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GENERAL LETTER NO. 17-AP-31 

ISSUED BY: Division of Adult, Children and Family Services 

SUBJECT: Employees’ Manual, Title 17, CHILD WELFARE APPENDIX, Contents 
(page 4), revised; pages 142, 142a, and 142b, revised; page 142c, 
new; and the following form: 

470-4894 Notice to Schools for Child in Foster Care, revised 

Summary 

Chapter 17-Appendix is revised to update form 470-4894, Notice to Schools for Child in 
Foster Care, to comply with Fostering Connections P.L. 110-351.  This form is used to: 

♦ Notify school personnel that a child is in foster care, or  
♦ Engage educators to ensure and monitor appropriate school placement.   

If a child is transferring schools, the form triggers a five-day requirement for the district 
to transfer records.  This form notifies educators at the receiving school to enroll the 
child immediately. 

Effective Date 

Immediately. 

Material Superseded 

This material replaces the following pages from Employees’ Manual, Title 17, Appendix: 

Page Date 

Contents (page 4) January 2, 2015 
142 December 16, 2011 
470-4894 1/11 
142a June 29, 2012 
142b January 2, 2015 

Additional Information 

Refer questions about this general letter to your area service administrator. 
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Notice to Schools for Child in Foster Care, Form 470-4894 

Purpose Form 470-4894 is used to notify school personnel that a child is 
in foster care or to engage educators to ensure and monitor 
appropriate school placement.  If the child is transferring 
schools, the form triggers a five-day requirement for the district 
to transfer records.  This form notifies educators at the 
receiving school to enroll the child immediately.   

Source Print or photocopy supplies of the form from the sample in the 
manual. 

Form 470-4894 is also available as a fillable PDF on the 
Department’s website.  DHS workers may also complete the 
PDF on the Policy Coordination Employees’ Manual SharePoint 
site. 

Completion The social work case manager completes this form:  

♦ When a child has entered foster care, or 

♦ When a placement change is expected for a child in foster 
care, or 

♦ To engage educators regarding the education or behavior of 
a child in foster care. 

Iowa Code section 232.2 requires the Department to:  

♦ Provide evidence that there was an evaluation of the 
appropriateness of the child’s educational setting;  

♦ Provide evidence that:  

• The Department coordinated with appropriate local 
educational agencies to identify how the child could 
remain in the home school; or  

• If it was determined not to be in the child’s best interest 
to remain in that school, that local educational agencies 
immediately and appropriately enrolled the child in 
another educational setting during the child’s placement.  

♦ Ensure that the child’s educational records were provided to 
the new educational setting.  

♦ Document the education stability of a child in foster care. 
 

http://dhs.iowa.gov/sites/default/files/470-4894.pdf


470-4894  (Rev. 5/15) 
 

1305 E. Walnut Street, Des Moines, IA 50319-0114 

 

 Iowa Department of Human Services 
 

Terry E. Branstad Kim Reynolds  Charles M. Palmer 
Governor Lt. Governor Director 

 
 
 
 

Re:  Notice to School:  DHS supervision of a child 

Dear 

You are being contacted by the Department of Human Services (DHS) with important information 
regarding the child below.  If you are receiving this notice in error, please contact DHS. 

Child’s Name Date of Birth 

Official notification:  Please contact the caseworker using the contact information at the end of this 
letter to discuss the following: 

 Acknowledge this notification that DHS is providing supervision of the child 
 Assistance with the selection of the appropriate educational placement 
 Assistance with the transfer of education records to new education setting 
 Other concerns relating to the child 

Legal authority:  Iowa Code 232.2(4)m requires DHS ensure and provide documentation of the 
educational stability of the child while in foster care including, but not limited to, an assurance either that 
the department coordinated with appropriate local educational agencies to identify how the child could 
remain in the educational setting in which the child was enrolled at the time of placement or, if it was 
determined it was not in the child’s best interest to remain in that setting, that the affected educational 
agencies would immediately and appropriately enroll the child in another educational setting.  Iowa Code 
section 280.29 requires a school district or an accredited nonpublic school, upon notification by an 
agency of the state that a child in foster care is transferring from one school to another, to provide for the 
transfer of all of the educational records of the child not later than five school days after receiving the 
notification.  The receiving school is required to provide immediate and appropriate enrollment. 

Consent and release of information:  Any information provided or received, including this notice, shall 
be kept confidential and provided to only persons within your agency on a “need to know” basis.  The 
Uninterrupted Scholars Act, which amended FERPA, permits the sharing of this notification and student 
information sharing with the case manager of a child in foster care without a signed release from the 
parent or guardian.  (Health, substance abuse, child protection, and HIV information requires specific 
consent under the law and, therefore, is not to be released using this authorization.) 
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School officials with questions in regards to this form or transfer of records may contact the Iowa 
Department of Education:  Susan Walkup at susan.walkup@iowa.gov. 

Thank you for your prompt attention to this matter.  Please contact the caseworker using the information 
below: 

Caseworker Title 

Office Address 

Email 
@dhs.state.ia.us 

Office Phone 

 

mailto:susan.walkup@iowa.gov
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Iowa Code section 280.29 requires a school district, upon 
notification by the Department: 

♦ That a child in foster care is transferring from one school 
district to another school district, to transfer all education 
records to that district no later than five school days after 
receiving notification.   

♦ That a child in foster care is transferring into the school 
district, to provide for the immediate and appropriate 
enrollment of the child.   

Distribution Contact the parent or guardian, as appropriate, to explain the 
necessity of communication with the schools.  Send the 
completed form to a school principal, who may forward to the 
appropriate education professional (i.e., counselor, homeless 
liaison).  Send to one or both of the following, as appropriate, 
and place in the child’s case file. 

♦ The school the child is currently attending. 
♦ The school the child is likely to be enrolled in, if a school 

change is being considered. 

Data The social work case manager completes this form as follows: 

Name:  Include the name of a school principal. 

Address:  Address of local education agency (school or AEA). 

Greeting:  After “Dear,” print the name of the school principal.  

Child’s Name:  Print first, middle, and last name of the child. 

Date of Birth:  Print child’s date of birth to help the schools 
identify the child. 

Official Notification:  Indicate the appropriate selections. 

Note on Parental Consent/Legal Authority:  Consent from 
the parent or guardian is not required for DHS to share that the 
child is in foster care or to discuss the appropriate school 
placement.  However, health, substance abuse, child protection, 
and HIV information may not be shared without parent or 
guardian consent.  Encourage the parent to communicate with 
educators on behalf of their child, as appropriate.   
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School officials with questions may contact the Department of 
Education staff indicated on the form. 
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Out-of-State Travel Permit and Agreement to Return, Form 470-5079 

Purpose Form 470-5079 documents the guardian’s:  

♦ Time-limited approval for foster children to travel out-of-
state with the foster parents and  

♦ Consent for emergency medical treatment if attempts to 
secure permission of the parent or guardian, and 
Department are unsuccessful. 

Source Complete this form on line using the template available in the 
public state-approved forms folder on Outlook. 

Completion When there is more than one child traveling with the foster 
parents, indicate the gender after each child’s name by putting 
an “M” or “F.”  The form is signed by the: 

♦ Child, as appropriate,  
♦ Child’s parent or guardian, 
♦ Foster parents, 
♦ Case manager or supervisor, and 
♦ Area service administrator or designee. 

If one of the child’s parents is not available or cannot be 
located, document the attempt to locate the parent in the case 
narrative and have the other parent sign the form.  

Distribution Provide the original form to the foster parent and place a copy 
in the child’s case file. 

 

http://dhs.iowa.gov/sites/default/files/470-5079.pdf
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