Lucy’s Hearth Resident Handbook

Welcome to Lucy’s Hearth Emergency Shelter for women and children.

Our Mission
To provide temporary shelter and services for homeless women and their children in a safe and supporting environment, foster independence, and help residents gain the life skills necessary to prevent future chronic homelessness.

Lucy’s Hearth Programs

Emergency Shelter (ESP):

         We house three homeless families in rented apartments in Newport County and: 

1. Provide case management support
2. Provides transitional apartments for three families
3. Provides aftercare/outreach program for residents who exit emergency shelter and transitional apartments

Permanent Supportive Housing Program:

House two previous homeless families in rental units and provide Case management support

The Homeless Prevention and Rapid Re-Housing Program:

For individuals or families who are or are at risk of being homeless we provide:

1. Case management 
2. Stabilization and financial assistance

Program Staff
· Program Director, Case Manager, Program Coordinator, and several Resident Relief Staff Members
· Several volunteers and other professionals visit our building on a regular basis. 

· Staff member is present at Lucy’s Hearth 24/7

Night
· A Residential Relief Staff member is available in the building in room 10
· Residents should knock on the door or use the telephone intercom to get assistance between hours of 11pm and 5:30am

Moving In (Intake Process)
· Lucy’s Hearth accepts referrals from any agency, service provider, or homeless woman.
· Potential residents must complete a telephone screening to be placed on the waiting list.
· When there is availability at the shelter, staff will notify potential residents on the waiting list.

Waiting list Priorities

· Families living in a place not intended for human habitation
· Families whose last permanent address is located in Newport County
· Current client of Family Service of Rhode Island (FSRI)

Resident Rights
· To be treated without any prejudices. 
· To receive services in a place that is free of any human rights violations, such as abuse, neglect, or financial exploitation.
· To receive translated material and a translator for service in your first language. 
· To be protected from pressures to do something that you don’t want to do. 
· To ask questions at any time.
· To be informed about all records of the services used in your treatment.
· To view, receive and amend (make a statement of disagreement or concern) those records by requesting to do so in writing.
· To either give or refuse permission without compromising your right to services.
· To be informed of expectations, hours of service, cost of service, and the source of the agency’s repayment. 
· To receive copies of all authorizations for release of confidential information.
· To confidentiality of records and services.
· To make an official complaint about any issue by contacting your service provider, the program manager, or the Vice President of Quality Management. 
· To be informed of policies about consent to participate in the agency’s service.
· To be informed of the provider’s qualifications, years of experience, and staff responsibilities.
· To know who to contact in the absence of a service provider.
· To be informed of the other services available. 

Resident Information Will Be Released WHEN…
· There is suspected child abuse and/or neglect. 
· There is a reason to suspect that the resident might harm herself.
· There is a serious threat of intentional harm or homicide to another person.
· There is suspected elder abuse.
· There is a court order for the information. 

Program Rules
The program at Lucy’s Hearth includes shelter and meals, but also a strong case management component. Residents are required to participate in different trainings and programs to maintain their residency.

                    Seven basic requirements for living at Lucy’s Hearth:
1) Follow all House Rules

2) Financial/Savings

3) House Chores/Room Inspection

4) Attitude

5) Progress Towards Treatment Goals

6) Work/School/Community Service

7) Parenting
House Rules

1. NO VIOLENCE: Any form of violent, aggressive, or abusive behavior or language toward other residents, staff, or volunteers is strictly forbidden. Police will be called if necessary.
2. NO WEAPONS OF ANY KIND (including toy weapons) are allowed in Lucy’s Hearth.
3. NO ABUSIVE DISCIPLINE OR NEGLECT will be tolerated at Lucy’s Hearth. We are required by law to report any child abuse or neglect to DCYF
4. NO DRUGS OR ALCOHOLIC BEVERAGES are allowed. 
5. SMOKING IS NOT ALLOWED ON LUCY’S HEARTH GROUNDS. Residents who wish to smoke must leave the grounds of Lucy’s Hearth and St. Lucy’s Church. They should not to throw cigarette butts on the ground. 
6. CONFIDENTIALITY: Residents sign a confidentiality agreement as part of their paperwork. Everyone has a right to privacy. Do not reveal names or any information about other residents to anyone outside of Lucy’s Hearth. Breaking this agreement is considered breaking the program rules.
7. SUPERVISION: All children must be supervised at all times. Children under 12 must not be awake unsupervised. Children who are sleeping must be checked on regularly.
8. SECURITY: Doors must be answered ONLY by staff. Please tell your children that they may not open doors for anyone at any time.
9. VISITORS: To protect the privacy and safety of residents, family and friends may not visit the building or backyard.
Resident Responsibilities
1. Participate in treatment planning.

