
 MALHEUR COUNTY CHILD DEVELOPMENT CENTER 

 Confidentiality Policy 

 

All parents or enrolled students will receive a copy of the program’s Confidentiality Policy on first 

Home Visit. 

 

A. As a part of this policy parents have a right to take the following actions: 

 

a. Inspect and review their child’s education records; 

 

b. Request amendments of the student’s education records to ensure that they 

are accurate, not misleading, or otherwise in violation of the student’s 

privacy or other rights; 

 

c. Consent to disclosures of personally identifiable records, except to the 

extent that these rules authorize disclosure without consent; 

 

d. Pursuant to OAR 51-21-410, file with the United States Department of 

Education a complaint under 34 CRF 99.64 concerning alleged failures by 

the agency or institution to comply with the requirements of the Family 

Education Rights and Privacy Act. 

 

B. Description of how parents, legal guardian, or student may inspect and review 

education records: 

 

a. Parents, guardians, and students may request permission to review and 

inspect student records by giving a written request to the 

On-Site-Coordinator at each center site.  All request to review records will 

be met by the program within 30 days of the written notice. 

 

b. Access to student records will only be denied if the records contain 

information on more than one student.  In this circumstance the parent, 

guardian, or authorized representative may inspect, review, or be informed 

of only the specific information about their child.   

 

c. If copies of the file are requested, a fee of .05 cents per page will be charged 

by the program.  This fee is to be paid on the day in which the copies are 

made.   

 

d. The complete education files are located in the center where the child 

attends school.  The responsible official at each center is the 

On-Site-Coordinator.  The name and center address of each 

On-Site-Coordinator are as follows. 

 

 

 



Central 3-day Center Rose Bourasa 

790 SW 7th Place 

889-2393 

 

Ontario Full Day/Full Year Melissa Erickson 

830 SE 5th St 

889-5534 

 

Nyssa Center Diane Davis 

804 Adrian Blvd. 

372-3769 

 

Vale Center Anna Klug 

401 E. St. West 

473-3086 

 

e. When a review of records is requested, the program staff will respond 

to reasonable request for explanations and interpretations of the records. 

 

C. Policy on releasing personally identifiable information: 

 

a. Personally identifiable information about a child will not be released by the 

program without the prior written consent of the parent or guardian, except 

under one or more of the following conditions: 

 

* The disclosure is to School Board members during Executive 

Session, or to other program officials and teachers within the 

education agency whom the agency has determined to have 

legitimate educational interests.   

 

* The disclosure is to officials of another school, school systems, 

institution of post secondary education, education service district, 

state or regional program, or other education agency where the 

student seeks or intends to enroll, or is enrolled in or receives 

services from the other agency.  The term “receives services” 

includes, but is not limited to, an evaluation or reevaluation for 

purposes of determining whether a student has a disability. 

 

The disclosure is to authorized representatives of: 

 

a. The comptroller General of the United States; 

 

b. The Secretary of the United States Department of Education; or 

 

 

 



c. State and local educational authorities. 

* The disclosure is to accrediting organizations to carry out their 

accrediting functions. 

 

* The disclosure is to parents of a dependent student. 

 

* The disclosure is to comply with judicial order of lawfully issued 

subpoena.  The educational agency may disclose information under 

this section only if the agency makes a reasonable effort to notify 

the parent or guardian of the order or subpoena in advance of 

compliance. 

 

* The disclosure is in connection with a health or safety emergency. 

 

Conditions for the Disclosure of Information in Health and Safety 

Emergencies; 

 

a. An agency shall disclose personally identifiable information 

from an education record to law enforcement, child 

protective services, health care professionals, and other 

appropriate parties in connection with a health and safety 

emergency if knowledge of the information is necessary to 

protect individuals. 

 

b. A “health or safety emergency” includes, but is not limited 

to: law enforcement efforts to locate a child who may be a 

victim of kidnap, abduction, or custodial interference and 

law enforcement or child protective services efforts to 

respond to a report of child abuse or neglect. 

 

* The disclosure of information the agency had 

designated as Directory Information. 

 

Conditions for the Disclosure of Directory Information: 

 

An educational agency or institution may disclose directory 

information if it has given public notice to parents of students in 

attendance of: 

 

a. The types of personally identifiable information that the 

educational agency or institution has designated as directory 

information; 

 

b. A parent or eligible student’s right to refuse to let the 

educational agency designate any or all of those types of 

information about the student as directory information; and 



c. The period of time within which a parent or eligible student 

has to notify the educational agency or institution in writing 

that he or she does not want any or all of those types of 

information about the student designated as directory 

information; 

 

d. Parents or Guardians not wanting any or all of the 

information about the student designated as directory 

information, must inform the program in writing within 30 

days of the child’s enrollment into the program. 

