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Home Visiting Policies and Procedures
Subject: Introduction
Chapter:1
Section: 1.1

Introduction
I. Purpose: These policies and procedures serve as guidance for the Roots Home

Visiting program (Buena Vista School District).
II. Required Documentation: Some policies require that documentation be

maintained. Required documentation is cited within each policy and shall be
maintained in a format which allows the documentation to be made available
upon request from Buena Vista School District or any entity supplying grant
funding.

III. Definitions/Acronyms: Throughout these policies and procedures, the following
definitions and acronyms apply:

A. Assessment- A standardized process conducted by home visitors trained
in the use of a valid measurement tool designed to measure a child’s
development in all areas or one specific area.

B. Enrolled Participants- Participants who have accepted services by
enrolling in Roots Home Visiting Program.

C. Graduation from Services- A participant who has completed the program
according to model recommendations.

D. Home Visit- A face-to-face interaction that occurs between the participant
and the home Visitor. The goal of a home visit is to promote positive
parent-child interaction, healthy childhood growth and development, and
enhance family functioning.

E. Policy- Written statements of principles and positions that guide Roots
Home Visiting Programs operation and services.

F. Procedures- The step-by step methods by which broad policies are
expected to be implemented and operations are to be carried out by Roots
Home Visiting Program. Procedures are clearly outlined in writing within
these policies and procedures.

G. Screen/Screening- A process for early identification of participants that
may result in the determination of eligibility or the completion of a more
detailed assessment.



Adopted 3/1/21

H. Voluntary- Program enrollment, as well as individual program services, are
not mandatory. Participants must voluntarily consent to enrollment in the
program by completing an application for enrollment.

I. Family Mentor- A home visitor for Roots Home Visiting Program.
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Home Visiting Policies and Procedures
Subject: Recruitment
Chapter: 2
Section: 2.1

Recruitment
I. Purpose: To actively seek and encourage participation and enrollment of eligible

primary caregivers and their child(ren) into evidence-based home visiting
services. Each member of the Roots Home Visiting team shall recruit
participants.

II. Policy: Family Mentors, Family Services Coordinator and Early Childhood
Director shall continuously recruit to achieve and maintain the caseload capacity
of active participants in accordance with Buena Vista School District
requirements.

III. Procedures: Recruitment activities shall be reviewed during monthly team
meetings with Roots staff members.
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Home Visiting Policies and Procedures
Subject: Enrollment
Chapter: 3
Section: 3.1

Enrollment
I. Purpose: To ensure that participants understand what participation in Roots

Home Visiting program entails.
II. Policy: Eligible participants must submit an application prior to enrollment. Once

the application has been received by the Lead Family Mentor, the Lead Family
Mentor must submit the application to the Family Services Coordinator to be
entered into Child Plus and participants can be assigned a Family Mentor. All
referrals must be contacted by the Lead Family Mentor within a week of receiving
them.

III. Required Documentation: A Roots Home Visiting Program application,
permission to share form (to access health information) and the shared
agreement between participants and their Family Mentor (signed by both
parties). The Lead Family Mentor must obtain documentation of the child’s last
Well-Child Check-up and immunizations or immunization waiver within 30 days of
enrollment.

IV. Procedure:
A. Family Mentors shall inform and assist participants in understanding the

requirements of Roots Home Visiting Program.
B. Participants shall sign the shared agreement between participants and

Family Mentors as well as appropriate releases so that Roots Home
Visiting Program may obtain necessary information to provide services.
Shared Agreement, signed releases and child’s health information will be
kept in Family Mentor files and Child Plus.
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Home Visiting Policies and Procedures
Subject: Transition Planning
Chapter: 4
Section: 4.1

Transition Planning
I. Purpose: To ensure the development of documentation of a transition plan for a

participant to continue voluntary participation in other services to meet identified
needs after completion of or graduation from Roots Home Visiting Program (i.e.,
child ages out or meets other model specific requirements for program
completion), or for other planned discharge from current home visiting services.

II. Policy: Family Mentors must implement strategies and practices to support
successful transitions for children and their families transitioning out of Roots
Home Visiting Program. To ensure the most appropriate placement and service
following participation in the Roots Home Visiting Program, transition planning
must begin 6 months prior to transition to a center-based program. The transition
plan must take into account:

A. The child’s developmental level and health and disability status, progress
made by the child and the family while in Roots Home Visiting Program,
current and changing family circumstances and the availability of other
early education and child development services in the community that will
meet the needs of the child and family.

