. DCS will request LEA to accompany caseworker when investigating any allegation of 

Drug Endangered Child or children present in a home where there is an alleged lab or 
precursors. 

7. LEA will alert DCS if information is received about a lab where children are believed to 
be present. 

8. LEA will contact DCS before executing a warrant for a meth lab or any other drug related 
where children are believed to be present and ask the DCS worker to be available to 
ensure the children’s safety 

9. DCS will arrange to have a foster care placement available if there is a probability of 
children being removed from the home. 

10. LEA will advise if a parent is found with precursors, paraphernalia, or methamphetamine 
or is seriously impaired due to the influence of drugs. 

11. DCS will assume responsibility for the safety of the child by responding to the scene or 
advising LEA of acceptable alternatives and facilitating those alternatives. 

 
 

G.    Prosecutor’s Office 
12. Prosecutor’s office will advise DCS of any reports received alleging child abuse and/or 

neglect, including sexual abuse of a minor if the Prosecutor’s office believes LEA or 
other source has not informed DCS 

13. Will advise of filing of criminal charges and/or arrest of alleged perpetrator in any child 
abuse or neglect case, including sexual abuse of a minor. 
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Local Office Protocol for ensuring that the Carroll 
County Prosecutor receives a copy of the 311 
 

• Each completed 311 will be delivered to the Carroll County 
Prosecutor by;  
o Mail or, 
o Hand delivery and, 
o Child Protection Team Packet 

 
• 2. Each investigation file folder does include a "checklist". 

The approving Supervisor will ensure the Prosecutor's box is 
appropriately checked and dated with date sent.  
 
 
 
 

 
 
 
 

116



 FPP 660/A  
 Rev. 9/04 
 

REQUEST FOR APPROVAL OF CHILD PROTECTION PLAN 
 
 
I. Name and code of County Office of Family and Children: 
 
 
 A. ___08__________________________ 
  Code numbers(s) 1-92 
 
 B. ___Carroll______________________ 
  County name(s) 
 
 
II. Type of County Child Protection Plan. (Please check only one) 
 

A. Separate child protection services (CPS) organizational unit (counties with a population of 100,000 or 
                 more). 

                               
 B.  X    Single county child protection plan. 
 
 C.      Joint county child protection plan. 
 
 D.      Multi-county child protection plan.  (Also includes cross county investigations.) 
 
 E.      Child protection services purchased by County Office of Family and Children from a public or private 
                               agency. 
 
 
III. Planning and Community Involvement:  (Please attach a copy of the notice(s) of the hearings on the county 

child protection plan.  Also attach a copy of the publisher’s statement if one is required.) 
 
 A. Was the notice of the public hearing posted or published at least 48 hours in advance of the hearing 

(excluding weekends and holidays)? 
 
  1. Yes   x    No       (Please explain) 
 
 
 B. Was the procedure for notice of hearing according to IC 5-14-1.5-5 (attached) followed in detail?  

(Please check all that apply.) 
 
  1.   x    Public Notice was given by the Local Office Director. 
 

 2.   x   Notice was posted at the building where the hearing occurred and/or at the 
County Office of Family and Children. (Required procedural element) 

 
3.               _X_             The following news media were notified that a public hearing was to be held 

                                                                      (Required if a written request for notification of 2005 meetings was received 
                                                                      before January 1, 2005; recommended for public relations purposes.): 
    Carroll County Comet, Herald Journal 
 
              C.             Give the date(s) and location(s) of the public hearings and attach a copy of the notice posted as well as           
  a copy of the newspaper notice including publisher’s statement. 
 
  Date:  January 7, 2005 4PM 
  Place:  Carroll County OFC , 6931 W 300 N, Delphi, IN  46923 
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D. Attach the sign-in sheet(s) for the public hearing(s) and a copy of any written testimony presented. 
 
 

E. Media Relations:  Explain which media will participate in disseminating public information regarding 
  prevention of child abuse and neglect and how they will participate. 
 

Most  information is disseminated during April for Child Abuse Prevention Month. 
Information is given to the newspapers and to other agencies during that time and events may 
be scheduled throughout the county.  Information is given at other times concerning changes 
affecting Child Welfare and other issues of public interest.              

 
             F.             Explain how information will be distributed in the community about prevention.  Attach monthly       
            calendar of events. 
 

 Prevention materials are distributed throughout the county on a regular basis.  Agencies such 
as WIC, the health clinic, county health dept, child support office, Step Ahead, First Steps, 
schools and the YMCA are given brochures and information for public distribution.  Other 
opportunities for distribution include local community activities and events, such as the Easter 
Egg hunt, health fairs, etc.  

           
 
 
IV. The Staffing and Organization of the Local Child Protection Service 
 

A. Describe the number of staff and the organization of the local child protection service including any 
specialized unit or use of back-up personnel.  NOTE: The term CPS refers only to the reporting and 
investigation of child abuse and neglect. 

 
  1.  0     Number of Family Case Managers investigating abuse/neglect reports full 

time. 
 
  2.   2    Number of Family Case Manager IIs with dual responsibilities; e.g.,50% CPS 

investigations and 50% ongoing services or 20% CPS and 80% ongoing 
services. 

 
  3.    0   Number of Family Case Manager Supervisor IVs supervising CPS work only. 
 
  4.     0  Number of Family Case Manager Supervisor IVs supervising both CPS work 

and ongoing services; e.g., 50% CPS and 50% CHINS work. 
 
  5.    0   Number of clerical staff with only CPS support responsibilities. 
 
  6.   1    Number of clerical staff with other responsibilities in addition to CPS support. 
 
  7. Does the Local Director serve as line supervisor for CPS? 
     Yes  X       No_____ 
 
 
 B. Describe the manner in which suspected child abuse or neglect reports are received. 
 
  1. Is the 24-hour Child Abuse Hotline (1-800-800-5556) listed in your local directory(ies) with 

the emergency numbers as required by law? 
 
   Yes    X     No____ 

 
   List below any additional Child Abuse Hotline telephone directory listings. 
 
   National General Information Number (800) 422-4453. 
   Carroll County Child Protection Service  (765) 564-4555 
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  2. Since the 800 number crosses county lines, other counties may take reports that will need 

to be passed on to your county.  List the local 24-hour CPS telephone number(s) for 
receipt of child abuse or neglect reports during: 

 
   a. Working hours:   8:00  a.m. to 4:30  p.m. 
    Telephone number: (765) 564-4555 or (765) 564-2409 
 
   b. Non-working hours:  4:30  p.m. to 8:00  a.m. 
    Telephone number: (765) 564-4555                     
 
 
  3. What agency personnel will be answering the after-hours child abuse hotlines?  (Please 

check only the primary agency responsible for initially receiving complaints.) 
 
   a.       After-hours CPS personnel 
 
   b.   X   Sheriff's Department 
 
   c.       Local Police Department 
 
   d.       Indiana State Police Department 
 
   e.       Hospital 
 
   f.       Other (Please specify.) 
                                                                                                           
 
  4. Please indicate the manner in which the non-COFC personnel receiving after-hours calls 

will refer those reports to on-call CPS staff for investigation. 
 
   a.   X   Beeper/pager is used. 
 
   b.  X   Report is telephoned to on-call worker. 
 
   c.       Law enforcement agency will investigate. 
 
   d.       Not applicable.  (Please explain) 
 
 
 C. Describe your current system of screening calls reporting allegations of child abuse and neglect.  Refer 

to Child Welfare Manual subsection 204.3.  (Attach any tools you presently use if helpful.) 
 

