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POLICY:

Parents/guardians are required to provide accurate and current information regarding address, phone numbers, persons allowed to sign their child out of the classroom or off the bus, and emergency contact information.  It is the parent’s responsibility to keep all family, release and emergency contact information current at all times.  To change or update this information, parents/guardians must make every effort to report this information in person to their Family Advocate or Family Service Coordinator.  Parents/guardians may update information over the phone.  

All additions and deletions of non-parent/guardian persons allowed to pick up a child must also be authorized in writing by the parent/guardian.  The child’s records cannot be updated until the parent authorizing the change provides the request in writing.  All such authorizations are to be kept in the child’s blue file maintained by the Family Advocate.

Newly added persons to release list may be asked to show photo identification prior to the child being released.  If the non-parent/guardian does not have proper identification when requested, release of the child may be denied.
PROCEDURE:

At application and at the beginning of each school year, family, emergency contact and release information is taken or updated by program staff.  Updates are entered in Child Plus by family service staff, printed and placed in the child’s file, distributed to the classroom, ECC staff, home school and bus personnel as applicable.

If changes in family, emergency contact and/or release information is received by staff other than the Family Advocate, the information is given to the Family Advocate immediately in person or email, so necessary updates are made.  

