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Incarcerated Parents 

(Revised 04/22/22) 

Forms 
Policy  

Available Services  
Calling Services/Accounts 

Case Plans  
Inside Out DAD  

CWS Facility Liaisons 
Facilities Visitation Policies 

 Visitation Request from Incarcerated Persons 
Visitation Request with a Child Who is NOT the Victim 

Visitation Request with a Child Who is the Victim 
Alignment with SET  

Forms The following forms are referenced in this file: 

Court-Ordered Phone Calling Account Request (COPCAR) 

Inside Out DAD, Guide to Family Ties Workbook Request 

• 04-35

• 04-234

• 04-240 Inside Out DAD Memo to Father 

• 04-240sp Inside Out DAD Memo to Father (Spanish)

Policy Unless the court has terminated reunification services, has ordered that no reunification 
services be provided, or has made any order prohibiting any of the below, the SW will do the 
following for the incarcerated parent: 

• Provide appropriate reunification services.
• Contact the parent’s counselor at the correctional facility to determine the availability

of services relevant to the parent’s Case Plan.
• Assist the parent in enrolling in all such available services.
• Send a follow-up letter to the parent after any discussion with the parent’s counselor

and attach copies of those letters to the court report.
• If services are lacking for a father, assess for Inside Out Dad.
• Ensure that monthly SW/Parent contacts are made (see Contacts - SW and Parents),

unless the parent is not named a Case Plan participant.
• The facility allows for visitation between parent and child, including verifying with the

facility that the caregiver will be admitted to the facility.
• Arrange for child/parent phone calls, videoconference, and/or written correspondence.

If the child is not verbal or cannot write/draw, then arrange for the parent to
communicate with the caregiver about the child.

• Send copies of the child’s medical and school reports to the parent.
• Best practice is for the SW to maintain regular contact with the incarcerated parent

even when not required to do so.
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Policy (cont.) When reunification services are being provided to an incarcerated parent, it is critical to 
document all services provided, including all referrals provided, phone calls 
(attempted/completed), visits arranged (including written correspondence between the parent 
and child), and any other efforts made to assist the parent with reunification and visitation. 

NOTE:  Parents still receive visitation services with a child after FR services have been 
terminated. If the SW believes visitation with an incarcerated parent would be detrimental to a 
child, the SW will consult with the PSS and County Counsel before making a no-visitation 
recommendation to the court.   See Visitation  policy for more information. 

Available Services Services vary by facility.  Click on the applicable link to find out what services are available at 
the parent’s facility. 

If the parent is in… Then you can find services information on the… 

Local custody https://www.sdsheriff.gov/ 

State (CA) custody CA Dept. of Corrections and Rehabilitation website 

Out-of-State custody (Complete an internet search for the facility’s website.) 

Federal custody Federal Bureau of Prisons website 

To locate an inmate or an inmate’s California Department of Corrections (CDC) number, go to: 
CDC: http://inmatelocator.cdcr.ca.gov/ 
Federal Custody: https://www.bop.gov/ 
Local Custody in San Diego:  https://apps.sdsheriff.net/wij/wij.aspx 

Calling 
Services/Accounts 

Parents incarcerated at San Diego Sherriff’s Detention Facilities have access to free telephone 
and video calls.  This includes local, long distance, and international calls. A person can make 
unlimited phone calls per day for up to 15 minutes per call. These facilities include the 
following: 

• East Mesa Reentry Facility
• George Bailey Detention Facility
• Las Colinas Detention and Reentry Facility
• San Diego Central Jail
• South Bay Detention Facility
• Vista Detention Facility

For all other local, CA state and out of state facilities, a 04-35 COPCAR form will need to be 
completed and submitted to fiscal to set up an account.  An additional 04-35 COPCAR will need 
to be submitted monthly to add more money to the account.  Funds will only be added if the 
previous funds have been used.  The SW will follow the following procedures to request a 
calling account: 

https://www.sdsheriff.gov/
https://www.cdcr.ca.gov/
http://www.bop.gov/
http://inmatelocator.cdcr.ca.gov/
https://www.bop.gov/
https://apps.sdsheriff.net/wij/wij.aspx
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Calling 
Services/Accounts 
(cont.) 

 

Step Action 

1 Complete the 04-35, Court-Ordered Phone Calling Account Request (COPCAR). 

2 Click the Save and Submit to Fiscal/Program Support button at the bottom 
of the form and a Save As box will open. 

3 In the Save As box, change the File Name to: “[Incarcerated parent’s last 
name]_COPCAR_[current date].pdf” 

4 Click Save, and a Send Email box will automatically open (regardless of 
where the SW saves the form). 

5 
Click Continue (do not change defaults) and a new Outlook email message 
will open, which will automatically contain the correct recipients’ names 
and have the completed COPCAR attached. 

