SOP Template: Parental Consent and Communication
Process

This SOP defines the parental consent and communication process to ensure clear, legal, and effective interaction
between the organization and parents or guardians. It outlines steps for obtaining, documenting, and managing parental
consent for various activities, programs, and services. The procedure includes guidelines for timely and transparent
communication, ensuring parents are fully informed, consent forms are properly handled, and any concerns or questions are
addressed promptly. This process safeguards the rights and interests of children while maintaining compliance with relevant
regulations and enhancing trust between all parties involved.

1. Purpose

To establish a standardized process for acquiring, recording, and managing parental consent while ensuring transparent and
effective communication with parents or guardians.

2. Scope

This SOP applies to all staff members, volunteers, and representatives involved in programs or activities requiring parental
consent within the organization.

3. Responsibilities
¢ Program Coordinators: Ensure activities comply with this SOP and obtain necessary consent.

o Staff/Volunteers: Facilitate communication, distribute forms, and respond to parent inquiries.
¢ Administration: Maintain secure records of all consent documentation.

4. Definitions

Term Definition
Parental Formal approval by a parent/guardian for a child to participate in a specific activity, program, or
Consent service.

Document used to capture parental consent, typically containing details of the activity and legal

Consent Form . .
disclaimers.

Communication = Any direct or indirect correspondence, updates, or clarification provided to parents or guardians.

5. Procedure

1. ldentify Activities Requiring Consent
o Review planned activities, programs, or services involving minors.
o Determine if legal or organizational policies require parental consent.
2. Prepare and Distribute Consent Forms
o Draft consent forms detailing the activity, risks, benefits, and contact information.
o Distribute forms via appropriate means (e.g., email, printed copies, digital platforms).
3. Inform Parents/Guardians
o Provide clear, timely information about the activity, objectives, and requirements.
o Offer opportunities for parents to ask questions or request clarification.
4. Collect and Verify Consent
o Collect signed consent forms before participation begins.
o Verify authenticity and completeness of forms.
5. Record Keeping
o Store consent forms securely, both digitally and/or in physical files.
o Ensure only authorized staff have access to these records.
6. Ongoing Communication
o Update parents on relevant developments, changes, or incidents involving their child.
o Maintain an open channel for questions, feedback, and concerns.
7. Addressing Concerns and Withdrawal
o Respond promptly to parental concerns or requests for additional information.
o If consent is withdrawn, document the withdrawal and update participation status accordingly.
8. Compliance and Review



o Regularly review processes to ensure compliance with laws and regulations.
o Update SOP as required based on feedback or regulatory changes.

6. Documentation

e Parental Consent Forms
¢ Records of Communication (emails, meeting notes, etc.)
¢ Log of Withdrawals or Modifications of Consent

7. References

¢ Relevant local, state, or federal regulations regarding parental consent
¢ Organizational Policies on Child Protection and Privacy

8. Revision History

Date Revision Description Approved By

2024-06-20 1.0 Initial SOP Template Created Management
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