Frequently Asked Questions
1. What is Supervised Visitation?
Supervised Visitation is the provision and maintenance of a safe, neutral setting in which the contact between a child(ren) and an adult (usually a parent) can be monitored by personnel able to protect the rights of the child(ren).
2.  What is Hope Visitation and Exchange Center?
A Supervised Visitation and Exchange program that offers families a uniquely safe, structured, neutral alternative where supervised visits and exchanges can be provided.
3. What are Supervised Neutral Exchanges?
Supervised exchanges are for parents who are not required to have supervision while visiting their children, but need to be able to make the exchange without interacting with the other parent.  The child is escorted from one parent to the other by staff with security present at all times.
4. How are families referred to Hope Visitation and Exchange Center?
Families are referred to the center in a variety of ways including, but not limited to the courts, Children’s Services and self-referral.  
5. What are the grounds for termination of Supervised Visits at Hope Visitation Center?
Supervised visitations or exchanges may be terminated at the discretion of the Center staff if the client does not adhere to the policies set by the Visitation Center, or if the child, another client or the staff’s safety is jeopardized.
Why are Visits Important?
The child is able to maintain a relationship with the non-custodial parent.
The child sees that the non-custodial parent still loves him/her and wants to visit with the child.
The visits allow a connection to remain between the non-custodial parent and the child so that the child does not feel abandoned.
The visits allow the child to see the visiting parent is alright, so that the child does not worry about the non-custodial parent’s well being.
The visits allow the child to slowly come to terms with the separation or divorce of his/her parents, which can help in the healing process.
The visits are monitored and in a safe environment so that the custodial parent/guardian knows that the child is safe and not alone in this experience.


Helpful Hints to Prepare the Child for Visitation


1. It is important that the child understands that he/she has done nothing wrong and that it is not his/her fault that the supervised visitation must occur.

2. Assist the child in becoming acquainted with the surroundings at the Center, so that he/she is comfortable with the atmosphere before the visitation begins.  It is important that the child knows the staff at the Center and that they are always available for him/her during the visit.

3. Try maintaining a positive outlook about the visitation yourself.  Children are very impressionable and they can sense how their parents are feeling.  If they feel that you are comfortable with visitation, they may be more apt to be positive about the visitation themselves.

4. Depending on the age of the child, it may be useful to explain to the child the purpose of the supervised visitations and the safety arrangements.  This way, the child can feel informed and feel as though they have some control in the situation.






