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Human Resource Training Inc. 
Parenting Skills Program 

2131 East Broadway Road, Suite 14 
Tempe, Arizona 85282 

Tel: (480) 967-6895    

 Fax: (480) 967-4986 

  

To: New Clients       
   
Re: Setting up services at our agency.  
   
 Please take note of the proper procedures for setting up services:  
 
1. A signed court order/minute entry must be received in our office specifically appointing Parenting 

Skills Program as the agency for services. We must know who is responsible for the fees. Our 
agency charges a $10 per person, $20.00 per case intake fee to set-up services.  Basic supervision 
is $60.00 per hour. Supervised Exchanges are $30.00 per exchange. Therapeutic Services with a 
Masters Level Prepared Mental Health Provider are $90.00 per hour. Fees are due at time of service; 
payable in cash or by money order made payable to Parenting Skills Program. We do not accept 
credit cards or personal checks. Please bring exact amounts for payments as we do not have change 
available.  You will be issued a credit in lieu of change. 

 
2.  Both parties involved must comply with that court order by calling our Exchange and Visitation 

Service line at 480-967-6895, Extension 102 and leaving their mailing address and daytime/evening 
contact phone numbers; then both parties must complete and return the appropriate agency 
paperwork and the intake fees. Paperwork can be sent to the parties or obtained from our website: 
www.hrtaz.com/ programs/ familycourtservices/newclient forms. We must have paperwork with 
original signatures for our agency records.  

 
If there is no court order or the court order does not designate PSP as the service provider and clearly 
stipulate fee responsibility, then… 
 

Both parties must submit a letter of agreement to our agency in addition to the initial paperwork and 
intake fees.  The letter of agreement must state that the parties agree to use our agency for services, 
and what service they are requesting. It will also state that the parties agree to abide by our rules and 
regulations. The letter should designate who is primarily responsible for the service fees. (Please note 
the exception to fees responsibility as noted in our paperwork.) 

 
 These procedures must be completed before any services are provided. 
 

Once an exchange/visitation schedule has been agreed upon by the parties and our agency, it is 
the party’s responsibility to be present at that scheduled time.  If for any reason you need to cancel the 
appointment you must call at least 24 hrs ahead of the appointment day. Please note: all Saturday, 
Sunday, and Monday visitation/exchange appointments must be cancelled by 9 am on Friday.  Failure to 
do so will result in the missing party(s) being responsible for the fees. Confirmation of appointments must 
be made promptly, within 24 hours, or you will lose the appointment time offered. 
 

It is very important to note that Parenting Skills Program will not accept letters signed by 3
rd

 
parties or accept compliance calls from 3

rd
 parties (attorneys, spouses, friends, relatives etc., unless the 

court order allows such 3
rd

 party to be involved).  Both Service participants are responsible for 
communications with the agency regarding their services and appointments. 

 

Please complete the appropriate paperwork for the service you are requesting and return it to the 
address above along with your intake fees. Thank you for your cooperation in setting up services. 

 
Visit our website for more information: www.hrtaz.com 

http://www.hrtaz.com/%20programs/%20family
http://www.hrtaz.com/
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Human Resource Training, Inc. 

Parenting Skills Program 
2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 

(480) 967-6895 xt 102  
Fax: (480) 967-4986 

 
 

Family Court Services  
Rules and Regulations For 

Supervised Visitation and Exchanges 
 

Overview 
 
Exchange monitoring and visitation monitoring are to be times when children can expect 
parents to be cooperative and the situation to be physically and emotionally safe and conflict 
free. 
 
It is imperative that no confrontation or unpleasantness between parents, or any 
participants in the event, occur during the exchange or visitation.  We all need to make 
this a positive experience for each child. 
 
No process servers will be allowed on the premises at the exchange/visitation time.  Court 
papers should not be given to parents during the exchange/visitation time.  Supervisors will 
not relay verbal messages between parents; however, open letters, may be exchanged 
through the supervisor. Supervisors are not responsible if the other party refuses to take 
offered documents. 
 
Supervisors are assigned based on their availability, not on client preference or request. 
 
Please remember that the role of the Parenting Skills Program is to follow the court order 
regarding visitation and exchanges.  
 
The Actual Exchange or Visit 
 
Only one parent (or parent’s authorized representative) from each party is allowed in the 
Parenting Skills Program office at a time for exchanges.  Unless your court order specifies 
other may attend, please do not bring grandparents, new spouses, friends, or anyone else 
inside the office at the time of drop-off, pick-up or for visits.  Non-visiting parents must 
leave the office during the visit. They may wait in the parking lot or they may leave the 
property. Non-visiting parents may come back in the office during the last five minutes of the 
visit.  Please be prompt in picking up children. Non-visiting parents may be charged for late 
pick-ups.  
 