6 Attach the Minute Order authorizing the telephone contact. 
 

NOTES: 
 

• The Minute Order is only required for the initial request. 
• The Minute Order is required because it provides: 

o Authorization for funding 
o Proper documentation in the event of a fiscal audit. 

7 • Add any special comments/notes in the body of the email. 
• Click Send  

 
When the calling account is set up and ready for use, the SW will receive an email confirmation 
and any necessary instructions from Fiscal.  It is the responsibility of the SW to communicate 
any information/instructions to the incarcerated parent. 
 
The SW must submit a revised COPCAR whenever any of the following occurs, otherwise the 
incarcerated parent may not be able to have telephone contact until the information is updated 
with the calling account provider: 
 

• The Court changes any order(s) related to the incarcerated parent’s phone calls 
• The incarcerated parent is transferred or released 
• Any of the authorized phone numbers have changed or been added/deleted 
• The child’s placement (and therefore phone number) has changed. 

  

NOTE:  If there is no live person to accept the parent’s call, the system will not allow the call to 
be completed.  In addition, some calling accounts may close after 60-90 days if the parent does 
not use the account. 
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Case Plans An incarcerated parent who is named a participant on the case plan should be actively 
engaged by the SW in the case planning process. The SW should meet with the parent in-
person if possible (i.e. location of facility) to gather information and input from the parent as 
to what should be addressed in the case plan.  The information gathered should also be used 
to complete the CANS tool which guides the case plan.  The following table describes the 
case planning process for specific circumstances: 

If the parent is… Then the SW will… 

Incarcerated at the time of the initial case 
plan 

Attempt to make in-person contact with the 
parent to actively engage in case planning 
AND discuss services offered with counselor 
at facility.  Complete case plan to reflect 
services offered. 

Released after the case plan has been 
signed/ordered by Court 

Update the case plan with the parent to 
reflect services/objectives that can be 
completed within the community. 

Incarcerated after signing the case plan Discuss with parent services offered within 
the facility and contact the parent 
counselor to verify and enroll the parent in 
the appropriate services.  Complete an 
updated case plan to reflect these changes. 

NOTE:  Please see Case Plans  policy for more information. 

Inside Out DAD Whenever an incarcerated father is receiving court ordered reunification services, but the SW has 
assessed that the services in the facility are lacking or are inadequate to promote reunification, the 
SW will request the Inside Out DAD, Guide to Family Ties packet, which covers topics such as: 

• How a father’s incarceration is likely to affect his children and the mother(s) of his
children

• How to nurture a relationship with the children’s mother(s) as part of improving the
relationship with the children

• How to define his role as a father when he reenters life on the outside
• Family violence

Use the following procedure to request an Inside Out DAD, Guide to Family Ties packet. 

Step Who Action 

1 SW • Contact the facility to determine what services are
available and make significant efforts to facilitate the
parent’s admission to all available reunification-supporting
services.

• Document these efforts in a CWS/CMS contact.
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Inside Out DAD 
(cont.) Step Who Action 

2 SW Are services lacking or inadequate to promote 
reunification? 

If yes, then go to Step 4. 
If no, then go to Step 3. 

3 SW Document in the Case Plan/Court Report that the father 
is/will be participating in the identified services at the 
institution and will not need the Inside Out DAD packet. 

4 SW Complete the 04-234 and submit it to the Policy Analyst 
listed on the form. 

5 Policy 
Analyst 

Send the SW the Inside Out DAD Guide to Family Ties 
packet including: 

• Inside Out Dad Guide to Family Ties workbook
• The Inside Out DAD Memo to Father (English or

Spanish) with instructions on how to use this resource
• Post-survey (English or Spanish) for the father to

complete and return to SW after completing the
workbook

• An envelope to send to the incarcerated father
• A post-survey answer key (English or Spanish)
• Inside Out DAD Completion Certificate.

6 SW • Prepare the packet and send it to the father.

NOTE:  Do not use any staples or paper clips.

• Document in CWS/CMS that the packet was sent.

7 SW Follow up with the father about progress, any questions he 
may have, and the post-test. 

8 SW When the father returns the completed post-test, complete 
the Inside out DAD certificate and mail it to him.  Retain a 
copy in the case file. 

9 SW Document information about the Inside Out DAD, Guide to 
Family Ties service in the court report. 
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Inside Out DAD 
(cont.) 

 
NOTE:  Whenever an incarcerated mother is receiving court ordered reunification services, but the SW 
has assessed that the services in the facility are lacking or are inadequate to promote reunification, the 
SW can email the Policy Analyst for assistance with providing materials for the mother.  
  