Hope Visitation and Exchange Center Guidelines
Hope Visitation and Exchange Center (hereafter called HVEC) is available to assist families, courts, and children’s services with supervising the interaction between adults and children, and assuring the safety of the children.  The guidelines set forth are not negotiable and if they are not followed, will be grounds to terminate services at our center.
Please initial beside each section and sign the last page of the document.
SERVICES:
____1.	HVEC offers 4 levels of Supervised Visitation.
	Level 1 – There will be no monitor in the room, only checking on the visit.
	Level 2 – A monitor will check on the family every 30 minutes during the visit.
	Level 3 – A monitor will check on the family every 10 minutes during the visit.
	Level 4 – In room monitoring during the entire visit.
Level of monitoring is either written by the courts or agency or else it is decided by the staff of HVEC after observing the family and evaluating the need. All visits are viewed on our monitors for video and audio observation regardless of level of supervision.
HVEC also offers Supervised Exchanges.  These exchanges take place in the Center and are designed to allow exchanges without interaction between the parties.  This service also documents the time parties arrive and if there are any problems.
Your court order or agreement should cover the specific services that are required.
HOURS OF OPERATION:
____2. HVEC business hours are from 9:30 A.M. until 5:00 PM Monday through Friday.  All other hours of operation are dedicated to providing supervised visitation and exchanges to families.  HVEC is closed on Independence Day, Thanksgiving Day and the day after, Christmas Eve (after 10:00 A.M.), Christmas Day and New Year’s Day. Other closings may occur depending upon grant funding and will be announced in advance.
____3. If the Center is closed due to inclement weather, it will be announced on WLIO TV, Clear Channel and Maverick Media radio stations. If local schools are closed due to inclement weather, we will be also. As our clients’ children come from many different counties and different states, there may be times when we are closed and your area is not or vice versa.  The final decision lies with the parents in whether it is safe to bring the children out in the weather.  Always call the center if you are in doubt.
INTAKE:
____4. In order to begin services at HVEC, all parties must complete the Intake Process.  All intake information must be received and requirements fulfilled before the exchange or visit is to occur.  Intake forms can be downloaded from our website at www.hopevisitation.com under the tab of “library”.  All of the intake forms listed there are required. These forms can also be picked up at the office.
____5. After you have completed all required documentation, an appointment must be made to complete the intake process and pay the registration fees.  Intakes are scheduled on Monday mornings and Wednesday afternoon/evening.  Please call us during business hours and we will schedule you for the next available appointment.
____6. Children may not be present during the intake appointment.  The orientation to the center covers adult information which is not appropriate for children.  This will also be a time for you to ask questions regarding services with our Director.
____7. Once the intake process has been completed by ALL parties and intake fees paid, a schedule will be set up for your visitations.  Payment for each visit is due at the time of that visit.   
____8. HVEC will schedule the time of the drop-off and pick-up for exchanges and visits.  HVEC will attempt to comply with the hours specified by a court order; however, the time and amount of hours for a visit or exchange will be determined by the availability of the resources of HVEC.  The schedule may be adjusted by HVEC at any time during the services.
____9. HVEC will not attempt to arrange unscheduled visits or exchanges with less than 48 hours’ notice.
HOW EXCHANGES AND VISITATIONS OCCUR
___10. Unless fees are specifically addressed in the court order, each party will be responsible for a portion of the cost of intake fees and exchange services. Supervised Visitation fees are paid by the visiting party.    Fees are due at the time of service. 
___11. For supervised exchange services the party receiving the child must arrive at the Center 15 minutes prior to the scheduled exchange time.  The receiving party is to sign the exchange log and remain in the waiting room.  The delivering party is to arrive at the Center at exactly the time of the exchange.  If the delivering party is more than 15 minutes late the exchange will be canceled and a fee of $35.00 will be assessed to the delivering party as the canceling party.  Upon arrival at the Center, the delivering party will sign the exchange log, drop off the child, and immediately depart the premises.  The receiving party will remain in the waiting room with the child until the security person dismisses them. 
___12. For supervised visitation services, the party visiting the child must arrive at the Center 15 minutes prior to the scheduled beginning of the visitation.  The visiting party is to sign the visitation log and go to the room that is assigned to them for the visit to take place in.  A staff member will escort the child to the waiting parent in the visitation room.  The delivering  party is to arrive at the Center at exactly the time of the visit.  If the delivering party is more than 15 minutes late the visit will be canceled and a fee ($35.00) will be assessed to the delivering party as canceling party.  Upon arrival at the Center, the delivering party will sign the exchange log, drop off the child and immediately depart the premises.
	If the visiting party has not arrived by the time of the visit, they are given 15 minutes’ grace period in which the child and custodial parent must wait.  At that point, if the visiting party has still not arrived, they are assessed a $35.00 no-show fee and the child and custodial parent are free to leave.  Abusing the “grace period” and being habitually late are grounds for suspension.
___13.  The child will remain with the visiting party until the delivering party returns to the Center.  The delivering party is to return at the exact time designated for the visitation to end, receive the child and immediately depart.  The visiting party is to remain in the visitation until the deputy dismisses them.
	It is imperative that all parties arrive at their precise times.  We have a small building and we need to keep the traffic flowing in an organized way to run efficiently.  No one is to remain in cars outside the building during visits or to visit or loiter in the foyer.  We owe all of our clients privacy during their visits and this is not achieved if the other family remains on the premises.  
___14. All visitors are to remain in the room they are assigned during the entire visit unless the party or child needs to use the restroom or they have been given time to use the kitchen.

