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Online Mandated Reporting Website\User Guide

Introduction

The Arizona Department of Child Safety maintains an Online Reporting website designed for Mandated Reporters
to report non-emergency abuse or neglect concerns about children in Arizona. The website is available Monday
through Friday from 6am to 9pm.

This user guide is provided as a supplement to the instructions available at the Mandated Reporting landing page
and the Online Reporting website. It is organized into four sections:

1. Accessing the Online Reporting website.
2. Creating an account.

3. Completing the Online Reporting form.
4. Submitting the Online Reporting form.

Accessing the Online Reporting Website
The Online Reporting website is currently located on azdes.gov. Access the web site by clicking on this link

https://dcs.az.gov/or by entering this address into your browser. The Arizona Department of Child Safety page will
display.

Look for the DCS Quick Links section toward the bottom of the page (left column). Select Report Child Abuse or
Neglect
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Reporting Child Abuse or Neglect
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Mandated Reporting

~\‘. , Arizona Department of Child Sa
%" (Dcs)

A New Beginning For Arizona's Children

4 ABOUT  ADMINISTRATION ~ NEWS  SERVICES  RESOURCES

| Report Child Abuse or Neglect

Arizona Child Abuse Hotline
1-888-80O8-CHILD (1-888-767-2445)

A report of suspected child abuse, neglect, exploitation or abandenment is a responsible attempt to protect a child. Anzona law requires certain persons who suspect that a child has received non-accidental
injury or has been neglected to report their concerns to DCS or local law enforcement (ARS §13-3620.A). YOU may be a child’s only advocate at the time you report the possibility of abuse or neglect. Children
often tell a person with whom they feel safe about abuse or neglect. If a child tells you of such experiences, act to protect that child by calling the toll free Arizona Child Abuse Hotline at 1-888-S0OS-CHILD
(1-888-767-2445). To learn more abouse\ect "Who must report?” from the following list.

¥ What is child abuse and neglect?

¥ Who must repori?

¥ When to report?
¥ Where can a report be made?

¥ What happens when abuse/neglect is reported?

¥ The investigation cutcome.

) , Arnizona Department of Child Contact Us
w\W/ 4 Safety (DCS)

ANEW BEGINNING FOR. ARIZONA'S CHILDREN
Department of Child Safety

PO Box 6030, S/C C010-23 Phone: 1-602-255-2500
Phoenix, Arizona 85005-6030

Py T A T A T A T Ay T Ay
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Select How do I access Arizona’s Online Reporting Service for Mandated Reporters

\‘ , Arizona Department of Child Safety
%" (DCs)

A New Beginning For Arizona’s

ﬁ ABOUT  ADMINISTRATION NEWS SERVICES RESOURCES

Suspect Abuse? Report It. Now. SERVICES

For all emergency child abuse and neglect reports, call: 1-888-808-CHILD (1-888-767-2445)

. ) ) ) . ¥ Reporting Abuse or Neglect
If your concern involves an emergency situation, call 911 immediately. p 9 g
A report of suspected child abuse, neglect, exploitation or abandonment is a responsible attempt to protect a child. Arizona law requires Safe Haven Newborn Information
certain persens who suspect that a child has received non-accidental injury or has been neglected to report their concerns to DCS or local
law enforcement (ARS §13-3620.A). YOU may be a child's only advocate at the time you report the possibility of abuse or neglect
Children often tell a person with whom they feel safe about abuse or neglect. If a child tells you of such experiences, act to protect that
child by calling the toll free Arizona Child Abuse Hotline at 1-888-SOS-CHILD (1-388-767-2445). To learn more about Mandated i

Reporting, select "Who must report?” from the following list ||WeST|gat|0n5 and OCWI |

2 Prevention and Family Support

¥ What is child abuse and neglect?
¥ Who must report?

» When to report? % CMDP

¥ What to report?

¥ What happens when abuse/neglect is reported? ¥ Young Adult
¥ The investigation outcome.