 

An educational agency may disclose Directory Information about former students without 

meeting the conditions mentioned above. 

 

D. Employees having access to personally identifiable information: 

 

a. In each center the following staff members have access to the family and 

student files: The teaching staff or any classroom has complete access to all 

the files of the children in their classroom.  Each On-Site-Coordinator has 

access to the family and children’s files that attend school at that center site.  

The Home Visitor at each site has complete access to any information about 

the children or families which they home visit. 

 

b. The following staff members from Central Office have access to the family 

and children’s files: Content Area Specialists, Director, Program Manager, 

and the Health/Nutrition Assistant.  The Component Clerk and other 

Content Area Assistance can have access to any of the children and family 

files which they need to input data into or to retrieve relevant data. 

 

E. Record Disclosures: 

 

The program shall maintain a record of each request for access to and each 

disclosure of personally identifiable information from the education records of each 

student. 

 

For each request of disclosure the record must include: 

 

a. The parties who have requested or received personally identifiable 

information from the education records, 

 

b. The data access was given, and 

 

c. The legitimate interests the parties had in requesting or obtaining the 

information. 

 

 



If the agency discloses personally identifiable information from the education 

record with authorization from the parent or guardian, the disclosure record must 

include the following: 

 

a.. The names of additional parties to which the receiving party may disclose 

the information on behalf of the educational agency. 

 

b. For purposes of auditing the record keeping procedures of the agency. 

 

F. Personally identifiable information designated as Directory Information: 

 

Directory Information includes, but is not limited to, the student’s name, date and 

place of birth, dates of attendance, telephone number, child’s photograph, and the 

most recent previous educational agency attended. 

 

G. Parent’s right to request corrections to the student’s education records. 

 

A Parent’s request for amendment to educational records: 

 

a. If a parent or eligible student believes that education records relating to the 

student contain information that is inaccurate, misleading, or in violation of 

student’s rights or privacy or other rights, he or she may ask the agency to 

amend the record. 

 

b. The agency or institution shall decide whether to amend the record as 

requested within a reasonable time after the agency receives the request. 

 

c. If the agency decides not to amend the record as requested, it shall inform 

the parent of the student of its decision and of his or her right to a hearing. 

 

Right to a hearing to challenge content of student records: 

 

a. An agency shall give a parent on request, and opportunity to challenge the 

content of the student’s education records on the grounds that the 

information contained in the education records is inaccurate, misleading, or 

in violation of the privacy or other rights of the student. 

 

b. If, as a result of the hearing, the agency decides that the information is 

inaccurate, misleading, or otherwise in violation of the privacy or other 

rights of the student, it shall: 

 

* Amend the record accordingly; and 

 

* Inform the parent of the amendment in writing. 

 

 



c. If, as a result of the hearing, the agency decides that the information in the 

education record is not accurate, misleading, or otherwise in violation of the 

privacy or other rights of the student, it shall inform the parent of the right to 

place a statement in the record commenting on the contested information in 

the record or stating why he or she disagrees with the decision of the 

educational agency. 

 

d. If an agency places a statement in the education records of a student under 

section © of this rule, the agency shall: 

 

* Maintain the statement with the contested part of the record for al 

long as the record is maintained; and 

 

* Disclose the statement whenever it discloses the portion of the 

record to which the statement relates. 

 

H. Contents of the student educational records: 

 

This agency maintains educational records on every child enrolled in this program.  

The educational records include the following information: 

 

* Name of the school, 

* Full name of the student, 

* Student’s birth date and place of birth, 

* Name of parents/guardians, 

* Date of entry into the school, 

* Name of school previously attended, 

* Attendance, 

* Date of withdrawal from school, 

* Assessment and screening results, 

* Social Security number, 

 

 

I. Storage of student records: 

 

All educational records are kept in locked file cabinets while the student is enrolled 

in the program.  Once the student has left the program, all education files are 

stored in a file room located in the Central Office Building.  These records are 

maintained by the program for seven years.   

 

 

 

 

 

 

 



J. Transferring records of previously enrolled students to another educational 

agency: 

 

When a student becomes enrolled in a new school, that school will contact 

MCCDC for copies of the student’s records.  When this occurs, the new school 

will contact the parent or legal guardian for permission to request this information.  

The new school will include information on the parent’s new address and phone 

number.  Following this request for records MCCDC will do the following: 

 

a. Call the parents and inform them that the new school has requested this 

information, and the date which this information was requested. 

