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POLICY

Head Start staff will ensure that children are released only to people authorized by a parent.  Parents notify staff, and update as needed, who has access to their child at the Head Start site or who the child can be released to after school.

PROCEDURE
· During the enrollment/registration process, a Child Emergency form is completed with the names of those persons authorized to pick up the child as well as those who are not to have access to the child.

· When a person requests taking a child either at the classroom or office, staff will ask to see ID if they are unfamiliar with the person. Staff will check the Emergency Form to ensure that the person is authorized to pick up the child.  

· If someone who is not listed on the form or is unfamiliar to the driver awaits the arrival of the bus, the Bus Driver will not let the child off the bus.  The child will be taken back to the classroom until the parent or a listed adult is notified and can pick up the child.

· If the need arises and a parent must have someone else not on the Emergency Form pick their child up from the class or the bus, a signed note must be sent to school or if there is insufficient time then the parent will call the teacher and give the information over the phone (name and description), the teacher will then get this approved by the CDSS or other management (in absence of CDSS).  This should be documented in the child’s web based file. 
· In the event that parents or other authorized persons are unable to pick up their child due to illness or other emergencies, the bus may be used to transport the child home.  In a case that the bus is not available, with supervisory approval, a driver with a Type 10 Certification may transport a child in a company vehicle with an approved child restraint system. The child remains at the classroom until transportation arrangements have been made.  In the event that transportation is not available or there is not an approved person or place to take the child, the Dept. of Human Services is notified for assistance by the site supervisor.  To prevent this, parents are encouraged and reminded periodically to keep their Child Emergency form current with authorized persons to contact for assistance. 

· A Head Start child will not be released to anyone younger than 14 years of age. 

· In all cases, when a Head Start child is picked up directly from the classroom or a field trip the child will be signed out by the adult listed on the emergency form who is picking up the child. 

· In cases where the parent wishes to deny access to the non-custodial parent, the

Custodial parent will be required to provide the program with appropriate copies of legal documentation (custody decree, restraining order, and termination of parental rights). A copy of the legal documentation will be kept in the child’s paper file and notes will be made in the web based file, a copy will be kept with the child ‘s emergency form on the bus and a copy will be kept on file at the Head Start administrative office. 

In cases where potential kidnapping or violence is an issue, photographs of said persons should be provided for the family file to assist staff in identifying these individuals.

· The staff person receiving the photos will insure that they get circulated to the appropriate staff.

· If an adult who cannot have access to a child arrives at the site, staff will inform the person that there is documentation on file prohibiting access to the child, and ask them to leave the class. 

· If the adult refuses to leave the site, insists on checking out the child, and staff feels physically threatened, staff will first ensure the safety of the other children and themselves.

· Staff will not attempt to physically restrain the adult. 

· If safe, staff will verbally warn the adult that law enforcement will be called, ensuring that the vehicle’s license plate number has been taken.

· Staff will call the local law enforcement to report the incident, and notify the child’s custodial parents.

· Staff documents the incident in the child’s Web-based data system file.
· The staff calls the assigned Child Development Services Supervisor immediately and submits a Safety Incident Report-Maintenance Request describing the incident.


This policy complies with Head Start Performance Standards 1304.22(a)(2), page 84 § 1304.22 Child health and safety.