¥ Foster Care and Adoption

Other Ways to Help

Online Reporting Service for Mandated Reporters

Mandated reporters are required by law, as defined by ARS 13-3620, to report all concemns of child abuse or neglect. Department of Child
Safety (DCS) provides this secure website for mandated reporters of child abuse and neglect to report non-emergency concerns, as
authorized by ARS 13-3620. Non-emergency concerns are those in which a child is not at immediate risk of abuse or neglect that could
result in serious harm. This website is only for mandated reporters to report situations that do not require an emergency
response. An emergency is a situation where a child faces an immediate risk of abuse or neglect that could result in death or serious
harm.

I ¥ How do | access Arizona's Online Reporting Service for Mandated Reponers?l
¥ Why use Arizona's Online Reporting Service for Mandated Reporters?
¥ What information should | expect to provide during the online reporting process?
¥ What should | expect after | have submitted a non-emergency child abuse or neglect concern?
¥ Can | report a concern anonymously?

¥ Confidentiality and website security

MORE INFORMATION DCS QUICK LINKS PROGRAMS FOR CHILDREN IN FOSTER CARE
Contact Us DCS Data Indicators & Young Adult Program/Independent Living (YAP/IL)

Freguently Asked Questions Report Child Abuse or Neglect Health Services for Children in Foster Care (CMDP)

Join DCS Staff DCS Policy/Children’s Services &

Volunteer at DESg? Request DCS Records

ArizonaSERVES g? Resolve a Complaint with DCS

For current Foster and Adoptive Parents DCS Reports and Publications

DCS Regulatory Agenda

There are now two links that can be used to access the reporting form, Register and Login
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“ How do | access Arizona's Online Reporting Service for Mandated Reporters?

+ Each mandated reporter creates an account.
« Each time the mandated reporter logs in, the Reporting Party section will auto-populate with the mandated reporter's information.
- The mandated reporter can update account information.

+ Registerd for an account.
+ Loging to existing account.
+ You may wish to Bookmark or Favonte the Log In page to your browser.

= If you forget your user name and password, the system allows you to reset your information.

Select How do I access Arizona’s Online Reporting Service for Mandated Reporters

\'/

Arizona Department of Child Safety
(DCS)

A New Beginning For Anzona's Children

f4 ABOUT  ADMINISTRATION NEWS  SERVICES  RESOURCES

Suspect Abuse? Report It. Now.
For all emergency child abuse and neglect reports, call: 1-888-S08-CHILD (1-888-767-2445)

If your concern involves an emergency situation, call 911 immediately.

A report of suspected child abuse, neglect, exploitation or abandonment is a responsible attempt to protect a child. Arizona law requires
certain persons who suspect that a child has received non-accidental injury or has been neglected to report their concems to DCS or local
law enforcement (ARS §13-3620.A). YOU may be a child's only advocate at the time you report the possibility of abuse or neglect
Children often tell a parson with whom they feel safe about abuse or neglect. If a child tells you of such experiences, act to protect that
child by calling the toll free Arizona Child Abuse Hotline at 1-888-S0S-CHILD (1-888-767-2445). To leam more about Mandated
Reporting, select "Who must report?” from the following list.

¥ What is child abuse and neglect?

» Who must report?

» When to report?

¥ What to report?

¥ What happens when abuselneglect is reported?
» The investigation outcome.

Online Reporting Service for Mandated Reporters

Mandated reporters are required by law, as defined by ARS 13-3620, to report all concerns of child abuse or neglect. Department of Child
Safety (DCS) provides this secure website for mandated reporters of child abuse and neglect to report non-emergency concerns, as
authorized by ARS 13-3620. Non-emergency concerns are those in which a child is not at immediate risk of abuse or neglect that could
result in serious harm. This website is only for mandated reporters to report situations that do not require an emergency
response. An emergency Is a situation where a child faces an immediate risk of abuse or neglect that could result in death or serious
harm.

I ¥ How do | access Arizona's Online Reporting Service for Mandated Reporters?l

¥ Why use Arizona's Online Reporting Service for Mandated Reporters?
¥ What information should | expect to provide during the online reporting process?

¥» What should | expect after | have submitted a non-emergency child abuse or neglect concern?
¥ Can | report a concern anonymously?

