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POLICY

Parents have the right to review their child’s educational record, defined as “those records, files, document, and other materials which contain information directly related to a student, and are maintained by an educational agency or institution or by a person acting for such agency or institution.”  

PROCEDURE
· Teachers (T) and Family Service Educators (FSE) will inform parents at registration of their rights to view their child’s file and receive copies of their child’s records.

· A parent must have legal custody of the child and provide a written request to view or receive copies of the child file which is submitted to the Child Development Services Manager (CDSM).  

· Concerning a foster child, the assigned DHS caseworker submits a written request for copies of student records.

· The CDSM will ensure that a copy of the requested student records is available for the parent or caseworker.

· During the current school year the parents or DHS caseworkers may receive copies of progress reports, family staffing notes, and screenings from the T/FSE without a written request.    

· Head Start child applications are only to be copied for the person who completed the initial application.

This policy complies with Head Start Performance Standard 1304.51 (g) on page 184.§ 1304.51 Management systems and procedures.

