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PREFACE

The most significant and major thrust of corrections
today 1s its movement toward community-based residential
treatment centers, or halfway houses. The phenomenal
growth in the number of such facilities in the past few years,
both for juveniles and adults, attests to their general ac-
ceptance by correctional, governmental and judicial leaders.
Community-based regidential programs have become in-
creasingly acceptable ag a viable method of gerving both
the public offender and the community itself,

Deliberate, systematic decisions have been made to
change the course of corrections to community-based
treatment, egpecially residential treatment. Consequently,
the necessity of developing guidelines and standards for the
establishment and operation of halfway houses has become
Increasingly evident. Agencies, both public and private,
need some direction in order to chart the new course cor-
rections is now taking.

The International Halfway House Assoclation hag
been concerned since itg inception with assisting all inter-
egted agencles and groups in establishing successful halfway
house programs, which meet the goals and objectives of
community-based resldential treatment. Successful inte~
gration or reintegration of the public offender into the
community, and prevention of hig removal from it initially,
if possible, are just two such goals.

Due to the current heterogerneity of halfway houses,
guidelines must be general in nature but still provide solid
direction for halfway house operations and programs. The
details and specifics of any given program must be tailored
to the conditions, needs, clientele and resources e xisting
in any given cornmunity., The present report represents the
first significant effort to provide such direction.

Guidelines and standards are not static, but must be
changed and improved upon as experience accumulates, and
results of program evaluaticn become known. As a result,
they must be revised and updated on a regular basis.

i
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INTRODUCTION

In 1964, a small group of persons operating halfway
house programs for ex-offenders met in Chicago, Illinois,
to explore the pcasibility and feasibility of establishing an
organization refleciing the goals and aspirations of com-
munity~-based treatment programs. This organization later
became known as the International Halfway Houss fAssociation,

In 1966, the first edition of the I, H. H, A, Directory was
published, a mimeograph, containing approximately forty (40)
names and addresses of halfway houses across the United
States and Canada. The 1971-72 edition of the 1, H. H, A,
Directory lists over two hundred and fifty (250) listings of
halfway houses and community-based treatment centers in
the United States and Canada, The listings include facilities
for ex-offenders, alcoholics, drug addiction, juvenile fa-
cilities, probation and parole, and some mental health faci-
lities. The trend in corrections, as well as in other areas,
has been set; treatment and rehabilitation must occur in the
community, and prisons were not doing the job they set out
to do. This seems the primary reason for the tremendous
growth of community-based programs in the past six years,

Because of the tremendous increase in halfway houses
and community-based treatment programs for offenders,
with much financial assistance from State and Federal govern-
ment, many persons began programs with little knowledge or
insight into the problems offenders face upon release from
prison and jail, Many programs, well-intended, simply folded

under because of little or no program, poor community support,

and financial problems. The International Halfway House
Association was called upon more and more to assist new-
comers in the field of community~based programs, but even
the "experts" had little knowledge of standards which should
apply to different communities and States, There were many
individual philosophies at work within each halfway house,
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Some programs with two ox three ex-offenders were
regarded as halfway houses, At the other extreme, some
programs worked with over two hundred clients, and they,
too, were regarded as halfway houses, Some programs had
intensive group work and individual case work; others
provided merely room and board, Yet, each was labeled a
halfway house,

The International Halfway House Association has long
expressed concern about accreditation and standard-setting
for halfway houses, In 1970, at the International Halfway
House Association ineeting heid in Cincinnati, Ohio, and in
conjunction with the American Correctional Association,
I.H. H. A, approved a request to seek Department of Justice
funds, Law Enforcement Assistance Administration, to es-
tablish standards for halfway houses.

PROCEDURE

The staff and committee of the project spent several
months in developing a questionnaire to be sent to the mem-~
bership of the International Halfway House Assoclation as
well ag to an equal number of non~members,

One hundred and sixty (160) questionnaires were sentto
the Directors of halfway houses and community-based treat-
ment programs, and ninety four (94) were returned.

The questionnaire was divided into two parts.

Section I This portion of the questionnaire was in-
formational in nature, and was comprised of seventy (70)
questions. The prime purpose of this portion of the ques-
tionnaire was to determine certain factual information about
specific halfway house or community-based treatment pro-
grams, Such questions as, 'Is your facility non-profit and
incorporated?” and questions pertaining to program and
staffing were the prime thrust of this portion of the ques-
tionnaire,

Section II The second part of the questionnair e was
comprised of fifty three (53) statements and questions with

value judgments on each. Each Director of a program was
asked to rate the fifty three statemeits either as:

Essential
Important
Desirable
Optional

or
Undesirable.

The responses to these statements were the basis for
the staff and committee recommendations for standards for
halfway houses and community-based treatment programs.

xi




Je Cit APTER 1

HISTORY OF HALFWAY HOUSES
IN THE UNITED STATES

Halfway houses received their first trial in the United
States when New York, Pennsylvania and Massachusetts es~
tablished such facilities in the early part of the Nineteenth
Century. 1 e

Although there is evidence of early interest in halfway
houses by some governmen:al bodies (a Massachusetts Com-
mission recommended the establishment of such facilities
in 18?.0),2 the main thrust for the movement came from re-
ligious and private volunteer groups. 3 Both groups were
composed of idealistic, hard-working, humane and highly
dedicated people who all too frequently lacked the requisite
skills to administer an agency or to provide a treatment pro-
gram.,

Their purpose, which they met effectively, was to pro-
vide such services as a temporary place of shelter, food,
clothing, friendly advice and sometimes, ‘efforts to assist
the ex-offender in securing gainful employment. The public
offender usually didnot have the above-named services at
his disposal upon release from an institution. 4 In addition,
they helped cushion the impact of release from an institution
to open society and, although no hard data is available (a
chronic problem in corrections), it does not seem unreas-
onable to assume that they had a beneficial effect on their
clients. S

1 "Halfway Houses: Community-Centered Corrections and
Treatment", by Oliver ]. Keller and Benedict S. Alper; D. C.
Heath & Co., p. 7. Also, "Crime and Its Corrections', by
John Conrad, University of California Press, Berkeley, Calif.,
1965, p. 275,

2 Keller and Alper, op. cit., p. 7.

3 Ibid., p. 7.

4 « Administration of Justice in a Changing Society', A Report
of Developments in the United States ~ 1965-70, prepared for
the Fourth United Nations Congress on the Prevention of Crime
and Treatment of Offenders, p. 69.

5 "Halfway ilouses for Reformatory Releasees”, by Robert

H. Vasoli and Frank J. Fahey, Crime and Delinquency, Vol.l16,

No. 3, July, 1970, p. 293.
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The early halfway houses were self-contained and rela-
tively isolated from the correctional staff and facilities pro-
viding them with releasees,® This is one of several factors
which may have led to their eventual failure to survive as a
permanent part of the correctional system, if indeed they
could have been considered part of the system as it existed
at that time. From all available evidence, it is not too much
to assume that the early halfway houses were not considered
‘a part of the correctional system and, although this may have
been a factor in their failure to flourish, it was (in all proba-
bility) a tactor which was attractive to the ex-offender who
needed assistance,

More than forty years after the Massachusetts Cormmis-
sion made its recommendation, a halfway house for women
released from institutions opened in Boston in 1864. It re-
mained in operation for about twenty years, 7

Amidst public indifference and even hostility, a group
of Quakers opened a halfway house in New York City, which
has survived to the present as the Isaac T, Hopper House.
'The House of Industry, established in Philadelphia, Pemnsyi-
vania, in 1889, also continues to receive parolees from
Pennsylvania prisons. 8

Despite opposition by the American Prison Association,
a temporary shelter for ex-offenders was op ened in New
York City in the Jate 1890 's. In September of 1896, Maud
Booth, along with her husband, co-leader of the Volunteers
of America, rented a building in the Washington Heights sec-
tion of Manhattan, The facility, known as Hope Hall, came
under such harrassment from the police that Mrs, Booth was
forced to appeal directly to Theodore Roosevelt for help. 9

6 Vasoli and Fahey, op. cit., p. 294.
7 Keller and Alper, op. cit., p. 7.

8 Ibid., p. 7. Also see "Halfway Houses: An Historical
Perspective”, by Edwin Powers, American Journal of Cor-
Tections, Vol. XXI, July-August, 1959, p. 35.

9Keller and Alper, op. cit., p. 7.
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A second Hope Hall was established in Chicago, Illinois
in 1908, and eventually, under the same auspices, halfway
houses were established in New Oxrleans, Louisiana; Columbus,
Ohio; Fort Dodge, lowa; San Francisco, California; Hampton,
Florida; and Waco, Texas, !

Several of the Hope Halls remained in existence for only
a short period of time, while others managed to survive for
many years. Eventually, however, they all ceased operations.
It seems ironic that as more such facilities were established,
Parole authorities argued increasingly against them. The
basic objection used was that association with former prison~
ers was forbidden by parole regulations. 1

Although there were many instances of halfway houses
being establighed in the early and middle 1800's, it was not
until the close of the Nineteenth Century that enough facili-
ties had been established to assist any sizeable number of
ex-offenders, 12

The founders of the halfway houses in the 1800's were
the true ploneers of community treatment centers, but they
often were looked upon with contempt or, at most, tolerance,
by most professional correctional workers. They met with
public as well as official hostility and/or indifference, Their
work, in the main, was with the offender released from a
penal institution, They also sowed the seed and laid the
groundwork that others, who were to follow decades later,
were to reap and build upon.

10K eljer and Alper, op. cit., p. 7.
I 1hid., p. 7.
121pid., p. 8.
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REVIVAL OF THE HALFWAY HOUSE MOVEMENT
IN THE UNITED STATES

It was not until the 1950's that the halfway house move-
ment was revived with the founding of such facilities as St.
Leonard's House, Dismas House, and 308 West Residence,
Acute awareness of the multitude of problems facing the ex-
offender released from a penal institution, as well as a
growing dissatisfaction with high recidivism rates, helped
to spark the revival of halfway houses in general and also
served to commence the beginnings of a national halfway
house movement, 13

There are certain parallels between the halfway houses
founded over cne hundred years ago and those which came
into existence approximately fifteen years ago. Both were
started by religiously-oriented or volunteer groups, Both
lacked professionally trained personnel and dealt primarily
with the ex~offender released from a penal institution. Both
lacked "programs' as such, but had as their aim the goal
to meet the offender's basic needs for survival and re-entry
into the community, Treatment, as such, was not an inte-
gral part of either the early haliway houses or those founded
little less than two decades ago. Both were meant to be a
buffer, a halfway step between the highly structured and
regimental setting of the traditional correctional institution,
to free and constructive life in the community. Both were
relatively isolated from the correctional staff and institution
providing them with releasees and both met with resistance
from the community as well as from some correctional
workers.

One factor present in modern day corrections which was
absent over one hundred years ago was a century of dismal
failure of the traditional correctional system. This factor,
the recognition of it by many in the correctional field, and

13 Keller and Alper, op. cite, po 8,
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the renewed advent of halfway houses as a means of assisting
offenders released from institutions, all served to create a
favorable climate for the "evolutionary development” of the

halfway house concept. 1

As mentioned in the Introduction, it was not until 1964,
only eight years ago, that some of those involved in the half-
way house movement met and formed what is now the Inter-
national Halfway House Association, Since that time, a host
of agencies, private and public, have established community
treatment centers to service a wide variety of target popula-
tions.

While most halfway houses have and still are serving
the general public offender, some are now specializing in
the treatment of specific problem areas, such as alcoholism,
and here again, private agencies have pioneered and paved
the way "as a result of the indifference of professional and
governmental agencies'.

4 por a description of the operation of one of the early pro-
totypes of modem ~day halfway houses, see "The Lessons of

Norman House", by Merfyn Turner, "Annals of the American

Academy of Political and Social Science", January, 1969, p.
39, _

15 wpagk Force Report: Drunkenness', The President's
Commission on Law Enforcement and the Administration of
Justice, U. S. Government Printing Office, 1967, p. 19.




CHAPTER 1I

OVERVIEW OF ISSUES RELATING TO
HALFWAY HOUSES AND COMMUNITY TREATMENT CENTERS

A, Halfway Houses - A Heterogeneous Concept

The term halfway house or community treatment center
does not convey a homogeneous meaning. Halfway houses
are as varied and different from each other as ''closed” in-
stitutions such as jails, prison, training schools and mental
hospitals vary among and between themselves.

There is no single definition or description which can
possibly be devised at this time which would adequately en-
compass the wide range of facilities which call themselves
or which are called halfway houses or community treatment
centers,

Intake criteria, length of stay, treatment goals, target
population serviced, services offered, quantity and quality
of staffing, physical plant, physical location, and numerous
other factors are so diverse that a unified, capsulized de-
finition is virtually impossible. 2

For example, there are in existence today, halfway '
houses or community treatment centers for the psychiatric
patient, the neglected child, the delinquent child (the latter
two are variously called halfway houses, group homes and
even group foster homes), the adult public offender - botl.1
misdemeanant and felon - for the homeless adult with social
or adjustment problems, and for individuals with specialized
problems such as drug abuse, alcoholism and mental retar-

dation.

1 "Halfway Houses: Community-Centered Corrections and
Treatment', Oliver J. Keller and Benedict S. Alper; D. C.
Heath & Co., pp. 1l and 12.