¥ Confidentiality and website security

MORE INFORMATION DCS QUICK LINKS

DCS Data Indicators g

Report Child Abuse or Neglect
DCS Policy/Children’s Services &
Request DCS Records

Contact Us

Frequently Asked Questions

Join DCS Staff

Volunteer at DES#

ArizonaSERVES &

For current Foster and Adoptive Parents

Resoclve a Complaint with DCS
DCS Reports and Publications
DCS Regulatory Agenda

S:\Childs Project File\PCR Log\PR1 Hotline Web Public\User Guide\vs 6

SERVICES

¥ Reporting Abuse or Neglect
Safe Haven Newborn Information

? Prevention and Family Support

Investigations and OCWI

¥ Foster Care and Adoption
» CMDP
¥ Young Adult

Other Ways to Help

PROGRAMS FOR CHILDREN IN FOSTER CARE

Young Adult Program/Independent Living (YAP/IL)
Health Services for Children in Foster Care (CMDP)



There are now two links that can be used to access the reporting form, Register and Login

* How do | access Arizona's Online Reporting Service for Mandated Reporters?

« Each mandated reporter creates an account.

+ Each time the mandated reporter logs in, the Reporting Party section will auto-populate with the mandated reporter's information
+ The mandated reporter can update account information.

« Registerd for an account.

- Login# to existing account.
+ You may wish to Bookmark or Favorite the Log In page to your browser

« If you forget your user name and password, the system allows you to reset your information.
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Online Reporting Service for Mandated Reporters

Mandated reporters are required by law, as defined by ARS 13-3620, to report all concerns of child abuse or neglect. Department of Child
Safety (DCS) provides this secure website for mandated reporters of child abuse and neglect to report non-emergency concerns, as
authorized by ARS 13-3620. Mon-emergency concerns are those in which a child is not at immediate risk of abuse or neglect that could
result in serious harm. This website is only for mandated reporters to report situations that do not require an emergency
response. An emergency Is a situation where a child faces an immediate risk of abuse or neglect that could result in death or sernous
harm.

% How do | access Arizona's Online Reporting Service for Mandated Reporters?

+ Each mandated reporter creates an account.
= Each time the mandated reporter logs in, the Reporting Party section will auto-populate with the mandated reporter's information.
+ The mandated reporter can update account information.

7 for an account.

["Login & Jp existing account.
+ You may wish to Bookmark or Favonte the Log In page to your browser.
+ If you forget your user name and password, the system allows you to reset your information.

¥ Why use Arizona's Online Reporting Service for Mandated Reporters?

¥ What information should | expect to provide during the online reporting process?

¥ What should | expect after | have submitted 3 non-emergency child abuse or neglect concern?

¥ Can | report a concern anonymously?

¥ Confidentiality and website security
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Events Press Room | Sitemap

2/5/2016 2:39:53 P.M, Arizona Depaﬂmt OkaIId Sﬂfﬂy

DES Home | About DES | FAQ's | Contact Us | Reports | Forms | Office Locator [ Advanced Search

DCS ONLINE REPORTING SERVICE o)

- CREATE A NEW ACCOUNT
Reporting Party

Child{ren) Profile | Yse the form below to create a new account.

Adult(s) Profile Account Information

What Happened

User Name:
Family Functioning

E-mail:

Privacy Disclai Web Accessibility & Acc
Copyright 2014 DES. Al rights reserved.

The Mandated Reporter will be sent a temporary password by e-mail. They will then be required to create a
permanent password that is DES compliant. To be DES compliant the password must consist of a mixture 8
letters and numbers. There must be one capital letter and at least one number. Ex. Waeio23. Once this is
created, the next time the Mandated Reporter logs in, their information will populate the fields in the Reporting
Party Section.
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CHANGE PASSWORD

Use the form below to change your password.

New passwords are required to be a minimum of 8 characters in length and must contain least 1 upper case and 1 lower case character and 1 numeric
User Name:

Old Password:

New Password:

Confirm New Password:

Cancel ][ Change Password

Once the mandated reporter changes the password they will be taken to the Home Page.

If returning to the website select Login and the mandated reporter can access their account by entering their
Account User Name and Account Password.
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i Events | Press Room | Sitemap

2/5/2016 2142119 B.M, Arizona Depﬂftmr chkl'td Sﬂ'fety

DES Home | About DES | FAQ's | Contact Us | Reports | Forms | Office Locator N Advanced search

[ Login ]

."‘

Reporting Party
Child(ren) Profile | Please enter your username and password) Register [ you don't have an account.

