Open House Documentation

To document that an Open House was held, use a case note and send it to all children in your classroom. This is called a broadcast case note.

To do this,
Go to a child’s file
Click on create case note
Title your note as Parent Attendance.
In the body/comment portion of the note, say that an open house or parent night (including date) was held that includes activities/trainings provided.
Select “Case Management Tools” as the program area.
Select “Parent Meeting attendance” as the activity.
You do not need to send a notification in to an employee, so leave that blank.
Select the button next to “ALL children assigned in Classroom:”
Click on “Save”.

Step 1 done!
If a parent did not show up, you will need to document that in another case note that is linked to your broadcast note that was just created.

To do this, 
Go to the child summary page of a child that did not attend open house.
Click on the title of the broadcast note you just created. “Parent Attendance”.
You will see your broadcast note, and in the lower left of that note, click on “Add Case Note”.
The title will be pre-filled for you.
Type in your note.
Select the same program area and activity as your first note, 
You can leave the button selected as “This child only”
Click on “Save”.

Step 2 done! Ta-Da!! 