2 Keller and Alper, op. cit., pp. 13 and 14,
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The point is that each type of halfway housz or com-
munity center mentioned above differs, often widely,
from others which logically could be grouped in the same
type.

One reason halfway houses have developed in this manner
was to meet varying needs for different target _opulations and
communities. A second, and more valid reason, is that with
no standards or guidelines to follow, halfway houses reflected
the personal treatment and other philosophies of their found-
ers or directors. S To establish a halfway house ten or even
five years ago was a formidable task for anyone, whether
the facility was privately or publicly sponsored. Those who
assumed the responsibility were usually driving, energetic,
creative and individualistic. In an area of pxactice which
was very new to the modern correctional field, and which
demanded the kind of quslities listed above, homogeneity could
not be expected, Indeed, even at this stage of development,
diversity - as wide as it is currently - should be viewed as
an asset rather than a liability. Differing ideas, programs,
goals, treatment modalities, staffing patterns and techniques
need to be implemented; however, there is adesperate need
for their evaluation, More will be said of evaluation later,

Suffice it to say now that there has been little of it in
the halfway house and community treatment center field, as
istrue of most other areas of corrections, © As diverse as
they currently are, halfway houses provide a rich and fertile
ground for research in the area of community corrections.

In the short period of time that halfway houses have been a
part of the correctional scene, many have evolved rapidly
into highly sophisticated programs. ‘The evolution probably has
taken place more out of necessity to meet ever-increasing
demands for services for varying groups of clientele, and the

3 Keller and Alper, op. cit., p. 123,

4 ""The Continuum of Corrections", H. G. Moe'ier, Annals
of the American Academy of Political and Social Science,
January, 1971, p. 86.

5 For a broad discussion on the topic of correctional research,
see Crime and Delinquency, Vol. 17, No. 1, January, 1971, in
which the entirve issue is devoted to the problem.
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demonstrated need for those services, as well as a change
in our correctional approach.

The halfway house whose average length of stay is thirty
days is undoubtedly serving as a "way station" for its clientele,
more than anything else. On the other hand, halfway houses
whose average length of stay is a year to eighteen months are
probably serving groups with specialized problems, such as
drug abuse and alcoholism. The first type of house mentioned
probably has little or no "program”, as such. The second,
more often than not, uses various modifications of "therapeutic
community” techniques. Most halfway houses, with the ex-
ception of those just noted and zhose serving juveniles, usually
have their clients in residence from eighty to one hundred and
twenty days. 7

Some halfway houses and community treatment centers
have as few as six to eight residents, while others may have
as many as eighty. "A small population is an essential
characteristic of the halfway house idea, and is found almost
universally.' "Most authorities maintain that a population
of approximately twenty is close to ideal, permitting informal
and close interaction among the residents, "

6 "Administration of Justice in a Changing Society", A Report
of Developments in the United States - 1965-70, prepared for
the Fourth United Nations Congress on the Prevention of Crime

and Treatment of Offenders, p. 7. C.f. Moeller, op. cit.,
p. 82.

7See Question No. 6 in Appendix F, Section II of the question-
naire sent to halfway houses throughout the United States. It
was considered to be "essential'* by the majority of respondents
that the length of a client's stay should be determined on a case-
by-case basis. Therefore, the figures eighty to one hundred
and twenty days are not viewed as a recommendation, only as

a report of widespread current practice.

8 Keller and Alper, op. cit., p. 12. C.f. U. S. Bureau of
Prisons, "Trends in the Administration of Justice and Correc-
tional Programs in the United States', a Report prepared for
the Third United Nations Congress on the Prevention of Crime
and Treatment of Offenders, U, S. Government Printing Office,
Washington, D. C., 1965, p. 34.
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It should be noted that a maximum capacity of twenty
residents appears as Standard No. 7 under "Programs' in
Chapter 6 of this report. The two exceptions to this standard
are those therapeutic community settings whose clients are
in residence from nine to eighteen months, andwhose orien-
tation is the alleviation of drug abuse, alcohol or psychiatric
problems., Therapeutic communities often serve more than
forty clients in residence at a given time,

The second exception is juvenile halfway houses, or
group homes, where the maximum population is usually
twelve or less. Additional rationale is presented with the
standard itself.

Qualifications of staff working in halfway houses run
the spectrum, from highly trained personnel to those who are
virtually untrained, 9 Professionals with graduate degrees
or with undergraduate degrees, and an equivalent number of
years of experience for a graduate degree, ex-offenders and
volunteers, all operate or staff halfway houses. There does
seem to be a greater reliance on professionally trained per-
sonnel today as compared to the forerunners of modern-day
halfway houses, 10

As noted in the "Standards' of this report, neither an
academic degree nor the fact that a person is an ex-offender,
in and of themselves, qualifies an individual to operate or to
staff a halfway house. The requisite personality and temper-
ament for the type of program operated must be present if
the individual is to be effective with the target population of
the halfway house.

The above is not meant to sidestep a crucial issue in
the current halfway house movement. The questionnaire,
which is an appendix to this report, addressed several ques-
tions as to what the qualifications of professional treatment
staff should be, as well as qualifications of para-professional
treatment staff, These issues are treated in Nos., 34 and 35,
in Section II of the questionnaire, and Nos. 1, 3, 4 and 5 under
"Personnel" of the "Standards' in Chapter 6 of this report.

9 Keller and Alper, op. cit., p. 13

10 "Halfway Houses for Reformatory Releasees', by Robert
H. Vasoli and Frank ]J. Fahey, Crime and Delinquency, Vol.
16, No. 8, July, 1970, p. 294,
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For prefessional treatment staff, minimum qualifications
are four years of college plus two years of experience in the
gocial service field, or a Master's Degree in one of the be~
havicral sciences, For para-professional treatment person~
nel, one and one half years of college is preferred, plus one
year of experience. ''Para~professional' is defined to include
the ex-offender and all other indigenous workers who work
along with and beside the professional staff, Experience may
be substituted for education, but this must be clearly estab-
lished in the agency's job qualifications,

In most halfway house settings, with the exception per-
haps of the Federal Bureau of Prisons and a very few states,
gtaff are underpaid, and this situation does discourage pro-
fessionally trained workers from entering the community
treatment center field, !

Furthermar e, working conditions in the halfway house
getting are usually not the best, Hours are long, arduous,
and - due to the intensity of the work - emotionally and phy-
sically draining.lz There would seem to be no dichotomy
between hard work, dedication and good pay, butiaisg is not
the way it usually works out in practice. Here too, the
"Standards" of this report require (No, 2, under "Personnel')
that agencies provide competitive salaries and benefits in
order to attract and retain competent personnel.

Another issue involving personnel of halfway house
programs was addressed by the questionnaire. "Who should
conduct halfway house programs? Professional staff only?
Indigenous staff only? A combination of the two?" This issue
was formulated in questions 24, 25 and 26 in Section II of the
questionnaire. A majority of respondents answering question
No. 24, that halfway house programs should be conducted by
professional personnel only, stated that thig was '"desirable".
A majority of respondents answering question No, 25, that
halfway houge programs should be conducted by indigenous
staff only, stated that ibis was "undesirable'., However, when
question No. 26 ~ which stated that halfway house programs
should be conducted by a combination of professional and in-
digenous personnel - was presented, a majority of respondents
stated that this was "essential",

L keller and Alper, op. cit., p. 122,
12 1bid., p. 121
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As a result, Standard No. 6 under "Persomnel” staFes
that a balance of professionals and para~profesm.onal‘s is the
preferred staffing pattern. Additional rationale is given

with the standard.

The use of professionals and para-professionals, including
ex-offenders, in the sam: atting, merits attention heie as
an issue confronting halfway houses oY community treatment

centers today.

In its current state of social and economic development,
the greatest growth occupations in the United states for the
foreseeable future will be the service occupations. Bef:e?use
of a shortage of skilled personnel, as well as the recogmtlon
of the contribution which can be made by para—profe‘sswnal'
persons, their use as sources of manpower is gro wm%Llrapldly
in the field of corrections as well as in mental health.

Professionally trained workers are frequently un‘clear
and uneasy about the role and ability of para~profes§19n.a1
workers and, theretore, the agency has the rc-aspons%b}hty to
carefully define that role before para-professmpals join the
staff. This can be accomplished through a variety of me‘ans,
two of which are formal and informal staff training sess?ons,
in which the tasks and competencies of the para-prof.essmnal
worker are clearly defined. Fears and negative feelings of
professional staff can be dealt with at this time.

13 " Administration of Justice in a Changing Society", op. cit.,
p. 4.

1 vragk Force Report: Corrections", The Presi@ent‘s Con}—
mission on Law Enforcement and the Administration <’>'f Justice,
U. S. Government Printing Office, 1967, p. 102; anq The
Indigenous Non-p rofessional: A Strategy of Change in CO@;f
munity Action and Mental Health Program §' » by Rol?ert‘Rle
and Frank Riesman, Monograph #1, Behavioral Pub,h;atmns,
Inc., Morningside Heights, N. Y., 1965, p. 3.

15 Rieff and Riesman, op. Cit., p. 23.
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Laying aside for the moment the issue of manpower
shortage, why use para-professionals, including ex-offenders,
in treatment capacities? One of the most essential values in
their use lies in their capacity to act as a bridge between the
often-times middle-class-oriented professional and the target
population served, which is often from lower socio-economic
groups. Being from the same socio-economic group, and
having experienced many of the same problems as the target
population, para-professional workers may well have special
skills for establishing a special communication with the
clientele which the professional may lack. Why? If the para-
professional worker is truly indigenous, it means that he has
the same socio-economic background as those being served,
is from the same neighborhood, shares a common language,
ethnic origin, life style and interests as the target population.
These are factors which are almostimpossible, if not unde-
sirable, for most professionals to acquire or maintain.
Therefore, the fact that indigenous workers can more readily
establish communication with the target popul ation is based
not on what they have been taught, but what they are.

Aside from the factors just noted, which are formidable
arguments in favor of utilizing para-professional workers,
there is the problem of a shortage of skilled professionals
in the area not only of corrections, but social sexrvices gen-
erally. 17 The use of para-professionals can tremendously
increase manpower resources, and as a result, services, in
several ways.

First, tasks which are now performed solely by profes-
sionals can be redesigned to create viable functions for para-
professionals. This will have the effect of freeing professional
staff to perform those tasks which only they can effectively
carry out, Thus, functions would be reallocated so that para-
professional staff with specific training would perform portions
of a total task previously performed by one professional. It
also would have the reverse effect, in that para-professionals
would perform tasks which they can more effectively carry out
than can the professional.

“

16 Rieff and Riesman, op. cit., p. 7.

17 wTask Force Report: Corrections', op. cit., p. 102. C.1.
Rieff and Riesman, op. cit., p. 3.
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Second, new jobs can be developed to provide sorely needed
services which are not now offered because of a lack of man-
power. There are services that para-professional workers can

perform quite effectively.

Third, those who are now functioning as para-professionals
can, through appropriate in-service training and college or
university work, be upgraded to professional status.

The indigenous worker can more readily identify w.ith
the client and thereby bring a totally different perspectiveto
the agency, which can be of invaluable assistance in the re-

habilitation process.

As mentioned earlier, however, neither an academic
degree nor indigenous or ex~offender status., in and of thfam-
selves, qualifies a person to assume a helping role. While
personality and temperament are Very important, the factor
of training is a must.

Orientation and in-service training are considered el'se-
where in this report. However, for the purpose of overymw,
it would be wise to review some general considerations in the
training of indigenous workers.

First, continuous on-the- job training should commel.lc.e as
soon as the worker joins the staff. As considerable ‘anx1ety
could develop with a long period of preparatoxry traimr.xg, the
para-professional worker should be given tagks as qulck}y .S.S
possible. Initially, assignments should be simple and Wlthm
the range of the para-professional worker's current skills;
as training continues more progressively, complex tasks can

be assigned.

Second, rather than take a lecture approach, an activity
approach would seem to be more appropriate for para-profes-
sional workers, with a heavy emphasis on role-playing.

18 vragk Force Report: Corrections”, op. Cit., PP- 102 and
103.
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Third, informal, individual supervision - at any time -
either at the request of the worker or the supervisor, should
be an essential element. This type of supervision should be
supplemented by group discussion and supervision.

Fourth, it should be recognized that concepts and theories
which are presented properly are within the grasp of the
para-professional worker, Clarity and detail should be em-
phasized with a teaching style that accents the concrete.

In a small agencv, it may be that one person will have
the responsibility of training the para-professional worker.
In a large agency, perhaps a highly organized, separate
component will have responsibility for this task. In either
instance, good in-service traiuing is essential if the para-
professional worker is to be effective and fulfill a meaningful
function within the agency. 19

Other than the fact that they are para-professionals and
have the proper personality and temperament, the worker
must have the capacity and a deep desire to learn and develop
as well as a desire to help others.20

Practically speaking, suitable candidates for the para-
professional positions may be recruited from probation and
parole agencies, the population sexrved by the recruiting
agency itself, other social service agencies in the community,
neighborhood community groups, penal institutions, depart-
ments of welfare, and a host of other agencies, public and
private, with direct contact with people, who may be able to
suggest numercus names of former or present clients who o1
could adequately fulfill the para-professional worker role.
Several articles have been written on the use of offenders in
various types of correctional settings, both public and private.
One such article, which covers a range of roles carried out
by the ex-offender, is listed below.