Adult(s) Profile Account Information

LoG IN

What Happened
- m— Usemname:
Family Functioning

Password:

[1 keep me logged in

Privacy Di: i Web Accessibility 8 Acce dations
Copyright 2014 DES. Al rights reserved.

There will be menu items available to change a Mandated Reporter password, to recover their password and to
recover their User Name.
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Once the website opens the Home Page will display. This page contains information that helpful to the
mandated reporter. It explains the site is only for mandated reporters, is not to be used in emergency situations,
displays a warning about false reporting, has a link to the User Guide and gives some general directions.

DCS ONLINE REPORTING SERVICE

Reporting Party

Child(ren) Profile
Adult(s) Profile
What Happened

Family Functioning

Arizona's Child Abuse 8 Neglect Online Reporting Service.

If your concern involves an emergency situation, do not wait for CPS to respond.
Call 911 immediately.

The DCS Online Reporting Service is designed for mandated reporters who identify themselves as the reporting party. Please be aware that the identity of reporting parties is kept confidential by law, per (ARS. §
8-807) . To submit an anonymous report please call the 24 hour Child Abuse Hotline at (888) SOS-CHILD / (888) 767-2445.

Please be advised, a person who makes a false report of child abuse or neglect knowing the report is faise, is guilty of a class one misdi . A class one misd carries a i of six months in jail
and a $2,500 fine. A person is immune from liability for reporting in good faith by law, per (A.R.5. 13-2807.02)

Directions:
If the back button on the browser is used the information entered will be lost.

Use the <TAB> key to navigate through each section.

Please DO NOT USE THE <ENTER> KEY! It could accidently cause an error and you will have to start over.

When a submission is successful a 6 digit Form Number will display. If you do not see a Form Number after clicking Submit Report please contact the Hotline at 1-888-S0S-CHILD.

There have been some recent changes made to the Online Reporting Services for Mandated Reporters website. You may notice that certain sections function differently. To access a User Guide, click here.

If you close this window prior to submitting the form, your information will be lost and you will have to start over.

* = Required Field

Click to start the reporting process

Driuzrs  Micrlsimar  Wak ihilit B

The mandated reporter will be taken to the reporting sections when they select “Click to start the reporting
process”. Before they can start to input their concerns a page with 8 questions will display. These are 8§ yes or
no yes questions that must be answered before they can proceed. If one of these 8 questions are answered Yes,
they are asked to call the Hotline due to the seriousness of their concern for the abuse or neglect of a child. The
8 questions are:

If any of the questions answered “yes” it indicates a serious situation. The red phone will appear thereafter you
will be asked to call the Child Abused Hotline.
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DCS ONLINE REPORTING SERVICE

Reporting Party

PLEASE ANSWER THE QUESTIONS BELOW ACCORDINGLY. DOES YOUR CONCERN INCLUDE ONE OR MORE OF THE FOLLOWING:

Child{ren) Profile

1. Serious injuries such as fractures, burns, or injuries to multiple places on the body? O ves O No
Adult(s) Profile v : ! pep v

What Happened 2. Serious injuries to face or head such as black eyes, facial lacerations, bruising, etc? O Yes O No
femiinchonmo 3. A child that was involved in an incident of domestic violence among adults within the last 24 hours? O ves O No
4, A child requiring emergency medical care and the caregiver is unwilling or unable to seek treatment? O yes O No
5. A substance exposed newbomn that is currently at home or scheduled for discharge from the hospital within the next 24 hours? O ves O No
6. Evidence or a disclosure regarding sexual abuse toward a child and the alleged perpetrator will have access to the child within the next 48 hours? O ves O No

7. Achild that is a danger to themselves or others now and the caregiver cannot or will not control the child's behavior? O ves O No

8. A caregiver that is described as behaving in an attacking or aggressive ways towards a child? O Yes O No

DCS ONLINE REPORTING SERVICE

Reporting Party
Child(ren) Profile
Adult(s) Profile
What Happened

Family Functioning

WARNING

You are attempting to report an emergency child abuse and neglect situation according to A.R.S. 13-3623. Please do NOT use the O
immediately call the Child Abuse Hotline at 1- 888-SOS-CHILD (1-888-767-2445).

