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 3rd parties or accept compliance calls from 3rd parties (attorneys, spouses, friends, relatives etc., unless the court order allows such 3rd 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
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