19 Rieff and Riesman, op. cit., pp. 20, 21 and 23. C.1.
"Task Force Report: Corrections", op. cit,, pp. 102 and 103.
20 1pid, s P 27, ‘

2l thid., p. 26.

22 vhe Involvement of Offenders in the Prevention and Correction

of Criminal Behavior", Albert Moxrris, Correctional Research,
Bulletin No. 20, October, 1970.
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B. The Halfway House in the Criminal Justice System -
Where Does it Belong?

It was noted earlier in this report that the early halfway
nouses were relatively isolated from the correctional staff
and facilities providing them with releasees. They were not
considered a part of the correctional ox criminal justice
gystem,“° Some halfway houses in existence today are still
coraewhat isolated from the ''system” and indeed, prefer to
remain so, Some community~based services, such as th’e
Youth Szrvices Bureau concept, &s formulated by the National
Council on Crime and Delinquency, insist on rem aining not
only independent of, but apart from, the juvenile justice
gystem,

Vasgoli and Fahey note that in comparison to its forebears,
the halfway house of today is more frequently clggely coordinated
with and even a part of the correctional syster. It 15 common
knowledge that the criminal justice system as it exists today,
and even components within that system, such ag corrections,
are too fragmented, and thus lose much of thelr effﬁctiveness.
Increasingly, reference is made not to the "system' but to the
"non-system", It also has been recognized that there have
beer histories of barriers between institutions! and community
programs themselves, such as probation and parole, which are

frequently administered by different xagenciea's.2

As the Task Force on Corrections notes, "It is clear that .
new community programs must be integrated into the main
2 1
line of corrections, if they are to succeed and survive.

23 vasoli and Fahey, op. cit,, p. 293.

24 gherwood, Norman, ""The Youth Services Bureau: A Key
to Delinquency Prevention", National Council on Crime %
Delinquency, Paramus, New Jersey, 1972, pp. 8, 16 and 17.
25 Vasoli and Fahey, op. cit., p. 2%4.

26 «pggk Force Report: Corrections”, op. cit., p. 6. C.f.
Moeller, op. cit.s P. 87.

27 wTqsk Force Report: Corrections', op. cit:) P 44,
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This would seem to support the contention made earlier in
this report that the self-containment and isolation of the
early halfway houses was one of several factors leading to
their failure to survive,

By grants and contracts awarded to both public and
private agencies, governmental funding bodies have fostered
the phenomenal growth of halfway houses. As a practical
stipulation of most grants and contracts, cooperation with
other agencies, especially correctional agencies, is required.
Such cooperation ig an absclute necessity if halfway house pro-
grams are to have any measure of success, much less sur-
vive. More will be said of cooperative relationships later,
but it is noted here to emphasize the fact that halfway houses,
no matter who operates them, must have solid ties with other
segments of the criminal justice system, and corrections
in particular,

Keller and Alper consider halfway houses organiza-
tionally related to corrections.2® Contruenisy about where
halfway houses "belong' in the organizational structure of
the system have arisen among and between public agencies
as they have become involved in their establishment and opera-
tion. 2? The most reasonable viewpoint offered on this con-
troversy seems to be that, "Despite differing views, it
probably matters little whether the management of a center
falls under the sponsorship of a public or private agency, or
in fact, becomes part of the responsibilities of a probation,
parole or correctional institution administrator., Of far
greater importance are the quality of the programs offered,
the competence and integrity of the center's staff and the
working relationships between tlie center and the correctional
agencies that use the resources.

The issue, therefore, does not seem to be which agency,
public or private, should operate halfway houses, but:

28 geller and Alper, op. cit., p. 15.
29 Moeller, op. cit., p. 87.

30 "The Residential Center: Corrections in the Community",
United States Bureau of Prisons, Department of Justice,
Washington, D, C.
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1. Are halfway houses, public or private, a part
of the correctional system?

2. if they are a part of the correctional system,
wl ot is their function in relationship to that

system?

For public agencies, we can be gafe in answerigg the
first question in the affirmative. For private agencies, the
majority seem to view themselves as part of the .correc-
tional system, but this view is by no means unanlmouso As
a practical matter, those private agencies who w1§h to rg-
main isolated from the system will find it increasingly dlf:'
ficult, not only to survive as an increasing amount of public
funds go to support privately operated programs, but also
wiil find that the sexrvices they could offer to the offender
will be severely restricted because of their isolation. j}s ‘
the early halfway houses did, they will undoubtedly Cf)ntlnu.e |
to service only those released from institutions. ¥n. isolation, :
they will be unable to participate in the "more ]‘p\osnw‘e a};nd ‘
dynamic role for community treatment c%?ters that is "a
hopeful substitute for the large prison'. Furth'ermore,v
they will be unable to assist the offender by offering many
services now being delivered by halfway houses over and a-
bove the traditional '"transitional facility" concept.

If halfway houses, public-or private, are tru%y to'be a
part of the criminal justice system and serve their clientele
most effectively, then strong relationships must be developed
with the other components of the system - both at the admin-~
istrative and line staff levels. This means the whole spectrum
of the justice system: chiefs of police and polic‘e officers,
prosecutors, defense attorneys (especially L“)UbllC defenders),
jails, judges, probation and parole authoritl‘es (botl} adult
and juvenile), workhouses, houses of detention, prl.sons and
reformatories, training schools and other community treat-
ment center programs in the same gecgraphical area. Here

3l v A dministration of Justice in a Changing .Society", op. _cit.,
p. 69.
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we have spoken only of the relationships which must be de-
veloped within the system. Mang other community relation-
ships need to be developed also. 2

At this point, a question should be asked: “"Why
corrections in the community?" Our communities are
conditioned to the "correctional process" taking place else-
where. Corrections is too frequently equated with prisons.
Unfortunately, notions of punishment still underlie much of
the community's attitude toward corrections, 33 and the
symbol of punishment is prison.

Although most offenders currently incarcerated in our
prisons are from large metropolitan areas, the prisons
themselves are usually located away from urban areas. The
original reasons for establishing these institutions in remote
locations were diverse. To a large extent, those reasons
are now outdated, i.e., the communities’ interest in banishing
the offender to a remote locale, the desire of rural legislators
to provide public employment for their constituents and the
belief that a rural setting was beneficial and salutary for
individuals reared in cities, are just a few.34

Two factors, of which many unfamiliar with the field of
corrections are unaware, however, are that only about one-
third of all offenders are in institutions, while two~thirds
are already under supervision in the community, 35 and that
approximately 95% of all offenders committed to penal insti-
tutions are eventually released and returned to the community.

Even though two-thirds are in the community under supervision,

the treatment afforded them is more illusion than reality. 36

32 "The Residential Center: Corrections in the Commuunity",
op. cit., p. 1L,

33 "Task Force Report: Corrections”, op. cit., p. 2.
34_1_131_@., p. 4.
35 Ibid., p. L
36_1_193_1_., p. 4.
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Crime and delinquency are symptoms of failure and dis-
functioniny of the community as well as of the individual of~
fender. The community has its share of responsibility to
bear for the conditions conducive to crime and as a result
must share in the "responsibility to deal with the results of
these conditions". 8 With the recognition that traditional
penal institutions have not adequately performed their re-
habilitative functions, community programs such as halfway
houses are being developed in ord%x(') to reduce the ﬂ(?w of
individuals into those institutions. While institutional
populations have been showing a decrease in many areas of
the country, community-based treatment programs are
showing a considerable increase,

The best opportunity for successful integration or re-
integration of the offender seems to lie in the community
itself.

The field of mental health has paved the way for cor-
rections by establishing community-based programs whose
aims are to ease the patient's transition back into the com-
munity and to prevent their removal from it in the first
place, if possible. 41 Adequately trained persommel and other
resources which only the community can offer with any degree
of quality or quantity are essential for the rehabilitatiye pro-
cess. Physicians, dentists, psychiatrists, psychologists,
social workers, para-professionals, including indigenous
personnel, teachers, vocational counselors, and other per-
sonnel, are not to be found in sufficient nuinbers in places
other than metropolitan areas. Resources such as gchools,
diverse vocational training courses and employment oppor-
tunities, mental health centers, recreational opportunities
and not least of all, family and friends, are also located in
metropolitan areas.

87 "Tasgk Force Repotrt: Corrections", op. cit., p. 7.

38 Keller and Alper, op. cit,, p. 108.

39 1bid, , p. l10.

40 T'_;[‘—l:l—(; Residential Center: Corrections in the Community, "
op. cit., p. L

4 geller and Alper, op. cit., p. 5.
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It was noted earlier that we have spoken only of vrela-
tionships which the halfway house must develop with other
components of the eriminal justice system, but that many
other community resources and relationships must also be
developed,  "To provide @ successtul and viable program for
its clients as well as to achiove its purpose as a community-
based program, a halfway house must develop strong rela-
tionship with g host of non-correctional vy cviminal justice
agencies, public and private, as well as various citizen and
neighborhood groups,

Vovational rehabilitation agencies, including vocational
training centers, public and private, moedical and mental
health facilities, schods, including collepes and universities
as well as centers for adult and juvenile basic education,
agencies providing family counseling and recreational fa-
cilities, chambers of commerce, labor unions, the news
media (radio, television, press), cmployers, civie and fra-
ternal groups such as the Lionsg, Rotary Clubs, L S, Javeees,
citizen groups interested in the eriminal justice field such as
the Alliange tor Shaping a Safer Community, aud various
neighborhood improvement and association groups, are just o
few samples of the type of community agencies, groups aund
resources with whicl halfway houses must develop strong re-
lationships,

A key function of corrections today is to help the offenders
avail themselves of the variety of services they need in order
to take advantage of the opportunity structure which they have
previously lacked, or to open _c)k.)ors to servicey which have
been denied thent in the past.,™™

Therefore, those who work in corrections must develop
the knowledge and skill it requires to see that those services
are made available to the offender.™ The answer to the
question: "“Why corrections in the community?" should now
be obvious. The next issue we need to address is the function
and place of halfway houses or community treatment centers
in relation to the correctional system,

+2 Moeller, op. cit., p. 84.

43 For a discussion of the availability of community resources

in conjunction with correctional agencies, see Mandall, Wallace,
"Making Corrections a Community Agency”, Crime & Delinquency,

Vol. 17, July, 1971,

3. The Function and Place of the lalfway | louse in the
Coxrectional System

Traditionally, the early halfway houses, including thogse
founded fifteen to twenty years ago, served the parolee or
mandatory releasee from penal tnatitutions almost exclugives
ly. Some halfway houses or community treatment centers,
however, have developed rather sophisticated programs,
and have broadened not only the scope of services they offer,
but also the rarget populations being aserviced, Corrections
is moving away increasingly from traditional methods of
coufinement, and community-based programs are heing
atilized in numerots ways as the appropriate alternatives.
Halfway houses or community treatment centers are being
developed rapldly and ag the range of aiternatives for courts
and correctional officials broadens for the treatment of the
public offender, such alternatives will he increasingly uti-
lized In preference to traditional methodsa,

As correctiong becomes inereaslugly more community-
based, the range of poxsible alternatives available ta aur
courts and correctional officlala will offer a fl exibility for
the treatment of the offender hitherto unknown to corrections,
and will allow for the flow of offenders from one alternative
to another, as need dletates 45

While the place of halfway houses or commurity freat-
ment centers hag net been decided from an nrﬂag?zatimml
standpoint for either public or private agencies,*? the present
and possible future functions of such facilities have hecome
increasingly clear. Ag indicated above, many halfway houses
are serving a much wider target population and are heing
utilized for many other purposes than just the parolee or ‘
mandatory releasee, Starting with the traditional populations
gexrved by halfway houses, we will list the current uses of
community-based residential treatment facilities.

44 1 ) dministration of Justice in a Changing Soclety”, op, clt.»
p. 7,
45 wggk Force Report: Corrections", op. cit., p. i

46 Moeller, op. cit., p. 82,
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1. Mandatory Releasee and Parolee

The mandatory releasee or parolee who is in need of a
transitional center, and the range of services it offers (see
Standards Nos. 10, 1l and 12 under "Program') has always
been and still is being served by the community treatment
center, The rationale for servicing this population has been
to ease their transition back into free society and to buffer
the many negative effects of their period of incarceration
and isolation from the community.

Until the recent past, parolees were usually received
directly upon release from the institution. One innovation,
however, recently formalized by Federal law for ederal
parolees, is the use of halfway houses for the parolee who
is already "on the street', but who is having difficulty in
his adjustment and perhaps stands the risk of revocation,
Instead of waliting for failure, and sending such an offender
back to the institution, the alternative to send him to commu-
nity treatment centers for more intensive treatment and
supervision, while keeping him in the community, is now
available, While we are unaware of any state or local juris-
dictions which have such formal provisions written into
statute or ordinance, parole officers at those levels are
using community treatment centers informally for this pur-
pose already., Here is one added alternative to the tradi-
tional options of parole or reinstitutionalization.