Calls alleging child abuse or neglect are given directly to the FCM2 with primary responsibility 
for intake/investigation.  In his absence the call is given to the other FCM2, the County Director 
or in their absence to the PA supervisor.  The worker taking the call will determine if the 
allegations meet the legal definition of child abuse and neglect and in all cases except sexual 
abuse determine whether the necessary caretaker relationship is present.  If these standards are 
present, the worker will enter the report with a request for investigation.   Questionable 
situations will be discussed with the CPS staff prior to a screening decision being made.  
Screened out calls will be referred to appropriate agencies and the caller given information as to 
child abuse and neglect definitions/standards.                 

  
 
 
  
 
 

119



 
 
 
 
D. Describe the procedure for investigating suspected child abuse or neglect reports: 
 
  1. Please indicate when abuse investigations will be initiated. 
 

a.   Within 24 hours of complaint receipt. 
 

    Yes X       No ___   
 
   b. Immediately, if the child is in imminent danger of serious bodily harm. 
 
    Yes  X      No ___ 
 
  2. Please indicate who will investigate abuse complaints received during working hours. 

(Check all that apply) 
 
   a.   X    CPS 
 
   b.    X   CPS and Law Enforcement Agency (LEA) 
 

b.            ___   LEA only 
 
 
  3. Please indicate who will investigate abuse complaints received after working hours. 

(Check all that apply) 
 
   a.    X   CPS only 
 
   b.    X   CPS and LEA 
 
   c.    X   LEA only 
 
 
  4. Please indicate when neglect investigations will be initiated. 
 
   a. Immediately, if the safety or well-being of the child appears to be endangered. 
 

Yes  X          No_____ 
 
   b. Within a reasonably prompt time (5 calendar days). 
 
    Yes   X         No_____ 
 
  5. Please indicate who will investigate neglect complaints received during working hours. 

(Check all that apply) 
 
   a.   X    CPS only 
 
   b.   X    CPS and LEA 
 
   c.        LEA only 
 
 
   
 
 
 

120



 
 
 
6. Please indicate who will investigate neglect complaints received after working hours. (Check all that apply) 
 
   a.   X    CPS only 
 
   b.    X   CPS and LEA 
 
   c.        LEA only 
 
 

F. Describe the manner in which unsubstantiated child abuse or neglect reports are expunged. Refer to 
Child Welfare Manual subsection 205.55. 

 
 ICWIS automatically expunges reports within 7 days prior to 180 days from the date of the 
receipt.  All paper records are shredded within 6 months of the date of receipt.    

 
 
  Please indicate if you have received and are following the "Record Retention Guidelines." 
 
   Yes   X        No___ 
 
 
 F. Describe the policy and procedure you follow when receiving complaints of institutional child 

abuse/neglect regarding: 
 
  1. County investigations:  Please describe procedures for investigating and reporting 

foster family homes, child care homes, and schools.  Refer to Child Welfare Manual 
subsection 210.4 

 
Complaints of child abuse and neglect occurring in foster family homes, child care homes, and 
schools will follow the same procedures and policies described in items C & D above.  The 
report will be filed on the form 310A.  Reports will be made to the county where the institution 
is located.  The same standards for reporting, investigation and substantiation will be applied.  
If the child in question is in a foster family home and is a ward of another county, the results of 
the investigation are given to the county of wardship and appropriate action will be taken 
regarding licensing, insuring compliance to correct the issue and for referral to the prosecutor.   

 
  2. State investigations:  Please describe procedures for reporting allegations in state 

institutions and facilities.  Refer to Child Welfare Manual subsection 210.4 
 
   Same as number 1 above.  
 
 
  3.  Abandoned infants (IC 31-9-2-0.5, plus amendments):  Please describe procedures for 

taking custody of an“abandoned infant,” for purposes of IC 31-34-21-5.6, as added 
by P.L.35-1998, Sec. 2, and amended by P.L.133-2000, Sec. 1.  (Abandoned Infant 
Protocols should be renewed at this time and can be incorporated here to satisfy 
this item.) 

  
White County Memorial Hospital has just completed training for the Safe Haven Law 
for emergency personnel, LEA, and social work staffs for White County and other 
surrounding counties who may use White County Memorial Hospital.  This training 
was done in November, 2004 and a protocol was completed detailing each agencies 
responsibilities if a child is taken under the Safe Haven Law.  The local Abandoned 
Infant protocol was revised in accordance with the Hospital’s Safe Haven training-
attached    
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G.          Describe the manner in which medical neglect of disabled infants is handled. 
 

1. Briefly describe the procedures related to the reporting and investigation of suspected 
medical neglect of disabled infants.  Refer to IC 31-34-1-9 of the Juvenile Code and 
Child Welfare Manual subsection 210.3. 

 
   When CPS receives a report of the withholding of medical treatment to a disabled 

infant, the local CPS will request information from the reporting source and/or the 
hospital administrator.  Reports will be investigated further if the allegation 
indicates the disabled child is 1) deprived of nutrition necessary to sustain life or is 
2) deprived of medical or surgical intervention necessary to remedy or ameliorate 
the life threatening situation, if said nutrition or interventions are normally 
provided to a child who is not disabled.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     

 
 
  2. Please duplicate a copy of the attached form entitled "Hospital Liaison Information" for 

each health care facility in your area that you utilize.  Complete a form for each facility, 
and attach a copy of any hospital policies or guidelines obtained. 

 
Forms have been mailed to the following:  White County Memorial Hospital, 
Logansport Memorial Hospital, Home/St. Elizabeth Hospitals, St. Joseph Hospital, 
Howard Co. Community Hospital and Riley Hospital for Children.  The liaison forms 
will be added to the plan when returned.  

 
 
 H. Describe the inter-agency relations and protocols in existence regarding the provision of child 

protection service.  Refer to Child Welfare Manual subsection 202.311.  NOTE: Since the state 
Central Registry has now been established, all required protocols must include an agreement on 
procedures for registry entry, access to registry information, and advisement of registry entry to 
parents and alleged perpetrators.  LEA protocols should also include agreements in regards to 
handling methamphetamine and other drug related responsibilities for the protection of 
children. 

 
  Please indicate the types of agencies with whom child protection services has established a specific  

written inter-agency working agreement.  These agreements must be attached to the Plan.  We 
strongly recommend putting all interagency agreements in writing. (Enter number of all that apply; 
e.g., 3 - schools, 1 - prosecuting attorney.) 

 
  1.       Community Mental Health 
 
  2.       Private Social Services Agencies 
 
  3.   1    Law Enforcement Agency (required) 
 
  4.       School(s) 
 
  5.   1    Prosecuting Attorney (required) 
 
  6.       Hospital(s) 
 
  7.       Military Installation 
 
  8.       Other (Please specify.) 
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I.  Describe the procedures that you follow upon receiving and referring child abuse or neglect reports to 

another county or state where family resides or where abuse or neglect occurs. (Refer to Child Welfare 
Manual subsections 210.51 and 210.52) 

 
Child abuse/neglect should be investigated in the county where the abuse/neglect occurred.  If 
another county receives the report, the report is taken and transferred to the appropriate 
county.  A phone contact with the county is made prior to transfer of the report.  An immediate 
contact is made if the child is possibly in immediate danger.  Abuse or neglect that occurred in 
another state is referred directly to CPS in that state.  

