Procedure 2-14a 


CHILD & FAMILY DEVELOPMENT PROGRAMS
Community Action Team, Inc.
Home Visit Procedure
Rationale: PS 1302.34 “A program must offer opportunities for parents and family members to be involved in the program’s education services and implement policies…to engage parents in the child’s learning and development.” 
Teachers are responsible for completing two educational home visits with each enrolled child in his/her class.  

Rationale: PS 1302.50(b)”Collaborate with families in a family partnership process that identifies needs, interests, strengths, goals, and services and resources that support family well-being, including family safety, health, and economic stability.”
Family service home visits will be conducted three times a year or more often as needed by the family.  

Staff will follow the guidance outlined below in order to meet the required standards.

GENERAL:

· Scheduling: Every effort will be made to schedule visits at a time that works best for families and staff.  Written reminders, phone calls, emails or text reminders will be sent home prior to visit. Once scheduled, every effort will be made to keep the visit.
· Duration: Home visits will be planned at a minimum 1 hour in length for educational visits. Family Service visits will plan a minimum of 30 minutes. Healthy Families visits will last 1 hour, according to the level of service.
· Special considerations: Staff will work with their center manager on an individual basis when needed to coordinate more than one staff person attending home visits.  For example, the need for a bilingual aide attending to support the home language, or an assistant teacher needed due to high needs would be planned prior to the visit.

· Siblings: Families with more than one child enrolled may have one visit scheduled to include all their children, during that home visit period.  A longer period of time than 1 hour should be planned to allow for quality interactions and individualizing with all children. Siblings not enrolled in the program are encouraged to participate in home visit activities.
· Environments: Home visitors will communicate with families regarding allergies and environmental factors (examples: tobacco smoke and second hand smoke, animal fears, pet dander, cleaning products, perfumes, etc.).  Home visitor will work with family to create an environment for learning while being respectful and culturally appropriate.
· S.O.A.P and Child Plus:  Read the SOAP and any Child Plus (CP) reports provided by the Center Manager or Family Support staff before a home visit.  Review and update relevant health, screening, and social service information during the HV.  After the HV, record any updates, referrals and treatment plans in the SOAP.   Be sure to include updates during staffings and work with team for referrals as needed.
· Forms: Staff will complete Form 2-6 with the family before the end of the visit. Parents/Guardians will sign and be given the white copy. Home visitors will log home visit scheduling attempts and completion in the SOAP and on Form 2-21a, Home Visit Summary.  Any follow-up from a home visit will be documented in the S.O.A.P. stating the PLAN with person responsible for follow-up and time frame.
· Parent Family and Community Engagement (PFCE):  During a home visit, family engagement strategies will be encouraged that promote and support school readiness for the child and opportunities shared that promote parent/guardian involvement opportunities in the center, program and community. Parents/guardian will be involved in the planning of the visit.  Parent/guardian will be supported by staff in taking on the role of “teacher”.    

· Positive Behavior Intervention Supports (PBIS):  If appropriate, PBIS plans and individual child data sheets will be reviewed and progress shared with parents/guardians during a home visit.  

· Materials: Materials found within the home will be used to maximize and support learning in the child’s home environment and recognizing the parent/guardian as the child’s first and lifelong teacher.  
EDUCATION HOME VISITS:
· First Home Visit

· Time Frame: Refer to program calendar and due dates’ page for the deadline when first home visits must be complete.  First home visit may be scheduled prior to the first day of class.

· ASQ: The ASQ may be completed during the first home visit.  Once completed, the ASQ will be used to help the family complete Form 2-2 or Form 2-2a Child Learning Profile and Form 2-7 Individual Child Goals.  Staff will connect TS Gold objectives to ASQ and family goals for the child.  If the ASQ was completed at a different time, it will be discussed during the home visit and used to help develop individual goals for the child.
· About My Family: Form 2-4 May be sent home prior to the visit for the family to complete and have ready during the visit.  If not sent ahead of time, complete during the first visit.
· Educational Goals: Form 2-2 or 2-2a Child Learning Profile will be completed with family.  Staff will connect child strengths and needs to TS Gold objectives and program school readiness goals.  Staff will support family in developing individual developmentally appropriate goals for the child.
· Second Ed Home Visit:
· Time Frame: Refer to program calendar and due dates’ page for the deadline when second home visits must be complete.  

· Individualizing: Review and update Form 2-7, Individual Child Goals.  Share progress from TS Gold, emphasizing strengths and growth.  Complete an individual activity focused on child’s goals, supporting the parent/guardian as the child’s first teacher.  Connect activity to developmental domain.

· ASQ: If child was in monitoring stage, update ASQ if needed

· Transitions: Share information on transition to kindergarten or plan to return to Head Start.
SOCIAL SERVICE HOME VISITS:

· First Social Service Home Visit:
· Time Frame: Completed within 90 days of entry. Refer to program calendar and due dates’ page for the deadline. 
· Reciprocal Relationship: If a reciprocal relationship has not been established, this is the time to begin working on building a positive relationship. When established, document the date of reciprocal relationship on a CP5 – Family Service Transaction form.
· Family Needs, Interests and Strengths: As a strengths based program, identify strengths first when working with families.  The Family Needs, Interests and Strengths Assessment assists in working with families to develop goals.  Refer to Procedure 5-28 and Guidance 5-28a.
· Health, Nutrition and Education: Review progress and follow-up on health requirements, nutrition and child’s educational goals.
· Second/Third Social Service Home Visit:

· Time Frame: Refer to program calendar and due dates’ page for the deadline.
· Family Needs, Interests and Strengths: Continue to work with families to promote self-sufficiency.
· Health, Nutrition and Education: Review progress and follow-up on health requirements, nutrition and child’s educational goals.
· Family Goals: Continue to work with families in goal development and/or progress.
Family will receive a minimum of 7 family contact visits which consist of:

· Two Educational Home Visits

· Three Social Service Home Visits

· Two Parent Teacher Conferences

NOTE: All staff are responsible for engaging families regardless of position.
HOME VISIT CANCELLATION
· Parent Cancels: 
Make contact, find out reason canceled and reschedule. If unable to reschedule, consult direct service team for support. SOAP cancelation and PLAN. If parent continues to cancel or no show, consult the direct service team and the center manager for support.
· Home Visitor Cancels:
Make contact with the family. This can be a phone call, email, text, a visit with the parent at the center, or a visit to the home. Document the correspondence on the Home Visit form and on the Home Visit Summary Sheet (2-21a). Home Visitor will reschedule all canceled home visits.
If a home visit is canceled, the teacher will return to the center to work on paperwork, classroom prep and set-up. 
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