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I. 
Policy:  It is the policy of Alternatives, Inc. to provide visitation for residents to assist them in strengthening family ties and socializing while maintaining enough structure to provide a secure atmosphere for the residents, visitors, and staff.  Visitors are allowed for residents who are in Pre-release or Alcohol and Drug Treatment only.
II.
Related State and Federal Policies and Procedures:

Federal Bureau of Prison Statement of Work 2000, Chapter 10
III. 
Definitions:

PRC:  Pre-release Center

CAP: Culinary Arts Program

IW:  Inmate Workers

Skype: A closed-captioned visitation system.
IV: 
Procedure:
A.
Visiting hours Pre-release Center:

Monday through Friday
Saturday

Sunday & Holidays
9:30 AM - 11:00 AM
1:00 PM – 4:00 PM
1:00 PM – 4:00 PM

7:00 PM -   8:00 PM
6:30 PM – 8:00 PM
Visiting hours Culinary Arts Program*:

Tuesday & Thursday
Sunday
10:00 AM – 11:00 AM
9:00 AM – 11:00 AM

*By special request with authorization from the Assistant Director only.  CAP residents are allowed visitors that have been previously approved by the Montana Women’s Prison, in coordination with the Assistant Director and the Culinary Arts Program Manager of Passages once the resident enters the CAP IW portion of programming at which time established Pre-release policies become applicable.  CAP residents are to complete a Visitation Application Form (P208) and submit to the CAP Manager who will process.  New visitor applications must be submitted to the MWP Visiting Officer before approval can be considered.  Visitation frequency and type is determined by phase.  Visitation can be facilitated using the closed-captioned visitation system (Skype) with prior approval or in a contact situation on the first floor.  Residents who incur disciplinary action may lose visitation privileges as a sanction.  Abuse of visiting privileges may also result in losing access to visitation for a determinant amount of time.  It is the responsibility of the CAP residents to inform their visitor(s) of the rules.  Failure to follow rules and guidelines on the part of either the resident or visitor may result in suspension of the resident’s visiting privilege.  

B. Visiting hours: Inmate Workers are eligible for visitation privileges as posted, provided the visitation does not interfere with work assignments.  IW’s are not allowed to visit during schedule work hours without prior permission from the Assistant Director.
C. Visiting hours will occasionally be pre-empted by house functions such as house meetings and group sessions.  Visitation for sex offender treatment cases may be pre-empted if the area is necessary for women’s visitation and/or intakes occurring in the CA Intake room or other security related issues. 

Visiting hours other than those scheduled may be considered in special situations, such as for those who have traveled a distance of 100 miles or greater, but require the approval of the In-charge CA.

D. Holiday visiting hours will be the same as those on Sundays.

E. Due to the limited visiting area and number of residents, the number of visitors that a resident may have at any one time and the number of residents having visitors may be limited.  If visitation is denied for these reasons, the staff who denies the request must document the incident in the Shift Notes detailing the circumstances.

F. A copy of the Alternatives, Inc. Visitor Policy (P1) shall be given to all residents upon intake.  A copy will also be posted in the area designated for visiting.

G. Visits from attorneys, members of the clergy, representatives of social service agencies, etc., may occur at times other than the regular visitation hours on a space available basis.  The In-Charge CA will be flexible in assisting with these visits.  The In-Charge CA will attempt to provide space if possible.  Prior notice should be given to the In-Charge CA to allow time for arranging space, etc. 

H. Staff and Visitors Guidelines.
Upon arrival at the center for a visit, the visitor(s) will check in at the Client Advisors' Office and sign the Visitor Log.  (P55)  All visitors are required to produce and submit a photo ID to security staff at this time.
I. The CA in charge during visiting hours will be solely responsible for ensuring that the total number of visitors in the center at any one time does not jeopardize house security, good order and accountability of all residents and their visitors.

Visiting Termination or Refusal





a.
Visitors who appear to be intoxicated or under the influence of drugs, are to be asked to leave and will not be permitted to return while under the influence.





b.
The dress code for visitors will be left to staff discretion.  If visitors are not dressed appropriately, they may be asked to leave.





c.
As a general rule, visitors under 18 years of age are not allowed unless accompanied by a parent or guardian.  Exceptions to this may be approved by the In-charge C.A. if the circumstances warrant.  The resident may visit his/her own children during approved visiting times without another adult present unless the parental rights have been terminated.





d.
Visitors who do not ensure good behavior by their children may be asked to leave.





e.
Any time a visitor is asked to leave or denied access, the incident is to be documented, both in the shift notes and in the form of an informational, routed to the Director.

