	3POLICY NAME
	Home Visit or Parent Conference Policy

	SUBPART

	C
	HSPPS NUMBER 
	 1302.41, 1302.42, 1302.51, 1302.52

	LAST PC 
APPROVAL DATE 
	
	PAGE NUMBERS
	Page 1 of 3

	REVISON DATE 

	
	
	



	Policy Statement:
	Teachers will have the child’s file folder with them when conducting a home visit or parent conference.  Whether or not it is addressed on this form, you will review with the parents/guardians the contents of the file folder.  You will have the completed referral form for parent /guardian to sign during the meeting.  Be sure to ask the parent to whom you talk during the meeting to sign the sign-in sheet in the front of the child’s file.  You will have with you prepared activities for the parent and child to do in the home.  Also, you will have any other information that you think the parent may be interested in knowing.  Utilize the handout folders located in the parent section of your center when searching for information to hand out.  Your Family Advocate and/or Family Services Manager will have other materials that may be of interest.  Make sure you ask your Family Advocate if she wants/needs to visit with the family before conducting the meeting.  If the Family Advocate attends the meeting, only the child’s assigned teacher will attend with her/him.  If there are reasons you are uncomfortable making a home visit in a family’s home, let the Education Services Manager know immediately.  There can be alternative ways and locations for conducting these meetings.  Never leave your center to go on a home visit without letting someone know where you are going and when you expect to return to the center.  Following are comments on the information that we are asking you to provide on the Home Visit/Parent Conference forms.



	
	

	Procedure:
	1.  On first line of page one check section telling whether it is a home visit or a parent 

conference for which you will be conducting.
0. The next line is where you write the child’s name and the family name if it is different from the child’s name.

1. The third line asks for the date first set for the meeting and the time set for the meeting.

2. This line is to document the different dates set for the meeting.  If you do not have to reschedule, this line will be left blank.

3. Time of meeting refers to the actual time the meeting starts.

4. Emergency Contact numbers are for you to use while going over the emergency contact sheet in the child’s file folder.

5. People allowed to pick up a child refers to the names on the pick up list in the child’s folder.  Be sure to review each name with the parent.  Remind the parent that, if for some reason no one on the list is available to pick up the child, he/she must call and give a staff person the name of an alternative person and that when that person comes after the child, they must have a photo ID proving they are who they say they are.

6. Immunizations – ask the parent/guardian if the child has received any immunizations that need to be added to the child’s file.  Ask them to bring a copy of the updated chart in as soon as possible in order for you to make a copy to go in the child’s file.  Make a note on the meeting form that you have seen the updated chart and have asked the parent to bring it in for copying.

7. Family Strengths and Needs – you will need to review these with the parent/guardian and update them wherever needed.  Remember to have them write “no needs” and initial it in the areas where there are no needs.

8. Health Screening Results – review with the parent/guardian the results of all the health screenings.

9. Needed follow-up on Health Screenings – discuss with the parent/guardian the need for any follow-up that needs to be done as a result of the Health Screenings.  Be sure to inform them that the Family Advocates can assist them in making appointments and transportation if it is needed.

10. Developmental Screening – discuss with the parent/guardian the results of the child’s developmental screen.  

11. Assessment Results – review the assessment results with the parent/guardian.

12. Need for Referral & Sign Referral – you will have the completed referral with you.  You will discuss the form with the parent/guardian and ask him/her to sign it for you.  (Then you will send it to the Disability Services Manager as soon as possible.)

13. Results of Referrals - these you will probably not have for the first home visit in September but there can be some to discuss at all the other meetings.

14. Review and discuss the IEP – Any time a child for whom you making a home visit or parent conference has an IEP, you need to discuss the IEP with the parent/guardian, making sure that they understand what is on the form and asking what they are doing at home to help the child meet his/her goals.  All this information will be written on the lines provided on your form.

15. Review and discuss the IDP – show the parent the IDP form and discuss what you have written on it.  Encourage the parent/guardian to add anything they feel is important and talk about ways they can assist the child to achieve his/her goals.  You will provide the parent/guardian with at least one activity they can do in the home with the child.  You will write down all the parent/guardian’s input on the form in the appropriate place.

16. Child’s behavior –If the child is well behaved, tell the parent/guardian so.  If the child acts out at times, tell the parent in a positive way.  Ask for suggestions and how they address the inappropriate behaviors at home.  Remember, you are there to assist the parent/guardian.  If they tell you they do not know what to do, ask them if they would like for you to get them some information on parenting skills.  Always let them know that you realize that they would help if they could (even if you feel it isn’t so).  Talk to them about doing a referral for a behavior modification plan if you have talked to the Education Services Manager and the Disabilities Service Manager and they agree.  

17. Child/Parent activities given to parents for use in home – have information on one or two activities the parent/guardian can do with the child.  Give these to them and explain how to do them and what the outcome of successfully doing them with their child will be.  List the activities and instruction on the lines provided.  Attach to the completed meeting form a copy of the information.

18. Other staff recommendations/comments – list here all the recommendations and comments you made to the parent/guardian.

19. Parent/Guardian comments/suggestions – list here all the comments and suggestions the parent makes about how Head Start can help their child.

20. Signatures – everyone sitting in on the meeting will sign the form in the appropriate places.
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