B. The program must collaborate with parents to implement strategies and
activities that support successful transitions from Roots Home Visiting
Program and, at a minimum, provide information about the child’s
progress during the program year and provide strategies for parents to
continue their involvement in and advocacy for the education and
development of their child.

C. The program must provide additional transition services for children with
an IFSP.

III. Required Documentation: A copy of the transition plan and all related
documentation, including signed releases of information, shall be maintained and
kept in the Family Mentor file, main office file and Child Plus. Documentation of
family refusal of transition planning and the circumstances of unplanned or
unexpected participant discharge shall also be documented in Child Plus.

IV. Exception to Policy:
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A. In the event that the family refuses transition planning, the Family Mentor
will comply with the family’s refusal.

B. An unplanned or unexpected discharge from services does not require
development of a transition plan.

V. Procedures:
A. Transition planning shall begin a minimum of 90 days prior to the planned

discharge from services.
B. The Family Mentor shall include the participant and staff from the

center-based program in the development of the transition plan.
C. If a participant refuses transition planning, the Family Mentor will comply

with this refusal and documentation of this discussion shall be maintained
in Child Plus.

D. A release of information shall be signed by the participant for all identified
agencies or services before information is shared for the development of
the transition plan.

E. If transitioning to center-based services within Buena Vista School District,
Family Mentors must make sure participants have filled out all necessary
paperwork for those services (i.e. Application, Well Child Check,
immunizations, etc.)

F. The transition plan shall include an outline of planned and timely
strategies to occur during and after the transition to support successful
adjustment and positive outcomes for the participant.

G. If a child needs to be moved to another program in less than 30 days,
Family Mentors will meet with participants to discuss coming up with the
best transition plan possible in the time allotted. The Family Services
Coordinator will notify the Family Mentor as soon possible.
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Home Visiting Policies and Procedures
Subject: Disengagement and Discharge
Chapter: 5
Section: 5.1

Disengagement and Discharge
I. Purpose: To facilitate the discharge of participants voluntarily discontinuing

program participation or to administratively discharge participants after 90 days
of non-participation in program activities.

II. Policy: Family Mentors shall discharge participants requesting voluntary
discontinuation of program participation through voluntary discharge procedures
or participants after 90 days of non-participation in program activities through
administrative discharge procedures.

III. Required Documentation:
A. Documentation of a participant’s request to be voluntarily discharged and

efforts to assist with referral to alternate home visiting services or other
services to address identified needs shall be maintained in Child Plus.

B. Documentation of non-participation and efforts taken to re-engage
participants during the 90 days preceding discharge shall be maintained in
Child Plus.

IV. Procedures:
A. Voluntary Discharge:

1. Family Mentor shall offer to assist with referral to alternate home
visiting services or other services to address identified needs.

2. All attempts to assist with referral to home visiting services or other
services shall be documented in Child Plus.

3. Records of participants requesting voluntary discontinuation of
program participation shall be closed.

B. Administrative Discharge:
1. Family Mentors, Family Services Coordinator and Early Childhood

Director shall conduct caseload reviews to identify participants who
have not had a completed home visit for 30 days or more, to
determine the best course of action for attempts to re-engage the
participant. Examples of factors to consider include, but are not
limited to:

a) Participant’s history of engagement with the program;
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b) Time and date of scheduled home visits that were completed
and those that were cancelled or otherwise not completed;

c) Participant’s work and/or school schedule;
d) Other circumstances that may influence participant’s

engagement;
e) Methods previously used to engage the participant, including

letters, texts, emails, and phone messages.
2. All attempts to re-engage the participant shall be documented in

Child Plus.
3. After 90 days of non-participation in program activities with no

response to efforts to re-engage, a letter will be sent to the
participant stating that the participant has been discharged from the
program and participant records shall be closed.
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Home Visiting Policies and Procedures
Subject: Home Visits
Chapter: 6
Section: 6.1

Structure of Home Visits
I. Purpose: Home Visits are a vital component of Roots Home Visiting Program.

They provide the opportunity for families to receive individualized education and
support, develop goals for their children and family, and identify community
resources to help meet their family’s needs.

