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EMPLOYEE INFORMATION

STAFFING

Julie Bonogofsky oversees all aspects of programming for Southeastern Monitoring.  

SCHEDULING

     Management takes all staff needs into consideration while preparing the schedule.  Any requests for days off need to be made in Setmore the scheduling software used by Southeastern Monitoring. Requests for days off can be made by clicking in the settings icon on the Setmore website then finding the appropriate staff name. Once you are under your personal profile, click the plus on the right corner under the Time Off section. A slot blocker on the appropriate day/days must also be entered on the 7am time slot. Two-week notice for requests off is appreciated.  It is understood that this may not always be possible.  Schedules are worked on Wednesday each week, so all requests need to be submitted by noon on Monday for the following week.  Please report any schedule conflicts to management immediately or phone another staff member to cover the appointment.  Management needs to be notified of all changes. Schedules are completed on Setmore on Friday evening by 10pm on a weekly basis.  

ILLNESS

     All staff members are expected to find their own replacement in the event of illness.  If unable to find a replacement for the appointment, call all parties of the appointment and notify them of the illness and the need to reschedule.  
TIME SHEET GUIDELINES

     Due to the complex nature of SEM programming, it is necessary to accurately complete timesheets.  
Timesheets are used both for paying staff biweekly as well as charging the customer for services rendered. 

It is important to designate hours of service to each family or program.  All families receiving supervised visitation need to be recorded so that SEM can charge the county by family.  Indicate the parent last and first name in the designated field as well as the youngest by first and last name in designated field.
      Staff may charge for all same day cancellations.  All ‘CANCELED’ appointments and ‘No Shows’ are charged for 1 hours of service.  SEM staff must indicate whether the appointment is a ‘CANCELED’ or a ‘NO SHOW’ on the time sheet in the details section. All ‘NO SHOWS’ AND ‘CANCELED’ visits must be reported the same day to management and the case manager.  

     Visitation hours should accurately depict all real time in addition to travel time needed for appointments. SEM staff is compensated for their travel time to and from visitations, so accurately record the travel time with the visitation hours.  Starting point for all supervised visitation is the Elkhorn SEM office.  Staff may not charge drive time from their residence to their appointments in Elkhorn.  Staff may not put gas in the personal vehicles for travel time from their residence to Elkhorn.  
TIME SHEETS MUST BE SUBMITTED NO LATER THAN THE NOON EVERY MONDAY.   Paychecks are issued on a bi-weekly schedule.  
  Paychecks are direct deposit on Wednesday following the check issue date.  Paystubs are emailed.  View paystubs by entering your password of first four letters of last name along with last four digits of social.  
DRESS CODE 

PURPOSE

     SEM follows a “business casual” dress policy, and has established guidelines for employees regarding appropriate dress, grooming, and personal hygiene.  SEM staff are authority figures and need to dress in a manner that commands respect from clients.  Lanyards must be worn during appointments in homes or the SEM office.  Lanyards must be removed when out in the community visits to preserve client privacy.  
POLICY

· Clean, pressed, properly fitting business casual attire is appropriate.

· Hair should be clean, combed and neatly trimmed or arranged.  Unkempt hair is not permissible.

· Sideburns, moustaches, and beards should be neatly trimmed.

· Good personal hygiene must be maintained.

· Tattoos and body piercing (other than earrings) should not be visible.  Earrings and other jewelry should be limited to 2 pieces each.

The following are some examples of inappropriate dress.

· Blue denim jeans.

· Skirts above the knee.

· Shorts of any kind

· T-shirts displaying advertising or writing of any kind.

· Athletic/Team Gear such as jogging suits or fleece pants.

· Clothing with spaghetti straps; clothing revealing bare backs, midriffs or shoulders; or any provocative clothing.

· High-Top tennis shoes or worn looking shoes.

DRESS CODE PROCEDURE

The supervisor is responsible for evaluating the dress appearance of the staff under his or her supervision.  If and employee is not dressed properly the following steps will be taken:

A. On the first occasion, a documented verbal counseling will be given to the employee and the appearance standards will be reviewed.

B. On the second occasion, the employee will be given a written warning.

C. Further violations may result in discipline up to and including discharge.

ANY questions regarding this policy may be directed to management for further clarification.

FRATERNIZING WITH CLIENTS

     Socializing with clients outside of work is prohibited.  SEM staff provides unbiased reporting, and outside communication with clients compromises this principal.  Staff may not provide Bible Study to any clients.  Staff may not hire clients for work of any kind.  
     Staff may not accept gifts for any reason from clients.  Gracefully refuse the gift by telling the client, “It is against company policy to accept gifts.”  Failure to adhere to the fraternization policy will result in disciplinary action and possible termination.  

     Staff may not develop or encourage a personal a relationship with a client after services are rendered.  

DISCIPLINE PROCEDURE

  The supervisor is responsible for evaluating inappropriate behavior during any programming.  The following is a guideline for standard discipline procedures.  A serious offense may not require evaluation and may result in immediate termination.   

A.  On the first occasion, a documented verbal counseling will be given to the employee and the appearance standards will be reviewed.

B. On the second occasion, the employee will be given a written warning.

C. Further violations may result in discipline up to and including discharge.

ANY questions regarding this policy may be directed management for further clarification.

BREAKS AND LUNCH

     Staff must work their own breaks in between scheduled appointments.  Staff is compensated for breaks in between appointments only.  

