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Policy Statement:

The OESD 114 Early Learning Program is committed to protecting the privacy and confidentiality of all children,
families, and staff. Protected Personal Information (PPI) includes, butis not limited to, personal, medical,
educational, financial, and family-related data. Families may have access to child and family records at any time
and need to submit them in writing. This policy is in accordance with the Head Start Program Performance
Standards, FERPA, HIPAA, IDEA, and other applicable privacy laws.

Disclosure of records and information to individuals and agencies outside Early Head Start/Head Start/ECEAP will
not be made without written consent of the parent or guardian except for Child Protective Services (CPS) or law
enforcement, or when staff is served a subpoena by a court of competent jurisdiction, or any case in which state or
federal law requires an exception.

All staff, volunteers, and contractors must:

1. Access Information Only as Needed — Access to confidential records is limited to those who need the
information to perform their duties. Early Learning Employees and contracted staff are able to share
information with each other to ensure coordinated services for children and families.

2. Maintain Privacy — Confidential information must not be discussed in public areas or with
unauthorized individuals.

3. Secure Records - All records, physical or electronic, must be stored securely and only shared with
appropriate consent or as required by law. Records will not be brought to employee residence, stored
in vehicles or left unattended in work spaces.

4. Respect Consent —Written parental or guardian consent is required before sharing any child or family
information with outside entities, unless mandated by law. Staff must obtain parent/guardian written
consent when communicating with any person outside of the OESD 114 Early Learning Staff and
contractors. Families have the right to revoke permission at any time.

5. Report Breaches Immediately — Any suspected or known breach of confidentiality must be reported
to the Program Director immediately.

6. Public Records Request-A formal inquiry made by an individual or organization to access documents
or information held by a government agency, as allowed under public disclosure laws. These records
can include emails, reports, meeting minutes, and access to other official documents including agency
provided cell phones or personal cell phones. Staff will not use personal cell phones for any work-
related activities including pictures or communicating with families.

Violations of this policy may result in disciplinary action, up to and including termination or legal action. If
conflict arises between Head Start/ECEAP and School District confidentiality policy, it will be resolved by
the OESD Head Start/ECEAP director and school district administration.
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If a written request for disclosure comes to the OESD 114 from officials at a program, school district, or
other entity in which the child seeks or intends to enroll, staff must disclose PPl from child records without
parent/guardian written consent as long as the program: notifies the parent/guardian about the disclosure,
provides the parent/guardian, upon the parent/guardian’s request, with a copy of the Pll from the records to
be disclosed in advance, provides the parent/guardian an opportunity to challenge and refuse disclosure of
the information in the records prior to the program forwarding the records. The parent/guardian request
and result of notification must be captured in the family file and/or in the record-keeping database system.

All communication with third-party requests or family requests must be processed through Family and
Health Manager. Documentation regarding disclosures will be maintained in the Family Services Section
in Child Plus.
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