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Release of Child Records
Policy: Maintain child information in a manner that ensures only parents, and officials within the program or acting on behalf of the program have access, and such information must be destroyed within a reasonable timeframe after such records are no longer needed or required to be maintained.  
· Definition of “parent” or “parental” means a child’s natural or adoptive parent who is legally responsible for the child or the child’s legal guardian.

Procedure:  All requested documents, letters, and information must be approved by the Child Development Director prior to release.  Requests must be in writing.  
Child Records include:

Application
Attendance Records
Bus Information 
BMI Letter

Child Comfort and Life Experiences Questionnaire
Child Information Record
Developmental Assessment 

Developmental Screening

Disclosure with Parental Consent Form

Field Trip Permission Slips

Immunization record

Mental Health Referrals

Parent/Guardian Release
Parent Pick Up Policy
Physical and Dental records
Transfer of Records
HSPPS 1303.23 Parental Rights:
(a) Inspect record

(1) A Parent has the right to inspect child records

(2) If the parent requests to inspect child records, the program must make the child records available within a reasonable time, but no more than 45 days after receipt of request. 

(4) A program shall not destroy a child record with an outstanding request to inspect and review the record

(b) Amend record

(1) A parent has the right to ask the program to amend information in the child record that the parent believes is inaccurate, misleading, or violates the child’s privacy. 

(2) The program must consider the parent’s request and, if the request is denied, render a written decision to the parent within a reasonable time that informs the parent of the right to a hearing. 

(d) Right to copy of record.  The program must provide a parent, free of charge, an initial copy of child records disclosed to third parties with parental consent and, upon parent request, an initial copy of child records disclosed to third parties, unless the disclosure was for a court that ordered neither the subpoena, its contents, nor the information furnished in response be disclosed. 

· Staff will maintain confidentiality while communicating to persons not employed by this agency, any verbal or written communication, regarding custody, parent and/or child program participation, court, mental health or legal matters.  
· All child information that is shared will be factual information, not professional or personal opinions.  

· Protection of Personally Identifiable Information (PII) will be referenced and followed.  

Reference: Licensing 400.8110 (11) (12),  HSPPS 1303.23, HSPPS 1303.24 GSRP ISD Administration (8)
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