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1. REVISION HISTORY AND APPROVAL 

 

Revision Nature of change Approval Date 
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1.1 Update required JL/GK 15/11/2024 
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2. MAKING A MANDATORY REPORT  

2.1. In line with the PCI College and the PCI Counselling Service Mandatory Reporting Policy , PCI 
College’s Designated Liaison Person (DLP) is responsible for making and submitting reports 
that meet the threshold for childhood abuse/neglect to TUSLA on behalf of PCI College and 
PCI Counselling Service. This role involves making joint reports with anyone at PCI College 
who, because of their role within the college, is a mandated person under the Children First 
Act, 2015.  

2.2. The following steps outline the procedure for bringing child protection concerns to PCI 
Colleges' DLP and for making mandated reports to TUSLA: 

2.3. If any person believes that a child is in imminent danger, they should contact An Garda 
Síochána immediately, before following the procedure outlined below. 

2.4. Once a staff member, lecturer, group supervisor, or trainee therapist at PCI College receives 
a disclosure about childhood abuse/neglect, they should notify the discloser that they are 
required by the Children First National Guidelines to contact the DLP and that it may be 
necessary to make a report to TUSLA.  

2.5. Upon receiving a disclosure, mandated persons should enquire into the status of the Person 
Suspected of Abuse Allegations (PSAA) at the earliest appropriate time. If a non-mandated 
person, e.g. member of PCI College’s admin team, receives a disclosure, they do not need to 
seek these details; rather, these enquiries should be conducted at a later stage by the 
College’s DLP. 

2.6. Within 24 hours of having received the disclosure, the recipient must:  
2.6.1. Contact the DLP via email at dlp@pcicollege.ie to notify them that a disclosure has 

been received, and very brief details should be provided, including the status of the 
discloser (client, student, colleague, etc., but the discloser should not be named in this 
email) and state whether it is a retrospective disclosure or a current risk.    

2.6.2. Then complete PCI’s online Child Protection Risk Assessment Form (CPRAF) .  Non-
mandated persons should only complete Sections 1-3. Mandated Persons should 
complete Sections 1-7. Please note that only the discloser’s initials should be used on 
this form and not their full name. 

2.7. If the DLP receives a CPRAF which does not contain the known status of the PSAA, the DLP 
may direct a mandated person to contact the discloser to seek to establish whether the 
PSAA may have access to children, either now or in the future. In cases where the 
disclosure is received by a member of staff who is a non-mandated person, the DLP makes 
such enquiries at this stage, where appropriate. These enquiries and any other relevant 
information in the disclosure should inform the completion of the CPRAF. 

2.8. It is the responsibility of the person in receipt of the disclosure to confirm with the DLP, 
directly, that their completed online form has been received. Upon receipt of the form, the 
DLP will then contact the disclosure recipient to arrange an online meeting (via MS Teams) 
to carry out the risk assessment, which will entail completing all sections of the CPRAF. This 
meeting must take place as soon as possible, preferably no later than 24 hours from the 
time the original disclosure was received. Both parties should then sign and date the form.  

2.9. As part of the process of completing the CPRAF, the DLP/Mandated Person will assess 
whether: 

2.9.1. i)  The disclosure meets the threshold for harm set out by TUSLA 
2.9.2. i)  A mandated report is necessary based on current or potential future risk to a child 

(identifiable or not). 
2.9.3. iii)  TUSLA should be contacted for assistance/guidance, if required, in making a 

decision 
2.10. If a mandated report to TUSLA is indicated, the DLP and the disclosure recipient will, 

collaboratively, via a Teams call, complete a joint report on the TUSLA Portal. This will 

https://www.pcicollege.ie/about-us/policies/
mailto:dlp@pcicollege.ie
https://forms.office.com/e/SuHxQnGbJD?origin=lprLink
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involve the completion of either a Child Protection and Welfare Report Form (CPWRF) or a 
Retrospective Abuse Report Form (RARF). 

2.11. If a mandated report to TUSLA is not required, the DLP will formally confirm the 
decision with the disclosure recipient by email. As soon as possible, the lecturer/trainee 
counsellor/staff member should then notify the discloser of the outcome, explaining that a 
report is not being sent, but without referring to any confidential details concerning the 
disclosure received. 

2.12. If the DLP makes the decision not to send a report and a mandated person disagrees 
with that decision, the mandated person can submit a report to TUSLA independently.  

2.13. When compiling this report, the Mandated Person/DLP may need to contact the 
discloser to obtain any further information that may be required. The DLP may also direct a 
Trainee Counsellor to seek additional information from their client. 

2.13.1. The DLP and the person who received the disclosure will submit the CPWRF or RARF 
via TUSLA’s online portal. For joint reports, the DLP will be named as the primary 
reporter and the Mandated Person will be listed as the secondary reporter. 

2.13.2. The CPRAF form will be stored in a secure folder on PCI College’s 
OneDrive/SharePoint and TUSLA’s official report form and the confirmation will remain 
on PCI College’s DLP TUSLA Portal Profile.   

2.13.3. Should any further correspondence be received by TUSLA, this will be added to the 
above-mentioned, protected folder and shared with the relevant stakeholders where 
necessary.  
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