 

K. Prior consent to release information: 

 

Whenever possible this agency will make every effort to have parents sign a release 

of information before the child is removed from the program.  This will eliminate 

problems in releasing information about students. 

 

L. Contents of student’s permanent records: 

 

a. Name of school, 

b. Full name of student, 

c. Student’s birth date and place of birth, 

d. Name of parents/guardians, 

e. Date of entry 

f. Attendance, 

g. Name of school previously attended, 

h. Date of withdrawal from school, 

I. Social Security number if given by parent. 

 

M. Statement about notice requirements: 

 

a. When withdrawing a child from the program, a parent has the right to 

review the education records that are subject to transfer and to request an 

amendment of specified contents of the education records if the parent 

believes that the contents are inaccurate, misleading or in violation of the 

privacy of other rights of the student. 

 

b. Following this process will reduce the time it takes for MCCDC to forward 

the students educational records to the new educational agency. 

 

c. Parents wishing to follow this process must fill out and sign the consent for 

release of information form.  This form will then be maintained in the 

child’s educational records. 

 

 



N. MCCDC Policy on disclosing personally identifiable information: 

MCCDC has the right to disclose personally identifiable information from 

education records without notifying parents to ESD, state and regional 

programs, or educational agencies other than those identified in section C of 

this rule if a student seeks or intends to enroll in or is enrolled in or receives 

services from the educational agency. 

 

O. Retention of educational records: 

 

a. Educational records of children with special needs will be retained by the 

program for 3 years. 

 

b. Education records of students without special needs will be retained by the 

program for 5 years following the child’s withdrawal from MCCDC. 

 

P. Forwarding of records within the same school district: 

 

Children transferring into another elementary school within the same school district 

as the MCCDC classroom, will be transferred to the new school within ten working 

days of a request for transfer without any regard to the rules specified in the 

preceding policy. 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MALHEUR COUNTY CHILD DEVELOPMENT CENTER 

Parental Consent for Release of Personally Identifiable Information 
 
To:   The parents of _________________________________________ 

D.O.B. ________________ 

 

State law requires us to: 

 

(1) To notify you of the occasions when we propose to release your child’s address, telephone 

number or photograph; 

 

(2) To identify the purpose of the release; 

 

(3) To identify the person or persons to whom such would be released; and 

 

(4) Only release such information after you have provided a positive response to our request to 

release such information. 

 

Please review the information that follows and indicate your responses.  Then make sure that this 

form is returned to our office.  Failure to return this form will mean that, even if you wish to allow 

release of some or all of the identified items, such release will not occur since we are required to 

have your positive response in hand prior to release of such information. 

 

Please note: At the end of each category there is an option to allow release or not allow release of 

all request related to that category.  

 

Release of Photos: 

 

Yes No Photos of child taken for newspaper publications. 

 

Yes No Photos of child taken to be displayed within the program or center. 

 

Yes No Videos of children to be used from trainings or to provide 

informative information about Head Start services. 

 

Yes No Photos of child to be printed in the newsletter. 

 

Yes No Photos of child put in books that are created by children in the 

classroom. 

 

Release of Address: 

 

Yes No To be published in the directory of information. 

 

Yes No Parent’s directory so that local parent groups can contact other 

parents about current events in the program.  



 

Yes No Given out to community agencies that put together Christmas and 

holiday care packages. 

 

Yes No Given to TVCC for GED and Adult Basic Education classes. 

 

Release of Telephone Number: 

 

Yes No Released to chairperson of the local parent group so that he/she can 

contact parents about special events at the center. 

 

                                                                            Parent’s Signature 

       Date 

 

 

Please Note: The above consent for release if effective until revoked in writing by either party, or 

until the named student terminates attendance at MCCDC. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



MALHEUR COUNTY CHILD DEVELOPMENT CENTER 

Records Release - Parent 
 

 

When your child enrolls in another school district, the other district will contact us requesting that 

your child's records be forwarded.  Oregon law requires us to notify you of the request so that you 

have the opportunity to review the content of the record if you so desire.  Your signature below 

will help assure that your child's records arrive at the new school as quickly as possible. 

 

 

 

Student's Name:  ______________________________________________ 

 

 

Class:  _________________________________________________ 

 

 

My child, named above, is moving to another school district.  I hereby give permission for 

M.C.C.D.C. to transfer my child's educational records upon receiving a request for them from 

another school district.  I understand that I have the right to review and request amendment of the 

records, and have either done so or choose not to exercise that right. 

 

 

 

_______________________________________________________ 

Parent's Signature 

 

 

 

______________________________________________________ 

New Address 

 

 

 

_____________________________________________________      

New Phone Number       

 Date 

 

 