DISCRIMINATION

     It is the policy of Southeastern Monitoring, Inc. not to discriminate against anyone due to race, creed, religion, color, sex, national origin, age, handicap status or sexual orientation.  In keeping with this commitment, Southeastern Monitoring, Inc. will not tolerate ethnic jokes, racial slurs, or any other practice which could be considered offensive.  If at any time you feel you have been discriminated against or harassed in any way, or witness a staff member acting in such a manner, bring it to the attention of management.  Southeastern Monitoring, Inc. takes complaints seriously and will not tolerate harassment or discrimination of any kind.  

RAISES AND REVIEWS

  Written evaluations performed in March.  Raises are based on merit.

INSURANCE BENEFITS
There are four AFLAC employee funded plans that anyone is eligible to enroll (Accident, Critical Care, Hospitalization, and Cancer.) These plans are also employee funded and are taken directly out of employee’s biweekly paycheck. 
PAID TIME OFF

Southeastern Monitoring believes that employees should have opportunities to enjoy time away from work to help balance their lives. Southeastern Monitoring recognizes that employees have diverse needs for time off from work. Southeastern Monitoring has established this paid time off (PTO) policy to meet those needs. The benefits of PTO are that it promotes a flexible approach to time off. Employees are accountable and responsible for managing their own PTO hours to allow for adequate reserves if there is a need to cover vacation, illness or disability, appointments, emergencies, or other situations that require time off from work.

Eligibility
PTO is granted following 6 months of hire date or transfer into a benefits-eligible position. 

Full time (32 hours / week or more) employees are eligible for 80 hours of PTO 

Procedures
Availability 
Granted PTO is available for use in the pay period following completion of 60 days of employment. 

Payment of PTO 
Employees working less than 40 hours per week and at least 20 hours per week are granted PTO hours.   Length of service determines the rate at which the employee will accrue PTO. PTO does not accrue on unpaid leaves of absence or PTO cash outs upon termination. Employees become eligible for the higher accrual rate on the first day of the pay period in which the employee’s anniversary date falls.

 

	Years of Service
	Part Time Employee

Hours of PTO 
	Full Time Employee

Hours of PTO 

	6 months – 2 years
	20
	40

	3-10 years
	TBD
	TBD

	10 or more years
	
	


 

*Annual PTO is granted on January 1st and is based on an employee working a minimum of 1664 paid hours per year (32 hours per week). 
**No PTO hours will accrue.  All hours must be used by the end of the calendar year. 

Use and Scheduling of PTO 
Employees are required to use available PTO when taking time off from work with the exception of a company-required absence due to low workload or absences occasioned by the company. PTO may be taken in increments four or eight hours. However, PTO may not be used for missed time because an employee reports late to work, except during inclement weather.

 

Whenever possible, PTO must be scheduled in advance. PTO is subject to supervisory approval, department staffing needs and established departmental procedures. Unscheduled absences will be monitored. An employee will be counseled when the frequency of unscheduled absences adversely affects the operations of the department. The supervisor may request that the employee provide a statement from a health care provider concerning the justification for an unscheduled absence.

 

When PTO is used, an employee is required to request payment of PTO hours according to his or her regularly scheduled workday. For example, if an employee works a six-hour day, he or she would request six hours of PTO when taking that day off. PTO is paid at the employee’s straight time rate. PTO is not part of any overtime calculation.

 Employees may not borrow against their PTO; therefore, no advance leave will be granted.

Payment Upon Termination 
In accordance with name of state law, after number of days of employment, an employee will be paid upon resignation, separation or retirement for all PTO hours granted, but not used. Employees whose positions are eliminated through a reduction in force or reorganization or are whose hours drop below 20 hours per week are paid PTO on the effective date of the termination.

Cash Out 
After one year of service, employees are eligible to cash out their leave. Leave balances in excess of 40 hours may be cashed out. For leave cash out, eligible employees are required to indicate the cash out amount on their time sheet. The benefit will be paid in the next regular pay cycle.

TERMINATION OF EMPLOYMENT

  We hope that your employment will be long and satisfactory, if you leave, there are certain formalities which must be completed.  

1. Notify your manager with a 2-week notice of desire to end employment.  

2. Please complete a written letter or email describing the need to end employment for your file.  

  Involuntary termination of employment does not require advance notice.  

USE OF SEM VEHICLE
  Management schedules all use of the vehicles.  Priority use is given to transportation of children to parent visitation.  Some appointments will overlap with other staff, so please check if the car is available.  

  The car is expected to be kept neat and clean.  Please brush out any crumbs from food consumed and remove all garbage after each use.  Smoking is not allowed.  Do not store car seats in the trunk of the car.  
     Cell phones may not be used when transporting clients in vehicles.  If you need to make a call or text while driving a client, you must pull over and safely place your call or make your text.  

   Drivers are responsible for filling up the car with gas.  When the tank nears 1/2 tank, the last driver is expected to stop and fill up the car. SEM credit card may be used to fill up the car.  The company credit card may not be used to fill up personal vehicles.  
STAFF EXPENSE REIMBURSEMENT

All staff expenses must be pre-approved by management.   
Staff must have their own pocket money to pay for cash only events and will be reimbursed later.  Walworth County has agreed to reimburse staff for their entertainment and meal expenses incurred during Supervised Visits.  Staff may only be reimbursed under the following guidelines:

1. Visit occurs in a restaurant or place of entertainment (i.e. cinema)

2. Limits in spending are followed

a. Breakfast $10

b. Lunch $10

c. Dinner $15

d. Movie or other admission $10

Staff must submit a copy of the receipt and expense report to management prior to the 1st of each month after the expense.  The receipt must identify the client name, and staff submitting expense.  Staff reimbursement will not be on payroll checks; a separate check is issued for bookkeeping purposes.   

