Visitation and Exchange Service Guidelines
A: Services

1) The Healing Hearts program is operated by the Township @i®Department of
Human Services and is a voluntary service provided istassldren and their parents
and guardians. While the Healing Hearts Program intendstio cooperatively with the
family in the best interest of the children, the guited set forth are not negotiable and if
they are not followed services of this program may haiteated.

2) Healing Hearts offers a wide array of services talfaswith supervised
visitation needs. The program attempts to enter intosting relationship with all

parties in the best interest of the children. Out §ml is to develop a Service Plan that
fits the needs of your particular circumstances. WMeonly provide services to those
families with whom we come to agreement. Servicegtaay include supervised
exchange, supervised visitation, educational visitation, atdidual and group
counseling.

B: Orientation and Intake

1) In order to begin services at Healing Hearts, atigmmust complete the intake
and orientation process. All intake information, reqlidecuments, and payment for the
Orientation Session must be received before an @tien Session will be scheduled.

2) The Orientation will be scheduled with each ofiagies (i.e. non-custodial
parent and custodial parent or guardian) and with the child.the responsibility of
each of the parties to insure they are availablerfargntation session during normal
working hours. It is the responsibility of the custogiatent to insure that the child is
available for an orientation session which will beesttiled during non-school hours (if
the child attends school).

3) Failure of any party to attend the orientation sessiimesult in the forfeiture of
the orientation fee. Arriving more than fiteen minuegse for an orientation session
and/or the rescheduling of an orientation session legththan 24 hours notice will result
in $50 case management fee.

4) During the Orientation Sessions, the clinician gdther information that will
assist the program in developing a services plan. Taatwll make recommendations
regarding the level of service we recommend and are g@paprovide to all parties
involved. If any party chooses not to accept the recenaations, the program, at its
own discretion may either modify the recommendatiansob accept the case.

5) Once the intake and orientation session has beapleted, and the service plan
has been signed by all parties the scheduling letterbevprepared.



6) The Orientation Fee is non-refundable.
C: How Exchanges and Supervised Visits Occur

1) The Healing Hearts program utilizes both video recordintyaudio recording
assist in documenting and assessing the interaction bv$ aha children during visits.
These recordings are the property of the program. Wiegot be released to either
party. Inthe event that a court order requests suctr@tecrecordings, they will be
analyzed and released to the court upon payment of thiedflieaecording and analysis
fee.

2) The Healing Hearts program will schedule the timihefdrop-off and pick up for
exchanges and visits. We will attempt to schedule mutaaflyenient times, and times
in concert with any court orders. However, the timé amount of hours for visitations
and exchanges for each family will be dependent on thiabiy of the resources of
the Healing Hearts Program.

3) We are not able to arrange unscheduled visits or exebang

4) For both visitation and exchanges only one adult frach @arty may enter the
Department of Human Services Building. There is tadeontact between the parties
on Township property.

5) For supervised exchange services, the party receivindgpiideraist arrive at the
Human Services Office no later than fiteen minutesrgo the scheduled exchange time
or the exchange will be terminated with no refund efékchange fee. The delivering
party is to arrive no earlier than five minutes befdweéxchange time and no later than
five minutes after the exchange time. Late arrivalsaocellations without twenty-four
hour notice will incur the exchange fee. Upon arrivaha Department of Human
Services Office, the delivering party will sign the exadpa log, leave the child with our
staff, and immediately depart the premises. The rexgparty will remain in the office
for five minutes before leaving and will sign the log befdoing so.

6) For supervised visitation services, the party visitingcthlel must arrive at the
office no later than fifteen minutes prior to the scheduwlisit or the visit will be
terminated and with no refund of the visitation fee.e Visiting party is to sign the
visitation log and remain in the visitation room unt# thild is delivered. The
delivering party is to arrive at the office no soonentfize minutes before the scheduled
beginning of the visitation and not later than five minatksr the scheduled time. Late
arrivals will result in administrative termination diet visit. Terminations or
cancellations without twenty-four hours notice will inche wisitation fee.

The child will remain with the visiting party until thelokering party returns to the office
for pick-up. The delivering party is to return to the adfat the exact time scheduled for
pick-up, retrieve the child from the worker, sign the laggd immediately depart the
premises. The visiting party will be dismissed from theter and sign the log five
minutes later.



7) Only adults and children specifically authorized by thetamureferring agency,
and only those who have been through the Intake andt@i@nprocess are allowed to
discuss the case with staff, cancel or make appoingnansport, exchange, or be
present during exchanges with the child. No more thae thuthorized adults may be
present with the child during a visitation.