 
 J. Describe special circumstances warranting an inter-county investigation (Refer to child welfare 

manual subsection 210.53) 
 

Another county will be requested to conduct the investigation if the report of child neglect/abuse 
involves a member of a CPS FCM’s family either as victim or perpetrator.  If the report 
involves a COFC administrative staff member, Central Office must be contacted.  

  
K.  Describe the manner in which the confidentiality of records is preserved. (Refer to Child Welfare 

Manual subsection 205.54) 
 

Child abuse/neglect reports are confidential and are not released to anyone without parental 
permission as appropriate or to those people required having this information per state law.  
Report source information is removed if released to parent or their designee.  Statistics are 
provided as long as confidentiality can be maintained.  Files are stored in CPS workers’ offices 
which are kept locked.  Files are not available to those not involved in the case.   

 
  Does your county have written policies regarding confidentiality of reports in addition to those in IC-

31-33-18? 
   Yes        No__X__  (If yes, please attach a copy.) 
 
 L. Describe the follow-up provided relative to specific investigations: 
 
  Are 30-/90-day follow-up reports specified in IC 31-33-7-8, (to hospital administrators, referring 

physicians, licensed psychologists, dentists, and school principals, community mental health centers, 
managed care providers, hospitals, or schools) sent within required time frame? 

 
   Yes  X          No___(If no, please attach policy in use at this time.) 
 
 

M.  Describe GAL/CASA appointments in your county. 
 
  Are guardian ad litem or court appointed special advocates appointed in your county? 
 
   Yes X       No___ 
 
  (If yes, in what percentage of CHINS cases? 50 % ) 
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V. Community Child Protection Team 
 
 A. Have confidentiality forms been signed by all team members? 
 
   Yes X     No___ 
 
 
 B. How often are CPT meetings scheduled at the present time?  Include the date of the last meeting. 
 
  1.          weekly  3.          by telephone 
 
  2.     X     monthly 4.         as necessary, but at least______________ 
 
                                    
  Date of last meeting:          12-28-04                                                . 
 
 
 C. How many meetings were held in: 
 
  1. 2003   12 
 
  2. 2004   12 
 
 
 D. Are emergency CPT meetings held? 
 
   Yes        No_X____     
 
  If yes, how many: 
 

a. in 2003? __0____ 
 

b. in 2004? __0____ 
 
    
 E. What was the average attendance for the CPT meetings:  
 

1. in 2003? _7__ 
                                                                                                                                                              
  2. in 2004? _8__ 
 
 

G. What was the number of reports reviewed by the CPT: 
 

1. in 2003? 260 
 
  2. in 2004? 216 
 

H. What was the number of complaints reviewed by the CPT: 
 

1. in 2003?     0 
 
  2. in 2004?    0 
 
 H. Please list names, addresses, and telephone numbers of CPT members (Refer to I.C. 31-33-3) and  

note the name of  the coordinator by adding ** next to their name: 
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  1. Director of local CPS or director’s designee 
  
  **Darrel Noonkester_______ Carroll County OFC   (765)564-2409 
      P.O. Box 276 
      Delphi, IN  46923 
 
  2-3. Two (2) designees of juvenile court judge 
 
  Justin Sheagley   Carroll County Chief Probation Officer (765-)564-2460 
 
  Melissa Redelk   Carroll County Dep. Probation Officer (765) 564-2460 

Carroll County Court House 
101 West Main Delphi, IN 46923 

   
  4. County prosecutor or prosecutor’s designee 
 
  Robert T. Ives   Carroll County Prosecutor  (765)-564-4514 
      Carroll County Court House 
      101 West Main, Delphi, IN 46923 
 
  5. County sheriff or sheriff’s designee 
 
  Dennis Randle   Carroll County Sheriff   (765)-564-2413 
      Carroll County Jail 
      310 West Main, Delphi, IN 46923 
 
 
  6. Either president of county executive or president’s designee or executive of 

consolidated city or executive’s designee 
 
  Judy Ayres    105 E Columbia    (574)-967-3772 
      Flora, IN 46929 
 
  7. Director of CASA or GAL program or director’s designee (*See note after #11.) 
 
   No Program in this county 
 
  The following members are to be appointed by the county director: 
 
  8. Either public school superintendent or superintendent’s designee or director of local 

special education cooperative or director’s designee. 
 
  Kristen Seward   Carroll High School Counselor  (574)-967-3000 
      Carroll Jr. Sr. High School  
      2362 E. St. Rd. 18 East 
      Flora, IN 46929  
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 9-10. Two (2) persons, each of whom is a physician or nurse experienced in pediatrics or family 

practice. 
 
  Debra Mears   Registered Nurse    (765)-564-3016 
      Family Health Clinic 
      Of Carroll County 
      1544 W. US Hwy 421 
      Delphi, IN 46923  
 
  Brenda Coble   Registered Nurse    (765)-564-3420 
      Carroll County Health Dept. 
      101 West Main 
      Delphi, IN 46923 
 
 
  11. One (1) citizen of the community 
 
  Kay DeVos    Delphi Middle School Counselor  (765) 564-3414 
      Delphi Middle School 
      501 Armory Road  
      Delphi, IN 46923 
 
  *** Paul Vondrasek   Delphi City Police Officer   (765)-564-2345 
      Delphi City Police Department 
      201 South Union St. 
      Delphi, IN 46923  
 * Note: If #7 was left blank because your county does not yet have a CASA or GAL program, add 

another citizen of the community to make your number of team members total 11 as specified by I.C. 
31-33-3-1 

 
 
VI. County Child Protection Service Data Sheet 
 

A. List the cost of the following services for CPS only: (Please do not include items which were 
purchased with Title IV-B or other federal monies.) 

 
         2003  2004 

1. List items purchased 
 for the Child Protection 
 Team  and costs 

 
   a. _________________   _________ __________ 
 
   b. _________________   _________ __________ 
 
   c. _________________   _________ __________ 
 
 
  2. Estimated costs of: 
 
   a. X-Rays    _________ __________ 
 
    b. Medical examinations   _________ __________ 

 
   c. Photographs    _________ __________ 
 
  Total cost of #1 and #2     _________ __________ 
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 B. Please provide the annual salary for the following positions and total the salaries for each of the 

classifications listed below:  (Please include all staff with dual responsibilities and estimate and 
indicate percentage of salary for CPS time only.  For example, if a Family Case Manager works 40% 
CPS and 60% ongoing child welfare services, use 40% of the salary, the CPS portion.  Also, if the 
Local Director acts as line supervisor for CPS, include the proper percentage of salary on the line for 
Family Case Manager Supervisors.  Attach a separate sheet showing your computations.) 

 
        2003   2004 
 
  1. Family Case Manager IIs  ______________  _____________ 
 
   2. FCM Supervisors 
   (or Local Director)   ____________ ___________ 
  3. Clerical Support Staff   ______________  _____________ 
 
  Total Cost of Salaries     ______________  _____________ 
 

C. Grand Total of VI (Total Cost of Services 
 in A, plus Total Cost of Salaries in B)   ______________  _____________ 

 
 
 

CERTIFICATION 
 
 

I certify and attest that the local Child Protection Service Plan of __________________ County Office of Family and 
Children is in compliance with Public Law 276, Acts of 1979, and IC 31-33-4; and copies of the plan have been 
distributed in conformity with same.  Further, I certify and attest that copies of all completed Investigation of Alleged 
Child Abuse or Neglect reports (FPP 311) have been and will continue to be submitted to the Division of Family and 
Children. 
 