2. Provide honest information about yourself and her children.

3. Attend all appointments or provide 24 hours notice of cancellation.

4. Comply with rules and requirements of your current program.

5. Treat program staff and other clients respectfully.

6. Respect the privacy of other residents or former residents. 

7. Come to all sessions sober of alcohol and drugs. 

8. Use of vacuum, pest control, dumpster, computer, and donations.

9. Regulating your visitors to fit the programs requirements. 

Your Room

Lucy’s Hearth demands a money order of $250.00 security deposit within 30 days of move-in. The damage done to the room will be deducted from the security deposit upon moving out, after a full examination from staff.

Each family will get one room in the resident hall with one bed or crib for each person in the family. The room will also have a closet, sink, medicine cabinet and a dresser all of which belong to Lucy’s Hearth. 

There are many important rules:
1. The room has to be clean and safe at all times, including keeping exit pathways open.

· The room has to be neat at all times this includes: making of beds, taking out trash, doing laundry and mopping of your floor.

2. All of your belongings have to be stored neatly in the room.

3. Toilet items, cleaning supplies and other toxic items have to be placed away from children.

4. Do not paint, apply sticker or otherwise change the walls and surfaces of the room

5. If anything is broken in the room contact staff immediately.

Fire Hazards: 
The room can be inspected at all times for items that you are not allowed to have due to risk of fire; these fire hazardous items include:
· Personal Lamps
· Candles
· Electric Aroma devices
· Any other item that could potentially set on fire.

 Room Inspection:
· The staff will continue inspecting your room and belongings routinely to make sure all rules are being complied with, even if you are not in the room.
· If the room fails an inspection you will receive a written note in your mailbox and will have 24 hours to clean the room and get it re-inspected by staff. 
Common Areas
Kitchen: 
The kitchen at Lucy’s Hearth is used by all families for the storage and preparation of meals. Please obey the following directions for the use of the kitchen.

1. Food Storage: 
· Each family is given a cabinet relative to their family size for storing food.

· Families may use the refrigerators and freezers to store items. Each item in the fridge or freezer must be clearly labeled with your name. 
· Please respect the space limits and do not purchase a month’s worth of food to place in the fridge or freezer at one time. 

2. Food Pantries:

· There are two pantries in the building; one of them is located in the kitchen and contains “house food” which is available for any resident to use. 
· House food is purchased weekly by residents on a rotating basis or donated.

· Each resident is assigned a week within each month that they are required to purchase house food. Each resident must purchase $100 worth of food per mother and one child; each additional child is $25.
· House food is stored in the food pantry in the kitchen, in fridges and freezers, and is labeled with an “H.” 
· The second pantry is located in the chapel, which is locked at all times. This pantry contains additional supplies of food for residents to cook with or eat.
· Any resident who needs to get food from this room must ask a staff member to unlock it and staff will go with residents there. Children are not allowed to be in any food pantry at any time. 

3. Freezers/Fridges:


· There are three fridges: a large refrigerator, small refrigerator, and a locked freezer located in the kitchen. There are also two additional locked freezers in the food pantry. 
· Residents’ personal food may be stored in the kitchen freezer and fridge. House food that needs to be refrigerated or kept frozen is also located in the kitchen freezers and fridges.
· Kitchen freezers and fridges are cleaned every Tuesday night at 9:00 pm. All residents are mandated to help clean them at this time. 
· As with the food pantries, children are not allowed to go into any fridge or freezer at any time. 

Living Room: 

· The living room is used by all families at Lucy’s Hearth for watching television, playing, socializing and relaxing. There is a large television set that can be turned on to watch a agreed upon and appropriate movie or TV program.
· Children are not allowed to touch the television or remote control.
· No food or drinks are allowed in the living room at any time – this includes bottles and sippee cups.
· Children must be supervised at all times by their mother or an approved babysitter in the living room. Toys must be handled with care and put away after each use. 
· It is each family’s responsibility to clean up after themselves after using the living room. The living room gets thoroughly cleaned each day by the assigned resident. 
Dining Room:

