SOP Template: Family Communication and Visitation
Guidelines

This SOP defines family communication and visitation guidelines, establishing clear protocols for scheduling,
conducting, and managing visits to ensure respectful and effective interactions between family members and facility
residents or patients. It covers visitor eligibility, appointment scheduling, confidentiality and privacy considerations,
communication methods, and procedures for resolving conflicts or concerns, aiming to promote supportive family
involvement while maintaining safety and well-being for all parties involved.

1. Purpose

To establish standardized procedures for family communication and visitation to ensure effective, respectful, and safe
involvement of family members in the care process while upholding resident or patient privacy and well-being.

2. Scope

This SOP applies to all staff, residents/patients, and visiting family members within the facility.

3. Definitions

¢ Family Member: Any individual identified by the resident/patient as an immediate or extended family, or a
significant support person.

¢ Visitation: Any in-person or virtual meeting between a resident/patient and their family member(s).

¢ Confidentiality: The obligation of staff to protect private information pertaining to residents/patients.

4. Responsibilities

o Staff: Facilitate and monitor communication and visitation, maintain records, and uphold privacy.
¢ Residents/Patients: Communicate preferences regarding communication and visitation.
¢ Family Members: Abide by facility guidelines and respect privacy policies.

5. Procedures

5.1 Visitor Eligibility
¢ Visitors must be authorized by the resident/patient or their legal representative.

¢ Visitors under 18 must be accompanied by an aduilt.
¢ Visitors with recent infectious illness or contraband items are not permitted.

5.2 Appointment Scheduling
1. All visits should be scheduled in advance via phone, online portal, or in-person at the reception desk.

2. Visits are subject to facility hours and resident/patient availability.
3. Confirmation of appointments will be provided within 24 hours by staff.

5.3 Visitor Check-in and Identification

1. All visitors must check in at the main entrance and present valid identification.
2. Visitors will be issued a badge or pass, which must be worn at all times during the visit.

5.4 Conduct During Visits
Respect the privacy and comfort of all residents/patients.
Follow all facility safety protocols, including infection control measures.

Visits are conducted in designated areas unless otherwise approved.
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¢ Staff may terminate visits if conduct is inappropriate or violates guidelines.

5.5 Communication Methods

¢ |n-person visits, phone calls, video calls, and written correspondence are permitted with resident/patient consent.



¢ All modes of communication must be documented in the resident/patient record.

¢ Virtual visits should be scheduled following the same procedures as in-person visits when facility resources are

required.
5.6 Confidentiality and Privacy
¢ All discussions about resident/patient care must occur in private and with consent.
¢ Staff must not disclose protected health information without permission.
¢ Visitors must respect the confidentiality of all facility occupants.
5.7 Conflict Resolution
1. Concerns or conflicts regarding communication or visitation should be reported to facility management.

2. Aninvestigation will be initiated within 48 hours and appropriate action will be taken based on findings.
3. Mediation may be offered to resolve recurring issues.

6. Documentation

¢ Allvisits and communications must be recorded in the facility's log, including date, time, purpose, and
participants.
¢ Confidential notes or issues flagged during visits must be communicated to the care team for follow-up.

7. Review and Update

This guideline is to be reviewed annually or as needed based on changes in policy, regulation, or facility needs.

8. References

¢ Facility Policy Manual
e Applicable Local, State, and Federal Regulations
¢ HIPAA Privacy Rule (if applicable)

9. Approval

Prepared by Reviewed by Approved by Date

[Name/Title] [Name/Title] [Name/Title] [Date]
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