 
CWS Facility 
Liaisons  

 
CWS has created two liaison positions with the San Diego Sheriffs Detention Facilities, Las 
Colinas Detention and Reentry Facility and East Mesa Reentry Facility.  The liaisons are at the 
facilities several days out of the week or as needed.  The liaisons can provide support in the 
following ways: 
 

• Ongoing CWS 101 presentations in the facilities. 
• Arrange communication between the assigned SW and parent. 
• Educate the parent in CWS policies and procedures. 
• Refer the parent to any services within the facility to support reunification. 
• Assist in scheduling and arranging visitation between the child, parent, and SW and 

other activities such as Child Family Team meetings, Juvenile Court Hearings, etc. 
 
NOTE:  Please contact to East and South region for the current liaison.  
  

 
Facilities Visitation 
Policies 
 

 
Each detention facility has its own specific policies regarding visitation, phone calls, and written 
correspondence.  SW’s should verify the visitation policy prior to conducting any 
communication and/or visit.  It is recommended that the SW contact the facility the morning of 
a scheduled visit, in case any last-minute event (such as a unit being locked-down, a parent 
being moved, etc.) will cause a visit to be cancelled or rescheduled.  Facility information is listed 
below:   
 

Facility Name, Address, and Link to Visitation Information 

California Institute for Men (San Bernardino County) 
14901 Central Ave. 
Chino, CA  91710 
(909) 597-1821 
 
Mailing address: 
P.O. Box 128 
Chino, CA  91708 

California Rehabilitation Center (CRC) (Riverside County) 
Fifth Street & Western 
Norco, CA  92860  
(951) 737-2683 
 
NOTE:  Consult website because there are different P.O. boxes for different 
purposes. 

  
  

https://www.cdcr.ca.gov/visitors/
https://www.cdcr.ca.gov/visitors/
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Facilities Visitation 
Policies (cont.) 

 

Facility Name, Address, and Link to Visitation Information 

Chuckawalla Valley State Prison (Riverside County) 
19025 Wiley's Well Rd. 
Blythe, CA 92225 
(760) 922-5300 
 
NOTE:  Consult website because there are different P.O. boxes for different 
purposes. 

East Mesa Reentry Facility 
446 Alta Rd., Ste. 5200 
San Diego, CA 92158 
(619) 210-0385 

Facility 8 Detention Facility 
446 Alta Rd., Ste. 5300 
San Diego, CA 92158 
(619) 210-0327 

George F. Bailey Detention Facility 
446 Alta Rd, Suite 5300 
San Diego, CA  92158 
(619) 210-0385 

Lompoc Federal Correctional Institution  (NOTE: There’s also a US Penitentiary at 
Lompoc: see below) 
3600 Guard Road 
Lompoc, CA  93436 
(805) 736-4154 

United States Penitentiary – Lompoc  (NOTE: There’s also a Federal Correctional 
Institution at Lompoc:  see above) 
3901 Klein Blvd. 
Lompoc, CA  93436 
(805) 735-2771 

Metropolitan Correctional Center 
808 Union St. 
San Diego, CA  92101 
(619) 232-4311 

  
  

https://www.cdcr.ca.gov/visitors/
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.sdsheriff.gov/bureaus/detention-services-bureau/visiting
https://www.bop.gov/locations/institutions/lof/
https://www.bop.gov/locations/institutions/lom/
http://www.bop.gov/locations/institutions/sdc/
http://www.bop.gov/locations/institutions/sdc/
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Facilities Visitation 
Policies (cont.) Facility Name, Address, and Link to Visitation Information 

R.J. Donovan Correctional Facility 
480 Alta Road 
San Diego, CA 92179 
(619) 661-6500

Las Colinas and Reentry Facility 
451 Riverview Parkway 
Santee, CA 92071 
(619) 402-1312

Vista Detention Facility 
325 Melrose Dr. Ste. 200 
Vista,  CA  92083 
(760) 936-0014

Western Region Detention Facility 
220 W. “C” St. 
San Diego, CA 92101 
619-232-9221

NOTE:  If a parent is in a California state facility not listed, go to https://www.cdcr.ca.gov/.  
For out of state facilities search the facility name.  For visitation services for parents 
detained by Immigration Customs Enforcement (ICE) see Working with Families Who Are 
Involved in Child Welfare and Immigration Enforcement Proceedings file. 

