




3. Submitting a Written Report

If you are a professional employee who makes a report in the course of your work duties, you  
must follow up your oral report with a written report within 48 hours of when you suspected  
that an incident of abuse or neglect occurred. 

A. Please use the USM Form "University System of Maryland Report of Suspected Child  
Abuse or Neglect" for reporting child abuse/neglect, which appears at. 

B. Although only USM professional employees are required to submit a written report, other  
individuals are encouraged to complete and submit the form if they suspect child abuse  
or neglect. 

C. This form should be sent to Child Protective Services (CPS) and the local state's attorney,  
and, if appropriate, under Section 2.Bto UMUC Designee. 

D. Every effort should be made by those making a report to protect the privacy of the child,  
the child's family and the information exchanged. Reports should be sent in a sealed  
envelope marked "confidential.’’ 

4. Necessary Information 

A. Reports should include all of the following information, to the extent that it is known, by  
the individual reporting: 
i. the name, age, address and whereabouts of the child; 

ii. the name and address of the child's parents or other caregiver; 
iii. the nature and extent of the suspected maltreatment; 
iv. any other information that may help in identifying the abuser or neglector or  

determine the cause. 

B. The reporter is only required to report information that is either witnessed by you,  
disclosed to you, or which you have learned as part of your regular professional  
responsibilities (e.g., a health care practitioner's review of medical reports or records). 
i. You are not expected or encouraged to interview the child or conduct any 

independent inquiry into the incident or disclosure that led to the belief that  
abuse or neglect has occurred. Reporters should not initiate their own  
investigation of the alleged maltreatment. 

ii. In some cases, you will not have sufficient information to complete the form. 
Simply report the information that you have and leave the other items blank. 

C. While you are personally responsible for reporting suspected child maltreatment,  
duplicative reporting is not required under the law or USM policy in these situations: 

i. If you are a USM employee or student working at a location off-campus where the law  
requires that you report suspected abuse or neglect to the head of that 
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