Section 1 Reporting Party

If the Mandated Reporter has created an account the fields in Section 1 will populate with their profile. If there
is no account they will be required to complete the mandatory fields which are indicated with an asterisk.
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[ Home Page J
] SECTION 1 OF 5 - REPORTING PARTY

[ Reporting Party

Child{ren) Profile * What type of Reporter are you 7 | Select Reporter Type |~ |
A Tt Drofila Select Reporter Type
ALULE) AL LAW ENFORCEMENT PROFESSIONAL
R % conder- © tiale © remaie | MEDICAL PROFESSIONAL
+ © JUV COURT / DETENTION

SCHOOL/DAYCARE PROFESSIONAL

* Title - BEHAVIORAL HEALTH PROFESSIONAL
SOCIAL SERVICES PROFESSIONAL
GOVERNMENT/CPS PROFESSIOMNAL

* First Name : MILITARY

Middle Mame :

* Last Mame:

* Employer or Organization you Represent :

* Address :
* City: State: |AZ [=] / % 7ip Code:
* Phone Number : | Work [~] Ext.
i (X060 XIOK-K000K
Secondary Number : |E| Ext.

Exc. (000 200420000

Email Address :

There are 8 Reporter types that can be selected and 10 mandatory fields to be completed.

Clicking on Clear on the bottom of the page will delete all the information entered. Clicking on next will take
the mandated reporter to Section 2.
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Section 2 Family Profile (Child)

This section will contain the information regarding the children living in the home. There will be 5 mandatory
fields: First Name, Last Name, Gender, Birth Date or Age and whether the child was an alleged victim. Other
fields will be Means to Locate the Child such as home address, school information, day care information and

other possible locations where the child can be located. There will be an icon on the bottom of the page to add

the information entered and to add a child and a icon to clear the information entered.

Hiee Page @ 5 - FAMILY PROF |D
Reportes Info ) -
Triren) Fiotia Child's Information
Adultis) Profile tH 2 V” M d Vf
‘/' : 1 : 1 @
-
Means to Locate the Child
AL
School Information
AL
Daycare Information
AL
Other Locations
o
- L
Prious
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If the add children icon is selected the information will be saved to the top of the page. Notice that on the top
of the page are icons to edit and delete information.

Home Page

SECTION 2 OF 5 - FAMILY PROFILE CHILD(REN)

[ ]

dit
{ oporter Wi } Child's Name : Single Ehillcl"_“ @ delete
[ )

Child{ren) Profile Gender : Female

Birth Date: Mot Entered. Approximate Age : 2 Year Old
Race : WHITE

Is this child an alleged Victim :Yes

Primary Language : ENGLISH

Do you know the child's Social Security Mumber is 123-45-6789
What is the child's home address ?

Address : 22 west

City : Phx State : A7 Zip : 85007

School Information

School Mame : Elementary

Address : 234 South

City : phx State : A7 Zip : 85012

Daycare Information

Daycare Mame : Kidde Kare

Address : Meighbor

City : Unknown State : AZ Zip @ Unknown

Cther Locations Mone Entered.

Adult(s) Profile

To move to the second section all mandatory fields must be completed and then the Next button can be
selected.

Section 3 Family Profile (Adult)

This section will contain the information regarding the adults living in the home. There will be mandatory
fields: First name, last name, Gender and age. Other fields include home address, phone number, which
children the adult is the parent of, if the adult has primary custody and adult employment information. There
will be an Icon on the bottom of the page to add another adult.
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Select the chiddren) for

If both a Mother and Father are not entered in this Section when you select Next to proceed to Section 4 a pop
up message will appear. This message will ask if any information is known about the missing parent and
there will be two radio buttons. If the No radio button is selected then Section 4 will open. If Yes is selected

a screen will open so the information can be entered.

Parent's Information

Fresious Newt
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The information will be saved when moving on to another Section and each adult will populate on top of the
Section 3 page. Once the information is populated on top of the page there will be icons to edit and delete the
adult information.