2. The Probationer

Many halfway houses are increasingly accepting persons
placed on probation. Probationers are referred to a halfway
house under two sets of general circumstances: First, the
court may consider the individual too much of a risk to simply
place them on probation to be supervised by an already over-
worked probation officer, who will be unable to give the
needed time and attention to the prospective probationer. At
the same time, the court may recognize that the individual in
question does not need incarceration in the traditional insti-
tutional setting, Therefore, the court may choose to stipulate
that, as a condition of probation, the individual agree to par-~
ticipate in a halfway house or community treatment center
program, This stipulation takes place prior to the time the
person is placed on probation, The alternative just described
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has been practiced informally by courts and probation offi-
cers at all jurisdictional levels throughout various parts of
the United States for the past few years. Its use has been
cependent largely upon the intake policies of a given halfway
house and whether they have been willing to aceept such
potential probationers.

Second, an individual may have been placed on probation
already, but like the parolee described earlier, may be
experiencing adjustment problems in the community, and
rumning the risk of revocation. Rather than revoke an indi-
vidual in such a situation, the court or probation officer may
refer them to a halfway house. Again, intensity of treatment
and supervision is much greater, but the benefits of remain-
ing in the community are maintained. The Federal govern-
ment has also passed legislation formalizing the procedure
for utilizing halfway houses for probationers in the situation
just described. This alternative is also being utilized infor-
mally by many state and local courts and probation officers.

3. The Pre~releasce

For several years, Federal law, and more recently,
the laws of several states, have allowed for the release of
prisoners to halfway houses or community treatment centers
prior to their actual mandatory release or release on parole.
The period of time for which an individual is released under
this provision ranges from thirty t.o one hundred and twenty
days, although some jurisdictions allow for pre-releasc
status for up to six months. While the pre-release of such
individuals is considered an administrative transfer from one
"institution' to another "institution', the pre-releasee re-
ceives the benefit of community-based treatment and super-
vision prior in time to the mandatory release or parole.
Therefore, when the pre-releasee reaches mandatory release
or parole status, he has had the opportunity of working through
many of the problems of adjustment, and utilizing the neces-
sary community resources, such as vocational training, em-
ployment placement, psychiatric and medical resources,
housing, re-establishing family and other community ties,
with which the parolee or mandatory releasee newly released
to a halfway house is just beginning to cope. Many halfway
houses, public and private, are accepting pre-releasees
from Federal and state referral sources.

L



24

4, Study and Diagnostic Services to Offenders

Depending on their level of sophistication, many halfway
houses are now capable of offering study and diagnostic
services to courts. Such services are rendered prior to
final disposition in court. It was mentioned earlier that
the court may consider an individual too great of a risk to
place on probation and yet recognizes that the individual
does not need incarceration and, therefore, stipulates that
they enter a halfway house program as a condition of pro-
bation. The court may be able to arrive at this conclusion
based on information provided by the pre-sentence report.

Study and diagnostic services, however, is a more
formalized method of assisting the court to arrive at a final
disposition, especially when the pre-sentence investigation
cannot provide enough information about special problematic
areas facing the offender. In such instances, the court of
jurisdiction may place the offender in a halfway house or
community treatment center for ''study and observation"
for a sixty-to-ninety-day period. During this time, a com-
plete battery of psychiatric or psychological tests are
administered, as well as psychiatric or psychological inter-
views with an accompanying assessment; a complete social
history is also developed along with an assessment of the
offender's prior record, if any; vocational and/or employ-
ment history, assessment and potential, and a record of
the individual's progress and behavior while at the halfway
house. A prognosis and recommendation is submitted to
the court for its consideration for final disposition. Upon
completion of study and diagnostic services, the individual
may be placed on probation and/or possibly required to re-
main in the community treatment centex, either as a con-~
dition of probation with the provisions of the '"split sentence"”
procedure, or sent to a more traditional correctional in-
stitution.

While study and diagnostic services have been utilized
with community treatment centers primarily by the Federal
justice system, there is much promise that such services
will be rendered to offenders at the state and local levels if

* That sentence in which the offender is initially committed
for a brief period prior to supervision on probation.
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necorrectional center complexes' as described in the Task
Force Report on Corrections are constructed in metro-
politan areas, ¥/

5. The Juvenile - Neglected and Delinquent

Halfway houses, or group homes, as they are often
called, are being utilized increasingly for the child who is
neglected or delinquent, The establishment of such group
homes has been increasing at an extremely rapid pace. Many
times in the past, the neglected child was placed in detention
facilities or training schools along with delinquent children,
simply because there were no other resources to draw upon,
Without any violation of the Juvenile Code, a child could, in
effect, be incarcerated. Not enough foster parents are
available to care for these children, and as a result, grcap
homes have been established to meet this pressing need.

Group homes for the delinquent child are serving several
purposes. First, they give the court of jurisdiction an alter-
native to incarceration if the child does not respond to the
supervision of bis probation officer or social worker. This
prevents the child fran Dbeing sent to training schools, which
often are ill equipped to meet the child's needs, A child may
be in residence in such a home for well over a year. The
child's inability to care for himself, secure gainful employ-
ment, and be exclusively responsible for his own welfare,
often makes a longer length of stay in a group home necessary.

Second, the group home may be used as a short-term
facility for the delinquent child while community resources
are brought to bear on the root of his problems, such as family
difficulties which may be resolved by intensive counseling in
a relatively short period of time.

Third, the group home is also used as a "halfway out"
facility for children who have been incarcerated and do not
have an adequate home plan.

47 "Task Force Report: Corrections', op. cit., p. 1.
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The group home may be used flexibly as one of many
alternatives for the delinquent child, Community correc-
tional centers seem to be approaching reality more quickly
for the juvenile delinquent than for the adult offender. Re-
latively small institutions with greater security but also
intensive treatment for the hyper-aggressive child are
being established in metropolitan areas, in lieu of "training
schools' located in rural areas, In addition to regular
probation supervision, intensive treatment units are being
established for children still living in their own homes. In-
tensive treatment units may have a ratio of one social
worker or counselor for every six to ten children. The
establishment of group homes in conjunction with the other
alternatives listed above will give courts of jurisdiction
tremendous flexibility to move the child from one component
of the "system" to ancther as need or progress dictates.

It should be noted that all of the alternatives listed above
would be based in the community.

6. Use of Halfway Houses for Individuals with Special
Difficulties, such as Drug Abuse, Alcoholism and
Psychiatric Problems

Halfway houses or community treatment centers are
being utilized for target populations with special difficulties
such as drug abuse, alcoholism oxr psychiatric problems.
Due to the nature of the problems being treated, the length
of stay in such centers is usually much longer than in those
servicing the general offender population, often for as long
as eighteen months., Many, perhaps most such centers,
utilize one form or another of the therapeutic community
technique. Especially in the case of drug abuse and alco-
holism, such centers are frequently staffed by individuals
who have experienced and successfully worked through the
problem. In many such centers, professionally trained
personnel who have not experienced the problem being
treated, were often excluded from the staffing pattern as a
matter of treatment philosophy. However, there is evidence
that professionally trained staff are now being accepted more
readily as a part of the treatment team. Because of the nature
of the difficulties experienced by drug abusers and alcohol-
ics, many of them have passed through our criminal justice
system, This has occurred usually as a direct result of
their problems.
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7. Use of Halfway Houses for Individuals Released on Ball
Prior to Final Disposition

We have been speaking of some of the traditional and more
recent uses and functions of the halfway house in relation to
the correctional system., What are some other innovative
uses which may be made of halfway houses? What othex
functions may it serve in the correctional system?

Bail reform has been spreading rapidly in the United
States, FPederal and many state and local jurisdictions have
enacted bail reform measures. Although innocent until
proven guilty, it is known that most individuals accused of
crimes are from lower socio-economic groups,48 and cannot
afford ten per cent of the bail set by the court, which is
usually required by professional bondsmen, As a result,
the poor remain in jail to await final disposition while those
more affluent are able to obtain thelr release,

To remedy the inequity of this situation, '"Recognizance
Bond" legislation has been and atill i being enacted in var=-
ious parts of the nation., If the individual meets certain cri-
teria, he may be released upon his own signature, promiging
to reappear in court on the appropriate date, This provision
does away with the need for the accused to produce a certain
amount of cash or property for his bail,

One of the usual standard requirements is that the indi-

vidual have roots in the community in which he stands accused,

i,e., family, friends, job, etc. Many accused individuals,
however, have poor family ties, and poot work histories,
which are often the result of educational and cultural depriva-
tion. Not meeting some of the basic criteria, they are ex-
cluded from the use of recognizance bond and must await
final disposition in jail, The bad effects of this situation have
been expounded by governmental commissions, hearings by
committees of Congress, and state legislatures, and several
publications in professional journals and books.

48 “Task Force Report: Corrections', op, cit., p. 2.
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The halfway house should consider the possibility (and
some already have) of providing services to an individual
enabling hiin to become eligible for recognizance bond. At
a minimum, this would include providing shelter and super-
vision prior to final disposition, However, whether the ac-
cused is found guilty or not, they are usuzily in need of a
range of services which the halfway house is often in a
position to provide, directly or indirectly, Medical, dental,
psychological and psychiatric sexvices, individual and group
counseling services, vocational evaluation and counseling
services, as well as employment placement services, can
all be provided to the accused who has not been found guilty,
but who is in need of such services. The delays which occur
between the time of arrest and final disposition are often
lengthy, ranging from six months to a year or more, Even
if the process is speeded up, and the time from arrest to
final disposition is reduced to two or three months, there
is still much that can be accomplished during this period of
time,

The next point is obvious: as most halfway houses de-
liver their range of services between an eighty to one
hundred and twenty day period, a question should be asked:
Why not intervene on the client's behalf long before final
disposition, and why not deliver needed services prior to
final disposition?

If the accused are found not guilty, they are in a much
better position after the delivery of these services to pursue
a more meaningful and constructive life. In one sense, this
approach might be considered crime prevention in the true
sense of the word. If the accused is found guilty, a range of
services has been delivered already which may well affect
the outcome of final disposition, e.g., probation rather than
incarceration. In this instance, the halfway house would be
in a position to offer valuable information to the court even
before a pre-sentence investigation commences, The progress
(or lack of it)-of the individual found guilty could he reviewed
with the court of jurisdiction as well as the investigating

‘ probation officer.
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Additional or continued treatment plans could be formu-
lated prior to the time of geutcncing and if the person is to
be placed on probation, made & part of the probation treatment
plan. Even if the person is to be incarcerated, the services
rendered, progress made, and information obtained need not
be wasted, but could be shared with institutional treatment
staff to help them formulate a plan for treatment with the
client while he is incarcerated. Even if incarcerated, the
fact that the individual was willing to avail himself of needed
services while o1 recognizance bond could have a positive
effect on how quivkly he is released back into the community.

Few halfway houses have experimented in this area, but
it seems to be a fertile ground for new uses of the haliway
house,

8. Use of the Halfway House for Diversion from the
Criminal justice System

Halfway houses or community treatment centers can be
utilized in the future to divert individuals from the criminal
justice system. The question of diversion has been discussed
in criminal justice circles for some time. Some that were
formerly arrested and convicted repeatedly for an offense such
as public intoxication are now being diverted from the criminal
justice system in some jurisdictions.

When it is realized that in 1965, one-third of all the
arrests in the United States were for the offense of public
drunkenness, the magnitude of the problem of proceesing these
individuals through the criminal justice system can be appre-
ciated. The burden on police departments, courts, prosecutors,
probation and parole officers and jails, as well as other penal
instiututions, is tremendous. 4%

The criminal justice system seems to be ineffective to
alter the behaviox of the chronic alcoholic and to meet his
underlying medical and social problems. The "system" only

49 "Task Force Report: Drunkenness", op. cit., p. L.
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served to remove the publicly intoxicated individual from
public view. 50 The Task Force Report on Drunkenness
states that, ""The commission sericusly doubts that drunken-
ness alone (as distinguished from disorderly conduct) should
continue to be treated as a crime.™"

A general trend seems to be developing in the United
States to restrict the scope of the criminal sanction by
removing those statutes which tend to regulate the private
mozral conduct of individuals. Channeling through the
criminal justice system those who have committed "victim-
less crimes" gravely dissipates the resources at the com-
mand of that system.

Time, energy, manpower, financial and other resources
are diverted from coping with the type of offenses that
threaten a community most, and affect the quality of life of
its citizens, i.e., various forms of violence and theft. 2

If alternative mechanisms are established to deal with
victimless crimes, not only is the individual diverted from
the criminal justice system, and relieved of the burden of
the lasting stigma which is the result of the formal adjudica~-
tion process, but a greater opportunity exists for obtaining
the desired results of rehabilitation. 93

The Board of Trustees of the National Council on Crime
and Delinquency has issued a policy statement in support of
abolition of victimless crime statutes. >4 There are also a

50 "Tagk Force Report: Drunkenness', op. cit., p. 3.

5 Ibid., p. 4.
52' Administration of Justice in a Changing Society", op. cit.,
p. 10.

53 Ibid., p. 11.

54 ~
"Crimes without Victims - A Policy Statement', Board of

Trustees, National Council on Crime and Delinquency, Crime and

Delinquency, Vol. 17, No. 2, April, 1971,
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substantial number of individuals at both the juvenile and
adult offender levels, who could be diverted from the justice
system, well before the point of sentencing, to alternative
treatment programs. 9% As far as Juveniles are concerned
this is certainly the thrust of the Youth Service Bureau as ’
espoused by the National Council on Crime and Delinquency.