II. Policy: Home visits are to be scheduled for 1.5 hours and are delivered weekly
for birth to three and monthly for prenatal visits (unless mother is identified as
high risk). The home visits must be child-focused and promote the participant’s
ability to support the child’s cognitive, social, emotional, and physical
development. Although home visits are also individualized to meet the emergent
needs of families. The home visit should include the following elements:

A. Parent and Child Interaction Activity
1. Review plan for home visit.
2. Provide parent/child interaction and play experience based upon

participant’s input and child’s goals.
3. Emphasize parent participation, cue talking, routines, observation

and sharing developmental information.
B. Parent Education information and Follow-up

1. Provide strategies that promote emergent literacy and support the
development of literacy and language skills.

2. Provide birth to three child development strengths-based parent
education including strategies which encourage parents as their
child’s first teacher.

3. Provide follow-up on health, nutrition, disability, mental health and
child development needs.

4. Provide individualized educational approaches based on the
participant’s learning style.

5. Provide participants results of developmental and social/emotional
screenings and assessments.

C. Health/Nutrition Education and Follow-up
1. Provide participants results of hearing, vision, nutrition and

maternal mental health screenings.
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2. Facilitate and remind participants of scheduled well child
exams,dental exams, and other health follow-up exams and
evaluations.

3. Provide health/nutrition education to participants on a monthly
basis.

D. Support, Advocacy, Resource and Referral
1. Identify family needs.
2. Provide community resource information and referrals.
3. Provide parent support.

E. Planning for Next Home Visit and Closure
1. Solicit participant input into next home visit plan.
2. Review needs (i.e.Shots, well-child exams, etc.).
3. Provide closure activity (i.e. Song, book or other closure activity).

Home visits are carefully planned to include the elements described above, and a
summary is completed that documents what took place and the plan for the next
home visit. Home visits can take place in an alternate location if there are safety
concerns in the home or if it supports the child/parent goals.

III. Required Documentation: Family Mentors must complete the Home Visit
planning form and document each visit in Child Plus. A copy of the Home Visit
planning form must be given to the participant, the Early Childhood Director and
kept by the Family Mentor to be placed in the participant’s file.
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Home Visiting Policies and Procedures
Subject: Home Visits
Chapter: 6
Section: 6.2

Safety Procedures During Home Visits
I. Purpose: To ensure the safety of all Family Mentors who provide services to

families in their homes. To promote Family Mentor’s knowledge and competence
in matters of home visitation safety.

II. Procedures:
A. Family Mentors must be aware of the areas in the neighborhood where

help could be obtained if emergency arises.
B. Family Mentors must put all scheduled visits in their Outlook calendar to

be shared with the Early Childhood Director.If changes occur, the Family
Mentor must update their calendar as soon as possible. Addresses of
participants must be either kept current in file or entered in Family
Mentor’s calendar with the appointment.

C. Family Mentors must always have their picture identification/name badge
with them at all times. A clip-on badge is best instead of a necklace.

D. Family Mentors should schedule visits early in the day whenever possible.
E. When accommodating participants and scheduling visits after normal

business hours after 6 p.m., family Mentors are expected to to inform
someone of the scheduled visit and make contact with that person upon
completion of the visit. Every effort must be made to schedule all visits
between 8 a.m. to 6 p.m.

F. If visits present significant safety risk consider alternative sites for visiting
with the family.

G. Family Mentors must maintain their vehicles and have a safety kit,
camera, jumper cables, first aid kit and a flashlight. They must also check
their gas tanks in advance.

H. Family Mentors must carry their work cell phones with them at all times.
Cell phones must be set to vibrate and shall not be answered during a
visit, unless it is an emergency.

I. Family Mentors must take precautions around pets by asking participants
in advance about pets by phone and asking them to secure the pets
before arrival if necessary.
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J. Family Mentors shall not enter the yard/home when threats are present:
Questionable people, violence in progress, unsecured vicious animals,
participants/others are intoxicated and there is no quick escape. They
should call 911/Dispatch if necessary.

K. Family Mentors must limit valuables, credit cards or money on their person
when visiting homes of participants. They should only take items
necessary for the home visit.

L. Family Mentors should only enter a home after an adult gives permission
to do so.

M. Family Mentors should carefully consider their safety before entering a
home and listen to their instincts and feelings.

