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MEETING

Joining Hands Visitation
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Today's topics of discussion

Visit Reports
Staying Organized
JProper Formatting & Documentation

JUnsupervised Reports

Tsheets Discrepancies & Make-up
Schedule Communications

Disciplinary Action
New Beginnings Contract % sith

Visit Security Pl

JHV Staff line
Being Proactive g “‘ e
Respecting the Visitation Spacg *‘ BRI
JHV Item Inventory S

Human Resources SeETE
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Children arrived ontime foreletlt.

Parent etayed antire vEBIE ...
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Proper preparation is key

Submission — 5 days: 3, 2
24 HRS for Cancellations. &

NO Shows

Completed during or aftegwvigit: %
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Time management
Do NOT copy & paste
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STAYING ORGANIZED

File Management




PRC [ING
OF 1=

Examples: File name should mclude

L Demmert Visit Report 01012020 JFull case name as shown_;,-'

e, 47

Tshee’rs

2 Sytsma.Smith Cancellation Report 01022020 > Use “.” to substitute for g T ke:ep Y
CIHorton.Ochoa No Show Report 01032020 » Type of report s*‘*M
JPineda.Sanchez-Betz Visit Report 01042020 “ Visit, Cancellation, NQ:;} S
1 Curry.Wilson Sibling Report 01052020 -~ Full 8 digit date L _pt '}Nr'?:'
X spaces, periods, or f;:::_' 1 ‘.':1
JEmail subject line should-k__g-' fiy:” S

the same as your file namé



Uniformity

dCase Name should EXACTLY MATCH
what is on Tsheets

» Proper spelling

10Office
> l.e. Aberdeen DCYF or Shelton DCYF

Visit Location
» Family Home — Hoquiam, WA
» Public Library — Shelton, WA
» Burger King — Aberdeen, WA
» DCYF Office — Centralia, WA

RE

Visit Participants
Birth Parents, Children, s .
Additional Family Membeérs” ::.::

LCASA, Parenting Cooch "‘
Social Worker
Don’t forget yourself!

1Ophelia as “Executive Dlr _.
dTeam Lead as “PCV Lead]



FRO TION
IN TS

IFirst 3 Questions of the visit report - keep your answers short and concise.

» Parent on Time

“» Early, on fime, or latee Notate arrival time or there upon arrival.
» Child on Time

< Early, on time, or late2 Notate arrival fime and if late, reason why.
> Pcren’r Stayed the Entire Visit

ond if parent left early — s’ro’re the fime and reason why.

JLast 2 Questions — should be the same almost every report
» Supervisor Intervention Necessary
“ “Infervention was not necessary to maintain child safety.”
» Incidents Occurred
“»“No unusual incidents occurred.”




FRO TION
CC ...

139 to last question — Visit Location

»Use this area to document changes in location during the VISIT
when it takes place out in the community -

<Limited space in the header; list the main location/or visit start ’rh@g& emd be
more specific in the body of the report :

o “Visit fook place at food court of Shoppes at Riverside Mall and later: ffi :
the Extreme Fun Center. Both were free of all safety hazards and nQ Lf ﬁufhonzed
persons participated in the visit.” > i

o “Visit began at Denny'’s, then moved to Aberdeen Timberland lerd_.
2 hours, and the remainder was spent at Sam Benn Memorial Park. At OG-0
were free of all safety hazards and no unauthorized person pc:rhc:pot B Thetd w0 e
visit.” e - forles

<+ Only one visit location

o “Visit fook place at JHV Offices in Lacey. which was free of all sc:fefy h
Nno unauthorized person participated in the visit.” %




FRO TION
FOR ISITS

documentation in the form of a Visit Report

Jinclude any details observed pertaining to pick up and drop off
» What behaviors were observed?

“* What fime did pick-up and drop off take place?

