ALL ABOUT KIDS

STUDENT RECORD POLICY

All About Kids shall abide by requirements pertaining to all children's program records in accordance with each of the following:

• Federal Family Educational Right and Privacy Act (FERPA)

• Individuals with Disabilities Education Act (IDEA) and regulations (34 CFR 303; 34 CFR 300.560 though 300.576)

• Title 2-A of Article 25 of PHL and 10 NYCRR 69-4.

• Medical Assistance Program (Medicaid).

All About Kids in addition abides by the New York State Department of Health Guidelines and Regulations on Confidentiality and Early Intervention Records.

Confidentiality:

Child records and other materials contained therein which are personally identifiable, are confidential and may not be released or made available to persons other than those authorized. Records are kept in locked files and are made available only to authorized individuals. Only the Early Intervention Officials of the child's program, the All About Kids Executive Directors, All About Kids administrators, All About Kids Service Coordinators, office staff employed by All About Kids, and All About Kids teachers and therapists participating on the child's treatment team, who have a need to know, will have access to children's records. No staff member may duplicate or remove from the premises any personally identifiable data relating to any child without explicit permission from administrative staff Requests for access to a child's record by a person, other than the authorized personnel of All About Kids, shall be directed to the Executive Directors of All About Kids Cathleen Grossfeld and Michael Grossfeld. When in doubt as to whether someone should be given access to a child's Early Intervention record, the Executive Directors will consult with the Early Intervention Official and/or the local Commissioner of Social Services and the municipality's attorney(s), to verify which information is to be released. If the request for access is approved, a record of such access shall be maintained in the child's file, which will indicate the date, person and reason(s) for the access. Child records may be inspected at the place they are regularly maintained and procedures shall be utilized to ensure that such records are not destroyed or altered in any way. The records management officer shall maintain a record of parties obtaining access to education records. The Director of each office site shall be the records management officer of each site and are responsible for ensuring the confidentiality of all personally identifiable information in all Early Intervention, Preschool, and School Age records. The Supervisor of Clinical Services on Long Island is the records management officer for that office.

An access log is maintained in each child's record. This access log documents the following:

1. the date and time of access

2. who accessed the record by signature and their agency affiliation?

3. purpose for the record being accessed

4. who approved access?

5. date and time record is returned to file

Records are to be read only with the confines of the offices of All About Kids Associates. No permanent record may leave the office.
When new reports and IFSP's or IEP's are received, the Program Coordinator will mail a copy to the team working with the child. The team may also have access to the office chart according to the above procedure.

All About Kids employees, contractors, consultants, and volunteers must adhere to confidentiality policies and procedures and ensure that all Early Intervention records containing personally identifiable information are maintained in secure locations (i.e. locked file cabinets). Early Intervention records that are carried with an Early Intervention provider who travels to a variety of locations to deliver services must ensure the security and confidentiality of Early Intervention records when off site (i.e. Early Intervention records in a car must be in a secure brief case, locked traveling luggage, file, etc.).

According to federal and state law, parental consent must be obtained before personally identifiable information is disclosed to anyone other than officials of participating agencies collecting or using the information for the purposes of the Early Intervention Program. This includes release of personally identifiable information and early intervention content to other individuals or departments/units within a municipality or provider agency who are not directly involved in the delivery or oversight of services to the child/family.

Confidentiality: Verbal discussions

In addition to all All About Kids personnel treating each family/child's written record in accordance with privacy and confidentiality regulations, all verbal discussions regarding a child and his/her family must be addressed in the same way. Information should be discussed with authorized personnel on a need to know basis.

Confidentiality of a child's/families' services must never be compromised. Staff must also be cognizant of "where" they are conducting their discussions:

• All About Kids personnel are never to hold discussions of identifiable* information of a child in public places (i.e. restaurants, schools, childcare locations)

• Personnel on site at All About Kids must also be discrete and maintain confidentiality with discussions on site

• On site at All About Kids personnel must hold discussions with a parent about their child within a private area and never in front of other unauthorized people (i.e. never discuss a child with a parent in the waiting room).

• If personnel are approached with questions by another parent or other personnel not working with the child (i.e. at a school or childcare setting), the same rules of confidentiality apply. If anyone requests such information, they should be referred to All About Kids. No information will be released without the written and informed consent of the parents.

*Identifiable information includes name, address, type and frequency of services the child is receiving, evaluations or any other written logs, reports, etc.

All About Kids Policy and Procedure: Confidentiality

RE: Storage of records for children no longer being serviced by the provider

Children's charts are filed in a separate locked file cabinet at the All About Kids office site where it was originally filed when active. However, if there is no room for the closed chart then the charts are to be filed in a cardboard filing box that is secured with a top and taped shut and transported to the executive office in Plainview. There, the secured box will be stored in a locked storage room where boxes are placed off the ground on metal shelves.

All About Kids staff must adhere to and apply all security and confidentiality regulations to the records of children no longer-being serviced and also records as they travel and are stored at a different site.

To ensure parents are notified annually of their rights guaranteed under FERPA and where student records policy may be obtained:

1. All parents are to receive attached notice in their All About Kids parent packet upon their child beginning services with All About Kids.

2. In addition, All About Kids is to conduct an annual mailing to inform all parents each January of their rights under FERPA (along with parent survey for services).
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