HOPE CONNECTION SAFETY CENTER

Policy and Procedure Handbook

Revised:  6/18/07
Program of Hands of Hope Resource Center

     Contact Information: 


P.O. Box 67, Little Falls, MN  56345

Office (320) 632-5748        Fax (320) 632-5457
Email address:  hopeconnection@handsofhope.net
Physical locations:  107 2nd St SE (Historic Courthouse) in Little Falls and 33 2nd St S in Long Prairie.
      
 STAFF




HOURS

Executive Director:
Steph
          
Business Office Hours:  Monday – Friday   8:00 am – 4:30 pm

 
Coordinator:

Bonniejo
Visit/Exchange Hours:   Weekdays - 5:00 pm – 8:00 pm     

      
Associates:     

Phyllis



  
    Saturday  -   8:00 am –  8:00 pm     



             

Stacey




    Sunday -      12:00 pm - 8:00 pm

 


Donna

The Hope Connection Safety Center exists to provide a positive, neutral, and safe environment for exchanges and parenting time for parents and their children that are difficult due to issues of conflict and abuse.  It is also a place where children can get re-acquainted with their parent when there have been periods of separation.  

Services Offered at the Hope Connection Safety Center

· Supervised Exchanges:  Parents who exchange their child(ren) for parenting time can do this without having contact with each other.
· Supervised Parenting Time:  Parents who are in need of supervised visits with their child(ren) due to issues of conflict, safety, and abuse can have parenting time in a safe and neutral setting.
· Parent Education:  Parents are often in need of developing their parenting skills.  Staff may model positive parenting skills to help parents better interact with their child(ren).  After each visit, the staff can provide feedback to the parent as to the strong points of the visit and the points that need to be improved upon.
· Resources and Referrals:  The Hope Connection Safety Center helps to provide the necessary referrals to parents who have identified other areas in which they may need assistance.   
Safety is our first priority but our hope is that these services will help eliminate the children from being “caught in the middle” and help to strengthen the relationships between children and their parents. 

CENTER’S POLICIES AND RULES

Intake Process

· Each parent will separately participate in an intake interview and sign all intake forms before an exchange or visitation may be scheduled.

· For the convenience of parents who live a significant distance away, an interview may be scheduled just prior to the visit.    

· A current address and phone number must be provided to the Manager at the time of the intake.  

· Before the start of any exchanges or parenting time, both parents must provide a copy of any current court order. 

· The intake process will take minimum of ½ hour.

Confidentiality

· The privacy of all parents and children will be respected.  

· No information will be released regarding a parent, other than when requested by the referral agencies.  “Consent to Release/Exchange Information”  form must be completed at the time of the intake.  Additional people that may need to be contacted may be added at any time.  

· There are certain instances where privacy may not be protected.  Staff is required by law to report suspected child abuse.  Staff also has to notify authorities if there are indicators that there is substantial risk to a client doing harm to her/himself or others.

· If a family is involved in court action, the court may subpoena records.

· Staff will release information about a parent’s visit only to that parent.

· Phone numbers and addresses will not be given out to either party, unless authorized by the other parent.  

· Copies of the observation reports from the supervised parenting time will only be given to the parent who is having the visit.  If the custodial parent needs copies for court they must have the court subpoena the records.  

Safety -    Hope Connection Safety Center is very concerned about the safety of our clients and staff.

· Situations calling for law enforcement involvement include:

· A parent who becomes verbally or physically abusive to child(ren) or staff.
· A parent who does not bring a child(ren) back within 30 minutes of the schedule arrival time for an exchange and cannot be reached by phone.
· A parent who attempts to leave the center with the child(ren) during their supervised parenting time.
· An emergency occurs and emergency assistance is needed.
· The custodial parent fails to pick-up the child(ren) as scheduled from the Center either after a supervised visit or after an off-site visitation.
· If for some reason, children are dropped off at the entrance and not accompanied inside by a parent, the appropriate agencies will be notified immediately because this could be considered neglect.  
Weapons

· Weapons and ammunition of any kind are not allowed in Hope Connection Safety Center under any circumstances.  This includes any type of guns, knives, pocketknives, pepper spray, or toy guns and knives.
Scheduling Parenting Time/Exchanges

· Hope Connection Safety Center will adhere by all court ordered visitations and/or exchanges in correlation to our regularly schedule hours.

· Only the parent, Social Services, or the Guardian ad Litem can schedule parenting time or exchanges.