Legislation has been enacted already by the Federal
government permitting drug abusers, for instance, to commit
themselves voluntarily for treatment, Federal legislation also
allows drugabusers who have been apprehended to be com-
mitted for treatment with the consent of the United States
Attorney, If the individual successfully completes treatment
criminal charges against him are dropped. ,

In some areas of the United States, it is the policy of
local police departments to take those who are publicly in-
toxicated to detoxification centers for treatment, rather .
than charging them with such petty offenses as disorderly
conduct and vagrancy. If the person arrested consents to
treatment, charges are not brought against him,

Halfway houses as well as public health facilities can
be utilized to divert and treat a substantial number of people
such as alcoholics, drug abusers, and petty offenders who
are currently being channeled through our criminal justice
system. Obviously, not all such persons will want treatment
and in those instances, the mechanisms have been created to ’
protect the individual and the community, With the proper
legislation, halfway houses can be the focal point of a whole
new direction for the diversion of individuals from the crim-
inal justice system.

To return to an issue raised earlier would now be appro-
pr%ate: if halfway houses serving the offender (primarily the
privately-operated halfway houses) do not consider themselves
a part of the correctional system, and if they do not establish

55w
5 Task Force Report: Corrections", op. cit., p. 22.




PR AR SRt

i

AR 3t TR TR

32

cooperative relationships with correctional and other agencies
but prefer to remain relatively isolated, they will be limiting
the scope of their services and seriously restricting their
participation in future innovative programs. We see this as
being true for two reasons:

1. Correctional authoxities will be increasingly hesi-~
tant to refer individuals to a house or center which does not
have some type of cooperative relationship with them, es-
pecially as the numbers of such centers grow and the auth~
orities have alternative houses or centers to which they may
turn.

2. Without such cooperative relationships, which in
themselves make a house or center a part of the correctional
system, in fact if not by law, public funds will be increas-~
ingly difficult to obtain, whether by grant or contract with
public agencies. Relying solely on private sources of income,
the vast majority of private halfway houses would have extreme
difficulty not only in offering a wide range of quality services
to meet the varying needs of its clientele but also in simply
surviving. Those who would suffer most, of course, would
be the clientele halfway houses are serving, and the commu-
nity of which both the client and the halfway house are a part.
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D. Ewvaluation and Research

The halfway house has the advantage of helping the |
client cope with stressful situations under real life circum-
stances as opposed to the isolated and insulated atmosphere
of closed institutions, If the client has difficulties with
drug abuse, alcohol, acting out, or any other problem, the
staff can immediately respond to problem situations as they
develop on a day-to-day basis., Even other forms of commu-
nity based treatment such as probation and parole, do not
have the distinct advantage of close supervision and intensive
treatment which is a part of the halfway house structure. If
a client does not get up for work in the morning, the halfway
house staff knows it immediately, The probation and parole
officer may find this out after the client has lost his job, If
the client is abusing drugs or alcohol, the halfway house
staff will know and be able to deal with these situations al-
most immediately. Theprobation and parole officer may
find this out after the client hasbeen arrested,

If the client is reverting to criminal behavior, the half-
way house staff is in the same position of knowing and acting
with great speed, No matter what the situation, there does
not seem to be any other form of supervision and treatment
currently in existence which is as responsive to the clients'
needs,

However, the evaluation and research of the halfway :
house program is a must and was considered essential by a I
majority of the respondents replying to the questionnaire.

As a result, evaluation and research appears in Standards,
Nos, 21, 22 and 23, under "Programs', Some halfway houses
are involved in gathering quantitative data on the clientele
they serve. Such data is usually necessary for annual re-
ports to the governing body or unit of government sponsoring
the programs, as well as to other agencies funding the pro-
gram. There are any number of variables which may be
measured quantitatively. However, halfway houses must also
commence qualitative research on the effectiveness of their
programs, This is necessary both because those in the field
of corrections and governmental funding agencies are in-
creasingly inquiring into the quality of such programs, and
also because halfway house administrators cannot afford to
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base programmatic judgments on "cumulative experience' or
"intuition'", Virtually the whole field of criminal justice has
always been in this position. Halfway houses must avoid this
vicious circle of perpetuating something which may well be
ineffective or not changing a program which is not as ef-
fective as it could be,

One word of caution is in order., Virtually all of the
criminal justice system has been qualitatively unevaluated,
as noted above. In their present forms, halfway houses are
relatively new, Sufficient resources and time must be al-
lowed these programs to be evaluated adequately from a qual-
itative standpoint. By the same token, program administra-
tors must have the objectivity to change and modify programs,
once valid qualitative results are available, Because the field
of correctional research has been so generally ignored, tools
of valid measurement have still to be developed. Halfway
houses, along with all other components of the correctional
fleld, must be involved in the process of developing valid
measurements, However, halfway houses should not now be
held accountable for the current unavailability of valld meas-
urements when the field of corrections as a whole has failed
to develop them over a perlod of decades. A sample of
quantitative data collection appears in Appendix I,

It is strongly recommended that, as a programis planned,
and implemented, a research design created by competent
personnel also be planned and implemented. Funding sources
and governmental agencies have a special responsibility to
make the resources for such research available,

CHAPTER III

PLANNING AND IMPLEMENTING HALFWAY HO USES OR
COMMUNITY TREATMENT CENTERS

A, Planning

Sound and detailed planning is essential if thoge wishing
to establish halfway houses expect them to get off the ground
and survive, much less succeed. For public and private a-
gencies, some aspects of planning will be similar, while
others will differ due to the nature of the sponsoring agency.
No matter who sponsors the project, someone or some group
of individuals will have to assume the responsibility for
planning. This is an essential part of the process of estab-
lishing a halfway house and more time than some would expect
will have to be devoted to it.

1. Establishing the Need

The first and most basic ingredient in planning for a
halfway house is to establish whether or not there is a need
for one in a given community. If the halfway house is to be
sponsored by a public correctional agency, establishing need
will not be too difficult a task, as the agency will know how
many of the clients it serves are in need of such a facility,
However, the public agency will not be able simply to state
that a halfway house is needed, but will have to produce the
statistics and rationale demonstrating the need.

'The private group or agency wishing to establish a half-
way house will have to contact the public correctional agencies
from whom they intend to draw their clientele and seek their
cooperation in obtaining statistics to establish the need. This
p'rocess, in itself, will provide the private agency with its
first linkage with the public correctional agency with which
it hopefully will be cooperating in the future. Unless it can
be demonstrated that a substantial need exists, and that a
halfway house program can be designed to meet a substantial
number of these needs, planning for the private or public
agency should stop at this point.

'.'The Residential Center: Corrections in the Community",
United States Bureau of Prisons, Department of Justice,
Washington, D. C.
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Again, depending on the target population to be ser-
viced, a survey will have to be conducted to determine the
number and needs of that target population. Some halfway
houses may be designed to service a very specific type of
offender, while others may be designed to service a varied
cross-section of offenders. Therefore, the following break-
down should fairly well encompass the types of target popu-
lations to be surveyed. The survey should be based on
statistics for a one-year period.

a, The number and needs of mandatory releasees
and parolees released directly from institutions, whether
local, county, state, or Federal, for felony and/or misde-
meanor offenses. Along with this information should be ob-
tained the number and needs of mandatory releasees and
parolees already "on the street" who need the services of a

halfway house to prevent commission of another offense and/

or reinstitutionalization.

b. The number and needs of potential probationers
who may not be placed on probation without the services Jf
a halfway house, along with the number and needs of pro-
bationers already placed on probation who stand the risk of
revocation without the services of a halfway house,

€.  The number and needs of pre-releasees who
would be placed in the community if a halfway house were
established.

d. The number and needs of offenders who could
utilize diagnostic and study services.,

e. The number and needs of juveniles, neglected or
delinquent,

(1) As an alternative to incarceration,

(2)  As a "halfway out" facility for those who have
been incarcerated,

f. The number and needs of drug abusers and/or
alcoholics in need of halfway house services.
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g. The number and needs of offenders who could and
would be committed to a halfway house upon sentencing rather
than to a more traditional type of penal institution.

h. The number and needs of individuals who could be
released on recognizance bond if a halfway house existed in
the community,

i The number and needs of those who could be di-
vexted from the criminal justice system if an acceptable al-
ternative were available. 2

While most of the above information can be obtained
from publi¢ correctional agencies, adult or juvenile, some
may more appropriately be obtained from public health fa-
cilities serving the drug abuser or alcoholic. Many major
cities in the United States have such facilities, and most of
these would be happy to initiate or cooperate in the estab-
lishment of a halfway house by providing the necessary data.

When performing the survey, a specific geographical or
jurisdictional area must be pinpointed as the "service area',
i.e., from which area clients will be accepted into the pro-
gram and above any other admission criteria established.

As stated above, the "survey process" will, in and of
itself, begin to establish links and relationships with public
correctional agencies if a private agency is interested in es-
tablishing the halfway house.

2 "The Residential Center: Corrections in the Community",
op. cit., pp. 2 and 3.
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2. Type of Offender or Client to be Serviced

The various types of offenders that could be serviced
have been discussed above, and in more detail, earlier in
this report. However, it is the responsibility of the plan-
ning body to make this determination. Should a very spe-
cific type of client be served, or a cross-section of clients?
This will depend on the needs of the community in which the
halfway house is to be located, and which needs are most
pressing, Obviously, one halfway house in an urban setting
will be unable to provide for the needs of all possible re-
ferrals on the basis of volume alone. Therefore, the plan-
ning body will have to establish priorities. These priorities,
or the decision as to who will be eligible forr admission,
should be accurately reflected in the intake policies of the
agency, a sample of which appears in Appendix C of this
report. The intake policies must be committed to writing.

If and when the halfway house becomes a reality, they should
be distributed to all concerned agencies. If a public agency

is establishing the house, it should distribute the policies to

its line as well as supervisory staff,

Intake policies should state the age, sex, and geographi-
cal or jurisdictional area from which clients will be accepted.
They also should state whether felons and/or misdemeanants
are acceptable, the referral sources, whether prospective
clients with special problems are admissible to the halfway
house, e. g., drug abusers, alcoholics, pre-psychotic, those
with a demonstrated pattern of violence, the mentally re-
tarded, the sexually deviant, and if they are acceptable,
under what conditions, if any. Furthermore, intake policies
should specify the type of client acceptable - i, e., probationer,
parolee, mandatory releasee, pre-releasee, study and obser-
vation cases, split-sentence cases, defendants released on bail
or any other classificotion which may be appropriate. Intake
policies should also establish the procedure by which a client
or referral source applies for admission into the program.
The decision to accept or remove a client from the program

should be vested in the officials of the agency accountable for
the operation of the center,

3 "The Residential Center: Corrections in the Community",
op. cit., p. I.

39

Keeping in mind that the halfway house has an obligation
to the community of which it is a part, as well as to its
clicuts, adequate controls to safeguard the community as
well as sound judgment in selection of program participants
must be exercised.

This should not be interpreted to mean that the halfway
house should accept only those clients whose success is re-
latively assured, but that it should not accept those types of
clients with which it is unable to cope or help. Admittedly,
the number of prospective clients who fall into this latter
category is a small percentage of the total offender populatia .

It is at this stage of planning that the purposes and goals
of the halfway house must be decided and committed to writing,
The planning body should delineate in clear, concise language,
the objectives of the halfway house and how these objectives
relate to the clientele being serviced, and the community in
which the halfway house is to be located. The statement of
purposes and goals must also reflect the operational philo-
sophy of the halfway house. In order to achieve the goals set
by the agency, all staff must have a thorough knowledge of
the objectives and the operational philosophy of the halfway
house.

While the operational philosophy may be stated in a
more general terminology (as long as it is not so general as
to be meaningless), the goals and objectives must be specific
and lend themselves to measurement.
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3. Type of Program and Services to be Offered

Once the planning body has determined the target popu-
lation to be serviced and the needs of that population, the
type of program and services to be offered can be decided
intelligently. It will be noted in Standards, Nos. 10 and 11,
under "Program"” in Chapter VI of this report, that it is
recommended that halfway houses, as a minimum, offer
the basic services listed in those standards, or see that
their clients have ready access to those services.

The specifics of the program must be committed to
writing and made available to the staff of the agency. The
program must be constructed so that its effectiveness can
be monitored, measured and evaluated by the staff of the
agency. This is not to imply that the program may not be
flexible, for it must be if it is to effectively meet the
varying needs of the clients, However, this does rule out
ambiguity, Flexibility and ambiguity are not synonymous.
While the first is essential, the second is unacceptable.

Over and above the services listed in the Standards,
special programs may be desirable, For examrle, the
halfway house serving the narcotic abuser may wish to see
that a methadone program and/or urinalysis testing are a-
vailable to clients. If the house serves the alcoholic, it
may wish to have the special services of an alcoholic treat-
ment unit available, and/or an Antabuse or Alcoholics
Ananymous program.