CANCELLATIONS AND MISSED VISITATIONS/EXCHANGES

___15. The cancelling party will incur the full fee of the visitation or exchange or $35.00, whichever is higher if they fail to notify HVEC of the cancellation 24 hours prior to the visit or exchange.  
___16. If the parties provide the Center with written instructions signed by a physician specifying that the visitation or exchange with the other party should not occur and the party notifies the Center at least 2 hours in advance, the parties will not be held responsible for the cost of the visitation or exchange.  The note must contain a statement from the physician specifically stating the visitation or exchange should not occur.
___17. If you go to court and it is decided that you will not be using supervised visitation or exchange services any longer, you are to notify our office.  Do not depend on the courts or the other party to do so.  If we are not notified by 5:00 PM, one  business day in advance, each party will be responsible for an equal portion of the full fee for the visit or exchange. 
___18. If three scheduled visits or exchanges have been missed or otherwise do not occur the case may be taken off of the schedule.  Parties must make contact with HVEC in order to reinstate services.  All parties and their attorneys will be notified in writing when services have been suspended or reinstated.

INTERACTION DURING THE EXCHANGES AND VISITATIONS
___19. Parties are expected to take care of and be responsible for supervising the children’s behavior during visits and exchanges.  Parties are expected to set limits and discipline appropriately when needed; however, physical discipline of any type (spanking, swatting, pinching, or any other type of corporal punishment) is not allowed.  Children should not be allowed to interfere with other visits or exchanges, harm other people or property, or engage in other inappropriate behaviors.  Families are expected to pick up toys, clean up after themselves, wash dishes, run the sweeper (if needed) and throw away all trash from their visit before leaving. The room must be left clean for the next family’s visit.
___20. Children that are potty trained will use the restroom privately without the visiting party.  If a child is in diapers or pull-ups a supervisor will remain in the restroom with the visiting party during changes.  All contact between the visiting party and children must remain supervised.   A diaper changing station is available in the bathroom. Bathroom door must be left open if parent is in there with the child.   Please dispose of dirty diapers or pull-ups properly.
___21. During supervised visits, parties are expected to interact with the children in a positive and supportive manner; any communication or behavior that is emotionally or physically threatening to the child will not be allowed.  Profanity will not be allowed.  Derogatory comments or comments that paint the other parties in a negative light are not allowed.
___22. Interrogation of the child is not allowed (about the other parties in a negative light, talking about court proceedings, making promises, threats or guilt trips).  Interrogation is left to the discretion of the staff or volunteer but would include using the child to gather information about the custodial party and/or leading the conversation in such a manner that encourages the child to reveal information. 
___23. Threats and/or intimidation will not be tolerated during exchanges or visitations.  All parties must conduct themselves in a manner that clearly demonstrates that the well being of the child is the highest priority.
___24. Turn off all communication devices prior to entering the Center.  The use of cell phones or other communication devices are strictly prohibited during visits or exchanges.
___25. All conversations between the parties and the child must be audible to the person providing the supervision.  Unless a staff member is available who understands another language, the conversations between the child and the parties must be in English.
___26. All parties’ files are kept confidential.  Files may only be released to attorneys, courts, children’s services and child support involved in the case, and only if the party has signed a “Release of Information” form.
___27. Gifts may be given to children: however, gifts must be inspected by staff before giving them to the child.  Gifts must not promote violence.
___28. HVEC reserves the right to inspect any items brought to the Center for visitations or exchanges.  The following items are not permitted:  weapons, drugs/alcohol, tobacco, pets and anything that promotes violence.  HVEC is a smoke free environment.  While on the premises, all occupants are subject to a search at any time by a uniformed officer.
___29. Children may not be physically examined.
___30. Pets or other animals will not be allowed into the facility, except for the animals assisting the disabled.
___31. HVEC staff and volunteers are there to observe and record the behaviors and interactions between the adults and children.  The supervisor may interact if necessary at their own discretion.
___32. HVEC may video tape your visit under the direction of outside agencies.  Families will not be told which visits will be taped.  
OTHER GUIDELINES
___33. The staff uses cell phones (which are set universally and are consistent)  to determine the correct time concerning appointments, service, tardiness, late fees and cancellations.
___34. If suspected of being under the influence of ANY intoxicating or illegal substance, you may be required to submit to a breathalyzer test at the discretion of the Uniformed Officer.  If found to be under any influence, your visit/exchange will be immediately terminated and you will be subject to arrest.
___35. The parties will keep HVEC informed of any changes in attorneys, address, or telephone numbers.
___36. The Center has the right to terminate individual sessions and suspend or cease future services for any reason deemed necessary, including but not limited to:
· If ongoing contact appears too stressful or traumatic for the child.
· The Center determines that it cannot effectively address safety or other issues involved in the particular case
· The case places an undue demand on the Center’s resources.
· A party harasses or threatens staff, volunteers, or other parties
· One or both of the parties have failed to comply with the rules of the Center

