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Home Instruction for Parents of Preschool Youngsters




__________________________________________________________________________________________
Staff Meeting Observation Form

	Agency Name
	Date

	City

	Coordinator
	Site ________  of  ________

	Role Play Information
	Age    ( 3  ( 4  ( 5  
	Week _________ 
	Language     ( English    ( Spanish
	Week _________
	Language     ( English    ( Spanish

	Staff Meeting

	Observation
	Y/N or NA
	Comments

	1. Coordinator was organized.
	
	

	2. Meeting started on time.
	
	

	3. There was an agenda and a signature   sheet.
	
	

	4. Coordinator led meeting.
	
	

	5. Coordinator gathered and/or reviewed Scheduling and Progress Reports.
	
	

	6. Staff discussed previous week’s home visits and brainstormed solutions to challenges.
	
	

	7. Future group meetings and/or other events were discussed/planned.
	
	

	8. Staff assignments were made for upcoming activities.
	
	

	9. All role play materials and props were ready.
	
	

	10. The Home Visitor Guide was used to train staff.
	
	

	11. All staff had a Home Visitor Guide or the pertinent pages.
	
	

	12. The activity description was read or paraphrased.
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	13. Early childhood concepts related to the activity were explained or discussed.
	
	

	14. Veteran staff members were active participants in the discussion of early childhood concepts.
	
	

	15. Home visitors prepared their notes during role play on Post-it notes or directly on the Sample packet.
	
	

	16. Home visitors prepared sample packets during or before role play.
	
	

	17. Each staff member had the week’s activity packet and related storybook.
	
	

	18. All staff followed along silently during role play.
	
	

	19. One activity packet was used by role playing pair.
	
	

	20. The role playing pair sat next to each other.
	
	

	21. Everyone had a turn role playing.
	
	

	22. Utilized Keys to Role Play
· Provided “Before” and “After” information
· Sample packet ready and used
· Switched parent  and child roles
· “Child” answered spontaneously
· Modeled activities

· Read directions silently
· Read bolded “script” out loud

· Repeated anticipated response and “child’s” alternate correct response

· Created positive learning environment (did not say “no” to incorrect answers)

· Praised child periodically
· Provided title, author, and illustrator

· Asked parent to identify unfamiliar words if new book was introduced
	
	

	23. Modeled expressive reading.
	
	

	24. Made periodic mistakes.
	
	

	25. Professional development was included.
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