If the house is providing services to the mentally re-
tarded, it may wish to see that a sheltered workshop situa-
tion is available. The above examples are not exhaustive,
either of the kinds of services available to the types of
clients listed, or of the types of clients a halfway house may
serve. They are merely examples, and the planning body
will have to assume the responsibility of researching the
available community resources to deliver the kinds of ser-
vices needed by its potential clientele.

All halfway houses must rely upon other commaunity
resources to supply some of the services needed that are
inappropriate or impossible to supply within the facility
itself.
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4. Obtaining Support of Key Community Leaders

Planners and program managers have the responsibility
to promote public understanding and support for the proposed
halfway house., This is true for public as well as private
agencies. Key community leaders include businessmen, ‘
labor leaders, civic leaders, local government representa- l
tives such as the mayor and councilmen, civic clubs such as
the United States Jaycees, Rotary, Kiwanis and Lions' Clubs,
religious leaders, and any other group of influence in a local
community.

It is essential to have - if not the support, at least not
the opposition of persons who have power and influence in a
community. Naturally, it is much better to hawe their sup-
port. Earlier we discussed the establishment of relation-
ships with correctional agencies during the survey process.
Now intensive efforts must be made to gain the support of
judges, prohation and parole officers, and institutional of-
ficials. Once these key people support the project, or at
least do not oppose it, the chances of establishing a halfway
house are enhanced, Using the information obtained from
the survey establishing the need for a halfway house, persons
of influence in a given community can be convinced of the
necessity for establishing a halfway house. The United
States Chamber of Commerce has produced two booklets,
"Marshalling Citizen Power Against Crime", and '"Marshal-
ling Citizen Power to Modernize Corrections”, both referred
to in the Bibliography of this report. Copies of these book-
lets can be distributed to key business leaders. The fact
that the Chamber of Commerce supports many changes in
the criminal justice system may have a positive effect on
them.

Planners will want to explain the program in detail to
the Chief of Police and other officials. They should be made
aware of the program, who will operate it, the services of-
fered, and from where it will draw its clientele,
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Several means can be utilized to gather key community
leaders together to explain the project, A luncheon can be
planned, and a film such as '"The Odds Against", '"The
Revolving Doox", or "The Price of a Life'", all available
from the American Foundation Institute of Corrections, can
be shown with a talk explaining the project, If an articulate
ex-offender is available and willing, he or she can do much
to help win the support of community leaders by relating
some personal experiences. A discussion can then take
place, and any questions the leaders may have may then be
answered. This opportunity may be taken by the planning
body to arrange additional meetings, and to find out who is
interested in the project. If the sponsoring agency is a
public one, a citizens advisory council may be formed. If
it is a private one, some members for the Board of Directors
or Trustees may be selected.
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5. Type and Location of Physical Facility

Another question with which the planning body will have
to concern itself is the type, size and location of the physical
facility needed for the project. As Standard No. 2 under
“Program' indicates, it is preferable to renovate an old fa-
cility than to construct a new one, for the purpose of a half-
way house. As reflected by question No., 53 of the question-
naire, Section II, most respondents felt construction of a
new facility, to house fifteen to twenty residents in addi-
tion to office space, would be prohibitive. Most communities
of any size have very large homes which are old but often
structurally sound. These houses can usually be purchased
or rented for a reasonable sum. Renovation of that type of
facility is much cheaper than construction of a new one; de-
pending on the size and condition of the building, renovation
costs may run from $25, 000 t0$40, 000, in addition to the
purchase price. At current construction costs, an agency
would be fortunate to build a new facility for the same amount
of residents and staff for three times that price. Current
costs for constructing a traditional type of penal institution
now range between $20, 000 te $30, 000 per bed, depending
on location. The planning body should utilize the services
of an architect to assist in the necessary renovation.

The facility should be located reasonably close to centers
of business, industry, schools, social services and other a-
gencies to be utilized by the clientele as well as to public
transport ation (see Standard No. 5 under "Program”). The
type of neighborhood chosen need not be a lower socic-economic
one, although most halfway houses seem to be located in such
areas. When planning for a physical facility, it should be
kept in mind that YWCA's and YMCA's and similar facilities
can be utilized for halfway houses also, and the need for re-
novation is eliminated. However, the closeness of staff and
residents is also eliminated, and depending on the purposes
and goals of the program, this may be highly detrimental to
meeting the objectives of the program.
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Prior to selecting a final site for a halfway house, the
planning body must thoroughly research all applicable regu-
lations, ordinances, zoning laws, licenses, public health
and physical plant requirements. Careful preparation at
this stage of planning will save the planners and implementers
much time, effort and possible frustration later, when the
selected site is to be rented or purchased, It also may well
avert a law suit to prevent the halfway house from establishing
itself in a given neighborhood, on the grounds of zoning or
other violations.

A beneficial by-product of such preparation is that the
planning body will be able to project a more accurate budget
for capital expenditures, such as renovation and equipment,
if it is aware of local requirements and restrictions,

Once a tentative site has been selected, the neighborhood
should be involved, prior to the establishment of the facility.
Some resistance can be expected, but if the groundwork is
prepared carefully, this can usually be overcome. Neighbor-
hood "fears'" are the primary problem. The same process
used to gain the support of community leaders can be used to
gain support of the neighborhood, except that the format need
not be a luncheon but a series of meetings, in which the
neighbors and the planning body discuss the project fully.
Policies such as intake policies, and rules governing the resi-
dents, should be discussed fully, as well as the staffing of the
center. One or two neighbors should be placed on the citizens
advisory council, ox perhaps the Board of Directors., Neigh-
borhood fears must be heard and addressed. They should have
input and know they have input into some of the details of the
project.
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6. Personnel, Fiscal and Other Policies

Although intake policies were discussed earlier, there
are many other policies that an agency, public or private,
needs to operate a halfway house., Public and previously
established private agencies will have personnel and fiscal
policies. In the case of public agencies, the fiscal policies
it already operates under would undoubtedly be acceptable
to any outside source of funding. In the case of previously
established private agencies, its fiscal policies .nay or may
not be acceptable to outside funding sources, depending on
the degree of sophistication of the administration of the agency.
New private agencies wishing to establish a halfway house will
have to adopt personnel and fiscal policies. Samples of per-
sonnel and fiscal policies appear in Appendix D of this repoxrt.

The planning body should concern itself with the establish-~ .
ment of such policies which can be modified or changed later
to meet different needs, if necessary, If funded by a govern-
mental agency, the planning body should obtain the funding
agency's manual for grants, which may contain special require-
ments in both personnel and fiscal areas. It should not be
assumed that any good accountant can automatically set up a
fiscal system which is satisfactory to the auditors of a given
Federal funding agency. The accountant should receive a copy
of the fiscal requirements of that agency. More often than
not, he will have many questions to be answere before he can
set up an acceptable fiscal system and thereby reduce the pos-
sibility of cost disallowance to the agency.

If the agency is a private one, it will need Articles of
Incorporation and By-laws, samples of which appear in
Appendices A and B of this report, The private agency also
should seek tax exemption status from the Internal Revenue
Service. The public agency may have to seek legislation
authorizing it to establish halfway houses. In any event, the
very fact that the agency is public or, if private and incox-
porated, fulfills Standard No. 1 under "Administration"”, re-
quiring the agency to be a legal entity or part of a legal entity.
The planning body should assume the responsibility of ac-
quiring the necessary authority - if public - or of incorporating
the agency, if private,
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7. Budget

The planning body will have to create an operational
budget for the project. A sample operational budget appears
elsewhere in this report, However, for the first year, a
capital expenditure budget will also have to be created, for
one-time expenses such as renovation and equipment., The
budget should reflect the needs and goals of the program.,
Salary scales should be established for each position in
the agency. Salaries for personnel will take up the greater
portion of the operational budget, and this should not be con-
sidered unusual. As noted elsewhere in this report, salaries
must be'.competitive to attract and retain competent personnel.
Halfway house work is long and arduous, and seldom is a
forty-hour work week possible, especially for administrative
and treatment personnel. Therefore, the planning body
should aggressively support adequate compensation for the
personnel., Consultation with those who have or are opera-
ting halfway houses would be in order, as well as technical
assistance from any other reliable source, such as the
International Halfway House Association, or the Law Enforce-
ment Assistance Administration,

o ]
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8.  Qualifications and Number of Staff Needed to Administer ‘
and Operate the Program }

The planning body will have to consider the type of staff
needed to administer and operate the program. The services
to be offered "in house" by the agency and the services to be
rendered by other agencies in the community, as well as the
number of clients to be served at a given time, will determine
the type, qualifications and number of staff necessary to
operate the program. Keeping in mind Standard No. 6 under
“Personnel' in Chapter VI, that a balance of professionals and
para-professionals is the preferred staffing pattern, and
Standards Nos. 3 and 4 of the same section, setting minimum
qualifications for professional and para-professional personnel,
the planning body may consider any number of staffing patterns.
Samples of staffing patterns appear later in this report.

The duties of staff must be spelled out clearly. Qualifi-
cations and duties of staff will provide the planning body with
a job description for each position it sees as necessary to
adequately administer and operate the program. Sample job
descriptions are contained in Appendix E of this report, While
some few job titles and duties as specified in the job descrip-
tions do not apply totally to public agencies, most do apply to
public as well as private agencies.

Any public agency establishing a halfway house will pro-
bably operate under a civil service system, and there may be
standard job qualifications, specifications and duties for cer-
tain staff positions, already in existence. However, even
under civil service systems, new job descriptions for certain
positions may well have to be developed. Fo. ’'.e new private
agency planning to establish a halfway house, job descriptions
and qualifications for all staff positions will have to be developed.
The planning body should concern itself with this task, as all
basic principles, policies and initial operating procedures
should be reduced to writing prior to any implementation. While
this may seem to be an awesome task, it is a most necessary
one and help is available to see that it is completed. The
planning body, public or private, should take advantage of
any technical assistance available from whatever creditable
source.

i
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On the precise issue of job qualifications and descrip-
tions, the planning body of a private agency could and
should make use of job analyst consultants, provided free
of charge by state emplcyment services. Job analysts will
write the qualifications and descriptions for the planning
body. In the instance of public agencies operating under
civil service, a department of personnel would perform
that function,

When writing job qualifications and descriptions,
whether for public or private agencies, it is necessary to
designate one or more staff members to act as liaison be-

tween the halfway house and the agencies providing referrals,
This may be the Director and/or his assistant, depending on

the size of the agency and the number of referral sources
with which it cooperates, Examples of such agencies would
be courts, probation and parole officers, and institutions

at local, county, state and Federal levels.

49

B, Implementing

Once thorough planning has been completed and funding
secured, the actual implementation of the project can com-
mence. A timetable should be created for the accomplish-
ment of specific tasks to implement the project. A time-
table would consider such factors as:

L. Site selection and acquisition.

2, Renovation and equipping of facility.

3. Staff recruitment, selection, and orientation.
4, Commencement of program.

The timetable should be & realistic one and allow for
the orderly completion of each task. If, for example, reno-
vation of the facility is far behind schedule and residents are
scheduled to come into the program momentarily, chaos
will develop. In this instance, it would be better to revise
the timetable than to accept residents prematurely.

Staff selection is an important process because staff
will make or break the program. The personnel policies of
the agency will dictate who selects the staff, This process
will differ between public and private agencies; public a-
gencies usually have personnel departments, which screen
applicants and send the top three qualified applicants to the
director or supervisor responsible for operating the pro-
gram, for final selection.

The private agency may have a personnel committee to:
select the director, who in turn selects the other staff members
of the project.

After orientation and in-service training is completed,
residents should be brought into the program on a gradual,
scheduled basis, until the facility is full. Filling the house
with new residents immediately could have bad effects on
the overali program. If a few residents at a time are ad-
mitted, they can help in the orientation of other residents as
they arrive.

EACR
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It is very important to keep accurate records from the
outset of the project. Forms to be used by the agency shouid
be developed prior to program commencement, e.g,, intake
or worksheet forms, employment forms, release of informa-
tion forms, client budget forms, and data collection forms,
to mention just a few.

In implementing a project, it is important to commence
basic data collection immediately on a number of different
variables., Again, a sample data collection sheet appears
in Appendix I of this repozrt.

While job qualifications and descriptions will specify
staff duties, an organizational chart should be created so
that every staff member clearly understands his role, and
its relation to other segments of the agency.

As stated earlier, the program should be committed to
writing, prior to implementation., Materials pertinent to the
program should be made available to cooperating agencies,
funding agencies, clients of the program, and the general
public. Obviously, the content and format of program ma-
terials will not be identical for all of these groups. The pub-
lic, for example, will not need to know (and may not be in-
terested) in the same detail of programming as would be
necessary for the staff,

Forms of communication between the Director and the
governing unit, be it a public or private agency, must be es-
tablished. By the same token, regular forms of Communica-
tion between the Director, supervisor(s) and line staff also
must be established.

For the small agency, it will be no problem to hold
regular staff meetings, including the whole staff. For larger
agencies, however, this may well be impossible. Therefore,
two or more forms of communication should be established -
such as meetings between the Director and his supervisors,
meetings between supervisors and line staff, and even an
intra-agency newsletter so that staff of one component can be
made aware of what is happening in other components of the
agency.
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Avenues for complete participation in their own rehabi-
litation process must be created for clients. Decisions about
their own lives are going to be made all the time; they must
be fully involved in the decision-making process.

