
Attendance Plans: 
Home Base

_______________________________ 

*For Home Base Educators Only*



Attendance 
Requirements:  Head Start Performance 

Standards state, we 
must “provide one 
home visit per week  
per family that lasts   
an hour and a half and 
provide a minimum of 
46 visits per year”. 



Strategies to Meet the Requirements:

Share the importance of keeping weekly home visits.

Discuss the family’s schedule.

Create a fixed day and time for each family.



Attendance 
Policy:

 Arrowhead Head Start’s 
policy states, “ A child may
be dropped from the home 
base program after 2 missed 
home visits”.

 Staff will make every effort 
to reschedule missed visits 
and complete within the 
week.

 If staff cancels a home visit, 
it MUST be made up.



When is Attendance a Concern?

The family misses 2 weeks of home visits with no contact.

The family has a pattern of missing visits.

The family reschedules regularly.

The family does not answer the door consistently. 



Attendance Concerns 
are Identified by…

 You

 TCCRs                                        
(Team Comprehensive Child Review)

 Monthly ChildPlus Reports



Once an Attendance 
Concern is Identified…

 You will discuss the 
importance of consistent 
attendance with the family.



If the Attendance 
Concern Continues…

 You will create an Attendance 
Plan in ChildPlus and share 
with the family.



Creating an                          
Attendance Plan



Click on the     
“Education” 
Module.

Click on the  
“Events” Tab.



Click on       
the green          
“Add Event” 
Button.

From the 
dropdown 
menu, click   
on the  
“Attendance 
Plan-Home 
Base”.



Event Date:   
Use the calendar 
icon to enter the 
date the attendance 
concern was 
identified.

Status:
From the dropdown 
menu, click on the 
“Submitted” status 
option.



What Status     
do I choose?

 *Submitted: Choose “Submitted” when creating an 
Attendance Plan. The Supervisor will receive an email 
notification at midnight that it has been created. The 
Supervisor will review and take any action needed. The 
Home Visitor and Supervisor will monitor monthly for 
additional strategies that might be needed.

 In Progress: The Supervisor will change the status to “In 
Progress” after reviewed. The Home Visitor will work on 
identified strategies with the family to improve 
attendance.

 Completed: The Supervisor will change the status of the 
event to “Completed” once the family has completed 3 
consecutive Home Visits in a row, or the family drops.

 Not Required: The Supervisor will change the status to 
“Not Required” if there is a legitimate and documented 
reason for the attendance concern; such as flu, 
hospitalization, or planned vacation

*When an Enrollee Drops: 1.Choose “Completed” 2. In “Event Notes” document that the enrollee dropped  
3. In “Closed Date” add the date the enrollee dropped 



Agency Worker:  
Begin to type your 
last name, and then 
click on your name 
in the dropdown 
menu.

Closed Date:    
Use the calendar 
icon to enter the 
date the attendance 
concern is identified 
as no longer a 
concern. Until then, 
it will stay blank.



Event Notes:     
1. Click on the 
clock icon. The 
date, time, and 
your name will be 
stamped in the 
box.

2. Type what the 
concern is that was 
identified. Also 
include, if you are 
requesting a letter 
from the office to 
be sent to the 
family.



Attendance Letter Options:

1st Letter: Notifies the Family there is an Attendance 
Concern, and Reminds the Family of the Importance           

of Consistent Home Visits.

2nd Letter: Notifies the Family they will be dropped from    
the program if they do not keep consistent visits                

by a specific date. 

Individualized: Special Circumstances may require a           
unique Attendance Letter.

1

2



Scroll down to 
the second half of 
the form.

Click the boxes 
of all strategies 
you intent to try 
with the family. 



Click the green 
“Add Action” 
button.



Action Type:    
From the 
dropdown menu, 
click on 
“Communication”.

Additional 
boxes will appear.



Scheduled Date: 
Use the calendar 
icon to enter the 
date you plan to 
discuss attendance 
strategies with the 
family.

Action Date:   
Use the calendar 
icon to enter the 
date you did discuss 
attendance 
strategies with the 
family.



Description: 
Type a brief 
overview of the 
strategies you 
present to the 
family. *You may 
need to type, 
“Multiple 
Strategies”.

Status:             
Use the dropdown 
menu to click 
“Completed”, once 
the discussion has 
been completed or 
“In Progress” until it 
is completed.



Agency Worker: 
That’s You.

Provider:             
Leave Blank.

Provider Type:          
Leave Blank



Action Notes:    
1. Click on the clock 
icon. The date, 
time, and your name 
will be stamped in 
the box.

2. Type additional 
notes to clarify the 
discussion.

Click the green 
“Save” Button.

6/18/20

6/18/20



If the strategy/ 
strategies set in the 
first “Action” does not 
work,

Add to the “Event 
Notes” what the 
concern is that is now 
identified. 

Check additional 
strategies you plan to 
try with the family.

Add a new 
Communication 
“Action” with 
additional strategies 
that you will discuss 
with the family.

Click “Save”.

6/18/20



Each “Action” 
entry will appear on 
a new line. This will 
show the running 
history of what 
strategies were tried 
and when.

Click the green 
“save” button.

6/18/20
6/25/20



Once the family 
completes 3 weeks 
of consecutive home 
visits, the Supervisor 
will change the 
overall Status of the 
Event to 
“Completed”,          
and will

Use the calendar 
icon to enter the 
date attendance is 
no longer a concern. 



“Event Notes”      
1. Click on the clock 
icon. The date, time, 
and your name will be 
stamped on the 

2. Document the 
“Family has kept 3 
weeks in a row of 
home visits. 
Attendance Plan 
Closed”. You can use 
the short hand note 
“3w”.

Click “Save”.



On the “Events” 
Tab, you will be able 
to see when the 
Attendance Plan was 
first created, the 
status, and the number 
of “Actions” that were 
entered. 

If the same family 
has an attendance 
concern identified 
later in the year, after 
the initial event is 
closed, a new 
“Attendance Plan” 
Event will be created.



Monitoring                          
Attendance Plans



ChildPlus will help 
you keep track of 
your Attendance 
Plans. 

How can ChildPlus
do that you ask? 

Well…

Sponge Bob 

Patrick Starr

Sandy Cheeks

1234

4321

2341

3412

Squidward Tentacles



Monthly Automated ChildPlus Email Alerts

1st of each Month: Every month you & your Supervisor will 
receive an email from ChildPlus to keep track of Attendance 
Plans that need follow up.

In Progress: Attendance Plans with the Event Status of “In 
Progress” will be listed on the email alert.

Follow Up: This monthly alert is prompting you to follow up 
and document any additions, changes, or updates to the 
Attendance Plan in ChildPlus. 



The Email Alert 
Consists of:

The date it was 
created.

The type of alert. 
(Attendance Plan-
Home Base Status: In 
Progress) 

The enrollees’ 
name, ChildPlus
number, and site. 

Sponge Bob 

Patrick Starr

Sandy Cheeks

1234

4321

2341

3412

Squidward Tentacles



Congratulations!

You now know how to create, 
update, and monitor an 

Attendance Plan for 
Home Base Services

*Contact your Supervisor with any questions.
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