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PARTNERSHIP WITH PARENT/CAREGIVERS POLICY 
*Pre-K Counts: In lieu of Family Service Worker the Pre-K Counts Teacher will mirror their duties 

Parent/Caregiver Contacts and Ongoing Communication
The Center Based Preschool Program values parent partnerships and promotes two-way communication via regularly scheduled parent/caregiver contacts as well as weekly and monthly ongoing communication. 

Teachers will have parents complete Preferred Method of Communication (ED-A6) at their first contact. 

PARENT/CAREGIVER CONTACTS:
All contacts are preferred to be in person either at the family’s home or in the child’s classroom; however, alternate accommodations can be made. These alternatives must be discussed with your supervisor and would include meeting at a public location 
(i.e. park), via phone, or via zoom/teams. 

Screening Days: Teachers will complete ASQ 3 screening on all children, with some input from the parents/caregivers as needed. Parents/caregivers will be asked to complete Parent/Caregiver Survey- Kindergarten Readiness (ED-A2) and complete the ASQ:SE-2 screener.  

The First Contact (Homevisit): The Head Teacher is required to complete the first home visit prior to the child’s entry into the classroom. The visit is designed to provide child, parent/caregiver, and teacher with the opportunity to “get to know each other” and to exchange valuable information that will ease the child’s entry into the classroom setting.

In addition, the teacher will explain Orientation and Transitioning to the classroom and encourage the parent/caregiver to attend with their child and visit the classroom before school starts (i.e.,: stay and play days, parent visitation; site dependent). If family did not complete Parent/Caregiver Survey-Kindergarten Readiness (ED-A2) at Screening Day, teacher will have them complete form and send final copy to Education Director. If an ASQ:SE-2 was not completed at screening week, the teacher will send home with parents requesting that is turned back in within 1 week. 

The Second Contact: is scheduled within 2 weeks after the first checkpoint (if teachers complete checkpoints prior to due date, they can schedule earlier) and is designed to provide an opportunity for: 

A) Teacher will share the child’s progress based on authentic assessment and summarized on the Report Card that is generated online through the  SmartTeach Assessment System. Teachers should include at least one goal for the student on the report card using the notes section (make sure to click the box that says ‘add to PDF’). During the conference, teaching staff will use the last page for the parent/caregiver to report any notes they may have regarding their child’s development and to provide a goal for their child’s continued growth and development
B) [bookmark: _Hlk97629877]The Teacher will review the Summary of Screening Results Form (Appendix ED-A1) with the parent/caregiver.  This form is used to provide the parents with the results of the Developmental (ASQ-3), Behavioral (ASQ:SE-2) and the Sensory Screening (Hearing and Vision) results. The parents/caregivers will receive a copy of this form.

Note: All attempts to arrange the parent/caregiver conference must be documented in ChildPlus. After three failed attempts, the teacher will write “gave to Family Service Worker (FSW)” the date and will leave the signature blank on the Report Card. The parent/caregiver copy will go to the FSW. The FSW will send this report card via mail to the families. The teacher will scan the report card to ChildPlus and document that they have given it to the FSW to be mailed. 

The Third Contact (preferred homevisit):  is scheduled within two weeks of the second checkpoint. The purpose of this home visit is essentially the same as the first conference and involves the same type of information exchange described above. In addition, teachers will discuss the Kindergarten Readiness Checklist (Appendix ED-A3).  Follow the “note” above when the parent/caregiver is unable to participate in a face-to-face exchange. 

The Fourth Contact: is scheduled during the final weeks of the program year, after the third checkpoint. The purpose of this parent/caregiver conference is to exchange information regarding the child’s progress as summarized on the Report Card. For a child who will be entering a school system in the fall for Kindergarten, a discussion around transition will occur. For children who are returning in the fall, teachers should discuss activities that can be done over summer to promote school readiness. Follow the “note” above when the parent/caregiver is unable to participate in a face-to-face exchange. 

All family contacts should be documented in Child Plus as an event under the education tab and the report cards will also be uploaded as an attachment. 

ONGOING COMMUNICATION: 

GOOD NEWS 
The purpose of “Good News” (Appendix ED-A4) is to provide regular, positive teacher communication with parent/caregivers to further engage and inform them of specific learning and/or actions their child accomplished during a week. 

1. Each child will receive a “Good News” every other week.
2.  Guidance on use of “Good News”:  
· If a two parent/caregiver home, make sure both adults get a copy. 
· Action or learning should be specific: (Examples:) 
· Josh counted 10 blocks as he put them away. He is practicing math skills every day!
· Levi ate peas and salad at lunch and commented, “We have this at home, too”.   
· Gretchen repeated a pattern of two red counting bears and one green counting bear when at study time this week. Learning and recognizing patterns builds math skills!
· Hailey played catch with the green ball in the gym with two friends and her teacher. This builds coordination. 
3. Completed “Good News” will be sent home via the Home-School folder in the backpack.
4. The teacher will copy the card and send the copy to the FSW.
5. Family Service Workers will type comments from “Good News” in ChildPlus under the Family Service tab:  Events (Strength Identified). 

In addition to “Good News”, the following optional teacher communication techniques can be used with parents/caregivers:
1. Add photographs of classroom activities and learning to the weekly Classroom Times.
2. Phone call, email, or send via communication app to parents/caregivers regarding child’s stellar action or learning.  Example: “Hi Judy, I wanted you to know your child Luis was really helpful and sensitive to another child’s feelings today.  He noticed one of his classmates really was missing his dad.  Luis went to the photograph wall and handed his friend the family photo which helped the classmate feel better.”    

THE CLASSROOM TIMES
The purpose of the Classroom Times is to communicate with the parent/caregivers on a weekly basis about what is happening in the classroom. 
1. Either the Head Teacher or Assistant Teacher is to type the Classroom Times into a Word document, using the Classroom Times Template Appendix (ED-A5) and send it to the Program Manager for review. 
2. This is due to the Program Manager by the end of the day Wednesday of the preceding week, in addition to the lesson plan. 
3. The Classroom Times will be printed and sent home via the Home-School folder with the student on the first day of school every week. 
4. Information to be included:
· Names of all staff in the classroom
· Date
· Classroom Study
· PBIS – list expectations for home or school
· Examples: 
· Be safe- “We are practicing using walking feet in the hallway”
· Be Kind- “Giving family compliments”
· Be Respectful- “Using our manners at home and school by saying, Please and Thank You” 
· Read-Aloud - Titles and authors 
· Questions of the Day - Type all questions for the following week
· Special Activities - Virtual field trips, classroom visitor, Mighty Minutes
· Announcements - family events, parent/caregiver meetings, classroom events, parent/caregiver trainings, health notes, recruitment, snow make up days, etc.
· Teacher and Family Service Workers contact information