· All scheduling is done through the Hope Connection Coordinator or Associate.  

· Please make all attempts at scheduling for a month at a time to insure that you will receive your requested time. If a scheduling request is not made within the above timelines, the request may be denied.  

· During a visit/exchange a parent may request a change in a future scheduled visit/exchange; the Hope Connection Associate will then attempt to arrange that visit/exchange with the other parent.

· If both parties do not agree to the requested change, the parent requesting the change must contact the Hope Connection Coordinator to make the request.

· Parents will receive an appointment card at time of visit/exchange.

· If a parent fails to arrive for the scheduled appointment or arrives more than 15 minutes late, future Hope Connection services may be terminated at the discretion of the Coordinator or the Executive Director.  

Documentation

· Staff documents in person or telephone conversations, arrival and departure times, and the content of visits in a factual and non-opinionated manner.  Staff also documents any inappropriate actions or comments that occur during an exchange or visit.  

· If supervised visits/exchanges have been court ordered, copies of the written documentation during the visits and any other documentation by phone or in person must be requested to the Coordinator by completing the “Client Request For Copies From Their File” form.

· Only the parent receiving supervised parenting can request copies of the observation reports.  If the custodial parent needs copies for court they must have the court subpoena the records.  

· Requests for copies of a file from a parent, Guardian ad Litem, social worker, attorney or other person will be made provided that the appropriate releases are in place.  The cost of this request will be a minimum of $5.00 for staff time, copies and postage.  In the event that more than 30 pages are copied, postage and $.15 per page for additional pages will also be charged.
Service Fees 

· All fees applicable must be paid as arranged with the Coordinator.  Failure to pay the agreed upon fees could result in termination or suspension of services.
· The exchanges of children for a period of days or a day will cost each parent a fee for each exchange.  These fees must be paid when you arrive in the center with your children.

· The visiting parent each time there is a visit will pay a supervised parenting time fee.  This fee must be paid prior to the visit or the visit will be canceled.  You may pay as you arrive or in advance.

· A court may decide that both parents share the costs or that one parent alone pays all fees necessary.  

· If a parent is suspended due to failure to pay fees in a timely manner or for any other reason, there will be a $10.00 re-instatement fee to resume services.

Fees for Exchange

Fees - $3.00 per exchange or $6.00 per weekend per parent

Fees For Supervised Parenting Time

                      Annual Income
  
      Fees




$0 - $15,000


$10.00 per hour




$15,000 - $30,000

$14.00 per hour

                   
$30,000 – and over

$20.00 per hour

 Hope Connection Staff’s Responsibilities

· Hope Connection staff/volunteers will present an objective, non-judgmental attitude towards both parents.  

· Hope Connection staff/volunteers will document facts, not opinions, after each transfer or visit of a child.

· Hope Connection staff is required to report all alleged or observed instances of child abuse or neglect to the proper authorities.

· Hope Connection staff/volunteer will not physically force a child to go on an exchange or to the parenting time if they refuse, but will do their best to encourage the child(ren) to go visit the other parent.

· Hope Connection staff reserves the right to terminate visits early if the child (ren) obviously is uncomfortable or distressed during the visit.

· Hope Connection staff reserves the right to discontinue services at any time due to infractions of the rules and/or if physical, sexual, or emotional abuse is observed.

· Hope Connection staff will make the determination of whether or not a parent appears to be under the influence of alcohol or other drugs. 

· When a parent’s exchange or parenting time is terminated the Coordinator will decide under which circumstances the parent will be reinstated.  

Parent’s Responsibilities

· It is the parent’s responsibility to be familiar with the policies and procedures outlined in this handbook.

· Each parent must notify the Hope Connection staff immediately of changes in their address, telephone number, or emergency contacts.  

· For child exchanges, upon request of Hope Connection staff, the non-custodial parent must provide a telephone number and/or address where the parent and child(ren) may be reached during their off site visitation.

· Each parent must arrive at their scheduled times. 

· If a parent is early, they must leave the premises (including the parking lot, driveway, and street) until it is their scheduled time to arrive. This applies to custodial parents arriving to drop-off and pick-up the child(ren) for exchange or supervised parenting time, and to non-custodial parents arriving for supervised parenting time, or to pickup and drop off the child(ren) for exchanges.

· At no time is there to be any contact between the parents while in the Hope Connection Safety Center or around the grounds.