D: Cancellations and missed visitation/exchanges

1) For any service provided by the Healing Hearts Prograsexpected that the
office receive at least 24 hour notice of any cancehatiFailure to provide such
notification will incur the full fee for the servicpdyable in advance of the next
scheduled service).

2) In the event of a child’s illness that would precludasa or exchange, the
delivering party must notify the center at least two haueslvance of the cancellation.
On the first such occasion, the fee will be waiveaoBd and subsequent instances
require documentation from a physician indicating expi¢Child may not attend
visitation”.

3) Changes in visitations/exchange requirements from tin¢ ace to be transmitted
to the program immediately by both patrties.

4) In the event that the Healing Hearts Program mumsteda visitation, notification
will be made as early as possible and attempts will &genwith each party to reschedule
at a mutually convenient time within the same week.

5) Two consecutive missed visitations or exchanges vglllten the removal of the
case from the schedule. Rescheduling will be subject gramoavailability. A
suspension of service for eight weeks will result indlosing of the case and a repeat of
the intake process and Orientation fee for additionalces.

6) The Healing Hearts program will not communicate infation from one party to
the other regarding cancellation, that is the respditgibf each party in a manner
predetermined by the parties or the court.

E: Interaction during the exchanges and visitations

1) Parties are expected to take care of and be respofsillgpervising the

children’s behavior during visits and exchanges. Partiesxgrected to set limits and
discipline appropriately when needed, however physicalgliseiof any type is not
allowed. Children should not be allowed to interferdwither business being conducted
at the Department of Human Services, harm people pepfsg or engage in any
inappropriate behavior. Families are expected to pick uptagenselves and leave the
visitation room as they found it.



2) Children that are potty trained will use the restroomapely without the visiting
party. If a child is in diapers or pull-ups a supervisol rginain with the visiting party
during diaper changes. All contact between the visitingyartl children must remain
supervised.

3) During supervised visits, parties are expected to intesiicchildren in a
positive and supportive manner. Any communication or beh&vaa is, in the opinion
of the supervisor, emotionally or physically threatenintheochild will not be allowed.
Profanity, derogatory comments, or comments which palargdarties in a negative
light will not be allowed.

4) Conversations with the child should be natural and teideloy the child’s interest,
focusing on the here and now rather than future possbilitinterrogation of the child
about their custodial home or the other party, or natencerned with pending
litigation etc. is not allowed. The judgment of the suer will be final in determining
the appropriateness of the conversation.

5) The agency clock determines the correct time conceappgintments and
services.

6) The program has the right to terminate individual sessand suspend or cease
future services if in their judgment it is in the beseiast of the child, the parties, or the
program to do so. Issues that may result in the batmin of services include but are not
limited to:

Ongoing contact appears too stressful or traumatihéchild.

The program cannot effectively address safety or otheessinvolved in the case

The case places undue demand on services or resources

A party harasses or threatens the staff of the prograsthers associated with the

Department of Human Services.

One or both parties fail to comply with the condigaf service.

7) There is no smoking, illegal substance or alcobkelallowed at any time during
the supervised visitation or exchange. Any party who appede under the influence
of drug or alcohol will not be permitted to visit or exaba children or to drive on
Township Property.

8) Weapons are not allowed in the office or on the giswi the Department of
Human Services. Weapons include but are not limited to gangs, tools, pepper
spray, mace, explosives, toxic chemicals, acids or #rgr object to be used to harm
person or property. The program reserves the riglgaack any party by frisking or
other means and will notify the Ocean Township Policanyfsuch concerns. Any
infraction of this rule will be cause for immediaézmination of services as well as
criminal prosecution.

9) Threats or harassment of program staff will besedgar termination of services
and criminal prosecution.



10)  All staff are required by law to report any reasonalspision of child abuse or
neglect. This includes physical, sexual, or emotionasaland physical neglect. We
also will notify the police department and court of karaent, threats, or physical
contact between the parties during visitation or excheinge

11) The program reserves the right to change the conslitibthe Services
Agreement as the needs become clearer or changeislaaticularly true in the event
of either party’s non-compliance with the conditiaisupervised visitation/exchange.

12)  All conversations between the visitor and the chilgtnbe audible to the
supervisor and in English (unless arrangements havenhag® for supervision in a
language other than English).

13) The program will allow only the exchange of the clitdand the items for the
children that are required for the visit. The program n@tybe used to pass messages,
exchange items, make support payments, or serve paperotbéhgarty. Any attempt
to do so will result in case management fees and pegsihination of the service. The
only exception to this is messages regarding the hegltie child and medication,
provided the message contains no other information. Susbages are to be given to the
supervisor of visitation or exchange, who will inspeetnthrand pass them on to the other
party if appropriate.