________________________________  ______________________________ ______________ 
Signature of County Director   County Director’s Name   Date                           
 
________________________________  _____________________________  ______________ 
Signature of Regional Manager   Regional Manager’s Name   Date 
 
________________________________________________________________________________________________
________________________________________________________________________________________________ 
 
The request for approval of Child Protection Plan has been: 
 
   Approved___________  Denied___________ 
 
 
____________________________________________________ _______________________ 
Signature of the Director      Date 
Division of Family and Children 
 
________________________________________________________________________________________________
________________________________________________________________________________________________ 
 
Comments: 
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________________________________________________________________________________________________
________________________________________________________________________________________________ 
 
Distribution: Regional Manager (1)    Child Protection Team 
  DFC-ICPS (2)    Law Enforcement Agencies 
  Court (Juvenile Jurisdiction)   COFC File
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TIPPECANOE COUNTY 

 
CHILD ABUSE RESPONSE and EVALUATION SERVICES 

(CARES) 
 

PROTOCOL FOR COORDINATED, INTERDISCIPLINARY 
INVESTIGATIONS OF CHILD ABUSE AND NEGLECT 

 
AGREEMENT OF PURPOSE 

  
 We, the undersigned agencies, by and through our supervisory heads or designated 
representatives listed below, do hereby agree to the following policies supporting the 
creation, development and implementation of a coordinated, interdisciplinary team to 
investigate and to respond to reports of child physical abuse, child sexual abuse and child 
neglect in Tippecanoe County. 
 
 We agree to establish this interdisciplinary investigation and coordinated response 
team to implement this protocol as we recognize that having professionals and agencies 
responding individually and separately to reports of child abuse and neglect often cannot 
effectively and completely meet the needs of the investigation, the service planning and, 
most importantly, the needs of the child. 
 
 We recognize that failing to coordinate investigations and responses to reports of 
child abuse and neglect, the child is often ‘re-victimized’ through excessive and 
inappropriate interviews, lack of communication between agencies, incomplete 
investigations and the unavailability of immediate and long-term intervention services. 
 

MISSION STATEMENT 
 
 The purpose of the Tippecanoe County Child Abuse Response and Evaluation 
Services (CARES) Team is to assure timely, coordinated investigations of and interventions 
into reports of child physical abuse, child sexual abuse and neglect by dedicated, specially-
trained professionals to protect children, hold offenders accountable and help families learn 
to become responsible for the safety and well-being of their children. 
 
 The professionals and agencies that comprise the CARES Team will include 
representatives from: 
 1.  Law enforcement    5.  Education 
 2.  Department of Child Services  6.  Mental Health 
 3.  Prosecutor’s Office    7.  CASA 
 4.  Probation Department   8.  Medical 
 
 In addition, the CARES Team may include representatives from any other agency 
or profession that the CARES Team agrees may be helpful in investigating and providing 
continuing services to the child victims, their families, and the alleged offenders. 
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GOALS 
 

 The CARES Team will provide a coordinated, interdisciplinary response to the 
problem of the child abuse and neglect investigations.  To accomplish this, the CARES 
Team will: 
 

1. Conduct legally defensible, non-suggestive interviews with the child and avoid 
multiple, inappropriate interviews of child victims and witnesses. 

 
2. Conduct complete and timely investigations to locate all evidence and potential 

witnesses to corroborate or to refute the child’s account, as the facts may be. 
 

3. Ensure appropriate and timely medical examinations by a trained and qualified 
physician. 

 
4. Conduct appropriate interviews or interrogations with the alleged 

perpetrator(s). 
 

5. Arrange for timely mental health assessments and counseling for the child 
victims, siblings and non-offending parents. 

 
6. Arrange for timely mental health assessments and counseling for the alleged 

perpetrators to encourage full disclosure and avoidance of denial. 
 

7. Arrange appropriate placement and follow-up services for the child victims, 
siblings and non-offending parents. 

 
8. Promote and maintain regular communication and case coordination among all 

professionals and agencies involved in the investigation, with the child victims 
and with the family to avoid conflicting goals, advice and court orders. 

 
9. Maintain our professional standards through coordinated, specialized training 

of the CARES Team and other agency personnel. 
 

10. Locate and obtain funding to allow the CARES Team to meet the goals of 
improving investigations, providing specialized training for investigators and 
service providers and providing services to child victims and their families. 
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I. CASE CRITERIA 
 

A. Child Protective Services 
 

1. Child Protective Services (CPS) is committed to providing multi-disciplinary 
services to child abuse or neglect victims who are reported to be a child in 
need of services as defined by IC 31-6-4-3. 

2. A child is a child in need of services, if before the child’s eighteenth 
birthday: 

 
a. The child’s physical or mental condition is seriously impaired or 

seriously endangered as a result of the inability, refusal or neglect of 
the child’s parent, guardian or custodian to supply the child with the 
necessary food, clothing, shelter, medical care, education or 
supervision; 

b. The child’s physical or mental health is seriously endangered due to 
injury by the act or omission of the child’s parent, guardian or 
custodian; 

c. The child is a victim of a sex offense under: 
 

(1) IC 35-42-4-1  (rape) 
(2) IC 35-42-4-2  (criminal deviate conduct) 
(3) IC 35-42-4-3  (child molesting) 
(4) IC 35-42-4-9  (sexual misconduct with a minor) 
(5) IC 35-42-4-4  (child exploitation) 
(6) IC 35-42-4-7  (child seduction) 
(7) IC 35-45-4-1  (public indecency/exposure) 
(8) IC-35-45-4-2  (prostitution) 
(9) IC-35-46-1-3  (incest) 

 
d. The child’s parent, guardian or custodian allows the child to 

participate in an obscene performance as defined by IC-35-49-2-2 or 
IC 35-49-3-2; 

e. The child’s parent, guardian or custodian allows the child to commit 
a sex offense prohibited by IC 35-45-4 (public indecency, 
prostitution, patronizing a prostitute, promoting prostitution, 
voyeurism). 
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3. CPS will be notified by LEA and jointly investigate reports of any of the 
following: 
 

a. Suspicious death of a child age 17 or younger. 
b. Sexual abuse of a child age 15 or younger. 
c. Sexual misuse of a child age 17 or younger (incest, obscene 

performances, prostitution, etc.). 
d. Physical abuse or battery of a child age 17 or younger by a parent, 

sibling, guardian, custodian or caregiver. 
e. Neglect of a child age 17 or younger by a parent, guardian, custodian 

or caregiver. 
f. Kidnapping of a child age 17 or younger by a parent, sibling, 

guardian, custodian or caregiver. 
g. Confinement of a child age 17 or younger by a parent, sibling, 

guardian, custodian or caregiver. 
 

4. CPS will also be notified in all other situations where the assistance of  
CPS is requested by a LEA, and CPS is available and willing to assist with 
the investigation and placement of children or with services to the children 
and family.  In situations where a juvenile is suspected of committing a 
violent crime or there is reason to believe that a juvenile is suspected of 
committing a violent crime or there is reason to believe that a juvenile is 
about to commit a violent crime, the prosecutor’s office and/or CPS is to be 
notified for immediate review and possible filing of charges when LEA 
believes the juvenile is a danger to himself or the community, and needs to 
be detained in a secure facility. 

