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	Policy Statement:
	Delta Head Start/Early Head Start will ensure all private and personal identifying information (PII) regarding children, families and personnel is kept confidential. Confidentiality is an ethical obligation as well as a program requirement; any violation of this policy is considered grounds for disciplinary action up to and including termination. 

	Procedure:
	Staff members may discuss confidential information privately with other staff persons on a need to know basis only. 

(1) Confidential information will never be discussed in the presence of volunteers, parents, community partner, or children. 

(2) Conversation about children, families and personnel must be avoided in public and in the home. Staff needing advice or assistance should discuss the information with your supervisor, a manager, or the Head Start/Early Head Start Director. 

(3) Employees’ health issues are confidential and may not be disclosed without specific consent from the employee. 

(4) Information about children, families and personnel may be collected only when needed in the performance of duty. All information collected must be securely guarded so that the information does not become known by unauthorized persons. All information received in confidence must be maintained in confidence. 

(5) When requesting information from a third-party staff will discuss with the families the need for the information and inform parent/guardian request is voluntary and will have the family sign a Release of information form. 

(6) All family's and children's folders and personnel information will be kept in locked file cabinets when not in direct use by staff. All cabinets will have labels listing persons authorized to review folders. 

(7) Staff authorized to review children's folders must sign, date and state purpose on the checkout sheet located in front of every child’s folder. Anyone not authorized or listed on the label must have written parental permission to view confidential records. 

(8) Records of children with professionally diagnosed developmental disabilities will be kept in the child's folder at the local Head Start center. Delta will comply with Part B and Part C confidentiality provision under IDEA. (Individuals with Disabilities Act) 

(9) Only information necessary for a home visit or information that needs to be transferred from one site to another will leave the designated site. Upon completion of the home visit materials must be returned to the site and properly stored in a locked file cabinet.  

(10) All forms and notes concerning children, families and personnel will be immediately placed in files to avoid lost and misplaced confidential information. 

(11) Parents may review and request copies of their own child’s records but may not take original records off property. 

(12) Delta may choose to disclose such PII from child records without parental consent if the program notifies the parent about the disclosure, provides the parent, upon the parent’s request, a copy of the PII from child records to be disclosed in advance, and gives the parent an opportunity to challenge and refuse disclosure of the information in the records, before the program forwards the records to officials at a program, school, or school district in which the child seeks or intends to enroll or where the child is already enrolled so long as the disclosure is related to the child's enrollment or transfer. 

(13) Delta may disclose PII without parent consent if the following: 

· Officials within the program or acting for the program or from a federal or state entity, such as audits, federal/state reviews, CACFP, or conducting educational and/or family studies. 

· Appropriate parties in order to address a disaster, health or safety emergency during the period of the emergency, or a serious health and safety risk such as a serious food allergy, if the program determines that disclosing the PII from child records is necessary to protect the health or safety of children or other persons. 

· Comply with a judicial order or lawfully issued subpoena, provided the program makes a reasonable effort to notify the parent about all such subpoenas and court orders in advance of the compliance therewith, unless:  

(i) A court has ordered that neither the subpoena, its contents, nor the 
information provided in response be disclosed. 
(ii) The disclosure is in compliance with an ex parte court order obtained by the     United States Attorney General (or designee not lower than an Assistant Attorney General) concerning investigations or prosecutions of an offense listed in 18 U.S.C. 2332b(g)(5)(B) or an act of domestic or international terrorism as defined in 18 U.S.C. 2331. 

· A parent is a party to a court proceeding directly involving child abuse and neglect (as defined in section 3 of the Child Abuse Prevention and Treatment Act (42 U.S.C. 5101)) or dependency matters, and the order is issued in the context of that proceeding, additional notice to the parent by the program is not required; or, 

· A program initiates legal action against a parent or a parent initiates legal action against a program, then a program may disclose to the court, also without a court order or subpoena, the child records relevant for the program to act as plaintiff or defendant 

· A caseworker or other representative from a state, local, or tribal child welfare agency, who has the right to access a case plan for a child who is in foster care placement, when such agency is legally responsible for the child's care and protection, under state or tribal law, if the agency agrees in writing to protect PII, to use information from the child’s case plan for specific purposes intended of addressing the child's needs, and to destroy information that is no longer needed for those purposes; and, 

· Appropriate parties in order to address suspected or known child maltreatment and is consistent with applicable federal, state, local, and tribal laws on reporting child abuse and neglect. 

(14) Delta will confidentially maintain children/family records throughout the family/child’s enrollment and continue to maintain those records for 3 years and 5 years for children with an IEP. Upon the end of 3 or 5 years all records will be destroyed by shredding or burning. 

(15) Training on confidentiality procedures will be provided annually for all employees and upon hire of new employees. 

(16) All Head Start/Early Head Start staff will sign this confidentiality policy upon employment. 
I HAVE RECEIVED A COPY OF THE CONFIDENTIALITY POLICY AND PROCEDURES AND AGREE TO ABIDE BY THE POLICY AND PROCEDURES. 
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