STAFF must have permission to use company credit card prior to assuming any expenses for the company.  
COMPANY CREDIT CARD
     Credit card purchases must have a receipt.  Receipts must be photocopied and stapled to the photocopy.  Receipts must be filed by month in the brown folder in the office cabinet.  Receipts must be turned in every pay period.  Employees that do not file receipts for purchases will be expected to reimburse Southeastern Monitoring for purchases.  
URINANYLSIS COLLECTIONS PROGRAM
MISSION STATEMENT UA COLLECTIONS

Southeastern Monitoring, Inc. provides urinalysis collections for the Walworth County OWI Court, Drug Court, Family Drug court programs as well as for the Walworth County Department of Health and Human Services as needed. 
NEW CLIENT ENROLLMENT

· Referrals for OWI/Drug Court participants are generated from Katie Behl on behalf of the court. Referral identifies whether client is drug or OWI 3rd or 4th offender. Sentry ID’s for participants are entered by an employee at the courthouse. 
· Referrals for Family Drug Court and Supervised Visit participants are generated from the individual’s caseworker at Health and Human Services. Sentry ID’s for participants are entered by a SEM staff member. 
OBSERVED UA COLLECTION PROCEDURES


All OWI/Drug Court, and Family Drug Court participants are observed collections. Please note that some of the Supervised Visit participants may have monitored collections which will be denoted in client’s Sentry ID. Clients are NOT permitted to leave during screening. 

Upon Arrival: 

1. Verify identity of client by requesting a photo ID

2. Client must remove coat or sweatshirt.

3. Client must empty pockets and leave all valuables on counter or in a locker.

4. Client must complete a breathalyzer test

In Bathroom:

1. Client rolls up sleeves to rinse hands with water at sink. Client then dries hands.
2. Raise shirt to expose front and back of waistline.

3. Client lowers trousers below the buttocks.

4. Staff hands client specimen cup with collection wand.

5. Client uses one had to provide specimen.

6. Staff observes urine passing into cup.

7. Specimen is returned to tray.

8. SEM staff verifies a temperature reading on the instant cup.

9. Client prepares to leave restroom. 

10. Specimen is brought to the reading station

At Reading Station:

1. Staff removes label then reads and records results in Sentry. 

2. If a specimen is positive for a substance or appears dilute. Specimen is prepared to for lab confirmation testing. 

3. If a specimen is negative, client disposes of specimen in the toilet and then is able to flush. 

4. Client collects personal items and departs. 

MONITORED UA COLLECTION PROCEDURES 

Note: ALL MONITORED COLLECTIONS ARE CONDUCTED IN BATHROOM 2. 

Upon Arrival: 

1. Verify identity of client by requesting a photo ID

2. Client must remove coat or sweatshirt.

3. Client must empty pockets and turn pockets inside out. Leave all valuables on counter or in a locker.

4. Client must complete a breathalyzer test.

In Bathroom:

1. Client rolls up sleeves to rinse hands with water at sink. Client then dries hands.
2. Raise shirt to exposes waistline.

3. Client may not bring anything into the bathroom except the specimen cup.

4. Client may not flush until after specimen cup is obtained.

5. Client brings cup to the reading station.

At Reading Station:

1. Staff removes label then reads and records results in Sentry. 

2. If a specimen is positive for a substance or appears dilute, specimen is prepared to for lab confirmation testing. 

3. If specimen is negative, client discards specimen in the toilet and then is allowed to flush. 

4. Client collects personal items and departs. 

POSITIVE BREATHALZYER


If a client has a positive breathalyzer, retest the client after 15 minutes. If the breathalyzer is still positive call Julie Bonogofsky at 262-745-8288. 
POSITIVE/DILUTE UA’s

ALL positive UA’s need to be saved for lab confirmation testing. If client refuses then specimen can be discarded. If a specimen appears dilute, then the specimen needs to be saved and a 2911 test is ordered in Sentry for confirmation. 
1. Client should transfer the specimen from the testing cup to the lab vial. 
2. Staff orders the appropriate confirmation test in Sentry and prints off paper work. 

3. Staff and client complete paperwork and package specimen

4. Specimen is stored in locked refrigerator and shipped at the end of the shift. 

REPORTING ABNORMAL UA SPECIMENS

SEM staff is required to email all referring agencies of positive results, abnormal test results (i.e. a client is supposed to test positive for AMP but tests negative), and case specific information on the day of the occurrence. OWI/Drug Court participant results are emailed to the WCOC/WCDC group. FDC participant results are emailed to the FDC group. SV participant results are emailed to the SV group. Emails regarding abnormal specimens should include client first name and last initial, results of BA and UA, status of specimen, other pertinent details/facts. 
CLIENT EXPECTATIONS 

OWI/Drug Court participants are expected to report by 10:15am or 8:15pm. SV and FDC participants are expected to report by 10am or 8:15pm. Doors are locked promptly at 10:15am and 8:15pm for PM shifts. ANY participant arriving after these specified times will not be allowed to test. 
MISSED TESTS 

OWI/Drug Court participants receive phone calls from SEM staff if they fail to report for a scheduled test. SEM staff should inform them of their missed test and tell client to contact their PO immediately. Clients in other UA programs DO NOT need to receive phone calls for missed tests. 

An email regarding a client’s missed test needs to be sent to appropriate email groups for ALL clients regardless of UA program that they are participating in. 


OWI/Drug Court participants may report for testing the next day to provide a specimen if they missed their test the day before to prove their sobriety. SV and FDC participants are not allowed to make up a missed test. 
SHIPPING SPECIMENS

FED X bags with specimens are to be dropped off at the Piggly Wiggly drop box. If under 3 UA’s list the number on the FED X receipt and put in Julie’s folder. 