 
B. Law Enforcement Agencies 

 
1. With regards to cases involving children as possible victims of crimes, LEA 

and CPS in Tippecanoe County will investigate reports of: 
 

a. Death of a child age 17 or younger 
b. Physical abuse of battery of a child age 17 or younger perpetrated by 

a parent, sibling, guardian, custodian or caregiver.  Sexual abuse of 
a child age 15 or younger. 

c. Sexual abuse of a child age 15 or younger. 
d. Sexual misuse of a child age 17 or younger. 
e. Neglect of a child age 17 or younger. 
f. Kidnapping of a child age 17 or younger 
g. Confinement of a child age 17 or younger. 
h. Removal, detaining or concealing a child age 17 or younger in 

violation of a custody order or for purposes of depriving another 
person of custody or visitation rights. 
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2. Suspicious child deaths include but are not limited to: 
 

a. Homicide where alleged perpetrator(s) in caregiver role. 
 

b. Accidental death where questions of caregiver negligence are raised. 
 

c. Natural death (including SIDS) where the condition of the body or 
the results of an autopsy suggest abuse or neglect. 

 
d. Suicide, if abuse or neglect may be a contributing factor. 

 
e. Death from undetermined or unnatural causes. 

 
                   3.   Physical abuse means: 
 

a. Aggravated battery (IC 35-42-2-1-5; Class B felony) 
 

b. Battery resulting in serious bodily injury (IC 35-42-2-1 (a)(3): Class 
C felony) 

 
c. Battery on a child less than thirteen resulting in bodily injury (IC 

35-42-2-1(a) (2 (B): Class D felony) 
 

d. Battery resulting in bodily injury (age 13 to 17) (IC 35-42-4-2 (a) 
(1)(A) Class misdemeanor) 

 
4.  Definitions 

 
a. A parent, guardian or custodian may use reasonable physical 

discipline; however, the physical discipline may not be cruel or 
excessive. 

 
b. Bodily injury means any impairment of physical condition, 

including physical pain or any visible marks. 
 

c. Serious bodily injury means bodily injury that creates a substantial 
risk of death or that causes serious permanent disfigurement, 
unconsciousness, extreme pain or permanent protracted loss or 
impairment of the function of a bodily member or organ. 

 
d. Aggravated battery means knowingly or intentionally inflicting an 

injury that creates a substantial risk of death or causes serious 
permanent disfigurement or protracted loss or impairment of the 
function of a bodily member or organ. 
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5. Sexual abuse means any sexual contact with a child age 15 or younger. 
 

Age guidelines for defining sexual abuse 
 
Younger Person                          Older Person  Send report to 
 

        Acts committed before 7/1/94: 
 
        Age 0-11            Age 0-17   Juvenile probation 
        Age 0-11            Age 18+   Prosecutor 
             Age 12-15            Age 16-17   Juvenile probation 
                    Age 12-15            Age 18+   Prosecutor 
        Age 16+                               No crime if consent 
 
        Acts committed on or after 7/1/04: 
 
                    Age 0-13            Age 14-17   Juvenile probation 
        Age 14-15            Age 0-17   No crime if consent 
        Age 0-15            Age 18+   Prosecutor 
        Age 16+       No crime if consent 
 
        Sexual contact means: 
 

a. Fondling or touching of either the child or the older person for 
sexual purposes. 

b. Sexual intercourse. 
c. Deviate sexual conduct (oral sex, anal sex, penetration of sex 

organ with object). 
d. Incest (sexual intercourse or deviate sexual conduct between 

persons related biologically). 
e. Child exploitation or pornography. 
f. Vicarious sexual gratification. 
g. Child solicitation. 
h. Child seduction. 

 
6. Neglect of a dependent means a person who has the care of a dependent, 

whether assumed voluntarily or because of a legal obligation, who 
knowingly or intentionally (IC 35-46-1-4-, Class D felony): 

 
                       a.    Places the dependent in a situation that may endanger his life 
or health; 

    b.    Abandons or cruelly confines a dependent; 
    c.    Deprives the dependent of necessary support; 
         d.    Deprives the dependent of education as required by law. 

 
(NOTE: For purposes of criminal prosecution, the Indiana Supreme Court requires the 
caregiver to subject the dependent to “actual and appreciable danger,” despite the statute’s 
use of the word “may”; however, this does not mean the dependent must actually suffer an 
injury.) 
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7. Kidnapping means knowingly or intentionally confining or removing 

another person by fraud, enticement, force or threat of force from one place 
to another (IC 35-42-3-2; Class A felony): 

 
a. With intent to obtain ransom; 
b. While hijacking a vehicle; 
c. With intent to obtain the release or intent to aid in the escape, or any 

person from lawful detention; or 
d. With the intent to use the person confined as a shield or hostage. 

 
8. Criminal confinement means knowingly or intentionally confining another 

person without the other person’s consent or removing another person by 
fraud, enticement, force or threat of force from one place to another (IC 35-
42-3-3, Class D felony, Class C felony if the confined person is a child age 13 
or younger and not the offender’s child). 

 
 

9. Violation of custody order means knowingly or intentionally, with a child 
age 17 or younger: 

 
a. Removing the child from the state or failing to return the child to the 

state in violation a child custody order of a court (IC 35-42-3-4, Class 
D felony, Class C felony if the child is age 13 or younger and not the 
offender’s child). 

b. Taking and concealing or detaining and concealing the child with the 
intent to deprive another person of custody or visitation rights (IC 
35-42-3-4, Class C misdemeanor, Class B misdemeanor if in violation 
of a court order). 
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II. CROSS NOTIFICATION OF TEAM AGENCIES 
 

A.  Child Protective Services 
 

When CPS is the first agency to receive a report of suspected child physical 
abuse, sexual abuse or neglect, CPS shall notify the team agencies or 
individuals according to the following timetable (and as per I.C. 31-6-11-11): 

 
        1.   Death, imminent death or life threatening injury 
         

a. Immediately notify the LEA in whose local jurisdiction any alleged 
crime related to the child’s death or injury may have occurred. 

 
b. Immediately notify the Prosecutor’s Office (after hours, via the Sheriff’s 

Department, call the Prosecuting Attorney or the Chief Deputy 
Prosecutor who will in turn notify the Child Abuse Prosecutor as the 
Prosecuting Attorney sees fit). 

 
       2.   Serious bodily injury to a child 

  
a. Immediately notify the appropriate LEA in whose local jurisdiction any 

alleged crime related to the child’s injury may have occurred. 
 

b. Notify the Prosecutor’s Office at discretion of CPS investigator and law 
enforcement officer. 

 
       3.   Bodily injury to a child 

 
a. Immediately notify the appropriate LEA in whose local jurisdiction any 

alleged crime related to the child’s injury may have occurred, but no 
later than 24 hours after receipt of the report. 

 
b. Notify the Prosecutor’s Office at discretion of CPS investigator and law 

enforcement office. 
 

       4.   Sexual Abuse 
 

a. Perpetrator still in home or may have access to child: 
 

(1) Immediately notify the appropriate LEA in whose local 
jurisdiction any alleged crime related to the child’s abuse 
may have occurred. 

 
(2) Notify the Prosecutor’s Office at discretion of CPS 

investigator and law enforcement officer. 
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c. Abuse in past or perpetrator no longer has access to child: 

 
(1) Notify appropriate LEA to schedule child interview and 

conduct joint investigation at mutually agreeable times 
within statutory requirements. 

 
(2) Notify the Prosecutor’s office at discretion of CPS 

Investigator and law enforcement officer. 
 

5. Neglect  
  

a. Child in immediate or apparent great danger 
 

(1) Immediately notify appropriate LEA in whose local 
jurisdiction any alleged crime related to the neglect 
may have occurred. 

