



ADDITIONAL PROGRAM RULES 

Sunshine Place for Families

1234 Main Street

Washington, DC  22302
Phone: 614-554-1234
Fax: 614-554-2234
In addition to the Universal Program Rules, residents are required to comply with the following Additional Program Rules.  

These Rules set forth the program’s specific requirements.  These Rules may not conflict with any of the provisions of the Universal Program Rules or conflict with the Homeless Services Reform Act of 2005.  

Together, the Universal Program Rules and these Additional Program Rules govern the rights and responsibilities of residents.
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1.
SPECIAL ELIGIBILTY CRITERIA
Eligibility for this program is determined during an intake assessment at the Virginia Williams Family Resource Center located at 25 M St., SW, Washington, DC.
2.
CURFEW 
· Adult curfew is Sunday through Thursday at (10:00) pm and Friday & Saturday at (11:00) pm

· Children’s curfew is (8:30 pm Sunday through Thursday.) 

· Curfew hours are subject to change with written notice.  
· Exceptions to curfew may be made for jobs, special events, medical reasons, to comply with custody schedules, overnight visits, etc...
· To request an exception to curfew, make a request to your Case Manager.
3.
VISITATION
· Visitation day(s) are (Saturday and Sunday from 11:00 to 5:00) for guests to the building.
· Residents may visit each other during designated hours.
· Visitation days and hours are posted in the facility and are subject to change.

· All visitors must sign in and leave a picture ID.  Your visitor will not be allowed to visit if they do not have an ID. 
· Exceptions to visitation may be made for special events, medical reasons, to comply with custody schedules, etc...
· For the purposes of this section, social workers, case managers, shelter staff, therapists, counselors, attorneys and other professionals are not considered visitors.  
4.
CASE MANAGEMENT REQUIREMENTS

a.
General

· Residents are required to meet weekly with their assigned Social Worker/Case Manager.  Each household will develop a service plan with a social worker/ case manager listing short term and long-term services goals.  Residents have the right to and are encouraged to participate in the creation of these goals and provide input.
· The case service plan may require that both residents in two-parent households meet with their Social Worker/Case Manager at the same time. 
· New residents are required to meet with their assigned Social Worker/Case Manager within 72 hours after being admitted into the program unless otherwise noted.  
· When you meet with your Social Worker/Case Manager you will be asked to provide copies of pertinent information such as birth certificates, social security numbers and picture ID for all family members.  If you do not have any of these documents your case service plan may include obtaining them.  Your Social Worker/Case Manager can provide you with referrals to obtain these documents.
· If your case service plan requires you to meet with the Substance Abuse Counselor/Aide, these meetings are mandatory and usually require two meetings per week.
· If attendance at weekly substance abuse educational groups, individual sessions and/or NA/AA meetings is required by your case service plan, such attendance is mandatory.
· Case conferences/reviews are held once per month.  The meetings are held to review your service goals and as necessary, modify them.  These are mandatory for all heads of households.  If a residents misses a mandatory meeting for an unforeseeable emergency, residents should report to their case manager as soon possible to discuss their failure to attend.  

b.
Education or Employment Training and Employment 

· If your case service plan goals include either education  (such as GED, literacy, or parenting skills) or employment training (such as nursing, daycare aide) you will be expected to follow up on any recommendations or referrals to appropriate trainings or programs and will be expected to complete the training or program.
· Residents who have agreed in their service plan to actively search for employment will be asked to search on a weekly basis. It may not be appropriate for some residents to search for employment due to identified and noted issues.

· For those residents who are employed or establish employment, it is expected that you maintain your level of employment either full time or part time.  

c.
Financial Planning 

· All residents will be required to have a financial plan as part of their case management plan.

· Residents will be asked to submit documentation of all forms of income, if not already on file.  Income is considered to be but is not limited to: employment (fulltime & part time), SSI, SSDI, TANF, child support, unemployment benefits, food stamps, etc.  

· All residents with income will be asked to contribute to an escrow account as part of their financial plan, as determined by the assessment and particular circumstances of the client.  
· Escrow helps establish a record of your ability to make regularly monthly payments and may help you be eligible for a rental reference based on regular escrow payments.
· Residents will receive the entire amount placed into escrow prior to leaving shelter. 
d.
Permanent or Supportive Housing Search 

· All residents are required to actively search and apply for appropriate housing.  Please see handbook for additional information and resources.
5.
BEHAVIOR REQUIREMENTS

a. Health and Safety Clearances
· All children are required to have their immunization shots up-to-date.
· Please insert any additional health or safety clearances.  