PRE-TRIAL SERVICES PROGRAM
MISSION STATEMENT PRE-TRIAL SERVICES
Southeaster Monitoring, Inc. provides urinalysis testing for Walworth County’s Pre-Trial services program. 
NEW CLIENT ENROLLMENT
· Referrals for the Pre-Trial Services program are submitted by Zach Wagner. 
· Client information is entered into Sentry when client arrives at SEM for Pre-Trial services orientation. 
· ALL PT participants are MONITORED collections. 
CLIENT ORIENTATION 
1. Enter client information into Sentry.
a. Select appropriate participant group (2x month unless otherwise notified by Zach Wagner)

b. Add new participant: Enter client name, DOB, IVR start date, etc. This will generate the client’s IVR number. 

c. Print 2 copies of their info sheet: one for client, one for SEM. Client signs SEM copy. 

2. Give client IVR instruction sheet, SEM business card, UA card, Drug testing program brochure, mycallin.com info, and prescribed medication form. 

3. Explain testing information. 

4. Client calls Testing line number while at SEM.

5. Answer any client questions before client departure. 
*Pre-Trial participants are holiday’d from testing in Sentry for one week. DO NOT tell clients this information. 
MONITORED UA COLLECTION PROCEDURES 

Note: ALL MONITORED COLLECTIONS ARE CONDUCTED IN BATHROOM 2. 

Upon Arrival: 

5. Verify identity of client by requesting a photo ID

6. Client must remove coat or sweatshirt.

7. Client must empty pockets and turn pockets inside out. Leave all valuables on counter or in a locker.

8. Client must complete a breathalyzer test.

In Bathroom:

6. Client rolls up sleeves to rinse hands with water at sink. Client then dries hands.
7. Raise shirt to exposes waistline.

8. Client may not bring anything into the bathroom except the specimen cup.

9. Client may not flush until after specimen cup is obtained.

10. Client brings cup to the reading station.

At Reading Station:

5. Staff removes label then reads and records results in Sentry. 

6. If a specimen is positive for a substance or appears dilute, specimen is prepared to for lab confirmation testing. 

7. If specimen is negative, client discards specimen in the toilet and then is allowed to flush. 

8. Client collects personal items and departs. 

POSITIVE BREATHALZYER


If a client has a positive breathalyzer, retest the client after 15 minutes. If the breathalyzer is still positive call Julie Bonogofsky at 262-745-8288. 

POSITIVE/DILUTE UA’s

ALL positive UA’s need to be saved for lab confirmation testing. If client refuses then specimen can be discarded. If a specimen appears dilute, then the specimen needs to be saved and a 2911 test is ordered in Sentry for confirmation. 

1. Client should transfer the specimen from the testing cup to the lab vial. 

2. Staff orders the appropriate confirmation test in Sentry and prints off paper work. 

3. Staff and client complete paperwork and package specimen

4. Specimen is stored in locked refrigerator and shipped at the end of the shift. 

REPORTING ABNORMAL UA SPECIMENS
SEM staff is required to email all referring agencies of positive results, abnormal test results (i.e. a client is supposed to test positive for AMP but tests negative), and case specific information on the day of the occurrence. Pre-Trial participant results are emailed to the PT group email list. 
CLIENT EXPECTATIONS 

Pre-Trial participants are allowed to report for testing from 6:30-10am or during the designated Pre-Trial hours of 3:30-5:15pm. There are no Pre-Trial hours (3:30-5:15pm) on weekends or holidays. If required to report for testing on a holiday or weekend participants are expected to report between 6:30-10am. Pre-Trial participants must arrive by 10am or 5:15pm or they will not be allowed to test.  
MISSED TESTS 

Pre-trial participants do not need to receive a phone call informing them of their missed test. An email regarding a client’s missed test needs to be sent to appropriate email group. Pre-trial participants are not allowed to come in the next day to test if they missed a test the day before, unless it is approved by Zach Wagner. 
ELECTRONIC MONITORING PROGRAM

MISSION STATEMENT ELM

Southeastern Monitoring, Inc. provides house arrest services to local agencies and reports violations to the referring agents.  
NEW CLIENT ENROLLMENT

· All referrals must be submitted to SEM.  

· SEM staff notifies clients and staff of install time range (1-2 hours.)

· SEM will enter data into BI website https://ta.bi.com 
· Install person emails jbonogofsky@semonitoring.com and draiman@semonitoring.com regarding completion of work.  

ON SITE INSTALLATION

BI Electronic Monitoring Device (ET1)
1. Power up device prior to client arriving at the office for installation or arriving at client address to ensure device is in working order. Green light should be on above charging port. Enter client information into the BI website prior to client arrival or arriving at client address. 
2. Identify proper size. Strap should allow 1 finger between device and leg only. Secure buckle with 1 pin on each side of the buckle. Device should not restrict circulation.  

3.  Read rules aloud to client.  Client must initial each rule.  Obtain signed copy of rules.  Leave blank copy of rules for client, along with a SEM business card. 
4. Review client schedule and forward schedule info GPS coordinator.  

5. Put all signed documents in office in Deb’s folder. Deb will make a copy for the case manager. 
REMOVAL OF EQUIPMENT

1. Remove strap with a yellow screwdriver. 
2. Spray device with Sporicidin Disinfectant. Leave on for 10 minutes. Rinse with water. Let device dry.
3. Put unused / working equipment on charger in office for future use.