14)  Messages are not to be passed to the staff of the pragi@ugh the children.
15)  Gifts and/or money may not be given to the childhemng visitation.

16)  Children may bring toys and games that they can catiytkem to the
visitation/exchange. The staff is not responsible fgraxticle brought to the visitation
or exchange.

17)  Parties are not to place their hands on the childrany way that the staff deems
inappropriate. Unless limited by the court, parties may heweropriate physical contact
with children. Children may not be physically examined hyigaduring visit or
exchange.

18) The staff is present to observe and record thevimebaand interactions between
the adults and children. The supervisor may interacteitier the child or adult(s) at
the supervisor’s discretion. Neither party should itetiavolvement of the supervisor in
conversation or activities.

19) At the supervisor’s discretion, observation may tdeepwith the supervisor
present in the visitation room, through a one-way mimmwoby means of closed circuit
video.



20)  Meals for the children should occur before or aftenvihit. Appropriate snacks
and beverages will be permissible, at visitation, plediboth parties have agreed to the
snack and does not cause a mess in the visitation rooraquore plates, utensils, etc.

21)  Video recording, audio recording or photography is not atlodvging exchanges
or visitation or on the premises by the parties. Plsasdnformation regarding the use of
video and audio recording by the program.

F: Fees and Communications

1) All communication between the staff of the Healihgarts Program and the
parties will be provided by e-mail or fax or U.S. Maildach of the two parties. Parties
must choose a method of communication and inform the amagAny changes in
method of communication, phone numbers, addresses, wttbmreported within 24
hours to the program.

2) Our financial arrangements establish one family adcoline person responsible
for the family account is the visiting party (i.e. nontoasal party). If the court or other
arrangement has deemed that both parties share in thef tdos Visitation and Exchange
Program, it is the responsibility of the visiting pareninsure that he/she receives the
portion of the payment he/she is owed.

3) All payments are due in advance of the service in aasheck made payable to
the Township of Ocean.

4) Notwithstanding the normal exceptions to confidentigbtyergency, child
abuse, etc), in the absence of a signed releaséoofiation form the staff of the Healing
Hearts program will not communicate with the attorneyslved or any other individual
about your visitation and exchange services. In the e¢kantou do request in writing
the release of any information to your attorney, the @piate case management fee will
be assessed.

G: Case M anagement, Records Requests and Other Fees

1) Case management fees are charged for services notex] ab well as for non-
compliance issues that require additional staff ti@dase management fees will also be
charged for contacts with parties and/or attorneys amet t¢hird parties to whom either
party has released information. These fees will beatioe before the beginning of the
next scheduled service. Services will be suspended aotibiat is paid.

2) If any personnel of the Department of Human Senace®lunteer associated
with Healing Hearts is subpoenaed, there will be agehtw the issuing party of $100 per
hour, including travel time, with a non-refundable metaiof $300. Payment of the
retainer is due 72 hours prior to the scheduled court appeardime fee applies to each
court visit whether or not testimony actually takes pléceéhe event that the issuing



party fails to pay the court appearance fee, it will Isessed to the case account and is
payable before the continuation of service.

3) Case management fees are assessed for the prepafatiparts and documents
when requested by either party. These fees are asseshedcase account.

4) Case management fees are $60.00 per hour and are chargednrents of
fifteen minutes.

H: Concerns, Questions, Complaints

1) Any concern, question, or complaints about the ses\beéng provided are to be
addressed in writing to the Director of Human Servicese Director (or designee) will
respond in writing within 72 hours of receipt. If the cemcis such that it must be
resolved before the safety and welfare of the chilelprties, or the program can be
assured, services may be suspended pending resolution.

2) Parties may request an appointment to discuss issueshatheéhe above
mentioned concerns with either the case supervisdreoDirector of Human Services. A
thirty minute appointment will be made for such discussantsbilled at the case
management rate.

l: Agreement

These guidelines are not meant to be all encompasathgy they are meant to establish
minimal expectations for all parties. It is anti¢gdhthat with the cooperation of all
parties the supervision and exchange experience can bdieepiosieveryone. We will
treat everyone with respect and dignity and expect tine s& we all work together in the
best interest of the children.

| have read and received a copy of these rules. | uaddrgte Healing Hearts and the
Township of Ocean Department of Human Services resémeagght to modify and or
add policies and rules as needed by the program in genatdhadn will be notified of
such modifications and may elect to continue with greise or withdraw from it based
on my agreement. | further understand that my partisgiavice plan may include other
expectations, specific to me and my child. | understarichtitece of non-compliance
and/or termination of services will be forwarded to thartor referring agency.

Signature Date

Staff Member