[__HomePage | SECTION 3 OF 5 - BAMUNDREOFILE ADULT(S)
Repotechelo, ] . 1&® Edit Delete
Child(ren) Profile p : MOTHE
Adult(s) Profile
\What Happened
i®
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Section 4 What Happened
This section will explain what happened to the child (children). There are 3 mandatory fields: Question number

3) did you personally witness the incident, question 5) Please describe what happened to the child etc. and
question 6) Does the Child have an injury.

DCS ONLINE REPORTING SERVICE

Home Page |

| SECTION 4 OF 5 - WHAT HAPPENED?

Reporting Party

| Please answer the following questions:

Adult(s) Profile

| 1.Is this a one time incident or reoccurring issue? (O One Time O Reoccurring
What Happened |

|
|
| Child(ren) Profile
|
|

Family Functioning | 2. Place of incident:

* 3. Did you personally witness the incident: O ves O No

4. Has Law Enforcement been contacted regarding the concern you are reperting teday? O ves O No O Unknown

5. Please describe what happened to the child{ren), using their names, and provide a detailed description of the
incident, or issue that you are concerned about. Include information such as names of individual(s) who harmed
the child(ren), frequency, how long this has been cccurring, etc.

* &. Does the child have an injury? O ves O No O Unknown

7. Please describe the child's injuries in as much detail as possible (i.e. size, color, location, shape, quantity, etc).

8. Has the child received medical treatment? O ves O No O Unknown

9. Do you have concerns about the child's living environment? O ves O No O Unknown

10. Has the individual(s) who allegedly harmed the child{ren) been spoken to about the incident, injury, or concern? Oves OnNe O Unknown
11. Does the individual(s) who allegedly harmed the child(ren) have access to the child(ren)? Oves ONo O Unknown
12. Does the individual(s) who allegedly harmed the child(ren) have access to other children outside the home? Oves ONo O Unknown

13. Are there parents or other adults in the household aware of the incident? O ves O No O Unknown

Previous
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Section 5 Family Functioning

This Section will ask about any drug or alcohol abuse, domestic violence in the home, and any safety
issues in the home that may be of concern to a Social Worker. There are no mandatory fields in this section.

[ HomePage | FAMILY FUNCTIONING: id: Section $ of &
Reponter o . . " -y
Chidiren) Profile
Adr(s) Prolle
VWhat Maggeead
F amiy Functiomng

SAFETY INFORMATION NEEDED

ARS, 41-1010

Prewous Repo]
Extcacx Ciadl Wb Accasabde. o 8 o
Covyngh 2008 D43, AY nghe reserved
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When the reporting source has completed the 5 sections they will select “submit report” to send the form to the
Hotline. Once the form is sent they will not have further access to the form. However, the reporting source will
have the ability to print the form when “submit report” is selected. The print screen will appear as below.

2/8/2016 9:29:38 AM. Arizona D@ﬂﬂmf OkaIld Sﬂff’y

DES Home | About DES | FAQ's | Contact Us | Reports | Forms | Office Locator 2N Advanced Search

[Login]

Thank you for submitting your concern.

Reporting Party Your Form number is : 100714

Please keep a record of this number for follow-up.
Child{ren}) Profile

Adult(s) Profile What will happen to my report?

What Happened Your enline report will be reviewed by a Child Protective Service (CPS) Specialist to
determine if the information recieved meets the guidelines for a CPS report by Arizona
Revised Statutes. If report cniteria is met, then a CPS report will be generated and
forwarded to the proper field office for investigation. If report criteria is not met, then the
Child Abuse Hotline will maintain a record of the information received within the Child
Abuse Hotline's database system. The CPS Specialist's assessment decision will be
reviewed by a Quality Assurance Specialist within 48 hours.

What to expect next?

A CPs Specialist will contact you to notify you if the information provided meets report
criteria.

Family Functioning

Would you like to print a copy of your report? ‘ Print || Ne Thanks || Log off |

The Mandated Reporter can select Print to get a copy of the Form by selecting the Print box. After printing they
will have the option above.

Selecting “No Thanks” will take the Reporter to the Home Page where they can start another Submittal.
Selecting Exit will return the Reporter to the https://dcs.az.gov/site.
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