 
(2) Immediately notify Prosecutor’s Office (after hours, 

via the Sheriff Department, call the Prosecuting 
Attorney or the Chief Deputy Prosecuting Attorney 
who will in turn notify the Child Abuse Prosecutor as 
the Prosecuting Attorney sees fit). 

 
b. Child not in immediate or apparent danger 
 

(1) Notify appropriate LEA at first opportunity (and not 
later than 5 days after receipt of the report). 

 
(2) Notify Prosecutor’s Office at discretion of CPS 

Investigator and law enforcement officer. 
 

6. Other Cases 
 

a. CPS will contact LEA when: 
 

(1) The investigator believes the presence of a law 
enforcement officer is necessary to ensure the safety of 
a child, the investigator or any other person; 
-or- 

       (2)  The child is to be removed. 
 

b. CPS will contact the Prosecutor’s Office whenever a question 
arises concerning a criminal legal issue (24 hours). 

 
c. CPS will contact the DFC attorney whenever a question arises 

concerning a civil legal issue (24 hours). 
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B.  Law Enforcement Agencies 
 

When a LEA is the first agency to receive a report of suspected child physical abuse,  
sexual abuse or neglect that LEA shall notify the team agencies or individuals 
according to the following timetable: 

 
1. Death, imminent death or life threatening injury to a child 

 
a. Immediately notify CPS (after hours, contact CPS via the Tippecanoe 

County Sheriff’s Department). 
 
b. Immediately notify the Prosecutor’s Office (after hours, via the Sheriff’s 

Department, call the Prosecuting Attorney or the Chief Deputy 
Prosecutor who will in turn notify the Child Abuse Prosecutor as the 
Prosecuting Attorney sees fit). 

 
            2. Serious bodily injury and bodily injury to a child 
 

a. Immediately notify CPS 
 

b. Notify the Prosecutor’s Office at discretion of CPS Investigator and law 
enforcement officer. 

 
 
            3. Sexual Abuse 

 
a. Perpetrator still in home or may have access to child: 

 
(1) Immediately notify CPS 

 
(2) Notify the Prosecutor’s Office at discretion of CPS Investigator 

and law enforcement office. 
 

b. Abuse in past or perpetrator no longer has access to child 
 

(1) Notify CPS to schedule child interview and conduct joint 
investigation at mutually agreeable times within statutory 
requirements. 

 
(2) Notify the Prosecutor’s Office at the discretion of CPS 

Investigator and law enforcement officer. 
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 4. Neglect 

 
a. Child in immediate or apparent great danger 

 
(1) Immediately notify CPS 

 
(2) Immediately notify Prosecutor’s Office 

 
b. Child not in immediate or apparent danger 

 
(1) Immediately notify CPS 

 
(2) Notify Prosecutor’s Office at discretion of CPS Investigator and 

law enforcement officer. 
 

5. Child custody, kidnapping and other cases 
 

a. LEA will notify CPS whenever a question arises as to the continued 
safety or care of a child. 

 
b. LEA will notify CPS when a parent, guardian or custodian is taken into 

custody for an unrelated matter and no responsible party is available to 
care for the children. 
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C. Jurisdictional Questions 
 

1. CPS will notify the LEA in whose local jurisdiction the 
alleged crime related to the child’s abuse or neglect 
occurred. 

 
2. If it is unclear if the alleged crime related to the child’s 

abuse or neglect occurred within the city limits of Lafayette 
or West Lafayette, the Tippecanoe Co. Sheriff’s Department 
will be notified and participate in the initial investigation 
until actual jurisdiction can be determined. 

 
3. If it can’t be determined whether any alleged crime related 

to the child’s abuse or neglect occurred within Tippecanoe 
Co., the Indiana State Police will be notified and participate 
in the initial investigation until actual jurisdiction can be 
determined. 

 
4. If it is clear from the initial report to a LEA that another 

LEA has actual jurisdiction to investigate the alleged abuse 
or neglect, the first LEA will: 

 
a. Make note of the initial information, (name of 

child, general nature of alleged abuse or neglect, 
current location and condition of child, name and 
current location of the alleged perpetrators, 
name, address, telephone number and 
relationship of the child to the person making the 
report, etc.) 

b. Refer the caller to the LEA with actual 
jurisdiction and instruct the caller to contact that 
LEA. 

c. Before the end of the shift, call LEA having 
actual jurisdiction to make sure the caller 
notified the proper LEA. 

 
5. If it is unclear from the initial report which LEA has actual 

jurisdiction to investigate the report of alleged abuse, the 
agency receiving the initial report will conduct the 
investigation and assume it has actual jurisdiction. 

 
a. If during the investigation, the LEA discovers 

another LEA has actual jurisdiction, that agency 
will be contacted to discuss transferring the 
investigation to the agency with actual jurisdiction. 

b. If the initial LEA does not have actual jurisdiction, 
the initial LEA may continue and complete the 
investigation if that is agreed to by both agencies 
after taking into account: 
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(1) The rapport the initial investigating officer 

may have already developed with the alleged 
child victims or the alleged perpetrators 
before transferring the investigation to 
another agency. 

(2) How much of the investigation has already 
been completed, how much more 
investigating is required and any physical  

(3) under a chain of custody with the initial 
investigating agency. 

 
 

III. EXCHANGING WRITTEN REPORTS, DOCUMENTS AND OTHER 
INFORMATION 

 
A. Child Protective Services 

 
1. CPS will provide complete copies of all 310/311 reports and copies 

of interview transcripts to the investigating LEA. 
 

2. CPS Investigator will deliver the 310/311 and other reports and 
written documentation in person to the investigating law 
enforcement officer in cases of investigations that require an 
immediate response. 

 
3. The CPS Investigator will provide all other reports and 

documentation via interoffice mail. 
 

a. To the investigating law enforcement officer by name if a 
joint investigation is being or has been conducted. 

b. To the head of the detective division of the appropriate LEA 
if no detective has yet been assigned to the case. 

 
4. CPS will provide complete copies of all 310/311 reports, interview 

transcripts, supplemental reports, contact logs, correspondence, 
juvenile court orders, photographs, etc. to the Prosecutor’s Office 
as these documents are completed and become available. 

 
5. CPS will provide complete copies of all 310/311 reports involving 

alleged juvenile perpetrators to juvenile probation. 
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B. Law Enforcement Agencies 
 

1. Law enforcement officers will provide complete copies of all 
written reports and copies of interview transcripts (victims, 
witness and suspect) to the Prosecutor’s Office and to CPS. 

 
a. The investigating officer will deliver the written reports and 

all other related documentation in person to the Prosecutor’s 
Office and to CPS in cases of investigations that required an 
immediate response. 

b. The investigating officer will provide all other reports and 
documentation via interoffice mail. 

 
(1) To the Prosecutor’s Office directly to the attention of the 

deputy prosecutor assigned to screen child abuse and sex 
crimes. 

(2) To the CPS Investigator by name if a joint investigation 
is being or has been conducted. 

(3) To the supervisor of CPS if no CPS investigator has yet 
been assigned to the case or if the report is for 
information only. 

 
2. Law enforcement will provide complete copies of all supplemental 

reports, interview and interrogation transcripts or tapes, 
photographs, laboratory reports, physical evidence, etc. to the 
Prosecutor’s Office as these documents are completed and become 
available. 

