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PURPOSE:    To establish guidelines for the release of foster/adoptive parent records to 
the named foster/adoptive parent.  These records may be shared as outlined below upon 
the written request of the foster parent. 
 
SCOPE:   This policy applies to any foster/adoptive parent who is licensed, has requested 
licensure or has been recommended for licensure or adoption approval by CCDCFS and 
all resource managers. The policy will be adhered to by all foster/adoptive parents, 
relative caregivers, and agency staff members. 

 
POLICY 

 
CCDCFS responds to all requests for copies of foster/adoptive case records in a uniform 
manner. CCDCFS reviews and redacts all confidential client information from the 
foster/adoptive record prior to releasing any information.  
 

PROCEDURES 
 

A. If a foster parent requests a copy of their record, the request must be made in 
writing.    

 
B. Upon receipt of the request, the agency sends the request to the Senior Manager 

in the unit which the record is housed for review.   
 
C. The Senior Manager contacts the current Supervisor and Resource Manager,          

if the case is active.  If the case has been closed, the last assigned Supervisor and 
Resource Manager will be contacted, if applicable.  

 
D. The Resource Manager and Supervisor reviews the case. 
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E. The Supervisor reviews the record and utilizes the Request for Foster Parent 
and/or Foster-Adopt Record Documentation Checklist Form to determine what 
information may be disseminated.  The information that can be shared is copied.  
If there are questions or concerns regarding disseminating information, staff must 
consult with the Civil Prosecutor. 

 
1) Any and all information regarding children placed in the home is redacted 

from all forms. 
 

2) Any and all information regarding biological families of children placed in a 
foster home is redacted from all forms. 

 
F. Two copies of the record are made. A second review is conducted to ensure all 

the approved information is present. 
 
G. The documentation checklist form is completed and placed in the record, along 

with the information that was reviewed and prepared for release. 
 
H. The second hard copy is given to the Deputy Director of Resources and Placement 

for review and approval.  Once approved, a cover letter, signed by the Deputy, is 
enclosed with the released information. 

 
I. If there is more than one parent on the foster parent license or adoption approval, 

both parents have the right to a copy of this record. 
 

 
SEE ALSO: 
 
Ohio Administrative Code Section 5101:2-33-23  
Case Records for Children Services  
 
 
FORM 
 
Location:  DCFS Intranet 
 
Request for Foster Parent and/or Foster-Adopt Record – Documentation Checklist Form 