CONDUCTING PHYSICAL CONTACTS

     SEM provides 4 physical contacts monthly to all clients.  The definition of physical contact is random or scheduled on site visits.  The visit may be conducted at work, home, or school.  The purpose of the visit is to ensure the client is complying with the terms of their house arrest. It is during these times that drug use, physical abuse, and other program violations are noted and immediately reported to the case manager.  The case manager may impose sanctions or remove schedule privileges.  It is during these visits that the equipment is checked for tampering and proper fit.  
     In the event that SEM staff is unable to conduct a physical contact due to the client being scheduled out for counseling, family function, or other unidentified recreation, report to the caseworker via email “NO CONTACT.”  Physical and phone contacts info is emailed to the caseworker as it occurs.    
URINALYSIS COLLECTIONS

     The referral identifies all requests for UA screenings.  Use an instant test provided by Human Services for all screenings.  A UA form must be completed for every screening and submitted to the caseworker.  
PROGRAM VIOLATONS

  SEM staff notifies the referring agency of any violations via email.  SEM staff calls offenders / parents to get an account regarding the nature of the violation.  Caseworkers are notified of the violations.  Reporting violations needs to include the following:
1. Date
2. Offender first and last name
3. Times of the absence
4. Main streets and intersections during the violation
SOBERLINK MONITORING PROGRAM

MISSION STATEMENT
Southeastern Monitoring Inc, provides alcohol monitoring services to local agencies and reports violations to the referring agents.

NEW CLIENT ENROLLMENT

· All referrals must be submitted to SEM 
· SEM staff notifies clients and staff of install
· SEM will enter data into BI website https://ta.bi.com 

· Install person emails jbonogofsky@semonitoring.com and draiman@semonitoring.com regarding completion of work.  

ON SITE INSTALLATION

	BI SOBERLINK DEVICE (SL2 Unit)


1. Enter Client information in BI prior to client arrival
2. Power up device and enter device information into BI

a. Device number and security pin are located on front screen of SL2 unit

3. Prepare client agreement
a. Client’s name is written on page 1

b. SL2 Unit # and 1 tube on page 2
4. With client present read each rule to client and have them initial each rule as you go through them.

5. Client prints and signs name and dates the agreement. SEM agent prints and signs name and dates the agreement.

6. Discuss test time schedule with client. Schedule 4 tests within 24 hours (8 hours maximum in between/overnight). 
7. Client must blow into device before departure so SEM can set a master photo within BI. 

*Client is able to receive text reminders for scheduled tests. To set this feature up for client, enter client phone # then subscribe. 
COLLECTION OF EQUIPMENT

Once termination of Soberlink program is approved, client is required to return SL2 device and charger to Southeastern Monitoring. SEM agent should deactivate client in BI. 
PROGRAM VIOLATONS

SEM staff notifies the referring agency of any violations via email.  Caseworkers are notified of the violations.  Reporting violations needs to include the following:

1. Date
2. Offender first and last name
3. Time and offense (BAC level, missed test, failure to retest etc.) 
SUPERVISED VISITATION PROGRAM

MISSION STATEMENT

· Provide timely appointments for parent child interaction after a separation.  

· Empower parents to be in control of their visitation. 

· Provide a safe environment for the child to interact with parent.

· Objectively document interaction. 
· Forward reporting to referring agency for assessment in their efforts to reunite, expand, or terminate parental privileges. 

TRANSPORTATION PROCEDURES
Please let me know if there are any special circumstances that prevent you from doing the pickups this way.  We want to all provide service in the same way.  
 

1.  Wait in the car if sidewalk isn't shoveled.  

2.  Honk, text, or call when you are in the driveway.

3.  If they don't come out, go to the door and knock.  Tell them you will wait for them in the car.  

4.  Guardian brings children to car and puts in car seat.  

5.  SEM Worker checks the car seats installed properly.  

6.  Daycare we take kids to car.   

7.  If client makes you late to appointments please notify the waiting party.
Please inform me of any deviations to this procedure and I will put it on the referral.  We don’t want to be inflexible because of our policies.  Please use discretion and consider individual needs.   
Procedures in the event of a car breakdown

When children are present:
Notify foster to see if they can assist and pick up the child/children. If foster cannot assist, call SEM staff for support. If you are on the way to the visit when the breakdown occurs, the visit is cancelled and you must notify parties of the cancellation. Call Elkhorn Automotive for a tow. 

When children are not present: 

Use your discretion. If you think you can get the car back, then drive it back. If the car is not safe to drive, call Elkhorn Automotive for a tow. Let Julie know. 
OVERVIEW OF SUPERVISED VISITS 

1. Client orientation is provided by SEM Supervised visit coordinator with parents and child placement.

2. Complete the supervised visit assessment for each visitation.  

3. Inform parents of next appointment following visitation.   

4. Phone referring agent regarding concerns immediately following visit.  

5. Call supervisor with any questions or concerns during visits.  

     If a parent does not show up for a visitation, it is necessary to complete the supervised visit cover sheet describing the known circumstances of the missed appointment.  Case managers or referring agents need to be emailed to describe any concerns following each visit, including missed appointments.  This email must be made the same day of the incident.  A voice message along with phone number to follow up is the minimum requirement.  All emails to workers should cc Julie Bonogofsky. Julie must be notified of all concerns in addition to notifying the case managers. SEM workers submit all reports on a weekly basis via email. Reports are due by Monday at 12pm.  

     For all appointments, SEM staff must remain with the child until they are released to the authorized party.  If a child’s ride is late to pick up a child, SEM staff must wait with the child until the ride arrives.  SEM staff must record the incident on the cover sheet and keep accurate time sheets so that the county is charged for the delay as well as staff being paid for the time.  

SEM ROLE DURING VISITATION

     ALL SEM STAFF MUST BE WITHIN EARSHOT AND VIEW OF CHILDRENT AT ALL TIMES.  