When corrections comes to the community, there is
always potential for difficulty, As discussed earlier, possible
repercussions should be reduced prior to the time adverse
events occur. This calls for building a substantial amount of
good will in the neighborhood where the house is located, and
this is the responsibility of both staff and residents alike., Also,
the news media should be kept informed of the work and progress
of the project. If good relationships are established initially
with various components of the news media, then when and if
difficulties do occur, the house should have a better chance of
having its side of the story heard.

pron



CHAPTER 1V

ORIENTATION AND TRAINING OF PERSONNEL IN

COMMUNITY TREATMENT AND HALFWAY HOUSE PROGRAMS

Training of halfway house, or community ‘treatment
center, staff is an absolute must if there is to be an effec-
tive program. This issue was referred to in Chapter II of
this Report. While much has been written about training in
correctional settings, there has been little differentiation
between the types of training correctional workers should

receive - in this instance, training for a halfway house
setting.

Nor has there been much elaboration on the objectives
and goals toward which such training should be directed.
Whether the training program is intended for orientation of
new staff members, or for on-going, in-service training,
the establishment of clearly defined objectives and goals of
the training is essential to its success.

"A goal-oriented function will always outperform

a non-goal-oriented function. Training programs
with well-defined objectives, goals and action units
will outperform a training program where you 1ge‘c
people together just to tell them all about it, "

As noted earlier in this Report, crime and delinquency
are symptoms of failure and dysfunctioning of the commun-
ity, as well as of the individual offender, and a key function
of corrections today is to help offenders obtain the variety
of services they need to take advantage of the opportunity

structure, and to open doors to services which have been
closed to them in the past,

L "Targets for In-Service Training", published by the Joint

Commission on Correctional Manpower and Training, p. 7
(Oct., 1967).

53

"There has been increasing evidence, .... that much
of what we call criminal behavior is a result of
faulty conditioning by major social institutions - the
family, the school, religious and recreational in-
stitutions, and the world of work. Contemporary
correctional practice has not yet gone very far in
discovering how to intervene in the activities of
these institutions in a way which would be comple-
mentary to intervention in the psychological diffi-
culties of individual offenders .... Until a wide
range of community leaders and citizens involve
themselves in opening and adapting resource sys-
tems into which offenders must gain entry if they
are to become law-abiding, little substantial
progress can be expected. " 2

Previously, we established the rule that the goals and
objectives of the halfway house, as well as the target
population to be serviced, should be decided and committed
to writing during the planning stage. The establishment
of this will help determine the direction of orientation and
in-service training for any given halfway house.

We must keep in mind that the halfway houses and com-
munity treatment centers of today are no longer providing
services only to the parolee, mandatory releasee, or pre-
releasee. They also are servicing the probationer, and
providing study and diagnostic and other services to of-
fenders who have never been incarcerated for any length
of time. Therefore, the staff of the halfway house or com-
munity treatment center must have the requisite skills to
service a wide cross-section of the offender population.

In some instances, this will mean delivering case-
and groupwork, and psychological services, to assist the
offender in working out intra- and inter-personal problem-
atic areas. In other instances, it will mean offering the
offender the opportunity to utilize community resources
for his own benefit. In most instances, it will probably
mean both.

2 "Community~Based Correctional Treatment: Rationale and
Problems", E. K., Nelson, Annals of the American Academy

Of Political and Social Science, Vol. CCCLXXIV, p. 85 (Nov.,

1967).
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Most correctional agencies, including halfway houses,
do not have well formulated and formalized training
programs. The "informal" training program usually
means that one bas not been developed in conjunction with
the philosophy, objectives, goals, and target popula-
tion of the agency. The process, if it can be called that,
is usually haphazard and superficial, and leaves the staff
member thoroughly confused. Corrections as a whole
has had enough of the "informal" training program. Half-
way houses should not tolerate this slipshod manner of
preparing its staff to acquire requisite skills.

"Through careful design of training courses,

staff learning would be directed toward acqui-
sition of skills and knowledge which are parti-
cularly essential to the achievement of the

goals of the agency. The content of training is
important, but of greater importance is the devel-
opment of agency goals and the design of a train-
ing program that is pertinent to those goals. "

For the purposes of this Report, training is differ-
entiated into three major categories: orientation, in-
service training, and academic training.

Orientation and in-service training may overlap
initially, when a staff member joins the agency. However,
in-service training should be distinguished from orienta-
tion in both its length and depth of content. An operational
definition of each type follows.

"Perspectives on Correctional Manpower and Training”,

Staff Report of Joint Commission on Correctional Manpower

and Training, p. 103 (Jan., 1970).
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For the halfway house staff, orientation is that process
by which a new staff member is indoctrinated into the pfhilo-
sophy, objectives, and goals of the agency, as well as its
techniques, population serviced, and community resources
to be utilized in the client's behalf.

The orientation period will have a strong bearing on the
attitudes, work habits, and effectiveness of the worker while
he or she is employed with the agency.

In-service training is that process by which a staff
member expands and builds upon skills already acquired,
or acquires new skills to meet changing needs.

"In-service training, although it focuses on present
problems, is also concerned with the future. The
training process is both a means of achieving im-
mediate goals and a methnd of preparing personnel
so that they will have the flexibility to modify their
job behavior in line with future requirements. In
this sense, in-service training is not a cne-time
event in the career of the employee, but a vehicle
for continuous growth. "

Academic training is that process by which the staff
member builds upon present knowledge and skills, or ac-
quires new knowledge and skills through formal course
work in institutions of higher learning.

All three types of training are essential to the suc-
cessful operation of the halfway house,

In developing an orientation ox in-service training
program, there are certain common elements which must
be taken into consideration:

4 "Targets for In-Service Training", pp. 1 and 2, op. cit.
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First, needs must be identified; second, selection of
the program design most appropriate to fulfill the needs,
including a determination of the schedule - i, e, » shoxt-
term, long-term, part-time, full-time.

In orientation, a short-term, full-time schedule would
probably be most appropriate. In the instance of on-going,
in-service training, a long-term schedule will probably be
selected with the choice of either a full- or part-time echedule.

Third is development of curriculum content. What is
it you wish to impart? How does it meet detailed specifica-
tions of the philosophy, goals, objectives, techniques,
treatment methods, etc. of the halfway house? Will field
vigits, lectures, discussions, role -playing, real-life learn-
ing experiences, be a part of the curriculum?

Fourth, what type of materials will be utilized?
Case studies, films, books, tests, tapes, questionnaires?

Fifth, who will evaluate the outcome of the training
program - the trainer, the trainee, or both? By what
methods? ¥

Once the above five points have been adequately pre~
pared, an orientation or in-service training program can
commence., Some practical guideposts, which should be
indicators of success or failure of the program, are pro-
vided by the answers to some basic, simple questions and
observations at the end of the training period: for example,
did the trainees actually learn? Has this been indicated
by overt changes in their knowledge, skill, attitudes and
dispositions to apply new knowledge and skills? If the
answer is no, some drastic changes are necessary in the
training program. Have the trainees put their newly ac-
quired knowledge and skills into action? If not, perhaps
barriers are present within the agency structure or per-
sonnel which prevent utilization of the training. Finally,

® Ibid., pp. 40-41.
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if the trainees are practicing what they huave learned, are
they having better results with their clients? If not, the
trainer should re-examine what he is teaching, ©

Orxientaticn should be utilized for new staff members,
students taking field placement at the halfway house, and
volunteers. While orientation should be intensive and sub-
stantive, it should not be prolonged for more than two
weeks on a full-time basis. A prolonged orientation period
may produce undue anxiety ir the new staff member, student
or volunteer, or it may have the reverse effect - with the
trainee becoming bored with the whole process and losing the
initial interest and enthusiasm which ordinarily accompanics
a new experience.

We have just mentioned students and volunteers for the
first time. These two resources should not be overlooked
by the halfway house. An excellent refetence work on the
training and utilization of volunteers is ""Guidelines and
Standards for the Use of Volunteers in Correctional Programs"
by Ivan H. Scheier and Judith Lake Berry. 7

What has been said of orientation and in-service train-
ing thus far holds true for volunteers also. Unfortunately,
volunteers do not usually get the kind of orientation and
training necessary to make them effective members of the
halfway house teams.

""Today's training of voluntecers rarely amounts to
much more than a cursory orientation to the agency,
provided by a staff member who may have little
interest in volunteer programs, The prospective
volunteer is usually told what the agency does, and
how it operates. He is given a set of rules and re-
gulations. If he is lucky, he is taken on a tour of
the agency. Obviously, such orientation can hardly
provide a firm foundation for effective work by

the volunteer. "

6 Ibid., p. 53.

7 "Guidelines and Standards for the Use of Veolunteers in
Correctional Programs', Ivan Scheier, and Judith Berry,
Contract #/-LEAA-003-71, LEAA, U. S. Department of
Justice (1972),

8 "Targets for In-Service Training", Ibid., p. 8l
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Unfortunately, such a descriptive analysis is all too
accurate for many, if not most, correctional agencies.
Halfway houses, as community-based programs, should 1,
set the example for the most effective and efficient use
of volunteers who are members of the very community
into which the halfway house is attempting to integrate or
reintegrate its clients.

The halfway house should be willing to sexve as
field placement setting for students, at both the under-
graduate and graduate levels. Field placements in cor-
rectional settings have always been under-represented,
but many halfway houses are now attractive placements
for students. A "prestigious internship program can
raise an agency's reputation and attract more of the highly 2.
qualified professionals to its staff."

In utilizing both volunteers and students, however, the
halfway house must recognize that it not only must have a
good orientation program, but also must be willing to com-
mit the necessary staff and financial resources to make
such programs viable and productive., Volunteexs and
students need much more supervision than regular staff
because of the part-time (and sometimes, short-range)
nature of their involvement with the agency and its clients.

Students come to the halfway house primarily to learn,
and supervision must be intense, If undergraduate students
are accepted for placement, supervision will of necessity
be even more intense than with graduate students, who may
have some experience in their background, as well as
some acquired knowledge and skills.

Following is an outline of some of the concrete elements
which should appear in an orientation program. It is not
meant to be all~inclusive; those required to develop orien- 4.
tation programs must assume the responsibility of creating
a program which is relevant to the philosophy, goals and
cbjectives of their particulér agency. 5.

9 "Perspectives on Correctional Manpower and Training',
op. cit., p. 27,
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A. Orientation

Introduction of the staff member, student or volunteer
7o the immediate environment in which they will be
working:

a. To staff members who will be responsible
for supervising them.

b. To staff members with whom they will be
collaborating.

C. To clients with whom they will be working.

d. To physical environment of the agency, and
the neighborhood in which it is located.

Clear identification of new staff member's role
in the agency:

a. His responsibilities and duties, as outlined
in a job description and job specification.
b. The responsibilities and duties of other staff

members in the agency, both those supervising
him and those with whom he will be collabox-
ating, as outlined in job descriptions and spe-
cifications.

Presentation of a thorough overview of the agency and
its functions. If the agency operates more than one
program, the staff member must learn what relation-
ships, if any, exist between the various programs and
how he can utilize other components of the agency

for the benefit of his clients. If the agency has an
organizational chart, this will be helpful to the new
staff member to gain insight into the agency's opera-
tions.

Presentation of philosophy, goals, objectives and
techniques utilized by the agency.

Introduction of basic policies and procedures of the
agency. This should include such matters as per-
sonnel aud travel policies, intake policies and pro-
cedures, special requirements which may be imposed
by law, funding or contract agencies. This section

L'
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should also be used to introduce the staff member to , 9. Assignment of tasks to the new staff member which are
the shalls and shall-nots established by the agency, within his immediate capabilities and skills, with the
and to give him a clear understanding of the latitude assignment of increasingly complex and difficult tasks
hc s in which to function. as his knowledge and skills grow. It is crucial that
close supervision be provided to the staff member dur-

8. Introduction of basic forms the staff member will ing the entire orientation period, and that orientation i
be required to use and some practical exercises in itself be goal and task-oriented training, with inter- ‘
completing such forms. mediate objectives set out to attain those goals.

7. Introduction of the Criminal Justice System as a 10. Introduction to treatment framework of the agency, if
whole and corrections in particular. Concurrently, such a framework has been adopted. If not, then in-
the staff member must have a thorough understanding troduction into a few basic types of treatment modali-
of the relationship of the halfway house to the ties, acceptable and compatible with the agency's
Criminal Justice System and to the correctional system, program.

including both its formal and informal relationships.
11. Planned opportunities for the new staff member to

8. Introduction to collateral agencies and community re- give and receive feedback as well as to ask questions
sources with which the staff member will be working, and clarify any issues which are not thoroughly under-
and which he will be utilizing, including, but not stood. Feedback should also include evaluation of the
limited to: orientation program itself, by both the trainee and
trainer. In retrospect, trainees can be extremely help-
a. Probation departments. ful in evaluating what was helpful to them, and what was
b. Parole departments. not, what needed more emphasis, what less, what
c. Jails. should have been included, and what should not.
d.  Penal institutions.
e. Courts. Once orientation has been completed, the process of
£, Mental health agencies. training has only begun. Continuous in-service training, at
g. Medical agencies. regular intervals with continual supervision, is absolutely
h. Vocational training agencies. essential if the worker is to continue to grow in knowledge :
i. Educational facilities. and skills, and be able to adapt to new situations and chal- .
j Recreational facilities. lenges.
k. Welfare agencies.
1. Family service agencies.

m. Employment agencies.
n. Any other agencies utilized by the
halfway house.

