
Log in to the Aspen Family Portal.  On the right hand side of your 
home page you will see a new widget called the Contact / Health 
Verification.  

Click on the Initiate button (A)

This will open a pop-up window.
The name of the workflow will appear
as well as today’s date.

Click on the spyglass to choose the
student you wish to submit information
about.

You may have to expand the window to 
see the buttons at the bottom.

 
Choose NEXT

Welcome to the Duxbury Public Schools online Contact Verification and Emergency Health Card.

Step 2 of the workflow will appear.

The left side of this window lists your student’s 
demographic information as it appears in the 
Aspen database now.  To make any changes, 
simply click in the corresponding box on the 
right side of the window, enter your corrected 
information and move on to the next section.  
Again, you may need to expand the window to 
see all of the information.

The second section is for Military Family Status.  
We are required by MA law to collect this 
information in order to make sure all families 
are aware of the benefits and support available 
to them from the Military.  Simply check the 
appropriate box for your family.  Please make 
note of the link to the state website offering 
helpful resourses to our military families. 
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The second item in the blue section is for ‘Other Con-
tacts who will assume responsibility if a parent can not 
be reached’.            These would be the people that the 
Nurse or Principal would contact in the event of an 
emergency or illness if you were not available. To add 
someone to this list, click on the ADD button on the right 
hand side.           A pop-up window will appear;  fill in the 
boxes with the appropriate information and click OK in 
the bottom left.

Scrolling down the page to the next section (the 
blue section), we come to the Student Contact 
Information.         This is a list of the people 
responsible for this student.  Simply click on 
the last name (in this sample the last name is 
Student).  A pop-up window will appear listing all 
of the current information on file for this Contact.  
For the safety and well being of our students 
it is essential that we have the most accurate 
contact information on file.  Please, remember to 
initiate these changes as they occur throughout 
the year.   
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The next section is for Student Ethnicity.  Please make 
sure the ethnicity is correct for your student.  If more than 
one ethnicity should be listed for your child,  click on the 
ADD button on the right of the screen         and use the 
drop down to choose the applicable code(s).  Use as 
many as are appropriate to give an accurate ethnicity for 
your student.

The pink section is for Emergency Health 
Information.  NOTE:  every field in this pink section is 
a required field.  If the section does not pertain to your 
student, please enter N/A.  This section replaces the 
paper Emergency Health cards you used to fill out at the 
beginning of each school year for the Nurse.  Just like the 
old cards, confidentiality is always a priorty and is very 
much respected.  This information will only be seen by the 
appropriate staff member(s) in the Health Office.  
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The final section is the Student Permissions.
A check in the box next to each statement signifies your 
permission so please read these statements carefully.

At the bottom, is the Legal Acknowledgement.  Click the box 
where it says Verification Form Complete.
Click NEXT.
Click Finish.

You must complete this process for each of your students.

In future years, as your children return to school each year, this information will already be in the system.  Any 
changes can be made through the workflow.  If there are no changes to their demographics, contacts, or health 
information, simply scroll through the workflow to the Student Permissions, click the appropriate boxes and submit 
your form.

TIPS:  Always make sure to disable pop-up blockers when using Aspen.
If the Contact / Health Verification form does not come up when you click on the initiate button, you will need to turn 
your browser’s pop-up blocker off, at least while you fill out the form.  Each browser has a different method of turn-
ing its pop-up blocker on or off. To learn how to turn it off and on for your preferred browser, go to Google and type 
in ‘How to turn the pop-up blocker off for ____ ‘(type your browser name: Chrome, Firefox, Safari, etc). That should 
solve your problem. You can turn the pop-up blocker back on when you are done.

NOTE:  You will not immediately see the changes you made to your child’s student records. The changes must 
be verified by the Registrar for correct formatting before they are posted. Therefore, it can take a few days for the 
changes to appear.

Username and password help:

If you have your username and have previously set up the security questions in your Aspen account, you can use 
the ‘I Forgot my Password’ link on the login page to retrieve your password at https://ma-duxbury.myfollett.com/as-
pen/logon.do 

If you can’t remember your username and/or password or don’t believe you have been given one, please contact 
Cheryl Lewis, Technology Director, at 781-934-7611.


