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POLICY

UCAN Head Start recognizes the importance of accurate, timely information exchange in the provision of service to Head Start children and families. Therefore, data regarding changes of information will be completed by Head Start Staff in a timely manner.

PROCEDURE
Any information received about a child that is a change from the current information in the electronic file needs to be entered as promptly as possible and no later than the next business day.  The information is entered by the person who received it, and appropriate staff is then notified that a change has been entered. 


STAFF RECEIVES INFORMATION
· Information is entered into child’s data system file.

· Staff verbally communicates the change to the classroom team (Teaching Team/FSE/Bus Driver). 
· A brief email is sent to the following groups and the classroom supervisor stating that there has been a change made in the child’s file: 
· If there is a Health change, the email will be sent to the Health Services Team.
· If there is a change in address or daycare that effects a bus route, the email will be sent to the Transportation Services Manager who will then notify the appropriate bus driver. 

· If an address change that would warrant a transfer, the email will be sent to Head Start Withdrawal-Enrollment 
· If in doubt of who to notify of the change notify the classroom supervisor. 

BUS DRIVERS WILL REFER ALL CHANGE REQUESTS FROM PARENTS TO THE TEACHING STAFF TO UPDATE CHILD FILE.  Bus drivers can give the classroom post cards to parents if they do not remember how to reach their child’s classroom staff.  

SUPPORT STAFF, SUPERVISOR OR MANAGER RECEIVES INFORMATION

· Information is entered into child’s data system file. 

· If information is urgent, classroom staff is notified immediately of the change. Example: Someone has been taken off of the list to pick up the child. 

· If information is not urgent, classroom staff is e-mailed of the change. 

· Support staff will cc the classroom supervisor and the appropriate other staff as listed in above bullets. 

· When classroom staff receives the e-mail they will check the cc list to be sure all other appropriate staff has been notified of the change.

CHANGES AFFECTING THE EMERGENCY CONTACT FORM

All changes that require the signature of a caseworker need to be faxed to the caseworker and can take affect within the 24-hr time period without the signature returning within 24 hrs with the following exceptions:

· Change in Address

· New emergency contact person

· The above exceptions cannot take place until authorized signature has been received from caseworker approving changes.

· All changes made to the emergency form must go directly to the Bus Drivers except when there is an address or daycare change which must have prior approval by the TSM.  

· Requests for a change in either a pick up or drop off address (temporary or permanent) requires 24 hours notice, approval by the TSM and is not guaranteed.

· ALL other changes including a pick up person need 24 hours notice.  Changes made over the phone will be entered and an unsigned copy will be sent home in a sealed envelope to get the required parent signature. Teaching staff is responsible for ensuring parents sign & return forms. Until signature is acquired, changes cannot be honored.

· In cases of extreme circumstances contact the classroom supervisor who will contact management to approve an immediate change.    
· All emergency form changes are notated in a case management case note under the appropriate title. 

This policy complies with Head Start Performance Standard 1304.51 (g) in the Management Systems section page 184.

