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POLICY AND PROCEDURE
VISITORS
POLICY:
While RICA is a publicly supported program, the RICA buildings are not open to free access by members of the community.  In order to insure the privacy and protection of the clients and staff as well as safeguard property, entrance of visitors to the RICA buildings is by arrangement with appropriate administrative personnel or their designee only and transit through the building is by escort of staff.  Of particular concern are former clients of RICA, who know RICA personnel and the physical plant, and are used to moving freely through the building.

Due to the potential interference with the accomplishment of one's job, in addition to inherent hazards in the practice, family members, and particularly children less than 18 years of age, do not accompany staff members while staff members are on duty.  On occasions where visitors are invited, such as special programs or ceremonies, family members who are children may attend if supervised by adults not on duty.

PERSONNEL:
All staff.

DEFINITIONS:

1. A visitor is any person who is not a RICA client or staff.

2.
Staff members will need to be particularly alert to unauthorized entry and movement in RICA by former clients.

PURPOSE:

1.
To regulate access of visitors to the facility.

2.
To monitor contact with present clients.

PROCEDURE:

Residential Program:

1.
Visitors of residents are properly identified and cleared by staff.  The treatment team, in conjunction with the parents/guardians of the resident makes the determination as to whether a prospective visitor is appropriate; each resident has a list of approved visitors.  Staff present at the time of the visit verifies the identity of the visitor and whether the visitor is on the approved list.

2.
Encourage all potential visitors to make appointments. Have visitor wait in reception area until proper contact with staff member is made.  Visitors admitted to the building present valid identification (driver’s license or Maryland State Identification; please see Raptor V-Soft Security System Information and Procedural Guide and have a visitor’s badge made for them in the reception area in the multi-service building (during business hours).  After hours and on weekends visitors will enter through the Central Nursing Office (CNO) lobby and sign in the visitors’ log.  Special arrangements for after hours visits from agency workers, clergy and lawyers should include communication with staff and the designation of a staff member to facilitate the visit if the resident's clinician is not available. All visitors must walk through the metal detector and have their bags checked by security. 
3.
Escort visitors for whom you have responsibility until the visitors leave RICA or another staff member takes responsibility.


4.
Approach all unescorted visitors with statements such as "May I help you?" or if the person is known, "Who are you here to see?"  Continue the interaction/escort until a responsible staff member escorts the visitor or the visitor leaves the building.  Notify the receptionist (CNO during non-office hours) of the presence of any person who is uncooperative, evasive, or otherwise inappropriate.  If contact with visitor is seen as potentially dangerous, call receptionist to contact security/administration or call CNO in absence of receptionist.  A Management Variance Report is appropriate in the case of the discovery of someone roaming through the building without an escort, and the CNO should be notified.


5.
Access to the Residential cottages by visitors can be particularly problematic.  Visiting should occur in the family rooms or outside the cottages.  Visiting in the cottages should be done only by prior arrangement, in keeping with cottage routines, and with staff escort.  (Occasionally, a parent may ask to visit his/her adolescent's room.  See Appendix A for procedure).


6.
Staff should meet with former residents only outside the living areas of the cottages because of confidentiality issues of current residents.  If former residents wish to visit current residents, visits must occur only with current resident's consent, with clinician approval, by prior arrangement and under staff supervision.  Close supervision of former residents is appropriate throughout the entire visit at RICA.


7.
Before discharge, each client is told the procedure for visiting by his/her clinician.  Appointments rather than drop-in visits are expected.

8. Visits with residents should occur during visiting hours; visiting hours are Monday – Friday 5:00 - 9:00 p.m.; Saturday and holidays, 11:00 a.m. - 7:00 p.m.; Sunday, 11:00 a.m. - 5:00 p.m. However, parents are encouraged to visit their child at any time. Appointments are preferred to avoid scheduling conflicts.

9.
Parents and other visitors should not come to the facility when they have communicable diseases.  Questions or concerns about communicable diseases should be referred to Health Suite.


10.
The staff reserves the right to terminate a particular visit, if in their judgment, the visit is adversely affecting the resident or the environment.


11.
Visits with staff members are by arrangement but should not interfere with other duties.


12.
All exterior doors of the multi-service building and cottages require the use of swipe card. The bell tower entrance to the residential courtyard is locked at all times.

13.
Any incident/problem should be documented on a Management Variance Report and, if it pertains to a resident/student, on an IDPN as well.

School Program:

Visitors will not be allowed to interfere with the regular operation of the program.  All visitors must report to the receptionist who will contact the school office who will in turn consult with appropriate staff such as the School Principal, Assistant Principal or Director of Day Treatment for permission to visit.  Staff escort is required.  Visitors should make appointments prior to their visits and should be encouraged to make their appointments prior to or after school hours.

DOCUMENTATION:
1.
IDPN, if resident is visited.

2.
Management Variance Report, if needed.

3.
Raptor V-Soft Security System Information and Procedural Guide
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APPENDIX A
PARENT’S VISIT TO THE UNIT

1. While we, at RICA-Baltimore, do not allow free access to the living areas of the cottages to anyone other than residents and designated staff, we do not want to give the impression that life in the cottages is anything but ordinary.

Allowing parents to see the cottages will reduce the concerns and satisfy curiosity, and there are occasions where parents/guardians should be allowed access to the room of their child.

2. In the case of picking up a child for an LOA (and perhaps waiting for medication) or family therapy, parents/guardians should be received in the family room on each unit. When two or more sets of parents have come to a unit simultaneously, alternate arrangements are sometimes necessary, but free access to the entire unit is not one of the options.
3. However, if a parent/guardian makes a request to see their child’s room, we should attempt to accommodate this request.





These are the conditions:

a. If possible, the request should be made in advance.

b. The visit is best conducted when the number of residents on the units is small or zero. The issues are safety and privacy.

c. The roommate of the resident, if any, is consulted.

d. The resident himself/herself has been informed ahead of time.

e. The parent agrees not to take an active role in rearranging materials in the room and agrees to reserve concerns for private discussions with the clinician / staff in the family room or by telephone.

f. The parent / guardian agrees to immediately leave the unit when requested to do so (usually this is a safety issue) and reserve comments as explained in e. above.

g. The parent is escorted by a staff member at all times.

4. Problems in the past have generally involved issues concerning respect for limits. Well defined limits provide a context in which many individuals can operate easily and we want to accommodate those who can act within this structure.


5. Cottages are permitted to have “open house” events. Such events can do much to assure parents that they are welcome to look at our facility and program.
