Procedure 5-22

Child and Family Development Programs
Court Procedures & Information Disclosure
When program staff are requested or subpoenaed to testify or write letters on behalf of current or past parents, the Center Manager/Program Manager and Director must be notified within 24 business hours.  All program staff will follow this procedure when requested or subpoenaed for any court cases.
1.
As program staff becomes aware of a potential court case, they will immediately
        
notify the Center Manager/Program Manager and Director, providing the name(s) of family and staff  involved.  

2.
The Center Manager/Program Manager will update the Director on court cases, including any letters the family is requesting, what copies of child's file have been requested, what agencies are involved in the court case, and what position staff has in this case.

3.
All letters or other written material must be reviewed by the Center Manager or 

Program Manager AND Director before sending to the family, attorneys

or the court.

a. Copies of original documents in the child’s file will be taken to the court when subpoenaed and given directly to the judge or judge appointed official when requested by the court.  Do not give documents directly to attorneys. 
b. Parents may request and receive copies of original documents according to the Family Education Rights and Privacy Act (FERPA).  
c. Parents must sign a release of information in order for documents to be given directly to an attorney by Head Start.
d. Copies of all written letters on behalf of current parents will be documented in the child’s SOAP and filed in the child’s file.  Copies of all written letters on behalf of past parents will be sent to the admin office.
e. All information supplied to the family will be stated or written in an objective manner free from subjective opinions.  
4.
All information exchanged will be noted in the SOAP.     
5.
Staff must follow federal and state laws before child records can be exchanged with non-custodial (non-enrolling) parent.  
6.
If staff receives a work related subpoena and payment for court appearance, a copy of the subpoena and check will be sent to the fiscal office.  

a. Employees shall answer a subpoena to appear before court.  This rule does not apply if the employee is a litigant in the case. Personnel Policies 8.06 will be followed.       

b. The employee will be paid at the employee’s current wage rate for the employee’s regularly scheduled work.  Employees are obligated to turn over to Community Action Team, Inc. any reimbursement, except mileage, provided by the court for this service.
c. An employee must report to work during the employee’s normally scheduled hours when the employee’s attendance in court is not required.          
7. Staff may request time off, according to Personnel Policies 8.02 and 8.06, to answer a non-work related subpoena to appear before court.
a. The employee may request personal leave or time off without pay.
b. The employee will not testify on behalf of Child and Family Development Programs of Community Action Team without a work related subpoena.   
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