Communication with parents, foster parents, and children is limited to greetings and dismissals.  This policy is to encourage the maximum potential of visitation.  If the families did not need supervised visits, they would not have an individual observing their interaction.  SEM staff may give a parent cues to assist them during their interaction.  ALL suggestions by staff must be included in documentation.  
    Specifically, SEM staff is to act as “watchdogs.”  The child is our client.  Staff constantly monitors the child’s safety and interferes there is a threatening situation or chaos.  All parties are to be treated with respect despite the circumstances of their supervised visits.  
  The parent may minimize what has occurred to separate the family.  Some parents may claim it is a misunderstanding or injustice.  Some parents may truly be victims of vindictive family members and false allegations.  None of the parents’ stories are relevant to the role of the SEM staff.  SEM staff must notify the parent that discussion of court issues is against the rules.  Staff is to record the incident as staff intervention and describe the incident. 
SEM Policy for Drop in Visits:
     The SEM worker will arrive at a home.  Never enter a parent’s home when they are not at home. Ask the parent to provide a tour of the home.  Note all full names of all parties in the home.   Check to see if the children are doing well.  SEM worker looks for safety issues. Drop in visits last about 30 minutes unless otherwise specified.   

Policy for supervised visitations at a doctor’s appointment:
     SEM worker may transport the child to the appointment.  At times the foster parent or caregiver may transport and parents and SEM worker will meet at appointment.

     If the visit is some distance away SEM worker will follow the parents to the appointment as they need to be there to take the children out of the vehicle. It is not staff responsibility to take the child out and go looking for the parents. If the visit is close then we can meet the family there if that is what is scheduled.

     Staff should arrive at the appointment early as there may be papers to fill out. 

Parents should have their questions ready for the doctor. It is not staff responsibility to remind the parents of any questions they may want to talk to the doctor about.  

SEM workers need to document the concerns that the parents do have and what the doctor says about the child(ren.)  If the foster parents are present then some of the questions may be asked by them. SEM worker will document what the doctor says and how the parents react and what they say. 

RESTROOM PROCEDURES

     The child should be followed at all times; this includes walking to the public restroom during a visitation.  It is the responsibility of the parent to keep the children together during the visit.  If there is more than one child present at the visitation, suggest that all parties use the restroom.  

     A child older than age 10 may go to the restroom unattended.  SEM staff must wait outside the bathroom door with the other children until the child exits the restroom.  The parent must not be in the restroom unsupervised with the child.  Ask the parent to wait outside with SEM staff if they do not take the initiative.  

  A preschooler must go to the restroom with the SEM staff despite the sex of the child or staff.  The SEM staff may wait in the restroom public area while the child is in the stall of the restroom.  A parent may toilet their child with the supervision of SEM staff.  

  If one child exits to use the restroom, the child left with the parent is the one to be supervised.  Never, should a parent be left alone with a child.  

  Staff must use restroom facilities before and after supervised visits.  Staff may not leave child alone with parent to use the restroom.  Staff may bring children into public restroom facilities with them if required.  If staff is ill and the visit is at Human Services, phone a social worker to come and sit with children so staff may use the restroom.   

ALL RECREATION REQUESTS

ALL CHANGE IN LOCATIONS FOR VISITS MUST BE PREAPPROVED BY THE CASEWORKER.     
A parent may not take their child to another location other than previously agreed upon.  SEM staff may not phone Julie to get permission to attend an event.  Simply tell the parent that all changes to visitation require 24 hours notice.  

  Inclement weather such as rain is the only situation where a parent is allowed to change the location of the visit without prior notice.  (IE the visit is at the park and it’s raining.)  SEM staff must phone Julie Bonogofsky and notify her of the new location immediately.  

  These safeguards are to protect staff and child.  

COMMUNITY RECREATION
  Parents must get permission from the case managers 48 hours in advance to enjoy activities with their children.  Children may do these events if the parents are observing.    
CELL PHONE

All SEM staff must CARRY a cell phone during all supervised visits.  Southeastern Monitoring will provide a work cell phone if employee requests one.  
SAME DAY CANCELLED APPOINTMENTS
     A manager notifies the staff member of all same day cancellations.  SEM staff is eligible for 1 hour pay for same day cancellations.  SEM staff must call all parties and notify them of the cancellation.  Check on the time sheet “XLD$” for all same day cancellations.  A cover sheet for the supervised visit report also must be completed and indicate the nature of the cancellation.  
SEM SUPERVISED VISIT RULES

Rules have been explained to all new clients prior to the first visit.  New clients will complete the rules at their orientation appointment with the SEM supervised visit coordinator. SEM staff must read each rule aloud to parents and have them initial each rule as they review.  A signature is required from the parent and SEM staff on the bottom of the form.   Rules are put in alphabetical order in the binder at SEM office.  
SUPERVISED VISIT REPORT 

  The supervised visit report is intended to be an objective assessment of family interaction during supervised visitation.  Comments regarding interaction should be phrased in an objective manner.  Personal opinions are not to be documented.   This document may be used in court; therefore, it is necessary to use complete sentences and record carefully the “highlights.”  Feelings are not something that SEM staff is able to measure.  Accurate documentation of an incident will allow the courts to draw conclusions regarding the feelings of a child.

  The supervised visit report is the property of the referring agency.  All documentation is forwarded to the appropriate department as it is reviewed.  Parents are not allowed to review the paperwork.  If a parent requests the paperwork, advise them to contact their case manager or attorney.  