Other visitors may be allowed in the visit if both parents agree 24 hours in advance of the 
visit, or if the court order designates additional attendees.  Parenting Skills prefers that 
parties agree to others attending a visit in writing at least two weeks before the visit. 
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Safety Issues 
 
The children are never to be left alone with the supervisor. The children must remain with 
one parent or the other until services are concluded.  Parents are responsible for the 
children’s safety.   
 
Parents will be separated from each other during exchanges or visitation.  If you as a 
parent do not want to be in contact with the other parent please come to the office a few 
minutes early.  You will be placed in a private area.  The supervisor will bring the children to 
you or the other parent, depending on the nature of the service. 
 
There will be a minimum of a five (5) minute delay between parties leaving the office after 
the exchange or visitation.  Parenting Skills Program recognizes that it is best if children do 
not witness any hostility.  Refusal to abide by this policy will result in a report to the court. 
 
Parenting Skills Program is not responsible for interactions between parties that may occur 
outside of our office, such as in the parking lot, restrooms, or other common areas of our 
complex. 
 
Visitation 
 
Visiting parents should come prepared for the whole visit. Long visits need planned 
activities, snacks etc. 
 
Visiting parents are free to bring games, toys, food or crafts. We do not allow any live 
animals or pets.  Sometimes a VCR/DVD player is available for watching any videos you 
may want to bring, but we do not guarantee VCR or DVD availability.  The visit is a time for 
good interaction between the non-custodial parent and the children.  It is not a time for 
grilling children about details of what the other parent is doing or how the child likes a new 
step-parent, etc.  If a child becomes distressed over the nature of questioning, the 
supervisor has the right to terminate the visit.  Visiting parents may wish to take 
photographs for the purpose of keepsakes; however, investigative picture taking for the 
purpose of documentation for court will not be allowed. 
 
The non-visiting parent should prepare the child emotionally to have an enjoyable time at the 
visit.  This is good parenting. 
 
Authorized Representatives 
 
Unless your court order states otherwise, the custodial party may sign a form authorizing 
other persons to bring the child to the exchange/visitation site and also pick them up on their 
behalf. 
 
This person will be required to show picture ID at the time of the exchange or visitation.  If 
parties picking up the children do not have identification or are not appropriately authorized 
(having the authorization form signed by the parent and in our records) you risk that the 
children will not be released to these parties.  These authorized persons are expected to 
obey and follow the same rules and regulations as the court ordered parties.  Failure of your 
authorized person to follow the rules may result in suspension of services. 
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Regular Scheduling 
 
Once an appointment or schedule (day/time) is agreed upon by all parties involved, it will be 
followed without further phone contact (we will not call to remind you). 
 
Parenting Skills Program office hours are Monday through Thursday 9:00 am – 5:00 pm and 
Friday 9:00 am – 3:00 pm. Weekend or holiday visits or exchanges are by prior appointment 
only. The scheduler will schedule the visit or exchange then call and confirm appointments 
prior to the weekend or holiday.  Parenting Skills Program staff will notify the supervisor and 
the other parties involved in the appointment of any cancellation or appointment changes.  If 
you have been away or have not been available for phone messages, please call our office 
to confirm your appointment.   
 
Holiday Scheduling 
 
It is each parent’s responsibility to inform us of any special orders for visitation on the 
holidays or special instructions (vacations, school holidays, etc) as soon as possible after we 
set up your visitation/exchange schedule.  You must notify Parenting Skills Program in 
writing, two (2) weeks in advance, along with a copy of your court order if they specify 
these times.  All copies of the correspondence needs to be sent to all parties involved (both 
parents, Parenting Skills Program, case manager, attorneys including Best Interest Attorney, 
Judges, etc).  Remember the sooner we are notified, the better we can negotiate appropriate 
scheduling.  This is particularly important during our busy Thanksgiving and Christmas and 
school break scheduling periods. 
 
Parenting Skills Program office is closed on the following holidays:  New Year’s Day, Martin 
Luther King, Jr. Day, President’s Day, Memorial Day, Independence Day, Labor Day, 
Columbus Day, Veteran’s Day, Thanksgiving Day, Day after Thanksgiving, and Christmas 
Day.  No visits will be done on holidays.  Exchanges may be held at limited times on 
holidays depending on supervisor availability.  No one will be in the office to answer phones, 
make schedules, etc.  Parenting Skills Program office will close at 3:00 pm the day before 
each holiday. 
 
