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Policy:  
 
In order to ensure the safety of all children, CCCC will establish practices that ensure children are kept 
safe at all times, to include: 

• Requiring emergency contact information to be provided to the agency in person. 

• Only releasing children to adults listed on the contact form that can verify identify with valid 
ID. 

• Ensuring that emergency contacts provided are at least 18 years of age for a non-family 
member, and at least 16 years of age for an enrolled child’s sibling.  

 
Procedure:  
 

1. At enrollment: 
a. The parent/legal guardian will designate “emergency contacts” on their child’s 

Emergency Contact Form while completing orientation with the Family Advocate. This 
allows CCCC staff to release the child to an “emergency contact” when the 
parent/guardian is unable to pick-up their child.  

b. The information will be entered into ChildPlus by the staff member receiving the 
emergency contact form information and will be distributed to appropriate staff, via 
ChildPlus report 1520. 

c. Parents will be notified that the minimum age for emergency contacts. Additionally, the 
parent/guardian and/or the “emergency contact” person must have an official photo 
identification available when picking up a child.  
 

2. Changes in Emergency Contact Form: 
a. Parents/legal guardians may ONLY change the child’s Emergency Contact Form in 

person with immediate data entry at the time of change, using the existing Emergency 
Contact Form.  

b. Initial emergency contact information completed by the guardian at Orientation will be 
entered into ChildPlus by the Family Advocate assisting with the orientation.  

c. Changes to the child’s emergency contact information after orientation will be entered 
into ChildPlus by the Site Supervisor (SS) or Family Advocate only upon receipt of the 
new, and/or updated, signed or initialed Emergency Contact Form.   

d. Changes made in ChildPlus must always match the hard copy (Emergency Contact 
Update Form) in the child’s file. Updates must be initialed and dated by the 
parent/guardian and assisting staff member.  

e. All updates will be provided to the appropriate Teacher (T) or Family Advocate (FA) 
through new ChildPlus 1520 reports as soon as changes are made to the Emergency 
Contact Form.  



f. The staff member making the changes is the person responsible for printing off a new 
ChildPlus 1520 report and for routing the new report to the classroom staff.  
 

3. Do Not Release Contacts: 
a. When the parent/legal guardian identifies an adult who is not authorized to pick up 

their child from school, such as a non-custodial parent, family member, or other adult 
with a No Contact or Restraining Order, the parent/legal guardian will notify the Site 
Supervisor (SS).  

b. The SS or Education Services Manager (ESM) will provide the parent/legal guardian with 
the Do Not Release form. Names and descriptions of adults who meet the legal criteria 
will be listed on the form. Supporting documentation, such as legal restraining/custody 
orders, is required in order for staff to enforce the Do Not Release instructions.  

c. Do Not Release contacts will be entered into ChildPlus and added to the 1520 report by 
the SS or ESM once the form is fully completed and signed. 

d. The supporting documentation and Do Not Release form will be stored in the child’s 
education soft file until the documentation expires or the end of the program year. 
Copies of both documents will be stored in the Teacher purple notebook for education 
staff access during end of day child pickup.  
 

4. Releasing A Child: 
a. Classroom staff will request to see official photo identification from any unknown 

person picking up the child to ensure that the person is the parent/legal guardian or is 
listed on the child’s Emergency Contact Form. 

b. Parents/Guardian or the listed “emergency contact” will complete the ChildPlus #2316 
Child Sign-In/Sign-Out Classroom Worksheet. 
 

5. Children who receive transportation contracted by Clackamas Education Service District or 
other third-party transportation vehicle: 

a. Site Supervisors will obtain written permission from the child’s parents for their child to 
be transported to and from classroom services by the designated third party (district 
bus, district van, taxi/cab service, DHS transportation, etc.).  

b. Transportation permission forms will be placed in Teacher purple notebooks. Scanned 
copies will be uploaded to ChildPlus in the Education tab.  

c. Classroom staff will create and follow a written plan that ensures a designated 
classroom staff member safely escorts the child to and from the third-party 
transportation vehicle at arrival and departure. These written plans will be stored in 
Teacher purple notebooks and a copy will be provided to the Site Supervisor.  

d. In the event that a child transported by a third party is dropped off at the wrong 
location, the Child Development Services Director will be notified.  

e. In the event that a safety incident occurs while an enrolled child is in a third-party 
transportation vehicle, the Child Development Services Director will be notified.  
 

6. Child Not Picked-Up at School: In the event that a child is not picked-up after school, or not 
picked up during school due to an illness or other temporary excludable condition, the Teacher, 
SS, or designee will: 

a. Attempt to reach the parent/guardian and all “emergency contacts” listed on the 
Emergency Contact Form. 



b. If not successful in reaching any of the above and there is no response from the 
parent/guardian or a listed “emergency contact” within 30 minutes of the end of class, 
the SS will contact the Education Services Manager (ESM) to determine next steps, 
which may include DHS or law enforcement contact.  

c. If it is determined that contact to DHS or law enforcement is necessary:  
i. The Site Supervisor will contact DHS or local law enforcement to come pick up 

the child.  
ii. Prior to releasing the child to DHS or local law enforcement, the responding 

officer or caseworker will complete the Sign-In/Out Worksheet to show that 
they are taking over temporary custody of the child.  

iii. Follow up notes will to be made in ChildPlus and will include names of the 
officer and/or DHS contact person.  

 
*In extenuating, emergency situations where a parent/legal guardian requests to designate an 
adult to pick up their child from school who is not listed as an “emergency contact”, or in 
situations where the Site Supervisor, Teacher, Advocate, and/or Sub Director are not present at 
the center to assist a parent/legal guardian with Emergency Contact Form changes, the Site 
Supervisor will contact the Child Development Services Director for instructions on how to 
proceed.  

 
 


