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The purpose of this policy is to outline the procedures for caseworker visits to residential Locations.

The goal of this policy is to ensure regular caseworker contact with clients without jeopardizing the safety and security of Locations.

Policy
Department caseworkers shall maintain close and consistent contact with their clients through visits to Locations without causing unnecessary disruption to the safe and secure operation of the Location’s programs.

Caseworkers shall, whenever possible, plan visits with Location Managers and staff and seek agreement on appropriateness of visitors accompanying them on visits outside normally scheduled visits.

Caseworkers shall become familiar with the established visiting hours and policies of individual Locations, as well as their programming schedules.

Procedures
A.     Visits

1. Caseworkers shall make every effort to plan visits with Location Managers and personnel prior to a visit. This does not prohibit spontaneous visits.  Caseworkers shall use their discretion.

2. Caseworkers shall ensure that any visitors accompanying them are eligible to visit the client, in accordance with Location visiting policies.

3. Location Managers shall have the final decision on the eligibility of visitors accompanying caseworkers.

4. Location Managers shall decide if unplanned caseworker visits outside of normal visiting hours may take place. Location Managers shall make every effort to accommodate unplanned visits but not at the expense of the safety and security of the Location.

5. Location Managers may require caseworkers to be solely responsible for the 
     supervision of a client during an unplanned visit outside of normal visiting hours in the event that other personnel cannot be made available.
6. Caseworkers shall communicate any relevant issues or concerns to Location Managers and personnel after the completion of a visit.

B.     Documentation
1. Caseworkers shall document all visits in the program’s books including the following information:

a. Caseworker’s and other visitor’s names;

b. Date, time, and purpose of visit;

c. Name of client;

d. Time of visit completion; and

e. Signatures of caseworkers and other visitors.
OUTCOME MEASURES/PERFORMANCE INDICATORS
( 
All caseworker visits to residential Locations are conducted with consideration for program rules.

( 
Location Managers make the final decision regarding caseworker visits outside of normal visiting hours.

( 
Caseworkers maintain documentation of all visits to Locations in Location logs.