1.  If a visitor is permanently denied access to the center, the reasons should be stated in a written report.  A copy of the report is to be placed in the resident’s file in the CA office and the permanent file.  The resident will be given a copy of the report upon request.





f.
Any time visiting is terminated due to the actions or conduct of a resident the incident is to be documented in the form of an Incident Report.





g.
The CA checking the visitor in is responsible for identifying the visitor.  This may require that the visitor provide a picture I.D. such as a Driver's License.  Visitors without proper identification may be denied a visit.





h.
The CA staff will monitor visitors and restrict movement to allowable areas of the facility.
Visiting Area Restrictions

a. During visiting hours, the visiting area is a restricted area, and only those residents receiving visitors are to be in the visiting area whenever possible.  Residents who have come in from work during evening visitation may sit in the dining room to eat their late plates.  The visiting area is in the Dining room. 

Visitation for residents who are designated as Sex Offender Treatment Cases will normally be conducted in lobby area across from the CA desk. 

If the number of visitors is too great for the designated room, the In-Charge CA may allow the inner courtyard to be used for overflow visitation.  This use of the inner courtyard is strictly for overflow visitors.  It may not be used simply because someone wants to be visit outside.

b. Visitors are to remain in the visiting area except to use lavatory facilities.  Visitors are not allowed in the kitchen area for any reason.
c. Physical contact between visitors and residents must be appropriate at all time.  An embrace and kiss upon the arrival and departure of the visitors is acceptable.  Additionally, hand- holding is acceptable if done in an appropriate manner.  Hands must be easily observable at all times.  Good manners and respect for the rights of others are to be observed at all times.
d. The light in the visiting area is to remain on at all times during the evening visiting hours.
e. Conversation in the visiting area is to be kept low enough so as not to interfere or disturb the routine of the center.
f. The residents receiving visitors are responsible to see that the visiting area is cleaned up at the conclusion of a visit.
g. A visitor may only visit with one resident on any one visit.  The In-charge CA has the authority to make exceptions to this in the case of a visitor who is related to two different residents, etc.

(P1)  - The Alternatives, Inc. Visitor Policy is to be handed out as needed to residents and prospective visitors)

Telephones
a. Pay phones – There are several pay phones throughout the facility for resident use.  The telephones are available from 6:00 a.m. to curfew daily (see SOP K24P for telephone rules).

b. Messages – The Client Advisor staff will take messages for residents in the event of an emergency.  Messages from employers, potential employers, and program related sources are also passed to residents.

ALTERNATIVES, INC.
VISITORS' LOG - PASSAGES

The Visitors' Log is considered public information and may be released upon request to an authorized agency.
	NAME OF PERSON YOU ARE HERE TO SEE
(Please print)
	VISITOR'S NAME, ADDRESS, AND PHONE NUMBER

OR AGENCY

(Please print)
	TIME

IN
	TIME

OUT
	DATE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


** Visitors must sign in upon arrival and sign out when they leave the facility. **
 The Visitors' Log is considered public information and may be released upon request to an authorized agency
Transitional Living Program
Resident/Visitor List
Client: __________________________________
Date: ____________________

VISITOR’S NAME:
___________________________________

Relationship: 
___________________________________ 

Address:
___________________________________
Additional Information _________

Phone:
___________________________________
____________________________

Date of Birth:
___________________________________

VISITOR’S NAME:
___________________________________

Relationship: 
___________________________________ 

Address:
___________________________________
Additional Information__________ 

Phone:
___________________________________
____________________________

Date of Birth:
___________________________________

VISITOR’S NAME:
___________________________________

Relationship: 
___________________________________ 

Address:
___________________________________
Additional Information__________

Phone:
___________________________________
____________________________

Date of Birth:
___________________________________

VISITOR’S NAME:
___________________________________

Relationship: 
___________________________________ 

Address:
___________________________________
Additional Information___________ 

Phone:
___________________________________
_____________________________

Date of Birth:
___________________________________

VISITOR’S NAME:
___________________________________

Relationship: 
___________________________________ 

Address:
___________________________________
Additional Information:_________ 

Phone:
___________________________________
____________________________

Date of Birth:
___________________________________

________________________________                                            _____________________________

Case Manager                           Date                                                   Assistant Director                     Date

________________________________

Lead Case Manager                  Date         