	___37. Weapons are not allowed in the Center, including but not limited to guns, knives, 		tools, pepper spray, mace, explosives, fireworks, acids, toxic chemicals, or any 			other similar object. HVEC reserves the right to search any party by means that 			include, but are not limited to personal body search and metal detection.
	___38. All staff are required by law to report any reasonable suspicion of child abuse or 			neglect.  This includes physical, sexual, or emotional abuse.
	___39. If visiting parties wish to bring guests to the visit they are limited to one 				APPROVED visitor per month.  No extra visitors are allowed at the initial visit as 			this is a time for the child(ren) and visitors to bond. These extra visitors must be 			approved in advance and will be decided upon by the staff as to the best interest 		of the child(ren)and the space available in the center.
	___40.  All parties are required to treat staff, security and other clients with respect.  No 		profanity, yelling, or threats will be tolerated.  Any behavior that is disruptive is 			cause to have you removed from the building and services denied.  
	___41. Files will not be released to parties unless they are pro se.  Documents will be 			provided to attorneys and pro se parties by ways of subpoena or business 			records affidavit at a rate of $1.00 per page for records to be 					copied/faxed/mailed ($20 max.)  Invoices will be included with reports to 				attorneys; pro se reports will be required to be paid at the time of request.  
	___42. If subpoenaed, HVEC will charge the issuing party $25.00 per hour including all 			Travel time to and from the court.  This fee applies for each court visit whether 			or not testimony actually takes place.
ACKNOWLEDGEMENT OF UNDERSTANDING OF SERVICES, RULES AND GUIDELINES
	 ___43. This is not an all-inclusive list of rules and consequences.  All rules and 				disciplinary actions are subject to change at the discretion of the Executive 			Director.
I HAVE READ AND RECEIVED A COPY OF THESE RULES.  I UNDERSTAND HVEC RESERVES THE RIGHT TO REVISE AND/OR CHANGE POLICIES AT ANY TIME OR MODIFY RULES ON A CASE BY CASE BASIS.  MY SIGNATURE BELOW INDICATES THAT I UNDERSTAND AND AGREE TO FOLLOW THESE RULES.  I UNDERSTAND THAT THE INFORMATION GATHERED DURING EXCHANGES AND SUPERVISED VISITATIONS CAN BE RELEASED TO THE COURTS, ATTORNEYS, CHILDREN’S SERVICES AND CHILD SUPPORT.  I UNDERSTAND THAT IF I DO NOT COMPLY WITH THESE RULES, THE VISITATIONS OR EXCHANGES MAY BE SUSPENDED OR TERMINATED AND NOTICE OF SUCH MAY BE PROVIDED TO THE COURT.


____________________________________________		_____________________
Signature								Date              


	

____________________________________________		_____________________
Signature, Intake Staff						Date              
Rev.9.11.


