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In accordance with 45 CFR 1303.22-24 and in order to safeguard Personally Identifiable Information (PII) 
which includes but is not limited to: a child’s name, names of a child’s family members, addresses, social 
security numbers, and other information linked or linkable to the child (e.g., date of birth, place of birth, 
and mother’s maiden name), Crossroads Head Start/Early Head Start has adopted the following privacy 
policy with regard to disclosing and maintaining child records (records that directly relate to the child 
and that are maintained by Crossroads Head Start/Early Head Start in any way, such as print, electronic, 
or digital means, including media, video, image, or audio formats)  and parental rights regarding those 
records.  This policy will be distributed annually to notify parents of their rights. 

Disclosures will be limited to information that is deemed necessary for the purpose of disclosure.  
Information will be maintained, with the child records for as long as the records are maintained, on all 
individuals, agencies, or organizations (except program personnel and parents) to whom a disclosure 
was made and why the disclosure was made.  For children with disabilities to whom the Individuals with 
Disabilities Education Act (IDEA) applies, in the event that the requirements of IDEA conflict with this 
policy, IDEA requirements control.  

Except as described below, written parental consent is required before Crossroads Head Start/Early 
Head Start may disclose PII from a child’s records.  This consent must be signed and dated and must 
include: what records may be disclosed, the reason for releasing the records, and to whom the records 
may be disclosed.  Consent to release of records is voluntary and may be revoked at any time, but 
revocation is not retroactive and therefore does not apply to any action that occurred before the 
consent was revoked.  A parent must be provided, free of charge, an initial copy of the records disclosed 
to third parties with parental consent. 

For records related to a child’s enrollment or transfer, Crossroads Head Start/Early Head Start may 
disclose PII from a child’s records without parental/guardian consent if the parent is notified about the 
disclosure, provides the parent (upon the parent’s request) a copy of the PII from the child’s records to 
be disclosed in advance, and gives the parent an opportunity to challenge and refuse the disclosure of 
the information in the records before the records are forwarded to officials at a program, school, or 
school district in which the child seeks or intends to enroll or where the child is already enrolled. 

Crossroads Head Start/Early Head Start may disclose PII from a child’s records without parental consent 
in accordance with 45 CFR 1303.22(c): to service providers who are necessary for Head Start services; 
for audits and evaluations of the program; for studies to improve child and family outcomes; to 
appropriate parties in order to address a disaster, health or safety emergency or a serious health and 
safety risk; to comply with a judicial order or lawfully issued subpoena provided a reasonable effort is 
made to notify the parent about the court order or subpoena (unless a court has prohibited notification, 
the disclosure is in compliance with an ex parte court order obtained by the United States Attorney 
General concerning an investigation or prosecution of terrorism, the parent is party to a dependency 
proceeding and the order is issued in that proceeding, or there is litigation between the parent and the 
program); to caseworkers from state, local, or tribal child welfare agencies when the agency is legally 
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responsible for the child’s care and protection; to address suspected or known child maltreatment.  
Upon parent request, a parent must be provided an initial copy of the records disclosed to third parties 
unless prohibited by the court.  

When Crossroads Head Start/Early Head Start establishes a written agreement with a third party, the 
agreement will be annually reviewed, and updated if necessary.  If the third party violates the 
agreement, then the program may provide the third party an opportunity to self-correct or may prohibit 
the third party from accessing records for up to five (5) years.  Parents have a right to review third party 
agreements. 

A parent has the right to inspect and review his/her child’s records.  If a parent requests to inspect 
his/her child’s records, the records will be made available within a reasonable period of time, not later 
than 45 days after the request was made.   Crossroads Head Start/Early Head Start will not destroy child 
records subject to an outstanding request for review and inspection.  A parent has the right to ask to 
correct or delete information in the child record that the parent believes is inaccurate, misleading, or 
violates the child’s privacy.  Crossroads Head Start/Early Head Start must consider the parent’s request, 
and if the request is denied, render a written decision to the parent within a reasonable time that 
informs the parent of the right to a hearing.   If a parent requests a hearing to challenge information in 
the child record, a hearing will be scheduled within a reasonable time, notifying the parent, in advance, 
about the hearing.  Crossroads Head Start/Early Head Start will ensure that the person conducting the 
hearing will not have a direct interest in its outcome and that the hearing affords the parent a full and 
fair opportunity to present evidence relevant to the issues.  If a determination is made from the 
evidence presented at the hearing that information in the child records is inaccurate, misleading, or 
violates the child’s privacy, the information will be amended or removed and the parent will be notified 
in writing.  If a determination is made that no correction is required, the parent has a right to place a 
statement in the child’s record that either comments on the contested information or that states why 
the parent disagrees with the program’s decision, or both.  If a statement is placed in the child record, 
the statement will be maintained with the contested part of the child record for as long as the program 
maintains the record, and the statement will be disclosed whenever a portion of the child record to 
which the statement relates is disclosed. 

Child records are kept in a secure locked file cabinet in the classroom and may only be accessed by 
parents (as described above) or by employees within the program or acting on behalf of the program on 
a need-to-know basis.  The web-based data system, Child Plus, is maintained according to current 
industry security standards to adequately protect child records.  Child records are maintained for three 
(3) years after a child leaves the program unless such records are required to be maintained longer by 
other statutory authority.
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