Cancellations 
 
To cancel appointments you must call our office. Each party is responsible for calling to be 
sure we have notice of the cancellation. Failure to come to a visit that you have confirmed 
may result in your being charged for that visit if it has not been cancelled properly. 
 
Appointments scheduled for Tuesday through Friday must be cancelled at least twenty four 
(24) hours before the scheduled appointment. 
 
Appointments scheduled for Saturday, Sunday and Monday must be cancelled by 9:00 am 
on Friday. 
 
Parenting Skills Program staff will notify the supervisor and the other parties involved in the 
appointment of any cancellation or appointment changes. 
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Late Cancellations/Missed Appointments 
 
If we do not receive a call to cancel your appointment as outlined above, the person 
responsible for the missed appointment will be obligated to pay the entire charge for 
the visit/exchange (even if your court order states the other person is supposed to pay or 
that the fees are split) plus a $20.00 service charge.  No further appointments will be 
made until this obligation is met. 
 
If an emergency prevents you from keeping a scheduled appointment (illness, car trouble, 
auto accident, etc), you may be released from the obligation to pay if you provide proper 
documentation of the emergency (verifiable letter from the doctor, mechanic’s report, police 
report, etc).  Documentation must carry the date of the missed appointment to be valid.  
Acceptance of the emergency documentation is subject to approval by the Program Director. 
 
Punctuality 
 
Parenting Skills’ supervisors will wait fifteen (15) minutes for parties to arrive.  If either or 
both parties fail to arrive for the scheduled appointment, it will be treated as a missed 
appointment (see above).  Please also allow the supervisor fifteen (15) minutes grace time 
to arrive at the office. If, for some reason, the supervisor does not arrive within the fifteen 
(15) minute grace period, you are free to make the decision to either exchange the children 
on your own or wait and call the office on the next business day to reschedule.  It would be 
expected that visits would not occur if the supervisor fails to show.   
 
Fees 
 
Fees are as follows: 
 $60 per hour for basic supervision  

$30 per supervised exchange  
 $90 per hour for therapeutic supervision 
 
Parenting Skills Program expects payment at the time you arrive for each appointment.  We 
accept cash or money order only.  Checks or credit cards are not accepted.  Bringing 
in a check for payment will be considered as non-payment (see Missed Appointments 
above).  Please make cash payments in the exact amount, as supervisors and/or office 
personnel cannot make change. 
 
If you do not pay at the time of the visit/exchange, it will be treated as a missed appointment.  
You will be charged a service fee and all further appointments will be suspended until you 
are paid in full. 
 
All non-payments, missed appointments, and late cancellations will be collected with a 
$20.00 service charge. 

 

Documentation and Reporting 

Visitation supervisors and exchange monitors document the interaction between all involved 
parties. Office scheduling personnel document all phone calls and any messages left on 
voice mail by either party. These records become a part of your file and are subject to 
subpoena. Reports of visits and exchanges are sent to the court monthly. 
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Testimony and Records 
 

Parenting Skills Program’s records are confidential.  We report directly to Expedited 
Services or the court. 

If for any reason you feel the need to access our files, we must have a subpoena before we 
can release the records. Subpoenas should be addressed to Custodian of Records, 
Parenting Skills Program and accompanied with the $20 fee to cover copying costs.  This 
fee must be paid at the time the subpoena is served. We need at least 2 weeks notice to 
prepare and copy records. Therapeutic records require signed releases from both parties or 
a signed court order in addition to the subpoena before they will be released.  
 

Should any member of Parenting Skills Program staff be called to testify, the court provides 
that we must be compensated for our time.  Our fee is $100 per hour for a three (3) hour 
minimum ($300) for personal appearances for Basic services. Telephonic testimony fee is 
$120 for the person requested to be available at a company phone for the court to contact 
them during the hearing within a specified period.   The testimony fee for a Ph.D. level 
therapist will be collected at the rate of $300 per hour for a two (2) hour minimum ($600).  
Masters level therapist testimony rates are $200.00 per hour with a two (2) hr minimum 
($400). Any time involved in testimony above the minimum hours will be collected at the 
additional hourly rate for each level.  This fee must be paid at the time the subpoena is 
served. 
 