· The dining room is used by all of the families at Lucy’s Hearth for eating all meals. Meals must be eaten by all residents in the dining room and not in the kitchen.
· Children must be supervised in the dining room at all times. Children in highchairs must be buckled and closely supervised at all times. 
· Each family is responsible for cleaning up after themselves after eating each meal and snack in the dining room; it is each mother’s responsibility to wipe down highchairs and highchair try after their child uses it. 
· The dining room is cleaned each day by an assigned resident. 
Utility Closet:
· The utility closet is located right outside the kitchen, to the left of the kitchen door.
· Cleaning products, trash bags, and the mop and bucket are kept in the utility closet.
· Residents must return cleaning supplies after each use and are to be careful not to leave them in children’s reach.
· The Utility closet remains locked at all times. 
Hallway Closets:

· There are closets located in the lower hallway; one is used to store the vacuum and stepladder. The other is used to store car seats and strollers. 
· These closets should be kept neat and items should be stored in a way that allows the doors to close properly. 
· The linen closet is located in the resident hallway near the bathroom. Clean linens are kept in this closet for emergency use in the middle of the night.
· Residents are expected to wash all of their soiled linens seeing as there is no laundry service at Lucy’s Hearth. 
Learning Center (Known as the Chapel):
· The chapel is used by all families at Lucy’s Hearth for a variety of uses. 
· Meetings and classes are held in the chapel, which will limit residents’ access to the room.
· Computers, board games and books are also located in the chapel. 
· Children must be supervised at all times in the Learning Center. 
Mailroom/Mail Policy:

· The mailroom is located across from the front lobby.
· Each resident is assigned a mailbox in the mailroom. The case Manager is responsible to sort all resident mail and distribute it. 
Room 2:

· Room 2 is used for small meetings. It also has a private bathroom, which is only to be used by children over 12 and adult residents.
· Room 2 is cleaned and restocked each day by an assigned resident. 
Main Bathroom:

· The main bathroom is for all residents to use. It has bathtubs and showers, and is where each resident must shower or bathe daily, including children.
· Children under the age of 12 must be supervised at all times while using the bathroom.
· Both children and adults are required to clean up after themselves in the bathroom including: 
1. wiping down shower and bath after use
2. cleaning out drains
3. wiping up spill.
· The bathroom is cleaned daily by an assigned resident. 
Toiletry and Diaper Closet:

· The toiletries closet has shampoo, conditioner, soap, toothbrushes, toothpaste and other basic toiletries available for residents. 
· The toiletries and diaper closet is locked at all times, and can only be accessed by staff members. 
· Diaper closet has diapers available for residents who do not have any income. 
Stairwells:
· All stairwells in the building are to be kept clear of everything at all times
· It is a fire and safety hazard to have anything obstructing the stairwells. 
Morning Goal Group
· Every resident must attend Morning goal group
· Takes place every morning at 9am in the living or dining room
· Is run by a case manager
· Each resident must identify their goals for the coming day
· If for any reason a resident misses morning goal group they must fill out an absentee goals form
· Absentee goals forms are located above the light switch on a clipboard to the left of the doorjamb in the main office, or from a staff member
· Absentee form then must be handed to a staff member before the meeting. If a resident does not do this corrective action will be taken.
Parenting
· Staff members are available at any time if a mother has any questions or need guidance with parenting.
· Each mother is responsible for watching their child(ren) at all times while their child is awake.
· Children must not be left alone in the room if they are awake
· All children must be in bed by 8:00pm every day
· Mothers must bathe their children every day, feed them healthy breakfast, lunch, and dinner, take them to the doctors and give them medicine when they are sick, dress their children appropriately, and sign them up for school if of school age.
· A mother must not cause physical harm in any way to their child
· If a mother does not follow the rules above it is considered neglect and abuse and by law the staff is required to report any of these problems to DCYF
· Any resident is required to report when they witness another child being neglected or abused
Early Intervention Evaluation
· EI evaluations are required for young children that live in Lucy’s Hearth
· An EI evaluator will come to Lucy’s hearth and sit down with yourself and your child
· After the evaluation the evaluator will decide with you, the parent, whether or not your child benefit from EI services
Mental Health Evaluation
· During your intake and stay your case manager will talk to you about whether or not you could benefit from a therapist or psychiatrist and help you get set up with them
Substance Abuse Treatment
· Drug and alcohol abuse or use is not tolerated while at Lucy’s Hearth
· You must be clean and sober to live at Lucy’s Hearth
· If you are struggling with staying sober, talk to your case manager immediately, so they can help you get set up with substance abuse treatment immediately
· If at any time a staff member suspects you are under the influence of ANY drugs or alcohol, you will be asked to move out immediately 
Financial
· There Is no charge to stay at Lucy’s Hearth
· This is so you can pay off debts and save for your future
· Your financial situation will be discussed with your case manager upon intake
· An individual budget plan will be created for you upon arrival to Lucy’s Hearth
· You must save 50% of your income while you are at Lucy’s Hearth
· You will be required to open a bank account when you first arrive
· You must provide proof every week of how much you put in saving as well as your balance
· Each resident must go grocery shopping for all residents of Lucy’s hearth once a month
· There is a schedule on what resident goes which week, which is located on the bulletin board on the hallway.
· For a mom and one child, you must spend $100 a month, and $25 for each additional  child
· All income received by residents must be documented in the residents file
· If a resident is working, they must submit a copy of their pay stub to staff
· If a resident receives child support, SSI, or SSDI, they must submit a copy of all paperwork to staff
Heath/Medical
· All children must be up to date on their immunizations(shots)
· If your child is sick, you must inform staff , make a doctor’s appointment, and give correct medications
· All residents must take a bath or shower every day.
· All Residents must keep their rooms clean at all times
· Diapers must be changed in your room only, and put into a bag. The bag must be placed in the dumpster. The bag may not be put in any trash basket in the house 
· Clean up after yourself and children in the bathroom
· Always wash hands and wear food preparation gloves before handling food or unloading the dishwasher
· In case of serious emergency or accident, notify staff immediately and they will call for help
· All medical appointments must be documented on the residents weekly planner
· Any medication for yourself or your child, prescription or nonprescription is kept in the staff office in your med box. This includes topical creams and ointments, vitamins, and inhalers
· All medications are documented in the resident med log
· When you need one of your medications, you must tell staff, who will hand you your med box, and have you initial that you took the medication
Transportation
· If you have Neighborhood Health Plan of Rhode Island, you may receive a free cab to your medical appointments
· To arrange the cab ride you must call Neighborhood Health Plan of Rhode Island 24 hours in advance
· For other appointments and transportation needs, most residents take the RIPTA bus. A stop is located in front of St. Lucy’s Church
· You can get a bus pass for free with your anchor card
· For certain special and preapproved situations, staff may give you a ride in the Lucy’s Hearth van with 24 hours’ notice
Legal
· Any and all documentation relating to legal issues must be given to staff for the resident file
In-House Babysitting
· Residents may have another resident babysit their child for work, school, or doctor appointments only
· A babysitting form must be filled out prior to the babysitting then get approved by a staff member
· The babysitting form is located in the red file folder in the mailroom
· You must leave a phone number of where you can be reached, as well as where you are going and what time you will be back
· Non-resident babysitters are not allowed inside Lucy’s Hearth
Resident Disputes
· Residents should try to work out differences in a calm and adult manner before bringing it to staff
· Staff will interfere if necessary 
· Verbal and/or physical fighting, bullying, and gossip will not be accepted
Children‘s Behavioral Disputes
· Disagreements between children must be handled calmly and immediately 
·  Work with the mom(s) of the other child(ren) to stop the issue between the children
· Staff will help if needed
Five Day Corrective Action Process
· If a resident does not follow the rules will result in a corrective action
· The resident gets five days to correct the problem
· A five day review meeting must be scheduled by the resident 
· If you do not fix the problem or schedule the meeting you will receive immediate probation
Probation
· Probation can be issued with or without 5 day corrective action notice
· With probation a resident will be closely monitored and have case management meetings
· Probation results in decreased privileges 
· A two week review meeting must be scheduled 
Termination
· Termination of residency can be determined immediately
· It can also be determined at the 30 day review
· All terminations will be accompanied with a letter stating the offence, and the termination date and time
Case Management

· Case management is a mandatory part of staying at Lucy’s Hearth
· Each resident will be assigned a case manager and meet with them one hour each week
· The case manager will help the resident  get on housing lists, arrange for necessary medical appointments, help with budgeting, finical and legal issues, assist with employment, and many other services
Community Service

· All residents must complete 10 hours a week of community service within Lucy’s Hearth
· If you work or go to school at least 20 hours a week you do not have to do the community service
Children’s Activities
· Social skills group meets weekly and is mandatory
· Specific dates and times will be posted in advance
Building Security

· Doors are locked at all times
· No one can enter the building without ringing the buzzer
· For everyone’s safety residents and children may not answer the door, please wait for staff to open it