· Parents are not to look through windows during arrival and departure of children and/or other parent.  All efforts must be made to avoid visual contact between parents.

· One parent must be present in the building with the children at all times.  On-site visiting parents will not attempt to leave the facility with their children.

· Parents should contact the Hope Connection during business hours to discuss any concerns or obtain information about their child(ren)’s needs.  Parents should not discuss these concerns at the Hope Connection Safety Center in front of the children.

· Parents are responsible to care for their child(ren) while at the center.  This includes picking up toys/games at the end of a visit or exchange.  Hope Connection staff/volunteers do not participate in the visits (i.e. playing games), nor is childcare provided.  Their role is to observe and document the visits and exchanges.

· It is the parent’s responsibility to exhibit respectful behavior.  Racist, sexist, or harsh language from either parents towards child(ren) or Hope Connection staff/volunteers is not permitted.

· Parents should not whisper things to the child(ren).

· Physical restraint or physical punishment of a child by parents will not be tolerated.

· Out of respect to others in the center, no wrestling with children will be allowed.  Some children perceive wrestling as an act of aggression and may feel threatened by being a part of or witness to this activity.

· Parents will not discuss their partner/former partner in a negative manner while at the center, nor will they ask questions regarding the other parent.  

· Parents should not talk about adult problems such as court proceedings with their children nor should they make promises to their children about future living arrangements or changes in visitation plans.  If discussion does happen with the child(ren), staff will stop the conversation.  

· No smoking is allowed in the building.

Alcohol & Drug Use

· Parents may neither visit at the center nor pick up their children while under the influence of alcohol or drugs.  If a non-custodial parent arrives appearing to be under the influence of alcohol or drugs, their visit/exchange will be canceled.  If a custodial parent arrives appearing to be under the influence of alcohol or drugs, they will be asked to call another responsible adult to transport the children. 

· If a visiting parent has been under the influence of alcohol or drugs during an exchange or visit, he/she may be required to have a drug/alcohol screening before continuing with parenting time services.

Concerns or Messages

· Notes between parents shall not be passed through children.
· Any issues, concerns, upcoming activities, etc. which, one parent needs to convey to the other parent must be in writing and passed through Hope Connection Staff.
· The written information must be positive and non-confrontational or it will not be passed and must pertain to only information necessary for the safety or well being of the child(ren).

· Hope Connection staff will review, photocopy the letter for your file, and deliver to that parent.
· Please refrain from verbalizing any issues/concerns in front of the child(ren).  If it is necessary to speak with staff regarding issues/concerns, wait until the child(ren) are not present or call Hope Connection Coordinator prior to or after an exchange/visit.  

Supervised Parenting Time Policies

Arrivals and Departures


Little Falls site
· For a supervised parent time the non-custodial parent must arrive 15 minute prior to the visit and must enter the rear entrance (near the Public Health entrance door in the central parking lot).  Then he/she will be escorted to the center.  Fifteen minutes later, from the front entrance (with the wheelchair ramp on 2nd street), the children will arrive and will be escorted to their parent.  
· Departures are handled in the same manner.  At the end of the visit, a staff member will escort the children to the front entrance where their custodial parent will be waiting.  Fifteen minutes later, the visiting parent is allowed to leave.
Long Prairie site
· For a supervised parent time the non-custodial parent must arrive 15 minutes prior to the visit and must enter the south entrance by the concrete ramp. The he/she will be escorted into the center.  Fifteen minutes later, from the front entrance facing 2nd street, the children will arrive and be escorted to the waiting parent.
· Departures are handled in the same manner.  At the end of the visit, a staff member will escort the children to the front entrance where their custodial parent will be waiting.  Fifteen minutes later, the visiting parent is allowed to leave.
Length of Visits and Frequency

· The length of the supervised visits is either determined from the court order, prearranged by a caseworker, or during the intake.

· If the court order does not specify the length of the visit and frequency the custodial parent and Hope Connection Coordinator will determine the amount of time.  The age of the child(ren), the past relationship between the parent and child(ren), how much time has passed since the last visitation, and a history of the non-custodial parents’ parenting skills are taken into account.  

· Most of the visits will either be one or two hours.  The maximum length of a supervised visit is four hours.

· The maximum amount of visits per week will be two times.

