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POLICY

UCAN Head Start staff will meet with families regularly throughout the year to exchange information on the child’s development and the family’s strengths, needs, and interests and to engage the family with the program.
PROCEDURE
1 The teacher schedules a meeting time that is convenient for parents without interfering with classroom hours. Phone call or discussion to schedule is documented in the web based data system in case notes. 
2 The teacher reviews the file and previous education reports to determine topics that need addressed or follow-up.
3 Prior to leaving the teacher makes a safety call to the administration office with meeting location, name and phone number of child, time of appointment, and expected return to site.  
4 The following items are taken to the education meeting:

A. Activity for child

B.   Child progress report and/or screening tools-at checkpoint time.

C. Child Portfolio-at checkpoint time. 

5 The following items are taken to the conference:

A.
Activity for child

B.   Child progress report and/or screening tools

C. Child Portfolio
6 SAFETY: Staff refers to the safety policy. 
7 The teacher completes the following tasks:

Discussion of child’s progress 

Review of child portfolio

Discussion of mutual concerns

Discuss IFSP and Behavior Plans (invite DS to be involved)
Modeling positive interactions with child

Observation of parent/child interaction and relationship

Discuss Positive Behavior Intervention Strategies including classroom rules.

Web based data entry of meeting notes to be completed within 24 hours.
Invite families to volunteer within the program and/or community.

8 A meeting is rescheduled if it is cancelled by the teacher or parents. Cancellation is documented in the web based data system in case notes. 
9 If the parents repeatedly cancel or reschedule meetings, the teacher determines what arrangements may be adjusted such as time, place, or a courtesy reminder call, and discusses the issue with the parents. Notes about the barriers and the plan are entered into Web based data system. 
10 One meeting session cannot count as two by providing double materials.
11 Family education meetings will be conducted in the home unless extraordinary circumstances exist.     Circumstances causing the meeting to not happen in the home will be discussed ahead of time with the assigned supervisor, and will be clearly documented in the web based data system in case notes.

12  A minimum of 4 meetings will happen throughout the school year with each family. Home visits should be a minimum of 45 min. in length; conferences should be a minimum of 30 min. in length. Any visit or conference that does not meet the minimum time requirement should have the reason clearly documented in the web based data system.  If the meeting is for siblings it should be 1 ½ hours in length and the time split between children when entered in duration in Web based data system. If the Family Service Educator attends the meeting with the Teacher the time cannot be dual counted, the time has to be split and the meeting should last longer to include both components’ required amount of time. Two of the meetings are designated as conferences and can happen either in the home or at an alternative site such as the classroom. Two meetings are designated as Education Meetings and should be done in the home. If, in extreme circumstance or parent refusal, a visit cannot be done in the home, the teacher will contact CDSS for approval and enter a note into the web based data system as to where it is being held and the reason for it not being held in the home.
13 Education Meetings/Conferences should be entered into Web based data system within 24 hours of the completion. Handwritten notes should be stored securely or shredded.
Meeting Schedule


1st Meeting: In home



Due Sept/Oct

2nd Meeting: Conference at site or in home
Due Nov/Dec

3rd Meeting: In home



Due Feb/March

4th Meeting Conference at site or in home 
Due April/May
This policy complies with Head Start Performance Standard 1304.40(c)(5) in the Family Partnerships Section on page 137: 1304.40(i)(4) page 145: 1304.40(b)(i), 1304(d)(3), 1304.40(e)(1,3,5), 1304.40 (f)(1,2,3), 1304.40(i) (1-3) Pages 128-145§ 1304.40 Family partnerships.