JUnsupervised visits

< What is the goodbye routine? S
JWhat occurred during the visite ‘*” “
» Ask the parent when you arrive for return transport

“»* What did the child eat? What time? When was the last diaper chongeE ,:

incidents? T, *,f_f.’-".

o Note that these items also need to be answered on the Caregiver Provider N'I"'" ’rugpf@':rm N

> Ask the child during transport T RN
< Did you have fun2 What did you do during the visit2 HONIEMEA RN

IMake sure to use verbiage “Child stated” or “Birth Parent sfofed.”-‘::;- 3

b



FRO TION
>

Child arrived on time
» “Child arrived af 3:00 pm to Birth Parent’s home.”

» Return transport only provided |
< “Child was picked up at 5:00 pm and refurned to foster home at 5:30 prn,_” n

L
-"_a‘ _,.F",. _-;,1"':,.‘ J.‘.I‘

JParent met the needs of the child W o
» "It is assumed so, Birth Parent stafed child was last fed at 3:30 pm and: di@b@? WG!S
changed at 5:15 pm.’ i :

JParent helped child say goodbye Z
» “Birth Parent ensured children used fthe restroom before leaving, she
them to the transport vehicle, and hugged them each goodbye.”

For all other areas in the report you do not have information for, Qs
following statement:

»“Itis assumed so, as this was an unsupervised visit with frcmspon‘ahon @ W e
» Mark all of these sections 3 '
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TSHEETS DISCREFANCIES &
MAKE-UP SCHEDULE
COMMUNICATIONS

PCVLead@joininghandsvisitation.org




DIS ION

Violations in policy and procedure AFirst write up
» Leaving children unattended » 30 Day probation period
» Allowing unauthorized individuals to CSecond write up
participate in the visit
: : » 60 Day probation perlodJﬁeL:
» Transporting unauthorized people LaE :_f-_e;_{;_-z._‘,:
» Not following the stipulations of case IThird write up k- :f
paperwork > 90 Day probation perlod TR e
CUnprofessional conduct o
» Violating client confidentiality JAny violafion during pI’ObC_H"l R ErC : i,
agreement can lead to terminafion of-emg@loymest: ..+, ».. .,
> Soliciting clients based on the severity of the* WEetion: . LT
O Attendance concerns This can OffeCT fp’rure rCIiSeS." B . E’; : *i"*
» Excessive cancellations promotions within the Agencee. - = %
> Tardiness This is a Field AssessmenT



NEW

Updates:

Parents are responsible for any
expenses incurred due to damages
done by the children and/or
themselves during visitation.

JAIll information is . This
Includes, but is not limited to, oII text
message communication, visit
reports, and anything self-disclosed
by the Parent.

/i
LACT

Reminders:

1“Please refrain from bad mouthing,
talking nego’rlvely or bethlng
inappropriately in front of -fl'f’b,'ur, Child
or the Visit Supervisor.” "f; =

Q“Staff is authorized ’r@ v;;calf 15

minutes and then visitis ¢

".‘ -a'a,

Repeat offenses in not fO.-’U’;-..
policy can/will result in

extreme situations
OF SERVICES.



VIS TY

_JAggressive Parents

» Put space in between you & them CIEarly Termination of visit
» Instruct them to lower their voice » Pack up the children
» Cite the New Beginnings Contract » Put space between the children &
> Terminate visit early fhe parents G
» Utilize security personnel » Parents forfeit the goodiye grée:
» Call po”ce if necessary Do allow them to eSGQfT l{ﬁl&) TO
] your vehicle i
JUnauthorized People > Alert Foster Parents to ecar‘f. ﬁreTum
igf?rp fhem gf:he “doorJ;’h A » Contact the office immediiie STy
unauthorized parficipants Cwrite up an Incident Rep_ o
» Cite the NB Confract & DCYF policy submit with the usual V'S'T $rh el
» Ultimatum - visit termination Keep a copy of the New B BITOINGS T
» Repeat offence — change location Contract with you Lo



INeed to speak to someone?