N. Family Mentors should be aware of smells associated with substance
abuse. Where there is suspicion of weapons, illicit drugs, or alcohol
present, the home visit is not to be made.

O. Family Mentors should take whatever steps are necessary for personal
safety. If they believe their safety is threatened, they must remove
themselves immediately from the situation and call 911/Dispatch if needed
and inform the Early Childhood Director upon return. They must also
document what happened in Child Plus.

P. Family Mentors must use sound listening and de escalation skills if they
anticipate crisis situations without jeopardizing their own personal safety.

Q. Family Mentors must dress appropriately, maintaining appropriate
appearance and grooming in order to project a clean and neat
professional. They must keep jewelry to a minimum and wear comfortable
shoes with low or no heels.

R. Family Mentors must know the physical layout of the place they are
visiting, keep the door in sight, identify locations where other people may
be present, and identify possible escape routes.

S. Family Mentors must be aware of all occupants in the home at the time of
the visit. They must also be aware of the possibility of other persons in the
home and inquire about anyone else that appears to be in another room.

T. Family Mentors should set the tone for the professional relationship by
clearly defining interpersonal boundaries between them and the family
being visited. They should spend time thinking about the kinds of
boundaries that should be set up for both themselves and for the
participant.  Observation and conversation with peers and supervisors can
help Family Mentors define ways to best maintain such boundaries.

U. One of the easiest methods of preventing the spread of communicable
disease is to wash hands frequently and thoroughly. Family Mentors
should use a common sense approach if they feel there is a health hazard
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present. Family Mentors should take universal precaution by washing
hands before/after a visit.

V. Family Mentors must not take food or beverages offered to them by
participants.
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Home Visiting Policies and Procedures
Subject: Screening
Chapter: 7
Section: 7.1

Screening
I. Purpose: Early intervention
II. Policy: In collaboration with each child’s parent and with parental consent, the

program must complete or obtain a current developmental screening to identify
concerns regarding a child’s developmental, behavioral, social and emotional
skills within 30 calendar days of when the family receives their first home visit.

III. Procedure: Family Mentors will administer the following screens within 30 days of
when the family receives their first home visit:

A. ASQ (beginning at 2 months)
B. ASQ-SE (beginning at 2 months)
C. Hearing, Vision and Dental Screen (beginning at 6 months)
D. Prenatal Nutrition Screen
E. Edinburgh Postnatal Depression Screen (first home visit after birth)

If any concerns are identified through screening, Family Mentors must make the
appropriate referral (Child Find, medical provider, dental provider, or mental
health provider).
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Home Visiting Policies and Procedures
Subject: Assessments
Chapter: 7
Section: 7.2

Assessments
I. Purpose: To track a child’s progress and show growth.
II. Policy: Roots Home Visiting Program must conduct standardized and structured

assessments, which may be observation based or direct, for each child that
provides ongoing information to evaluate the child’s developmental level and
progress. Such assessments must result in usable information for Family
Mentors and parents and be conducted with sufficient frequency to allow for
individualization within the program year.

III. Procedure: Family Mentors must conduct these assessments on each child on
their caseload, 3 times per program year:

A. Teaching Strategies Gold (after 6 or more visits)
B. Devereux Early Childhood Assessment (Parent Questionnaire only)
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Home Visiting Policies and Procedures
Subject: Health Monitoring
Chapter: 7
Section: 7.3

Health Monitoring
I. Purpose: To ensure that each child enrolled in Roots Home Visiting Program has

ongoing sources of continuous, accessible health care provided by a healthcare
professional that maintains the child’s ongoing health record and is not primarily
a source of emergency or urgent care, and to ensure the family has health
insurance coverage.

II. Policy: Within 90 days of the first home visit, the program must obtain
documentation of the child’s latest well child check and immunizations. These
must be in the child’s file as well as Child Plus. Family Mentors must also assist
parents with making arrangements for Well Child Checks as quickly as possible.
If necessary, Family Mentors can directly facilitate provision of health services to
bring the child up to date with parental consent.



