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POLICY

In order to maintain the confidentiality of children and families, all use of child photos, news and media release involving children must be pre-approved by the family. At no time may foster children be involved in any publicity activities. 
PROCEDURE
· All families are to fill out the permissions form that includes publicity during registration. Only children whose families have marked yes for publicity may have their photo published on a brochure, flyer, presentation board etc. 

· When photos are requested to be used for publicity it is the requesting staff member’s responsibility to double check the child’s file to be sure that permission has been given before using the photo. 

· When teachers release a child’s photo to be used by another staff member he/she is to check for permission before releasing it and provide the other staff with names of the children in the photographs. In this way two staff members have checked so that mistakes aren’t made. 

· Once the brochure, flyer, power point or pictures for a presentation board are ready to use it will be sent digitally to the teachers to check for accuracy. The teachers will then e-mail the staff member that created the document letting him/her know that the photos are appropriate. Once all teachers involved have responded the document can be used. 

· In all other cases of news or media releases a special permission form will be drafted by the Child Development Services Manager and approved by leadership. Only children whose families return the form will be allowed to participate in the news/media release. The signed form is to be kept in the child’s paper file. 
This policy complies with Head Start Performance Standard 1304.52 (h)(1) found in Human Resources Management on page 204. § 1304.52 Human resources management.

