
CENTER  PROCESS 

All doors to the rooms will be closed and labeled in use or open 
ARRIVAL OF RECEIVING/VISITING PARENT: 

1. Please Park in lot in the front of the building. 
2. All parents arriving for parenting time (visiting parent) will wait in the lobby area, do not go 

past the front desk. 
3. If there is an active OFP, you must arrive 15 minutes before the start of your parenting time, 

and leave 15 minutes after the other parent leaves with the child(ren). You will be charged for 
the time spent on both ends of the visit. 

4. If there is not an active OFP, you must arrive 5 minutes before the start of your parenting time. 
5. Once the child(ren) have arrived, the supervisor will greet the other party and the child(ren) 

and bring them into the lobby area to greet visiting party. This will happen whether there is an 
OFP or not. 

6. Supervisor will then direct you to an open room. Doors to rooms may remain closed during 
visits.  

ARRIVAL OF PARENT AND CHILD(REN): 

1. Parent/person bringing the children will be expected to park in lot B (parking spots to the East 
or left of the building entrance)  

2. Supervisor will text party to let them know if the visiting party has arrived. Text will be sent 
when the visit is supposed to start, to let them know they can bring the child(ren) to the top of 
the stairs. 

3. Supervisor will meet parent/person that brings the child(ren) at the top of the stairs for the 
hand off, then the supervisor will bring the child into the lobby area to meet with the visiting 
parent/party. 

DURING VISIT: Parents will be expected to parent their child(ren), make sure they are 
not interrupting other families, running or jumping or climbing on the furniture or 
shelves, no entering other rooms, parents will assist their child(ren) in getting toys 
from the main room. 

END OF VISIT: Parents will assist child(ren) in getting ready to leave BEFORE the end of the visit 
time. Supervisor will take child at exactly the end time and take them to the other parent. If there 
are any delays, you will be charged for the extra time at a rate of $2.00 per minute. This 
must be paid BEFORE the next visit takes place or the visit will not take place. 

AFTER VISIT: The parent will ensure the room is cleaned up once the supervisor returns to dismiss 
the parent the parent will leave immediately, there is NO loitering in the center. Supervisors must be 
ready for other families immediately. 
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