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CHILD AND PREGNANT MOTHER RELEASE POLICY

Prior to the time of entry into Head Start, Early Head Start, or Pre K Counts, parent/caregivers will fill out a Child Release and Emergency Treatment Form (Appendix ED-D1) which authorizes other adults to receive or pick up their child(ren). In Child Care parent/caregivers will complete Child Release and Emergency Treatment Form - Child Care (Appendix ED-D2).  This form will note which of these adults* would be contacted in case of illness or emergency and which adults children may be released to. In a situation where an adult on the release form attempts to pick up a child and the staff does not recognize them, the staff must ID the individual and log the pickup on the Daily Sign in / Sign out and Health Check (Appendix ED-AA4) by using their initials in the I.D. box.  ITCS/Childcare Enrollment Coordinator will maintain the Release Binder for these programs held in the main office.  Family Service Workers will also upload this document into ChildPlus under the Education Tab. For locations with childcare only, the FSW will send updated releases directly to the ITCS/Childcare Enrollment Coordinator so that the Release Binder will be kept up to date. 

*   An adult is defined as anyone at least 16 years of age.

** Identification should, if possible, contain a picture.  If the identification does not have a picture, two pieces of identification will be required.

Parents may change the names or status on the release form by sending a note, e-mail, or calling and updating the list with the teaching staff or family service worker. Once a parent updates a staff they must inform the team. The child will be released to any adult on the release form if they have the appropriate identification (Photo I.D. or two forms if no photo identification is available, such as utility bill and registration/insurance card). In an emergency situation a parent/guardian can call to add an additional person to the release. If the parent/guardian’s identity cannot be verified, staff will call the enrolling parent/guardian to verify request. In the ITCS/Childcare rooms an additional form of this request will be completed using Verbal Request for Release of Child CY 863 (Appendix ED-D3). The ITCS/Childcare Enrollment Coordinator will file this form in the child’s childcare file.  

If the parent/caregiver wishes to change information on the current Child Release and Emergency Treatment Form, the receiver of the information must complete a Change of Information Form (Appendix ED-D4). The Change of Information Form is kept in the Classroom Release Book, Outside Release Book, Child and Family File. The receiver is then responsible to email/inter-office mail the Change of Information Form to the FSW, classroom, ERSEA Coordinator, Family Engagement ERSEA Director, and Data Coordinator. The classroom is then responsible to ensure that the Release Form is updated in the Classroom Release Book and The Outside Release Book. The FSW is responsible for updating the Child’s Release and uploading the most current to ChildPlus. The ERSEA Coordinator or FSW changes the information in ChildPlus. Data Coordinator updates phone number in One Call.

Teaching staff should notify the family’s FSW of any release problems.

Children must be signed in and out by the caregiver, using the Classroom Sign in and Sign Out Form and Health Check (Appendix ED-AA4). See policy ED-03-133 Arrival and Departure Plan for additional information. 

Custody Paperwork

If there is NO custody paperwork in place, both parents/guardians must agree who is listed on the Appendix ED-D1 or ED-D2. If parents do not agree, only the parents will be listed on the release to pick up the child. 

If there IS custody paperwork, we MUST have a copy of it for the child’s file. Early Learning Connections will follow the court order when releasing the child. The ERSEA team will review all custody paperwork and if a limited description is provided our agency may request clarification with both parties in agreement. 

Family Service Workers will get families to sign the Custody Acknowledgement Statement (Appendix ED-D8) at enrollment if necessary. If a situation arises over the program year, the FSW will reach out to the families to sign this form. 

Permission for Collaborative Services:

In the event that a child receives early intervention services or behavioral health services at the facility, the parent/guardian will provide authorization in writing to allow the EI or BHRS provider to assume responsibility for the child during the time of the service delivery by completing the Special Services Release (Appendix ED-D6). Early Learning Connections staff must maintain awareness of who is responsible for the supervision of the child at all times. 

Transportation (If offered by the Early Intervention Program):

If a student is transported by the local IU the parent/guardian will sign the Transportation Acknowledgement Statement (Appendix ED-D7). This appendix ensures that Early Learning Connections is not responsible for setting up transportation. The parent/guardian will also need to complete the Special Services Release (Appendix ED-D6) which gives permission for ELC to release the child to the Bus Company and that the Bus Company will assume responsibility of the child during their transportation to and from school.

Home-Based Programs: 
 
Pregnant Mother Release: Parent Educators who are enrolling a pregnant mother into the EHS Home-Based Program, will have the mother fill out the Pregnant Mother Release and Emergency Treatment Form (Appendix ED-D5) during intake. This release will be used to help ensure that the mother has current medical insurance, and any allergies or health issues the Parent Educator should be aware of during home visits or during socialization. If an emergency should arise, this form will be used to contact other adults. This form will be updated 6 months from the initial date of completion if the pregnant mother is still enrolled in the program. This release will be scanned into Child Plus and placed in the pregnant mother's file. If there is a change during the 6 months, the Parent Educator will complete a Change of Information Form (Appendix ED-D4). This form will be scanned into Child Plus and placed in the pregnant mother's file.  
 
Child Release: Parent Educators who are enrolling a child into a Home-Based Program will have the family complete the Child Release and Emergency Treatment Form (Appendix ED-D1). This release will be used to help ensure that the child has medical insurance, if there are any allergies or health issues Parent Educator should be aware of during home visit or socialization. This form will also be used to contact other adults if an emergency should arise. The Parent Educator will update the release every six months. This release will be scanned into Child Plus and placed in the child’s file.  If there is a change at any time, the Parent Educator will complete a Change of Information Form (Appendix ED-D4). This form will be scanned into Child Plus and placed in the child's file.  