Visitation 
Request from 
Incarcerated Persons 

If the Hotline receives a referral pursuant to a “Petition for Hearing to Allow Child to Visit 
Incarcerated Person” stating that an incarcerated person convicted of any of the crimes listed 
below is seeking visitation with the child-victim of the offense or with any minor under the 
age of 18 years old, a child abuse referral must be created in CWS/CMS.  The offenses are: 

• Rape (PC §261)
• Conspiracy to commit rape or sexual penetration against a victim’s will (PC §264.1)
• Inducing a person to engage in sexual behavior through false/fraudulent

misrepresentation or pretense (PC §266c)
• Intermarriage among blood relatives, or adulterous or fornication behavior among

blood relatives (PC §285)
• Sodomy (PC §286)
• Lewd or lascivious act on a child under the age of 14 years old (PC §288)
• Oral copulation (PC §288a)
• Sexual penetration (PC §289).

http://www.cdcr.ca.gov/Facilities_Locator/RJD.html
https://www.sdsheriff.gov/bureaus/detention-services-bureau/detention-facilities
https://www.sdsheriff.gov/bureaus/detention-services-bureau/detention-facilities
https://www.sdsheriff.gov/bureaus/detention-services-bureau/detention-facilities
https://www.geogroup.com/FacilityDetail/FacilityID/37
https://www.cdcr.ca.gov/
https://sdcountyphn.policytech.com/docview/?docid=19703
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Visitation Request 
from an Incarcerated 
Person with a Child 
Who is NOT the 
Victim 

If an incarcerated person wants visitation with a child who was not the victim, the person 
must file the request (petition) at Juvenile Court. Juvenile Court will then put the matter on 
the calendar and send the petition to the Hotline. When the Hotline receives the petition, the 
following procedure will be followed. 

STEP WHO ACTION 

1 Hotline Create a referral 

2 Hotline Evaluate it out 

3 Hotline Forward the hard copy referral with the petition to the PA 
listed at the end of this file at W-473. 

4 CWS PA Forward the referral to CC who will handle the referral in 
Juvenile Court. 

Visitation Request 
from an 
Incarcerated 
Person with a Child 
Who is the Victim 

If the Hotline receives a referral from criminal court, or a petition from an incarcerated 
person requesting visitation with a child who is the victim of one of the crimes listed above, 
CWS must follow the procedure below: 

STEP WHO ACTION 

1 Hotline SW • Obtain the following information:
o the criminal court case number
o criminal court judge's or clerk's name
o criminal court department hearing date and

department number, and
o telephone number, where the clerk may be

reached.
• Document the above in the narrative section of the

Emergency Response Referral Document.

2 Hotline SW Generate a referral and assign it to the appropriate region 
following the standard Hotline procedures for the 
assignment of referrals (see Hotline - Assignment of 
Referrals ).  
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Visitation Request 
from an 
Incarcerated 
Person with a Child 
Who is the Victim 
(cont.) 

STEP WHO ACTION 

3 Assigned SW Contact the criminal court clerk to confirm that the 362.6 
hearing request has been referred to Juvenile Court. 

If… And… Then… 

a hearing 
request 
has been 
referred to 
Juvenile 
Court 

--- • Determine which
Juvenile
CourtDepartment
the hearing has
been assigned to.

• Contact that
Department to
find out the date
and time of the
hearing.

• Identify the CC
assigned to the
hearing.

a hearing 
request 
has not 
been 
referred to 
Juvenile 
Court 

there is/ 
was a 
dependency 
case 

• Determine which
Juvenile Court
Department had
the case

• Contact CC to set
a Special Hearing
for a 362.6
hearing in the
Department the
prior
dependency case
was heard

• Contact the
criminal court
clerk and ask
that the hearing
be referred to
the appropriate
Department in
Juvenile Court.
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Visitation Request 
from an 
Incarcerated 
Person with a Child 
Who is the Victim 
(cont.) 

STEP WHO ACTION 

3 (cont.) Assigned SW 
a hearing 
request 
has not 
been 
referred to 
Juvenile 
Court (cont.) 

there has 
never been 
a 
dependency 
case 

• Contact CC to
schedule a
Special Hearing
in Dept. 1 for a
362.6 hearing
request.

• Contact the
criminal court
clerk and ask
that the hearing
be referred to
Dept. 1 of
Juvenile Court.

4 Assigned SW Investigate the referral following existing investigation 
procedures (see ER - Investigations). 

NOTE: If the scheduled hearing date does not allow for 
sufficient time to investigate the referral, the SW should 
contact the assigned County Counsel and request a new date, 
not to exceed three weeks from the date of the referral. 

Alignment with SET This policy supports the following SET values by overcoming barriers to 
parent/child contact, even when the parent is incarcerated or detained: 

• Value 1: Relationships With Children, Youth and Families Are the Foundation
• Value 3: Helping Children and Youth Achieve Their Full Potential and Develop Lifelong

 Relationships 

https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure
https://www.sandiegocounty.gov/content/dam/sdc/hhsa/programs/cs/cws/CWSResourcesandGuides/SafetyEnhancedTogetherSET/SET%20Family%20Brochure



