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Protocol for Referral to Designated Child Protection Organisation 

1. Before referring to a designated child protection organization (DCPO) you need to 

schedule for supervision with your supervisor to ensure that you take all the necessary 

steps needed during and after referral process.  (Except in cases where a child’s life is in 

danger and the supervisor is not available for telephonic or in person consult).  

 

2. As part of transparency, when possible, try to inform the legal guardian of the child when 

a referral has been made. This would not be necessary if you have reasonable grounds to 

believe that this would: 

a) Not be in the child’s best interest due to the nature of the information shared by the 

child or due to high concern around possible threat, intimidation, or contamination of 

the child’s information.  

b) or have concerns that informing the legal guardians may interfere with the investigation 

of the designated child protection organisation,  

In collaboration with you supervisor you must document:  

(i) Your concerns in informing parents or legal guardians of the referral, or 

(ii) motivate why in your professional opinion sharing such a referral would not be in 

the child‘s best interest. 

 

3) Complete the below standardised referral template attached below and make that 

available to your supervisor prior to sending it through to the DCPO. 

 

4) Referrals should be sent via email to the relevant intake worker, designated worker for the 

area and the office manager or supervisor of the social worker.  

 

5) Follow up telephonically to ensure that the referral has been received and to answer any 

questions. 

 

6) Care should be given to keeping all relevant communication regarding the entire referral 

process. This includes all communication received from the designated child protection 

organisation. 
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7) Send a follow-up on the referral 7-14 days after the initial referral was made. 

 

8) Send through any new or additional information as it comes to your attention.  

Referral To DCPO Template 

[DCPO  Name] [Agency Address] 

Dear [Social worker and supervisor], 

 

REFERRAL TO DESIGNATED CHILD PROTECTION ORGANIZATION 

In line with the Children’s Act 38 of 2005 Section 110 

In accordance with our legal mandate as outlined in Section 110 of the Children's Act 38 of 

2005, we are submitting this referral to apprise 

__________________________________________________(DCPO), of our reasonable 

grounds to believe that the child named _______________________, born on 

______________________, is in need of care and protection. As mandated reporters, we are 

ethically and legally bound to report concerns related to the well-being of children. 

 

Please find the relevant details below: 

Date of referral:  

 

Referral from: 

 Name of Social Worker: 

 Qualifications: 

 SACSSP Reg No: 

 Working in Collaboration with Rooted Assessment and Therapy Center 

 Email: 

 Contact no: 

 

Level of urgency: 

*Refer to table below:  
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Client Information: 

• Name of Child: 

• Date of Birth: 

• Address: 

• Parent/Guardian Information 1: 

• Name: 

• Relationship to Child: 

• Contact Information: 

• Parent/Guardian Information 2: 

• Name: 

• Relationship to Child: 

• Contact Information: 

• Other relevant role players (Family members/teachers/other professionals): 

Concerns and Reason for Referral: 
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• Brief description of the presenting issues and concerns. 

• Any observed or reported signs of abuse, neglect, or endangerment. 

Current Intervention: 

• Involvement of the social worker. (Nature of involvement /Duration of involvement) 

• Summary of therapeutic sessions and interventions conducted by our practice. 

• Progress or lack thereof in addressing the concerns. 

Recommendations: 

• Suggestions for immediate actions to ensure the safety and well-being of the child. 

• Any specific assessments or services that may be required. 

Attachments:  

Attach any relevant documentation, your Form 22, assessment reports, or other supporting 

materials. 

Conclusion: 

“ I appreciate your prompt attention to this matter and look forward to collaborating with your 

organisation to ensure the best possible outcomes for the child involved.  We commit to 

keeping the DCPO informed of any new information or emerging concerns that may arise 

during our ongoing involvement with this case, ensuring transparency and collaboration in the 

best interest of the child. 

If you require any additional information, please do not hesitate to contact me. 

Thank you for your dedication to protecting and promoting the welfare of children.” 

 

Sincerely, 

[Your Signature] 

[Your Name]  

[Your Credentials]  

[Date] 
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Follow Up With DCPO Template 

___________________________________________________________________ 

[Child Protection Agency Name] [Agency Address] [City, State, ZIP Code] 

Dear [Social worker and supervisor], 

 

FOLLOW-UP ON 

REFERRAL TO DESIGNATED CHILD PROTECTION ORGANIZATION 

In line with the Children’s Act 38 of 2005 Section 110 

I trust this letter finds you well. I am writing to inquire about the progress of the referral made 

on [Date] concerning the case of [Child's Name], born on [Child's Date of Birth].  

In accordance with our ethical obligations and commitment to the well-being of the child, we 

seek information on the steps or interventions undertaken by your organization in response to 

the concerns reported. No confidential information is required; rather, a broad overview of the 

measures taken would be appreciated. This request stems from our responsibility to ensure 

that the matter is actively addressed, and it will aid us in providing continued support and 

advocacy for the child. 

Please find the relevant details below: 

 

Date of first referral:  

 

Date of follow-up contact(s):  

 

Referral from: 

Name of Social Worker: 

Qualifications: 

Private Practice No 

Working in Collaboration with Rooted Assessment and Therapy Center 

Email: 
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Contact no: 

New information: 

 Brief description of the presenting issues and concerns. 

 Any observed or reported signs of abuse, neglect, or endangerment. 

Collaboration Opportunities: 

We are available / request case conferences, meetings, or any collaborative efforts deemed 

necessary to ensure the well-being of the child. 

Attachments:  

Please find attached.  

 Initial referral 

 Other 

Conclusion: 

We understand the sensitivity of this matter and appreciate the work your organization does to 

safeguard the interests of children. Our commitment to cooperation remains steadfast, and we 

look forward to continuing our collaborative efforts for the benefit of [Child's Name]. 

If you require any additional information, please do not hesitate to contact me.  

Thank you for your dedication to protecting and promoting the welfare of children. 

 

Sincerely, 

[Your Signature] 

[Your Name]  

[Your Credentials]  

[Date] 

 

 

 

  

 