*  COMPLETED REPORTS NEED MUST BE TURNED IN EVERY WEEK.  Reports are to be filed electronically to jbonogofsky@semonitoring.com as well as sent to the appropriate caseworker at HHS. 
COVER SHEET 
Cover sheet must be filled out completely.  

1. REFERRING AGENT: Caseworker or attorney.  Use complete names.

2. CHILD NAME: List all children present and referred to SEM for supervised visits.  Must use first and last names.  

3. PARENT NAME: List all parent names present for visitation.  Must use first and last names.  

4. ADDITIONAL VISITORS PRESENT: List complete names of all visitors at supervised visit.  SEM staff may ask the individuals their names.  

5. SEM WORKER: List SEM staff legal name first name. Use only the initial of your last name ( this is for your protection). 
6. ADDRESS AND LOCATION OF VISIT: List the place of the visit (i.e., parent home, human services, Burger King, etc.) with the complete address.  

7. ACTUAL START AND END TIME: List the time the visitation starts. Time of visit needs to be real time including delays.  Our documentation needs to include tardy times.   

8. VISIBLE INJURIES NOTED AT START OF VISIT: All visible scrapes, bruises, and burns on a child must be recorded at the beginning of a visit.  If an injury is large or unusual, ask the foster parent or guardian how the injury occurred and make a note of their statement.  This documentation will prevent the parents from being accused of new injuries. Complete the injury inventory to show the approximate location of the injury if multiple injuries are present.

9. CHILD INJURIES OCCURRED DURING VISIT: Children will slip and fall during visitation.  Any falls, scrapes, bruises, or burns during visitation with parent must be documented to ensure the parent is not accused of abuse during visitation.  Complete the injury inventory to show the approximate location of the injury if multiple injuries are present.  

10. APPOINTMENT ARRIVAL/ DEPARTURE INFORMATION:

a. PARENT:  Check if the parent is late, on time, and whether SEM transported them to the visit.  A minimum of one item checked is required.  

b. CHILD:  Check if the child is late, on time, and whether SEM transported them to the visit. A minimum of one item checked is required.  

c. SEM AGENT: Check if SEM staff is late or on time. A minimum of one item checked is required.  

d. DEPARTURE DELAYS: Check YES if SEM staff leaves on time.  Check NO if SEM staff does not leave the visit on time.  Record the reason for any delays (i.e., child had to use the bathroom) A minimum of one item checked is required.  

e. CANCELLATION:  Check SAME DAY if Julie or some other party phoned SEM staff about the cancellation on the day of the visit.  Check NO CALL/ NO SHOW if SEM staff showed up to the appointment and waited the required 15 minutes without any parent showing up.  Check CHILD ILL if the reason for the cancellation is due to the child being ill.  

f. PARENT REQUESTS MAKEUP TIME: Document if the parent expresses a desire to make up the visit.  This may occur if the child was ill and unable to attend the visit. Document if no expression to make up time occurs.  

FAMILY INTERACTION NARRATIVE Page 2
  SEM staff while observing the interaction, should be watching for a variety of “clues” that reveal a family’s ability / inability to function without supervision.  A clue is a comment or gesture from one family member that is followed with a reaction from any other family member.  This includes both positive and negative reactions.  The referring agent is relying on staff documentation to determine the appropriate timing to reunite or terminate these family privileges.  It is important that we document both success and failures.

EXAMPLES OF CLUES

SUCCESS





FAILURES

praise






criticism

appropriate discipline




screaming

parent provides activity



parent comes unprepared to visit

parent brings snack




parent isn’t prepared

parent / child interaction appropriate


parent speaks ill of other parent

hugs / kisses





no greeting

cooperative play




no cooperative play 

  Often times before and after visits, a parent might discuss concerns with the SEM staff.  Document these concerns.  SEM staff needs to tell the parents to discuss their concerns with their social workers.  

  Referring agent needs to be phoned after a visitation to alert them about unusual events that occurred during visitation.  A brief message may be left on the referring agent voicemail.  Leave SEM staff phone number for the case manager to call if they have additional questions.  If the visitation was uneventful, a phone call is unnecessary.  

  In addition to recording “clues,” it is necessary to document the activities during the visits.  Often, activities change throughout the visit.  Simple sentences are acceptable (i.e. Dad brought crayons and an activity book to work on with child.)  Notations are made regarding all activities, and conversation.  Include any comments the parent may make in quotation.  

  SEM staff is unable to measure a parent or child’s feelings.  Never include in documentation adjectives like happy or sad.  Staff may be able to recognize that staff is happy or sad, but documentation needs to reflect measurable observations. (IE: A happy child may skip and smile.  A sad child may cast their eyes down.)

  The entire narrative page needs to be completed with documentation of visitation.    Remember to write the date and client name on the top of the document in the space provided.  

SUPERVISED VISIT REPORT
NUTRITION

1. Identify the time of a meal and snack.  

2. Identify by checkmark the provider of the meal and snack.  

3. Identify all the components of the meal and snack (i.e. apple juice, cheese and crackers, hot dog,)

4. Identify by checkmark the provider of all bottles.

5. Identify the time of bottle feedings and the ounces consumed by an infant.  

6. Identify the times of diapering or toileting.

7. Put an ‘X’ if the diapering or toileting observable is a bowel movement.  

8. DESCRIPTION OF SIGNIFICANT BEHAVIORS: Identify any relevant information regarding nutrition or toileting.  

PARENT RULE VIOLATIONS

1. PARENT USES PROFANITIES: Check if the parent swears.

2. WORKER SUSPECTS DRUG / ALCOHOL USE: Check if SEM staff is suspicious that a parent is using any substance.  SEM staff may catch a ‘whiff’ of their breath, they may have glossy eyes, they might be fidgety, and they may speak quickly.  Call Julie with SEM staff suspicions ASAP.

