
Required Contents of a Release Form
(From Soler and Peters, 1993)

Any release of personal information should be in writing.
It should contain the following:

-- The name of the person who is the subject of
information.

-- The name of the person, program, or agency sharing
the information.

-- The name of the person, program, or agency with
whom the information will be shared.

-- The reasons for sharing the information.
-- The kind of information that will be shared.
-- The signature of the person who is the subject of the

information.
-- The date the release is signed.
-- A statement that the release can be revoked any time

by the subject of the information.
-- An expiration date for the release or a specific event

(such as the end of the school year) that will
terminate the release.

-- A notice stating that the subject of information has a
right to receive a copy of the release.