b.  Substance Abuse Policy and Drug Testing
· Individuals with a current addiction or with an addiction history may be asked to receive treatment or attend recovery programs as part of their service plan.  Their service plan may require regular and unannounced toxicology screenings.  
· Residents may consent to regular and unannounced toxicology screenings.  This might assist in being eligible for supportive housing.  
· If a resident do not consent to regular and unannounced toxicology screenings, and a social worker or certified addictions counselor determines that there is reasonable cause to believe that the resident is engaging in drug or alcohol abuse, the provider can require the resident to take a toxicology test. 
· Any resident who tests positive for drugs and/or alcohol will need to meet with the Social Worker/Case Manager and Substance Abuse Counselor/Aide immediately to further discuss the positive testing and to make plans to stop the drug use in their case service plan.
· Attendance at weekly substance abuse educational groups, individual sessions and/or NA/AA meetings is mandatory if your attendance is a part of your case service plan.
c.  Illegal Drugs/Alcohol/Weapons/Prostitution

· Illegal drugs and/or drug paraphernalia are not allowed on or in the buildings or anywhere on the premises.

· Alcohol is not allowed on the premises.  
· Using, selling, purchasing, or distributing any form of illegal drugs or alcohol on the premises is strictly prohibited.
·  Weapons of any kind are not allowed on the premises.
· Prostitution is strictly prohibited on the premises.  
d.  General Conduct While on the Premises

· Residents and their children are required to behave respectfully to one another and to staff.  

· Profanity and vulgar language are unacceptable and will not be tolerated.  
· All residents and visitors must maintain quiet tones within the building.  Yelling and screaming are not acceptable.
· Verbal or physical altercations and threats are strictly forbidden.

· Parents and/or legal guardians are fully responsible for the actions, behavior, and care of their children.
· Residents are not allowed to hang out of the windows or climb in or out of the windows.

· Residents are not allowed to visit in each other’s units or visit building to building except during visiting hours. 
6. 
PETS

· Residents are not allowed to have any types of pets/animals in their assigned units.
· Exceptions to this rule will be made for service animals in accordance with this program’s reasonable accommodation policy and the Americans with Disabilities Act.

7.
ALTERNATIVE SANCTIONS 

· If you fail to follow these rules or abide by the Homeless Reform Act of 2005, you may receive an alternative sanction, a rule violation notice, or a warning letter.
· Depending on the seriousness of the violation you may receive an alternative sanction.  An alternative sanction may be:
· Reduced visitation hours, 
· Reduced curfew hours,
· Additional case management meetings,
· Additional training classes,
· Additional parenting classes,
· Additional housing,
· Additional job search,
· Denial of overnight passes,
· Denial of permission to attend special events, or
· Another privilege suspended.
· In place of an alternative sanction, you may receive a notice of rule violation or a warning letter for violation of any of these program rules.
· After you receive 2 or more notices of rule violation or warning letters, we may take steps to transfer or terminate you for violating these rules, as allowed by the Homeless Services Reform Act of 2005. 
· If you have any questions about these possible sanctions, please ask your case manager.
8.
GRIEVANCE POLICY AND PROCEDURES 
· Before filing a formal complaint, residents are encouraged to discuss the grievance with their Social Worker/Case Manager.    

· If you are not satisfied with the outcome of the discussion, you may make a verbal or written complaint by following the procedure below.  If you would like assistance, you may dictate your complaint to a staff member who will provide you with a written copy.  
· First, obtain a grievance form (not relating to a termination) from your Case Manager or the Program Director and submit it to the Program Director. 

· All forms of grievance (verbal and written) will be responded to within 48 hours of the complaint and receive a written response from the Program Director within 7 days of making the complaint.
· If you are not satisfied with the response or wish to contest the Program Director’s decision you may appeal to the Executive Director.
· If you do not feel comfortable meeting with the shelter staff you may forward a written complaint to ___________________________.
 9. 
APPEAL PROCEDURE  (Provider may not change or add)
· You may request a fair hearing to appeal any decision by a service provider to transfer, suspend or terminate services, or any alleged violation of your client rights or provider standards which are listed in the Homeless Services Reform Act.

· You may request a fair hearing in writing or verbally to the provider, the Department of Human Services, the Office of Administrative Hearings, or the Mayor.  Please see the Universal Program Rules or your provider for information on how to request a fair hearing.

------------------------------------------------------------------------------------------------------------

I acknowledge that I have received, understand and accept the Additional Program Rules of this program.  I further understand that I must enforce these rules with my entire family.  
________________________________________________________________
Resident’s Signature





Date
________________
________________________________________________
Resident’s Signature (Additional Head of Household)

Date
________________________________________________________________
Staff’s Signature






Date
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