3. PARENT ATTEMPTS TO ISOLATE CHILD: Check if the parents try to seclude themselves with the child.  A parent may simply try to whisper a secret in the ear of their child.  

4. PARENT DISCUSSES COURT ISSUES: Check if the parent speaks about relevant topics affecting the future of visitation with the child.

5. UNAUTHORIZED VISITORS: Check if the parent brings people to visit without permission.  

6. INAPPROPRIATE DRESS: Check if a parent is dressed provocatively.  

7. PARENT MAKES DEMANDS ON WORKER: Check if the parent expects the worker to participate in visitation.  A parent may ask the worker to compromise the rules.

8. VIOLATION REQUIRES TERMINATION OF VISIT: Check SEM staff has to ask parent to end visit due to their parent rule violations.  

9. WORKER INTERVENTION: Check if SEM staff has to tell a parent to discontinue their disregard for the parent rules.  Document the incident.  

10. DESCRIBE:  Identify any parent rule violations.

WITHDRAWING FROM CONVERSATION

  Often, families will attempt to be “hospitable” to staff.  Staff is not to play games with families, nor participate in meals.  Children may try to draw staff in to participate in play.  Staff must kindly refuse and decline all offers. Parents may have difficulty getting a child to cooperate.  Staff may assist the parent in getting the child to respond to a parent’s wishes.  SEM staff records the intervention and the effectiveness.    

LOCATION OF VISITS

  Supervised Visit Coordinator notifies all staff of the meeting place for all parties. Visit locations are all noted in Setmore. All visits must remain at the agreed upon location for the safety of all parties involved.

  SEM staff is never to provide funds for families to engage in recreation.  SEM staff is never to accept funds or food from families during recreation.  SEM has a reimbursement policy.  Accepting gifts, money, food or beverage may result in termination of employment.  

  SEM staff may bring lunches to visits. Do not share SEM staff food with families, even if they request it.  Reply, “It is against company policy to provide food or beverage for visitation participants.”

PERSONAL TIME DURING VISITATION

  SEM staff is not allowed to read magazines and pamphlets during supervised visits.  Staff may not read books, as a book will inhibit staff ability to focus on interaction of clients.  Staff may eat during supervised visits provided it does not cause a distraction for the visiting family.   

  Staff may not smoke during supervised visitation.  Smoking must be during unscheduled breaks and not during client interaction.  

TRANSPORTATION

  Many of the visitation cases require transportation on some level.  Document on the cover sheet any SEM transport of children or parents.

  In the event that staff is going to be late to the visitation, the staff must phone Julie Bonogofsky to describe the incident.  Parties involved with visit should be notified about the change in timing as well.  It is important to be on time to supervised visits.  

     Staff must verify all children are properly buckled in car seats when parents or foster parents put them in the car.  

TRANSFER CLIENT RESPONSIBILITY TO GUARDIAN AFTER VISIT

     When staff does not provide transport, SEM staff must stay with the client (child) until the child is secured in the car and the parent has left.  NO EXCEPTIONS.  The parent is not to be left alone with the foster parent / guardian unless the parties have unsupervised visits.  Check with Julie if you have questions regarding this policy.  

DEALING WITH CONFLICT

  Verbal assaults directed toward SEM staff may occur.  Do not take this personally of feed into it by responding to allegations.  SEM staff is to remain calm and collected at all times.

Redirect all parents by telling them, “I will make a note of your requests (concerns) and phone my supervisor.”  Never challenge a parent.  Document the occurrence.  

  If a situation becomes threatening, or the staff feels unsafe, tell the party, “Excuse me for a moment.  I’m going to address this problem with my supervisor.”  CALL THE POLICE FOR INTERVENTION.  Give the police your address of the visit.  Phone Julie Bonogofsky immediately after the police arrive.  

  All parents have consented to abide by the rules of supervised visitation.  No one should act inappropriately.  

TERMINATING VISITS

      Visits typically are not terminated.  Redirecting behavior is always the preferred method.  Social workers need to be notified of an inappropriate situation immediately following the visits.  Terminating visits as a rule creates more problems for staff, parents, and children.  Staff must call a manager prior to terminating any visit.

      A visit can only be terminated if the participating parent violates any of their agreement (see SEM Parent Visitation Agreement.)  A parent is not to be threatened that their visit may be terminated.  A visit may not be terminated due to the child’s conduct.  

  If a parent acts inappropriately, pull them aside, and ask them to change the behavior.  Instruct the parent that they have violated the terms of the visit.  If the parent persists with the behavior, call a manager to discuss the issue.  Do not proceed with terminating the visit.   If you cannot reach a manager, let the visit continue and document the parent did not cooperate with staff requests to end rule violation.  

     Call the police if there is a threatening situation.    

  Remember that staff role is not to create conflict.  Staff must maintain peace.  The welfare of the child and their exposure to conflict must be minimized.  


CONFIDENTIALITY

  The events of the visit must remain confidential and not shared with the waiting parent/guardian.  SEM staff may communicate meals, toileting, and injury information with placement family.  The cases may be discussed with the referring agency and SEM staff only.  Never use a client’s last name in public when having a conversation with a coworker.  
MEDICATION OBSERVATION PROGRAM
MISSION STATEMENT MEDICATION OBSERVATION

Southeastern Monitoring Inc, provides the observation of medication for Walworth County Health and Human services upon request. 
NEW CLIENT ENROLLMENT

1. SEM receives a referral with a list of client’s medication and medication 
CLIENT MEDICATIONS

OBSERVATION PROCEDURES

CONFIDENTIALITY
3
2

