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Center Based Education Home Visits & Parent Conferences 
ChildPlus Instructions 

 

General Information 
Two home visits and two parent conferences are required each year for the center-based program option. 
 
An Education Home Visit is required within 30 days of enrollment, regardless of what time of year they enroll. 
 
Document in Education Notes your attempts to schedule the home visits and conferences.  
 
Note: Add Event in ChildPlus only when the home visit or conference is completed. Education Notes will document 
attempts to schedule and/or reasons for not completing the home visit or conference.   
 

Data Entry for Education Home Visits 
• Add CB Education Home Visit Event. 
• Event Date: Enter date the Education Home Visit is completed. 
• Status: Select Completed (in the home) or Completed (at site or other location). Note: Education Home Visits can 

occur outside the home as arranged with the family. 
• Agency Worker: Select your name if not auto-filled. 
• Event Notes: 

o When the home visit is completed, document who was present, how long you met, and brief statement of 
what was discussed and what documents were reviewed. Note: Details of conversations about screenings, 
ILPs, disability must be documented under that event. 

o ECEAP Teachers: to “count” in ELMS, must be 30 minutes or more. 
o If the home visit was completed at site or other location, document where you met and why meeting in the 

home was not possible.  
• Add Action to document any follow up, as needed. Never document follow up in event notes. 
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Data Entry for Education Parent Conference 
• Add CB Education Parent Conference Event. 
• Event Date: Enter date the Education Parent Conference is completed. 
• Status: Enter Completed (at site or other location).  
• Event Notes: 

o When the parent conference is completed, document who was present, how long you met, and brief 
statement of what was discussed and what documents were reviewed. Note: Details of conversations 
about screenings, ILPs, disability must be documented under that event. 

o ECEAP Teachers: to “count” in ELMS, must be 30 minutes or more. 
• Add Action to document any follow up, as needed. Never document follow up in event notes. 
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