 
3. Law enforcement will provide complete copies of all written 

reports involving alleged juvenile perpetrators to juvenile 
probation, where Juvenile Court has jurisdiction. 
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IV.  INVESTIGATION 
 
 A.  Investigative Process 
 

1. Agency receiving initial report will contact other agencies per this 
protocol. 

 
2. Gather and review prior referrals and records. 

 
a. CPS will gather, review and provide to LEA and prosecutor 

information and copies of reports, when requested, of prior 
referrals to CPS and involvement with DCS and Juvenile Court 
involving this child, or the alleged perpetrator. 

b. LEA will gather and review complete criminal history of alleged 
perpetrators including NCIC, III and local. 

 
(1) LEA will provide written copies of the complete 

criminal history to the Prosecutor’s Office. 
(2) LEA will verbally supply this information to CPS. 

 
 

3. Agree where to meet to begin investigation (scene, hospital, school, CPS 
Office, LEA headquarters, Heartford House, etc. 

 
4. Agree who will speak with and who will observe interviews with: 

 
a) Victim, if able to communicate 
b) On-scene witness 
c) Medical Personnel 
d) Non-offending parent 
e) Suspected offender (LEA has the responsibility to 

schedule interviews) 
f) Other witnesses (eyewitnesses, disclosure 

witnesses, potential alibi witnesses, corroborating 
witnesses, etc.) 

 
5. LEA will timely arrange to secure any possible crime scenes to preserve 

potential evidence. 
 

a) LEA will seize and retain any relevant physical 
evidence. 

b) LEA will maintain proper chain of custody. 
 

6. LEA, with cooperation of CPS, will contact Prosecutor’s Office to secure 
necessary search warrants or consent to search as quickly as possible. 
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7.  Photographs 
 

a. CPS will take a double set of 35 mm color photos of child and visible injuries and 
will include a ruled measuring device in the photographs to use as a scale. 

 
b. At discretion of investigative team, CPS will re-photograph the child if additional 

injuries later become visible. 
 

c. LEA will take 35 mm slides or photos of child, visible injuries and scene (where 
relevant) as would any crime scene. 

 
8.  CPS will arrange for timely medical examination 
 

a. CPS will arrange to obtain necessary medical releases and medical records. 
 

b. CPS will forward copies of medical records to LEA and Prosecutor’s Office. 
 

c. When proper equipment becomes available, CPS will arrange for 35 mm slides or 
photos to be taken of any medical findings during physical examination and 
forward photographs to Prosecutor’s Office. 

 
9.  LEA will conduct initial information gathering interview with suspected offender; CPS 
will discuss issues related to taking custody of children only. 
 
10. LEA and CPS will jointly conduct formal interview with child when child is available 
(see interview protocol). 
 
11.LEA will conduct formal interrogation of suspect at appropriate point in investigation 
and provide tape or transcription of tape to Prosecutor’s Office in a timely manner. 

 
a. LEA will follow own protocol and training in conducting interrogation of 

suspect. 
b. LEA will provide transcript of suspect’s statement to CPS. 

 
12.  Taking protective custody of children 
 

a. CPS will arrange placement for child victims and siblings, if necessary. 
 

b. Whenever a child is removed from the home, CPS and LEA will first try to 
place the child with a relative where such placement is appropriate, 
available and feasible. 
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13. “No Contact” Orders 
 

a. If the suspect has not been arrested, CPS will contact DCS attorney to 
obtain immediate protective order to remove suspect from home. 

 
b. If the suspect has been arrested, LEA will fill out and give the suspect a copy 

of the Tippecanoe County General “No Contact” order. 
 

c. The Prosecutor’s Office will supply local LEA with copies of the Tippecanoe 
County General “No Contact” Order as necessary. 

 
B.  Child Interview Protocol 

 
1. Initial Assessment 

 
a. When possible, first contact with the child by CPS and LEA should be brief 
b. Ask only enough questions and gather only enough information to determine 

if a full investigation needs to be conducted. 
c. CPS and LEA meet before formal interview to share information about case, 

prior history of family and suspect, etc. agree who will conduct interview 
based on 

 
(1) Language and age of child 
(2) Rapport with specific team member 
(3) Expertise of team members 
(4) Any other information from other service providers in community 

 
2. Schedule formal interview at time when child will be well-rested and also convenient 

for CPS and LEA. 
 

3. CPS and LEA will agree on location of interview taking into consideration 
availability of video and audio recording equipment availability of space, 
appropriateness of location to child, privacy available at location, etc.  The 
investigating agencies will first consider using Heartford House. 

 
4. Recording interviews 

 
a. Child interviews shall be simultaneously video and audio when facilities and 

equipment are available. 
b. LEA will retain custody of the videotape and make videotape available for 

viewing by the Prosecutor’s Office.  A copy of the videotape will be made for 
CPS. 

c. LEA will retain custody of audiotape and arrange for audiotape to be 
transcribed. 
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5. Parents or other adults accompanying the child should not be allowed to sit in on or 

observe interview with the child. 
 

a. If child is reluctant to be interviewed without parent, interviewer should still 
attempt to interview child without presence of parent first. 

b. If child will not talk without parent or if parent emphatically will not allow 
child to be interviewed alone, parent should be seated in a position so as to 
not be distracting to the child or the interviewer. 

c. Before the interview, the parent must be instructed not to do or say anything 
to the child during the interview; not to prompt the child verbally or 
physically, not to encourage or discourage the child, not to make any 
promises or verbal reassurances that could in any way be interpreted as 
“coaching” or “enticing” the child to speak. 

 
6. Child may be encouraged to draw what happened, where it happened, etc. 

 
7. Anatomical dolls may be used during the interview if the interviewer is trained in 

their use and believe their use will help child show what happened. 
 

a. Avoid suggestive behavior and questions. 
b. Avoid labeling dolls by name or telling child to pretend this doll is alleged 

perpetrator. 
 

8. Interview with child must not be suggestive or leading in any way, interview must be 
“legally defensible”. 

 
C.  Post Interviews 
 

1. CPS should make service referrals to non-offending parent and child if not already 
done. 

 
2. CPS should refer child for medical exam (see investigative procedures) if not 

already done. 
 

3. CPS and LEA should meet with non-offending parent to answer questions and give 
support. 

 
D.   Case Management 
 

1. CARES Team can meet as deemed necessary at Heartford House at mutually 
agreeable times or other places to discuss cases under investigation and review, 
revise, and refine protocol and investigative techniques, discuss any problems or 
questions that have arisen. 

 
 
 

-19- 
 
 
 

196



 
2. The Prosecuting Attorney assigned to a criminal case will notify the CASA office of 

all new criminal cases filed; the CASA office will notify the Prosecuting Attorney if 
a CASA has been assigned to the child(ren) by the juvenile court. 

 
3. Agree on course of action (Is criminal prosecution possible or desirable?  Is case 

best handled by the Tippecanoe Department of Child Services?) 
 

4. Coordinate “No Contact” orders. 
 

5. Avoid providing conflicting information to child and family. 
 

6. Agree who will maintain regular contact with family to support family and child 
and to encourage their continued cooperation with the criminal prosecution. 

 
7. Discuss optimal disposition of case. 

 
8. Maintain open communication between team members and agencies. 
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 As far as is feasible and practical, we agree to conduct child abuse and neglect 
interdisciplinary investigations pursuant to these protocol guidelines.  However, we 
acknowledge these are only guidelines and investigative team has final discretion as to how 
to pursue any particular investigation or situation. 
 
 The foregoing protocol is hereby agreed to and approved by the following agencies.  
This agreement shall become effective upon signature of the parties listed below and may be 
amended at any time by approval of all signing agencies: 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________  
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
_________________________________  ___________________________ 
       Date 
 
 
 
 
 
 

198



 
 
 
 
 
 
 
 
 
 

-17- 

199



CHILD INTERVIEW PROTOCOL 
 

1. These interviews shall be scheduled as soon as possible after a referral or report is received 
and at a time suitable to the child and interviewer. 

