GUIDELINE FOR SCHEDULE CHANGES/WINDOWS

HOW:

LENGTH OF NOTICE:

REQUEST DEADLINES:

WHO CAN REQUEST?

INFORMATION NEEDED:

HOW WILL | KNOW
WINDOW IS APPROVED?

DOCUMENTATION:

CHANGES IN PRE-
APPROVED WINDOWS:

yorksupport@vigilnet.com or 717-756-1295

All requests must be made at least one (1) day prior to event.

No same day windows granted.

EXCEPTIONS: AverHealth & TASC in Hanover (Court approved Drug
Testing Facilities), Vigilnet maintenance, Vigilnet document drop off,
Vigilnet payment, Work. YOU MUST HAVE AN OPEN WINDOW OR IT
WILL BE AN UNAUTHORIZED LEAVE.

Monday — Friday 8:30 am until 2:30 pm EST

*Windows for Saturday, Sunday, & Monday must be requested by 2:30pm
on Friday. Vigilnet office is closed on weekends.

Vigilnet is closed on the following Holidays: New Year’s Day, Memorial
Day, Fourth of July, Labor Day, Thanksgiving Day, Thanksgiving Friday,
Christmas Day

Yourself

Time leaving & returning
EXAMPLE: You work 8am-4pm with %2 hour travel time each way
Request should be for — 7:30am-4:30pm
Reason
EXAMPLE: Work, Probation Appointment

You will receive either a phone call or email.
Do not assume that a window will be granted, wait for confirmation.

You must be able to provide documentation for any window which is
required. Documentation must include the following: On letterhead,
address, date, time and signature.

Documentation must be submitted by 2:30pm the following business day.

Failure to provide documentation will result in a window being considered
unauthorized and a violation on house arrest.

Your Probation Officer or Vigilnet can ask for this information at any time.

It is your responsibility to call Vigilnet if there are any variations of your
window(s). We will not accept same day window changes to already
existing windows. You will either need to cancel that window or pick
another day or get PO approval. Failure to adhere to scheduled leave time
is a violation. It is your responsibility to close any window not in use by
contacting Vigilnet.




COMMON WINDOW REQUESTS/QUESTIONS

MEDICAL (Self):

ALLOWED
REQUEST / QUESTION Yes | No | Other NOTATION(S)

Doctor’s Appointments + new X Documentation must be provided.

prescription

Surgeries X Documentation must be provided before and
after surgery. Probation Officer must be notified. If
bracelet needs to be removed, PO must approve
and notify our office prior to procedure.

MRI/CAT SCAN X PO must pre-approve and notify our office to have
bracelet removed. Documentation must be
provided. Bracelet will be removed/reinstalled the
same day.

Emergency Room or X Documentation must be provided.

Urgent Care

Children under the age of 18 X | You must be the only parent or legal guardian in the
house. Documentation must be provided.

EMPLOYMENT:
ALLOWED
REQUEST / QUESTION Yes | No | Other NOTATION(S)

Permitted to work more than X FT/PT, PT/PT The income from jobs must be

1job taxable income. If working on a 1099, the 1099 form
must be submitted before work can be approved.

Overnight stays X If court ordered or approved by Probation Officer.

Overtime X Overtime requested beyond normal scheduled
window hours needs to be documented. We must
receive an email or phone call with details.

College/Technical School/GED | X Probation Officer must approve or class schedule
provided.

Job Searches X Limited to 4hrs/day, 3days/week — Documentation
from job sites must be provided.

Job Interviews X Limited to 2hrs with documentation




TREATMENT :

ALLOWED
REQUEST / QUESTION Yes | No | Other NOTATION(S)

Drug/Alcohol X Only if court ordered.

Evaluation/Counseling

DUI Classes

Mental Health X Only if court ordered.

Evaluation/Counseling

Anger Management X Only if court ordered.

Batterers Intervention X Only if court ordered.

Parenting Classes X Only if court ordered.

AA or NA Meetings X Only if court ordered or approved by PO.

AVERHEALTH or TASK X Only if court ordered. 1-3 hrs. Call or email prior to
leaving.

Outpatient Addiction X You will be given a window at install for your next

Medicine Treatment appointment. After that, you must provide
documentation that you are enrolled at the facility
and the days per week you attend. 1 hour plus travel
time.

LEGAL:
ALLOWED
REQUEST / QUESTION Yes | No | Other NOTATION(S)

Probation Appointments X 1-2 hrs.

Court Hearings X 1-2 hrs. Includes travel time.

Court costs and fines/Attorney | X 1-2 hrs.

FAMILY:

ALLOWED




REQUEST / QUESTION Yes | No | Other NOTATION(S)

Funerals X Permitted for spouse, long term partner, parents,
siblings, child, step-parent, and grandparent.
Documentation required.

Marriages X Approved by Probation Officer.

Church X 1% hrs. a week for service plus travel time. You
must provide a letter from your spiritual adviser
before they will be entered.

Children daycare/bus stop X 30 minutes allotted in both am and pm.

Medical Dismissal X If your child is asked to leave school/daycare early
due to a medical emergency and you are the only
available parent/guardian you will be granted a
window to do so. Documentation must be
provided.

Child Visitation X Only if court ordered.

Pets X 1-2 hrs. for emergency visits. Not permitted to walk
pets.

MISCELLANEOUS:
ALLOWED
REQUEST / QUESTION Yes | No | Other NOTATION(S)

Groceries, banking, laundry, X 2hrs/weekly

haircut, financial planner, Not granted to begin after 6:00 pm and must return

prescription refill etc. (Errand to residence by 8:00 pm.

Window)

Snow Removal X ONLY if you live alone
1hr. for driveway/sidewalk.

Vacations X

DMV/PennDOT X Limited to 2 hrs. with documentation —receipt of
arrival, with time infout and signature.

Tax Preparation X Limited to 3 hrs. with documentation on company
letterhead with time infout and signature.

Assistance office X 2 hrs. with documentation.

Voting X 1 hour only if absentee ballot is not an option.
Documentation needed if over 1 hour.