Guests at Supervised Parenting Time

· No unauthorized persons will be allowed at Hope Connection Safety Center unless they have prior approval from the Staff and/or the Guardian ad Litem or social worker.  If possible, both parents will be notified before the visit who the guests will be.  
· A minimum 48-hour notice must be given to the Staff when requesting guests.
·  Neither parent should bring anyone along for the parenting time nor send someone else to drop-off or pick up the child(ren) unless approved by the Staff.
· The maximum amount of guests allowed during the visit is two.  If a parent wants to bring more than two guests, the guests must divide up the amount of time for the visit, so that no more then two guests are with the child(ren) at a time. 
· If the court order does not specify the amount of time a guest can spend at the visit, the HCSC Coordinator and/or the Guardian ad Litem or social worker will and get back to the visiting parent.
Bathroom Procedures

· In the event that a child needs to use the bathroom, the parent will escort the child to the bathroom, and the door will remain open.  Staff will remain in the hallway.

· The staff will escort the child if there has been an allegation of sexual or physical abuse, or other problems that might warrant it.

Bringing in Gifts, Food, or Other Items into the Center

· Gifts for children are accepted, but all of the gifts that are given to the child(ren) must return home with the child(ren) and not returned back with that parent.

· Bringing other items such as games, puzzles, computer games, children’s videos, and other activities to share with the child(ren) are permitted and encouraged.  Any videos that are brought into the center to watch with the child(ren) must be rated G or PG.

· All items and bags that enter the center will be given to staff to search before the visit starts.

· Bringing photos are allowed as long as Hope Connection staff has viewed them first. 

· Still-cameras are allowed in a supervised visit.  Video cameras and tape recorders are not allowed, unless approved in advance by the Hope Connection Coordinator.  

· Bringing snacks and meals are encouraged, especially if the visit is during meal times.  For everyone’s usage, the center has a microwave and small refrigerator. 
· Due to safety issues, no pets are allowed at the Center.
Supervised Exchanges Policies

Arrivals and Departures


Little Falls site
· For an exchange the non-custodial parent will arrive 15 minutes prior to the exchange from the rear entrance (near the Public Health entrance door in the central parking lot) and 15 minutes later the custodial parent will arrive with the children at the front entrance (with the wheelchair ramp on 2nd street).  The custodial parent will remain in the center for 10 minutes after the children have been picked up to assure no contact or confrontations occur. 

· Pickup of the children after their visits will be handled in the reverse manner.  The custodial parent will arrive 15 minutes prior to the exchange always using the same door.  The non-custodial parent arrives with the kids 15 minutes later and waits 10-15 minutes after the children have been picked up to assure no contact or confrontations occur.
Long Prairie site

· For an exchange the non-custodial parent will arrive 15 minutes prior to the exchange from the south entrance by the concrete ramp and 15 minutes later the custodial parent will arrive with the children at the front door facing 2nd street.  The custodial parent will remain in the center for 20 minutes after the children have been picked up to assure no contact or confrontations occur.

· Pickup of the children after their visits will be handled in the reverse manner.  The custodial parent will arrive 15 minutes prior to the exchange always using the same door.  The non-custodial parent arrives with the kids 15 minutes later and waits 10-15 minutes after the children have been picked up to assure no contact or confrontations occur.
· No unauthorized persons will be allowed at Hope Connection Safety Center unless prior approval is received from the Coordinator.  
· Parents that have children that do not need to be exchanged should not bring them into the center unless prior approval from the Coordinator.  Other adults that may come with the parent should remain in the vehicle unless prior approval is received.  
· Neither parents shall send someone else to drop-off or pick up the child(ren) unless approved by the Staff.
· If approval is granted for a substitute for drop-off or pick up, a picture I.D. is necessary for the substitutes.
· Parents are responsible for providing safe transportation for their children; this includes appropriate car seats for their weight or age.  Children under 40 pounds or four years of age need to be in a car seat according to the state law.
Early and Late Arrivals (ARE NOT ALLOWED!)