 
2. Child Protective Services (hereafter “CPS”) and law enforcement are responsible for 

notifying each other when there is a child who needs to be interviewed. 
 
3. The child will be interviewed in the interview room at Heartford House, if at all possible.  If 

this is not possible, the child’s interview will take place at a location that CPS or law 
enforcement determines to be in the child’s best interest.  (Note:  When a child is asked to 
examine a photo array, this is not an “interview” and does not have to be conducted at 
Heartford House.) 

 
 
 
Scheduling an Interview 
 
1.  Interviews will be scheduled by a CPS representative or law enforcement.   
 
2. Appointments can be scheduled in person or over the telephone by contacting the Heartford 

House Director. The pager for the Heartford House Director can be used in cases where 
Heartford House staff cannot be reached via telephone.  

 
3. It is preferable that appointments are scheduled in advance.  However, every effort will be 

made to accommodate emergency situations. 
 
4. Appointment times should be mutually agreed upon by CPS, law enforcement, and the 

Prosecutor’s Office. 
 
5. When scheduling an appointment, the following information should be provided to Heartford 

House:  
a. child’s name 
b. child’s age 
c. name of person bringing child to the appointment 
d. CPS representative 
e. law enforcement representative 
f.   name(s) of the possible perpetrator(s), if known 
 

6. When an interview is scheduled, CPS will be responsible for contacting the Prosecutor’s 
Office and notifying them prior to the date and time of the interview. 
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Pre-Interview Preparation 
 
1. All equipment shall be checked prior to each use.  The Heartford House Director will be 

responsible for running a short test prior to each interview and ensuring that all necessary 
equipment is ready. 

 
2. The Heartford House Director or the Director’s designee is responsible for having Heartford 

House open/unlocked and ready for the interview. 
 
3. The team will meet at least 15 minutes prior to the interview.  The content of this meeting 

will include the sharing of pertinent case information between the various team members and 
completing the intake form.  

 
As a practical matter, this meeting may include a discussion of the following: 
a. child’s name, address, and birthdate 
b. names and addresses of child’s parents 
c. name of child’s caretaker 
d. type of abuse (sexual, physical, other) 
e. alleged perpetrator(s) 
f. relationship of alleged perpetrator to the child 
g. geographic location where alleged abuse occurred 
h. how case was reported or referred 
i. whether child has had a medical examination 
j. siblings, if relevant 
k.   prior contacts with the child, child’s parents or guardians, and alleged perpetrator(s) 

 
4. The team shall, at a minimum, consist of the child interviewer, CPS representative(s), 

representative(s) from the investigating law enforcement agency, and representative(s) from 
the Prosecutor’s Office.  The team may, at its discretion, include mental health, medical, or 
other professionals. 

 
5. CPS may conduct interviews without representatives from a law enforcement agency and the 

Prosecutor’s Office present, provided that: 
a. the allegations do not involve criminal conduct  
b. another staff person is present at Heartford House (i.e. the Heartford House Director 

or another CPS investigator).   
 
 
The Interview 
 
1. When interviews are conducted in the interview room at Heartford House, the interview will 

be audio and video recorded.  During the team meeting, a team member will be designated to 
run the recording equipment and the remote control camera. 
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2. Video equipment will be turned on prior to the initiation of the interview.  Once the 
videotape is recording, it shall not be terminated until the interview is completed.  If the 
interviewer leaves the interview room, the tape shall continue to record.   

 
3. It is the policy of Heartford House that there is only one interviewer present in the interview 

room with the child. Other team members will be present in the monitoring room during the 
interview. 

 
4. Translator:  If it is necessary for a translator to be present, the following must occur: 
 

a. The translator must be identified at the beginning of the interview, with the interviewer 
stating the translator’s name and role. 

b. The translator must acknowledge on tape prior to the interview that: 
1. Translations will be verbatim- no paraphrasing. 
2. If a word used is not in one’s language, it will be defined and/or described. 

c. The translator will be positioned near the child without physical contact. 
d. The translator must not be a family member or friend of the child.  The team will 

designate and coordinate the translator prior to the interview. 
 
5. It is the policy of Heartford House that the parent or guardian should not be present in the 

interview room when the child is being interviewed.  The final decision on that matter, 
however, remains with the CPS and law enforcement representatives.  If a parent or guardian 
is present, due to the child’s level of discomfort and their need for the parent or guardian, the 
following will be asked of the them: 
a. They escort the child back and as quickly as possible exit the room. 
b. If the parent remains, they sit behind the child or out of eyesight of the child. 
c. They do not have physical contact with the child. 
d. They do not speak unless specifically addressed by the interviewer. 
 

6. Only a child abuse forensic interviewer who has been trained through a source approved by 
the Heartford House Board will conduct the interview.  Interviews will be designed to meet 
each child’s individual needs, and therefore will vary based on the circumstances of each 
situation.  

 
7. When appropriate, an interviewer may use appropriate tools, including the following: 

a. Anatomical drawings. 
b.   Anatomically correct dolls.  The use of such dolls should be consistent with the attached 
guidelines (See Exhibit 1). 

 
 
 
Post-Interview Procedures 
 
1. A Polaroid photograph will be taken of the child following the interview.  This photograph 

should be labeled and attached to the videotape and should accompany any information 
forwarded to the Prosecutor’s Office. 
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2. The interviewer will record the following information on the back of each diagram or 

drawing retained from the interview:  
a. Child’s name 
b. Interviewer’s name 
c. Date and time of interview 
d. Law enforcement representative’s name 
e.   Law enforcement case number 
Drawings or diagrams from the interview, which are retained, will be turned over to the law 
enforcement representative and maintained as any other item of evidence.   

 
3. The law enforcement representative will label the audio and videotapes with the child’s 

name, the date of the interview, the interviewer’s name, and the law enforcement case 
number (if applicable). 

 
4. The law enforcement representative will be responsible for the collection, preservation and 

storage of all physical evidence, including the recording(s) of the child interview. 
 
5. The team will meet following the child’s interview to determine what, if any, follow-up 

action needs to be taken, including the determination of whether a medical examination 
should be initiated. 

 
6. Heartford House will maintain the intake form for statistical purposes only. 
 
 
 
Alleged Perpetrator’s Presence at Heartford House 
 
1. It is the policy of Heartford House that alleged perpetrators should not be on the premises. 
 
2. An exception to this policy is when the alleged perpetrator is a child or adolescent, and the 

team determines that the Heartford House environment is more conducive to speaking with 
the perpetrator than the police department.  Heartford House may also be utilized to talk to a 
child or adolescent perpetrator about his/her own victimization. 

 
3. If the team determines that Heartford House is the appropriate location for interviewing a 

child or adolescent perpetrator, the interview must meet the following requirements: 
a. The interview should be scheduled on a separate day than that of the alleged victim. 
b. The interview should be scheduled one hour apart from any other interview. 
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Local Office Protocol for "Screen Out" Reports. 
 

1. Intakes will be staffed, daily and 
determination made. 

2. No reports will be labeled as Screen Out if 
information, services or a referral is made. 
These reports will be labeled as 
Information and Referral or Voluntary 
Services. 

3. All reports determined to be Screen Out 
will have a collateral contact which 
supports the decision. 
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Warren County Protocols 
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White County Protocols 
 

217



218



219



220



221



222



223