» Call your feam lead
» Call the office (360) 878 — 8389

ATexting is always best

» Helps keep arecord and provides a
reference

“»Include all conversations with Birth
Parent, Foster Parent, & Social

Worker
> PAY ATTENTION to the groups you
are texting
> combine Foster Parent &
Birth Parent — even if they are
related!

e
JH NE

01(360) 328 — 1403

» Employees: do call this line,
UNLESS it is an |

*» Executive Director will Gnswer
< This is your last resort ph@ﬁe caﬂ

> Clients: Reserved for use"'l‘;":_":"“ B
calling outside of business:t

< Instruct to leave a v0|c" '
one answers

< Call the office (360) 87
during business hours 1036

£ n
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1Own the visit schedule for your
clients

JAnficipate changes in the visitation
schedule

JPlan makeup visits ahead of
holiday office and library closures

1Be proactive about the child(ren)’s
availability

» After School & Summer Pickup
Forms

» Winter and Spring Breaks
» Upcoming vacations

e,
BE VE

1Own the text communications for
your clients

»Create new group chats when
the contact info changes for
the social workers, birfh, poren’rs
or foster parents. ’*,,,.a;:f

1 If you know that the chlldréna'*, e
going into respite, text the: f@S’rer
parent for the respite mf@ Throt
the group chat

J Send reminder texts for m
visits for both birth and fosigs::.
parents within 72 hours of: {@@yisit.

L LY
.
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BE. IVE
CAL D

IBe sure to contact foster parents  LIf you have a parent is who
when a visit is canceled. canceling frequently, ask if they

O Actively track the cancellations need fo adjust their schedule fo
for your visits ensure affendance. .-f*'j*; ey

s it | » Get their new OVOI|ObI|JTY“VLG

QIS .|(|§) Ofre Cdncg Slojelgle text — we prefer it in Wn’rrn“gﬁ:‘;*:_‘.;_i_:._-;~':};;_

e i J'rngf %DFOVI = ot t »Don't be concerned:gbeut:.: %
B sO P C NCITTO losing hours as the admilfittean:s 7z
let people know you will work to replace thei¥sit, onz = i
are available. your schedule. CERRTE



RESPI

_1Cleanup following visitation is the

1 Give parents TWO separate
reminders

» 30 min and 15 min reminder to
begin clean-up as needed.

) Ensure that all the necessary
cleaning supplies are available for
their use.

1 Diapers and soiled changing pads
should be disposed of in
the diaper pail.

- TR

PACE

JUsed disposable changing pads
shgruld be thrown away after each
Visit.

> unfold the chongmg pod
unless the parent is actiely: s,
changing a diaper. *“ '::::

Request that parents Mpéd@\h’ﬂ-,@r
sterilize any ’roys that may: hv@ve
enfered a child’s mouThais e = iy s,

JParents should vacuum 1=___:

cafeteria.
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SPAC( )N ED...

Parents should wipe down the
counters and microwave if they
have prepared food and the tables
and chairs that were used'..;' ..

'.*

CMake sure parents wipe dows
highchair and its fray afterusex:s .,

WWW. jolninghandsvusntahon org
info@joininghandsvisitation. org.

CMake sure that all perishal 5
that goes into the fridge isig DX
labeled with a date. %% L
2 All non-perishable food __s YRR
labeled and can be stored LIV
cabinet in the cafeteria. TR

JAIl LIQUIDS are to be dum

the bathroom sink, e HQNS!
L R
P



e —————

If admin staff is not available or present
when returning or checking out your car i —
seat, please do the following: g 00 S oo

Grab the binder at the reception desk . L
labeled “JHV ltem Inventory Log” . Baby Hames, Sl

Locate and update your JHV Item
Inventory Sheet (alphabetized by first
name in the loQ)

For car seats only the JHV Number
needs to be recorded, no description

n e C eSS G ry Signature:
By signing this document, you acknowledge that you have in your possession the above Agency items and are responsible for the
Al | O T h e r | Te m S ’ d O ﬂ O T h O V e O n U m b e r retumn of these items when no longer needed. If items are lost or stolen, the Agency has the right to charge you for the missing items.

and can just be recorded under JHV
Item.