Adopted 3/1/21

Home Visiting Policies and Procedures
Subject: Training/Certifications
Chapter: 8
Section: 8.1

Training/Certifications
I. Purpose: To improve practice and increase the quality of services for enrolled

families, and provide continuous support and increase retention of staff.
II. Policy: Buena Vista School District shall ensure that Family Mentors are trained

according to model requirements.
III. Procedures: Each Family Mentor employed by the Buena Vista School District

shall receive the following training to ensure high quality services are provided to
families:

A. Growing Great KIds P-36 curriculum ( training lasts for 1 week)
1. Family Mentors must also complete Tier 1 and Tier 2 training upon

their return with the appropriate coaching from another staff
member certified in GGK)

B. Standards of Quality for Family Strengthening and Support (Certification
takes 2 days to complete and recertification is required every 2 years)

C. ASQ and ASQ-SE (Family Mentors must be trained by knowledgeable
staff)

D. Teaching Strategies Gold (Family Mentors must be trained by
knowledgeable staff)

E. Hearing/Vision/Dental Screen (Family Mentors must be trained by
Knowledgeable Staff)

F. Devereux Early Childhood Assessment for Infants and Toddlers (Family
Mentors must be trained by knowledgeable Staff)

G. Nutrition Screening:Prenatal (Family Mentors must be trained by
knowledgeable staff)

H. Conscious Discipline ( webinar series)
I. Edinburgh Postnatal Depression Scale (EPDS) (Family Mentors must be

trained by Knowledgeable staff)
J. Child Plus.Net (Family Mentors must be trained by knowledgeable staff)
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Home Visiting Policies and Procedures
Subject: Family Mentor Caseload and Work Hours
Chapter: 8
Section: 8.2

Family Mentor Caseload and Work Hours
I. Purpose: To ensure Family Mentors do not work past their contracted hours and

to allow Family Mentors to be able to schedule home visits when it is convenient
for each family on their caseload.

II. Policy: Family Mentors must sign a 12 month work agreement with Buena Vista
School District with the understanding that they will flex their time in order to
provide weekly home visits when it is convenient for each family. Family Mentors
must avoid weekend and evening visits whenever possible. Each Family Mentor
will submit a timesheet to their administrator for approval during the months that
Buena Vista School District is closed for the summer (end of May, beginning of
June, end of July, and beginning of August). Roots Home Visiting Program will
close for 6 weeks beginning the second week in June. Family Mentors will not
provide home visits during that time. Family Mentors will carry a caseload
appropriate for either full or part-time status:

A. Full-time status: 8 hours per day/5 days a week; 11 families
B. Part-time status: 4 hours per day/5 days a week; 5 families
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Home Visiting Policies and Procedures
Subject: Reflective Supervision
Chapter: 8
Section: 8.3

Reflective Supervision
I. Purpose: To improve practice and increase the quality of services for enrolled

families, and to provide continuous support and retention of staff.
II. Policy: Buena Vista School District shall ensure the provision of program-wide

reflective supervision according to model requirements on a monthly basis.
III. Procedures:

A. Reflective supervision practices shall include the key elements of
reflection, collaboration, and regularity:

1. Reflection: stepping back to consider the work from multiple
perspectives.

2. Collaboration: the respectful, mutual exchange which relies on the
full participation of all parties involved.

3. Regularity: predictable routines and sufficient frequency of reflective
practices.

B. Reflective supervision practices shall include discussion and, in some
instances, written feedback by those who are being supervised.

C. Reflective supervision shall take place in locations which ensure privacy
and allow for uninterrupted time and space for this process.

D. Reflective supervision practices shall allow for open expression of
sensitive issues and respect for cultural diversity of all staff.
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Home Visiting Policies and Procedures
Subject: Confidentiality
Chapter: 9
Section: 9.1

Confidentiality
I. Purpose: To ensure all information provided by families is protected and only

shared with signed permission.
II. Policy: All child and family records are confidential and in secure locations. Roots

Home Visiting Program staff will not share information about children and families
without signed permission. Roots Home Visiting Program staff can ask families to
sign a release to share information with other entities or organizations only when
it is necessary to provide services or resources to the family.

A. Roots Home Visiting Program staff are required by law to share
information in situations where there is suspected child abuse or neglect
or risk of harm to individuals. The program does not need signed
permission to share this kind of information with the appropriate
authorities.

B. Roots Home Visiting Program will obtain permission from participants,
either written or verbal, to share photographs of children and families on
social media.