Subpoena’s for court appearances or copying of records should be served in a timely 
manner, at least two (2) weeks before the date when the records are needed and should 
be delivered to our Tempe office at 2131 E Broadway Rd., Ste 14. This is the location 
where these records are maintained. Please be aware that if we are given insufficient notice 
regarding court appearances, copying of records, or if payment does not accompany the 
subpoena, we will approach the court to quash the subpoena. 
 

Complaints or Correspondence 
 

If you have any concerns with services provided by Parenting Skills Program, these 
concerns must be in writing, with all parties copied (this includes both parents, the Judge, 
attorneys, or Best Interest Attorney, or any other involved party appointed by the court).  
Writing your concerns and copying all parties will ensure a written response from the 
Program Director.  Calls or e-mails to the Program Director will not receive a response. 
 

Final Comments 
 

It is our hope for this service that, by minimizing opportunities for conflict, families will realize 
their children’s need to have meaningful, safe contact with all their family members and 
parents will be able to come together in a peaceful way to assure that this happens. We wish 
you the best in this process. 
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Human Resource Training, Inc. 

Parenting Skills Program 
2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 
(480) 967-6895 xt 102  
Fax: (480) 967-4986 

 
 
 
 
 
 

I acknowledge having received a copy of the rules and regulations for 
court-ordered and elective domestic relations services. I have read the 
rules and regulations and have had any questions I may have had 
answered by Parenting Skills Program staff. 

 
 

Please indicate the service you are requesting: 
 

  Therapeutic Services 

   

  Supervised Exchange 

   

  Supervised Visitation 

 
 

Please list below the days and hours that you are available for visitation or the 
days and times that you are requesting for exchanges: 

 
 
 
 
 
 
 
 
 
 

 

Signature  Date 
   

Print Name   
   

Parenting Skills Program Representative  Date 
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Human Resource Training, Inc.  
Parenting Skills Program 

2131 E. Broadway Road, Suite 14 
Tempe, Arizona 85282 

Tel: (480) 967-6895  
Fax: (480) 967-4986 

 

CLIENT IDENTIFICATION 
 

Your Name:  Name of Other Party:  
  

Address:  
      

City:  State:  Zip Code:  
      

Home #:  Cellular #:  Work #:  
   

Gender:  Marital Status:  Legal Status:  
     

  Male    Single    Self- referred 
         

  Female    Divorced    Court ordered 
         

    Married    CPS 
         

    Separated    Domestic Relations 
         

     Widowed    Other:  
       
     

Birth Date:   Age:   Place of Birth:  
     

Race/Ethnicity:  Maiden Name (if different):  
     

Clients Occupation:  Employer:  
     

Employer’s Address:  Employer’s Phone:  
     

(Name of party to notify in case of emergency)   
     

Spouse or Nearest Relative:  Relationship:  
     

Address:  Phone #:  
     

Physician(s):   Physician’s Phone:  
This information is needed in case of a medical emergency.  
  

Physician’s information is for:    Adult  Child(ren)   
    

Payment Agreement: The undersigned agrees to pay the supervisor/ therapist the determined fee when service 

is rendered unless other arrangements have been made. Accepted forms of payment are cash or a money order 
made payable to Parenting Skills Program. 
    

Payment Source:   Self  Other(specify):  
     

     

  
 

   

 Client’s Signature  Date  

  
 

   

 Responsible Party if not Client  Date  

  
 

   

 Witness  Date  
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Human Resource Training, Inc. 

Parenting Skills Program 
2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 
(480) 967-6895 xt 102  
Fax: (480) 967-4986 

 

Acknowledgement of Being Informed of Cancellation Policy for 
Family Court Services Clients 

 
  

 A client is expected to keep his or her appointments with Parenting Skills staff 
 

 Barring an unforeseen documentable emergency, if a client cannot keep his or her 
appointment, he or she will be expected to call the agency to cancel within 24 
hours of the appointment if the appointment is Tuesday through Friday.  Saturday, 
Sunday and Monday appointments must be cancelled by 9 am on Friday.  Failure 
to do this will be considered a missed appointment. 

 

 If a person had an unforeseeable emergency, written, verifiable documentation of 
this emergency must be given to Parenting Skills Program.  The Program Director 
will make a decision as to the integrity of the excuse and deem the occasion either 
an emergency or a missed appointment. 

 

 Any person responsible for a missed appointment shall be obligated to pay for the 
entire appointment plus a $20.00 service charge.  No further scheduling or 
appointments will be made until this obligation is met. 

 

 If a client incurs a missed appointment, the DR coordinator shall write and send a 
letter to the client deemed responsible, detailing the date and time of the missed 
appointment and the financial obligation necessary to resume services. 

