DFCS Report Follow Up Letter

· When anyone from a parish or school makes a report to Division of Family and Child Services (DFCS), a follow up letter must be sent to the Safe Environment office.  
· Please ensure that the pastor or principal is aware that the call was made.
· A paid employee of the parish or school is responsible for writing and submitting the DFCS Report Follow Up Letter, even if the call was made by a volunteer.
· Please use the below template so that we can ensure all proper information is documented.
· Scan and email the letter to ocyp@archatl.com (Please note: The Safe Environment office does not do anything with the information other than maintain the documentation that the information was reported.)
· If the call involves a member of the clergy, an employee, or a volunteer, also call the Director of Safe Environment at 404-920-7553 or the Director of Victims Assistance at 404-920-7554.  If it is outside of business hours, call the Archdiocese of Atlanta 24-hour Reporting Helpline at 888-437-0764.

Date
Division of Family and Child Services
DFCS Office Address
DFCS Office City, State, and Zip code 
(addresses for each county can be found here:  https://dfcs.georgia.gov/locations) 

I am writing to follow up on a call that I made to the Georgia DFCS Centralized Intake Call Center on (DATE) at (TIME am/pm). At that time, I spoke to (name of DFCS representative) to make a report of possible abuse concerning a child at (LOCATION NAME). I gave (him/her) the following information:

Child’s name: 
Address: 
Phone: 
Parent names: 

Nature of suspected abuse: (include everything you shared with the DFCS Representative)

Thank you very much for your attention to and concern for this matter.


Sincerely,

Your Name
Title
Phone Number 