HUMAN RESOURCES




CAS )DE

JYou are permitted to dress in JJeans are a good option provided
comfortable, informal clothing. fhat the denim is not excessive}y
1You can still look well-groomed and pped, tattered, frayed, or stained.
feel comfortable when following @ JAvoid low-rise, hip-hugging.jeans or
casual dress code. pants and tops that are T@Q Iow cu’r
IMake sure that your casual attire or revealing. e L
IS appropriate for the image that EICIo’rhmg that you would Wecu;r ’r@ g@
you wish to project at work. exercising, lounging at home _domg;-

yard work, going fo the be
going to a dance club isi
suitable for the workplace;

IPeople do judge your competence
by how you present yourself in the
workplace or in the field.

Heathfield, Susan M. “Photos of Attire for a Workplace With a Casual Dress Code: Photos Help You Understand Proper Work Attire for a Casual . i A
Setting.” The Balance Careers, Dotdash Publishing Family, 20 Nov. 2019, https://www.thebalancecareers.com/casual-dress-code-4051114. T R e



CAS DE

The Do’s The Don'ts

-l Do wear your badge af ALL fimes 2 No backward facing baseball caps

- All hair, including facial hair, should be well- _ e
groomed. J No sunglasses while indoorgiess. - v

e IO

EIS%Iicr)TLSJseS, button-downs, polo-shirts, and 1- 2 No rips, tears, holes, or stains, ..z

2 Slacks, denim, skirts, and dresses - No clothing that rer90|5 foQ:

) Tattoos, piercing, and colorful hajr can be cleavage, your bac » YOUIS - GUrx ol
presented in a casual, yet professional stomach, your backside, of Vol TR L
manner. underwear. AL

1 Make sure you are easily distinguishable : . P ;
from your clients in a positive way! 1 No clothing that promo’rgg th T e e

drugs or alcohol or contains i St L

laden, foul or discrimino’rory?‘l. ey

.
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Personal Style and a Casual Dress Code. Hero Images/ Hero Images /Getty Images alvarez / Getty Images

Heathfield, Susan M. “Photos of Attire for a Workplace With a Casual Dress Code: Photos Help You Understand Proper Work Attire for a Casual
Setting.” The Balance Careers, Dotdash Publishing Family, 20 Nov. 2019, https://www.thebalancecareers.com/casual-dress-code-4051114.
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Jose Luis Pelaez Inc / Getty Images

Heafthfield, Susan M. “Photos of Attire for a Workplace With a Casual Dress Code: Photos Help You Understand Proper Work Attire for a Casual
Setting.” The Balance Careers, Dotdash Publishing Family, 20 Nov. 2019, https://www.thebalancecareers.com/casual-dress-code-4051114.



PAID

) Paid Family and Medical Leave is
available when you need time off o
care for yourself or a family member.

- 3 Main Types of Leave:

» Medical Leave — when a serious
health condition prevents you from
working.

» Family Leave - when you need to
take time off to care for a family
memober.

» Military Leave - to spend time with a
family memlber about to be deployed
or returning from overseas
deployment.

/ﬂ
EAVE

1 Eligibility
» A minimum of 820 hours (about 16

hours a week) in Washington during
the qualifying period, 201%9-2020.

» The 820 hours can be OT@% jolkxor
combined from multiple jols.s 5%

» Experience a qualifying eveti
» Provide proof of identificqtigi
1 Give your employer at least 8

written notice, when p055|ble
a Ccopy.

d www.paidleave.wad.gov



http://www.paidleave.wa.gov/

CON TION

1 Annual Requirement of 15 hours
1 Does apply to new hires who have completed 24 hrs for CCT
1 CPR/BBP renewals do qualify fowards the annual requireme@-{; B

1 Qualifying Trainings
»10/18/19 Car Seat Awareness Training (2 hrs)
» Darkness to Light's Stewards of Children (D2L.org)
» Alliance for Child Welfare Excellence (ACWE) Trainings
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