 

 A copy of this letter shall be sent to the other party in the family court case as well 
as to the referring judge and any Best Interest Attorney involved with the case.  A 
copy of the letter shall also be placed in the DR file. 

 
 

I have been informed of the agency cancellation policy and any questions I had were 
explained to me. 

 
______________________________                    ____________________________ 
Client                                                                       Witness 

 
______________________________                    ____________________________ 
Print Name                                                              Print Name 

 
______________________________                    ____________________________ 
Date                                                                         Date 
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Human Resource Training, Inc. 
Parenting Skills Program 

2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 
(480) 967-6895 xt 102  
Fax: (480) 967-4986 

 
 

 

I __________________________________, the parent of __________       

  

_____________________________________________minor child(ren), agree 

to have the exchange/visitation of my child(ren) supervised by Parenting Skills 

Program.  I understand that Parenting Skills Program follows the minimum 

guidelines for exchange/supervision issued by Expedited Visitation Services, 

and I will be obliged to abide by the responsibilities of the parents designated in 

the guidelines, as well as the policy and procedures established by Parenting 

Skills Program. 

 

 

 

____________________________________   _________________ 
 Client          Date 

 
_____________________________________   _________________ 
Parenting Skills Program Staff Member     Date 
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Human Resource Training, Inc. 
Parenting Skills Program 

2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 
(480) 967-6895 xt 102 
 Fax: (480) 967-4986 

 

Visitation Guidelines for Parents 
 

The purpose for visits is for you and your child(ren) to enjoy each other and maintain contact with 
one another.  You and the schedule coordinator will need to work out specific instructions and 
information regarding visitation dates and times.  Only the parent(s) and the children involved are to 
attend the visits.  If you wish to have others present during the visits, you will need to make the 
request to the courts and the other party (3rd party) must be specifically names within the court or 
interim order. 
 
Your visits will take place at the Parenting Skills Program’s office and supervised by a Domestic 
Relations Courts trained supervisor, who will be present to assure the visit is carried our properly.  
Please bring enjoyable activities that you and your child(ren) would enjoy to do throughout the 
duration of the visit.  Most visitations go very well and both the child(ren) and the parent look forward 
to them.  However, certain subjects should be discussed with your attorney, assigned judge and/or 
assigned EVS case worker and not with your child(ren).  If you have questions about how to discuss 
something with your child, you and the visitation supervisor can step outside the room to discuss it. 

You may not 

 Interrogate, threaten, or harass your child 

 Criticize your child or others, such as spouse or ex-spouse, other family members, parent(s), 

court or court appointed officials, etc, during the visit 

 Ask the child for information regarding the other parent or other parent’s 

spouse/boyfriend/girlfriend, etc. 

 Discuss your case, court or other involved parties 

 Say things that make your child feel sad or guilty, or sorry for you 

 Use vulgar language 

 Bring guns, knives or other dangerous instruments to the visit 

 Bring animals or pets of any kind 

Reasons for stopping visits may include any of the following 

 Any of the behaviors listed above 

 Creating a scene (becoming angry, yelling, or screaming) which upsets the child 

 Coming to the visit in an intoxicated or “high” condition or smelling of alcohol 

 The court order or Parenting Skills Program’s visitation guidelines repeatedly being broken 

 
__________________________________                        _______________________________ 
Parent’s Signature                                                               Date 
 
__________________________________                        _______________________________ 
Parenting Skills Program Staff Signature                            Date 
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Human Resource Training, Inc. 
Parenting Skills Program 

2131 East Broadway Road, Suite 14 

Tempe, Arizona 85282 
(480) 967-6895 xt 102 
 Fax: (480) 967-4986 

 
 

Authorization to Exchange/Drop Off or Pick Up Children 
 
I authorize (list names) 
 
 

________________________________________ 
 

________________________________________ 
 

________________________________________ 
 

________________________________________ 
 

 
to pick up my children in lieu of myself.  I understand that the parties I 

authorize will also be required to follow the Parenting Skills Program rules 

regarding exchanges and visitation.  I understand that they may be required by 

Parenting Skills Program staff to show a driver’s license as proof of 

identification.  Failure to provide identification may result in children not being 

released to that party. 

 

_________________________                ___________________________ 
Parent Signature       Witness Signature 
 
_______________________                 ____________________________ 
Parent – print name                                   Witness – print name 
 
_______________________  ____________________________ 
Date                                                           Date 

 
 

 

 

 

 