· Parents should arrive at their scheduled times.  It is very important for the safety of parents to be on time.  Parents are scheduled so that they do not have any contact with each other.  Also, many families use the center; so one family being late or early affects all the others.  Please be respectful and prompt.
· If you arrive early:  Please do not arrive on the ground until your scheduled time.  Staff spends the minutes before your arrival preparing the room that will be used.
· If you arrive late: If the non-custodial parent is over 15 minutes late, the visit or exchange will be cancelled.  If either parent is repeatedly late, service may be discontinued and the court will be informed as to the reason why.
· If a non-custodial parent is over 15 minutes late bringing the child(ren) back and staff is not contacted about the delay through the after hours phone,  law enforcement will be called, as staff do not know if this is an attempted kidnapping.  Leaving a voice message does not constitute contact.
· If a custodial parent is late picking up his/her child(ren), and the staff has made several attempts to contact the custodial parent and cannot reach him/her, the appropriate agency will be notified of the neglect of the children.  
Cancellations and No shows

· For cancellations, the Hope Connection Safety Center must be notified at least 24 hours in advance if they cannot keep a visit or exchange appointment.  It is the responsibility of both parents to do this.  Please do not assume the other parent has contacted the center.  Messages are taken 24 hours a day, 7 days per week via voice mail.  This is checked at least twice daily.
· If a visit or exchange is not cancelled in the above timeline, each parent will still be charged his or her regular fee for the missed scheduled time.  

· If one of the parents does not show for a visit or exchange, that parent will be billed for the fees of both parents.  

· If the custodial or non-custodial parent cancels appointments without good cause, or otherwise obstructs the parenting time or exchange on a regular basis the Court or proper agency will be notified.  We understand that situations and emergencies do arise which may make this difficult so possible exceptions may apply at the Coordinator’s discretion.

· Only the custodial and non-custodial parent or Guardian ad Litem can schedule or cancel a visit/exchange; no other parties are to be involved.

Holidays

· If an exchange is to take place on a holiday that the center is closed, Hope Connection Coordinator will assist both the parents in coordinating an exchange through the Morrison County Sheriff’s Department.  Please note that these exchanges will not be facilitated by a third party, but completed on your own.
· Parenting time is not scheduled on any major holidays.  Major holidays are considered: 
New Years Day, Easter, Thanksgiving, and Christmas Eve and Christmas Day. The Hope Connection Safety Center will also be closed during the Little Falls Arts and Craft Show in September.
Emergency Closing and Dangerous Weather

· When the Little Falls Public Schools are closed due to severe weather conditions, Hope Connection Safety Center will also be closed.  A message about the closing will be posted on our after business phone if this happens.

· If dangerous weather conditions prevent a parent from returning their child(ren) on the specified return date and time, please immediately call our after business line (320) 632-5748.  If the weather is that severe, it may be possible that the staff is unable to get to the office, however they are able to retrieve messages that are left on the voice mail.  Please leave the number where you can be reached, so staff can reach the other parent and return arrangements can be made.
· If this call is not made, and the child(ren) hasn’t been returned, staff will at that point notify the appropriate law enforcement authorities.
Illnesses
· Parents and children with communicable illnesses or diseases will not be allowed into the Center.  Such diseases include, but are not limited to: Lice, Chicken Pox, Mumps, Measles, Whooping Cough, and Strep Throat. This rule is the same one that is used in daycare and schools.  Once they are no longer considered contagious, they may resume the services.  Please contact the Coordinator if there are any questions.

Children’s Responsibilities

· Our philosophy is that all children are special and are welcome at the Hope Connection Safety Center.  

· Children should be good to others and the toys in the center.

· All toys need to stay in the room, unless given special permission.

· Children should pick up their toys after playing with them.

· No name calling, using vulgar language, being disrespectful to staff and other siblings will be allowed.  

· No roughhousing, jumping on furniture, or screaming is allowed in the center.

Termination of Visits or Exchanges

· Hope Connection Safety Center has the right to suspend or terminate visitations or exchanges if any of the policies or procedures is violated and the referral agency will be notified.

· Failure to follow these policies may result in suspension of Hope Connection Safety Center services for a minimum of one visit/exchange or termination depending on the severity.

· When a parent’s visitation/exchange services are suspended or terminated, the Coordinator and the Director will decide under which circumstances the parent will be reinstated.

Grievance Procedure
· Any person who feels that they have a complaint will first speak to the Coordinator.  The Coordinator has one (1) working week to respond to the complaint.

· If the response is unacceptable to the complainant, the disagreement will be stated in writing and signed by all parties.  The written statement is then given to the director.  The Director must review and respond to the grievance in writing within two (2) weeks.

· If no satisfactory agreement can be reached through this process, the grievance can be submitted to the Board of Directors.  The grievance must be written, include pertinent information and the remedy being sought.  The Board of Directors shall review the grievance at the next regular meeting.  The Advisory Committee shall make recommendations to the Board of Directors at the Board’s request.  Final grievance decisions rest with the Board of Directors.
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