It should be noted that the new staff member should not
only be introduced to the services provided by these a-
gencies, but also the method of obtaining such services for
his clients, as well as methods for developing new resources
to cope with unexpected problems. In addition, the new staff
member should be introduced to workers at such agencies, at
the line level, and given the opportunity to develop a relation-
ship with them. It is important +0 start with line staff in
collateral agencies, for they are usually responsible for intake
and service delivery, on a day-to-day basis.
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B. In-Service Training

‘This training can be provided by existing staff who
have special skills or knowledge in areas which are use-
ful to the staff and, ultimately, the clients; or by outside
consultants with special knowledge and skills, Halfway
houses should utilize all of the consulting services pro-
vided free of charge by various governmental bodies. Since
halfway houses usually are located in metropolitan areas,
or perhaps "college towns'', institutions of higher educa-
tion should be utilized to their fullest capability for in-service
training. If the university is a state-supported institution,
the services may come free of charge. Further, the half-
way house staff should have ample opportunity to visit other
community-based residential programs, as well as to attend
workshops, seminars and conferences germaine to commu-
nity -based residential treatment.

Programs, needs and resources are ever-changing., As
a result, continuous, in-service training is a must.
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C. Academic Training

Regardless of the level of formal, academic training, ;
all staff should have the opportunity and should be encouraged »
to take formal courses in institutions of higher learning, in .
areas which will be of ultimate benefit to the client, If |
possible, the agency should make financial resources avail-
able to the staff to enable them to paxrticipate in such courses.

Permitting a staff member to work toward a degree or toward
a graduate degree should not be excluded from the planning
and budgeting of the agency.

If the agency is using para-professional personnel, it
is extremely important that an opportunity be provided to
allow them to formally upgrade their knowledge and skills in
order that a career ladder toward professional status may be
estabiished,

"Standards of education, training and experience are
intended to insure certain levels of skill and competency. w10
There are currently many courses in institutions of high-
er learning which are germaine to the work of halfway houses,
such as psychology, social work, sociology, guidance and
counseling, community organizations and urban affairs, to
name just a few, However, due to a traditional disinterest
in corrections by universities and colleges, many innovations
are now required to adequately meet the needs of today's cor-
rectional workers.

"The rise of the concept of community-based cox-
rections calls for innovation in educational programs
beyond more effective production of undergraduate
and graduate students for correctional careers in the
usual mold., Corrections is moving into new relation-
ships within community life which call for extension
of interest in matters traditionally conceived of as
crime prevention and, therefore, outside the province
of traditional corrections."

10 "Perspectives on Correctional Manpower and Training'",
op. cit., p. 2L
U 1bid,, p. 96.




LA AR B Lk il g i SR T daa L IR B SR L

RN

PR F RN

CHAPTER V

FINANCING COMMUNITY TREATME NT CENTERS
AND HALFWAY HOUSES

The financing of community-based treatment programs
is often a complex and frustrating experience. Whether the
agency is private and nonprofit, or Federal or state, in-
sufficient money is a perpetual problem.

However, in recent years, the financial picture for
community -based programs has improved, especially
since these programs have been legitimatized by govern-
mental funding agencies.

Equally important in obtaining funds is the proper man-
agement of those funds, Sound fiscal and managerial pro-
cedures are vital, not only to maintain sufficient funds for
the funding year, but also to obtain future funding.

The publications cited in Footnote 1 provide a method of
self-evaluating and upgrading the management of organiza-
tions in receipt of Federal funds, whether they are classified
as financially dependent - i.e., receiving 80% or more of
their revenue from the Federal government, and not having
taxing authority - or financially independent. A financially
dependent organization is one which is not a state or local
governmental agency or any other organization which has
its own taxing authority, and one which during its last fis-
cal year received 80% oxr more of its total revenue from
grants and contracts awarded directly or indirectly (i.e.,
through subcontract) by Federal agencies. Both pullic and
private agencies can benefit from the use of the publication
applicable to them.

The use of these publications prior to the establishment
of a halfway house can improve not only the quality of man-
agement and insure the best utilization of financial resources,
but can also result in a better service delivery system to
the clientele being served by the agency. In addition, com-
pliance with the guidelines stated in the publications can

L "A Program for Improving the Quality of Grantee Manage-

ment', Financially Independent Organizations, Vol. I;
Financially Dependent Organizations, Vol. II, U. S. Depaxt-
ment of Health, Education and Welfare, Office of the Assistant
Secretary, Comptroller Division of Grants Administration
Policy, June, 1970.
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prevent a host of management-employee problems from
developing as well as protect the agency from audit findings
which can cripple its operations or even threaten its ex-
istence.

A. Types of Grants

Each funding agency provides a different type of funding,
some requiring a financial match (either "in kind" or cash),
and each has its individual restrictions on use of the funds.

In addition to being thoroughly familiar with the finan-
cial guides or manuals published by any given funding agency
for a particular grant or contract, the grantee agency,
public or private, should also be thoxroughly familiaxr with Bur-
eau of the Budget Circular A-87, Attachments A and B, if the
funding agency is a Federal one. This circular addresses
itself to many aspects of grant administration, not the least
of which is the subject of allcwable and unallowable costs.
Although some Federal funding agencies may fund some
programs and even items that others may not, Circular A-87
is the general document setting down basic principles appli-
cable to all Federal funding agencies. All Federal funding
agencies are required to follow the guidelines and principles
promulgated in Circular A-87.

Every Federal funding agency should have available
copies of the Circular, and the Law Enforcement Assistance
Administration, U. S. Department of Justice, prints it in its
"Financial Guide for Administration of Planning and Action
Grants".

Often an agency, public or private, will receive grants
and contracts from several governmenrntal agencies simultan-
eously. A series of publications prepared by the Department
of Health, Education and Welfare, obtainable from the Supexr-
intendent of Documents, U. S. Government Printing Office,
Washington, D. C., is most helpful in determining indirect
costs in such situations. The publications are:

L. GAM "Grants Administration" - Depart-
mental Staff Manual
2. OASC-1 "A Guide for Educational Institutions’ -

Establishing Indirect Cost Rates for
Research Grants and Contracts with
the Department of Health, Education
and Welfare,
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3. OASC-3 "A Guide for Hospitals”
4, OASC-5 "A Guide for Non-profit Institutions"
S. OASC-6 "A Guide for State Government
Agencies"
6. OASC-7 "Department of Health, Educa-

tion and Welfare Procedures for
Establishing Indirect Cost Rates
Under BOB Circular A-87"

With the exception of the first and sixth items listed, all are

subtitled "Establishing Indirect Cost Rates for Research Grants

and Contracts with the Department of Health, Education and
Welfare", and are referred to in the Bibliography.

H.E.W. has been charged with t.e responsibility, as
the Federal agency establishing indirect cost rates, for
all other Federal agencies funding various programs or a-
warding contracts.

Utilizing the publications and circulars cited so far in
Chapter v will greatly assist agencies operating halfway
houses to be in compliance with Standards, Nos. 2 and 3
under "Administration” in Chapter VI of this report.,

1. Total Grants

Some funding agencies provide the total cost of opera-
ting a community~based program, and require no contribu-
tion from the agency operating the program. A budget and
narrative of what is expected to be accomplished is sub-
mitted to the funding agency and the budget is negotiated
from that point.

Total grants are becoming more and more limited,
since most funding agencies feel that they will not fund the
project over a long period of time, Thus, if it is to con-
tinue after the major funding seurce is completed, it must
have local support that will pick up the project and continue
to maintain it,
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Unfortunately, many local funding agencies feel that it
is not their role to provide total funding for community-
based programs amd, at best, they should supply the match-
ing funds. Thus, problems are created when funding sources,
both local and Federal, have opposing views on who has the
responsibility for maintaining a project.

2. Partial Grants

The more common type of grant is the partial grant,
which provider a certain Lercentage of the total community-
based treatment program.

Some funding agencies require a total cash match,
while cthers require an "in%kind" match, Still other fund-
ing sources permit a combination of cash and "in-kind"
match, ‘

Some of the more common in-kind matches include
furnishings of the program, space, volunteer time (calcu-
lated at so much per hour), or any specific item of the
budget which can have a fixed price tag on it.

The usual match requirement is 25% from the local
funds, with the funding source supplying the other 75%.
Some match requirements remain the same year after year,
while others increase with each year as the Federal source
of funds decreases.

As the agency seeks funding, it is important to explore
fully all ramifications of the funds, including the following:

a. Length of grant;

b. Probability of future year funding;

c. Match required (cash, in-kind, or both);

d. Special conditions of the grant, if any; and

e. Other potential funding sources when initial
funding source terminates its participation.




AR Al

3. Per Diem Contracts

Another possible type of funding of a community-based
treatment program is the per diem contract. These con-
tracts are usually available through the states, as well as
through some county and city governments,

A determination is made of the cost of :eeping one
client one day, and this is multiplied by the number of cli-
ents in the program. This amownt is reimbursed, some
time after the closing date, usually on a monthly basis.

The Federal Bureau of Prisons contracts with numerous
private halfway houses to provide services to their Federal
clients, and this is the method of payment the Bureau uses.

There are several inherent dangers in this type of fund-
ing. First, the agency is reimbursed only for actual clients
in the program, so if for some reason, the number of clients
decreases during any one month (or more), the projected
budget would not be met, and the agency could run into prob-
lems in meeting its financial obligations.

Second, a new agency cannot afford to operate on this
basis, since the first few weeks or months of client support
costs must be paid by the private agency before it receives
its reimbursement, Usually the funding source on per diem
contracts will run anywhere from a few days to a few weeks
behind in reimbursement, and unless the agency can finance
the program locally, it cannot afford to work on this basis.
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B. Budgets

A crucial matter for consideration of any community-
based treatment program, whether public or private, is
projecting a budget, receiving sufficient funds to implement
that budget, and living within that budget. Most agencies
operate on either a calendar or fiscal year budget, but some
agencies which operate more than one program often have a
different fiscal year for each one.

There is no set or "ideal" budget for all agencies. Ty-
pically, private haliway houses which assist fifteen clients
at any one time, usually have a budget in the area of $90, 000,
Federal community corrections centers, with capacities of
about twenty-five clients, usually have budgets somewhat
above $110, 000.

Much of the funding needs depend upon what services
are provided, and the staffing pattern. Often some agencies
provide free room and board for college students who serve
as counselors, but do not provide a salary. Thus, their
costs are considerably below those agencies which provide
paid staff,

A typical budget of a private agency for 1967 was as
follows:

PRIVATELY OPERATED CENTER

(Operating Budget)
Personnel $48, 304
Full time salaries $41, 934
Fringe benefits 6, 370
Contract Services 7,800
Travel 2,400
Space costs and rental 7,500
Utilities 1,200
House rental - 6, 300
Consumable supplies ) 960

Equipment, rent, and .
lease purchase 3, 300
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Other 7,855

Food (14 residents plus
3 staff @ $1 per day) 6, 205

Telephone 600

Maintenance and repair 600

Accounting 300

Insurance 150 .
TOTAL COST $78,119

A typical budget for a Federal Bureau of Prison community-
based treatment program in 1967 was as follows:

BUREAU OF PRISONS AGENCY CENTER
(Operating Budget)

Salaries and personnel

benefits $68, 404
Room rent - male @ $160/wk
female @ $90/wk ], 320
Office rent 3,600
Travel 1,280
Telephone 1,080
Medical and psychiatric services
(contractual) 4,000
Food (meal tickets at nearby restaurants) 3, 600
Clerical supplies 500
Equipment, maintenance and replacement 300
Contingency fund 1, 000
TOTAL COST $97, 264
(OPERATING) -
Salary and expenses of Employment Spec'list 10, 380
Annual gratuity fund N 3, 000

GRAND TOTAL $11 0, 644
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C. Sources of Funding

Public community-based treatment programs receive
public funds to carry on their work with the public offender.
Most states provide some type of community-based program,
and the Federal Bureau of Prisons operates numerous programs
themselves, as well as contracting out to private agencies.

A major concern to the private agency is the source of
funds, the length of time the funds will be available, and the
amount of funds available.

Some of the major sources of funding for private halfway
houses are as follows:

1. Model Cities

In some of the major cities, Model City funds are available
to operate halfway houses. These funds are provided some times
as a match, but often they pay the entire cost of the program.
Model City funds arc the only Federal funds which can be used
as a match for other Federal funds.

2. Law Enforcement Assistance Administration

In recent years, the Justice Department has provided funds
in the area of corrections with a substantial amount going to
community~based trcatment programs,

Most states now have a Statc Master Plan. Basically,
each .local planning unit submits projects it wishes to have
funded, along with the tudget required (both Federal and local
match), and a State Master Plan is established, determining
priorities. Most L.E, A, A, funds are given to the states in
block grants. Until recently, much of the funding was given
to law enforcement agencies to augment police departments.
Helicopters, riot control equipment, forensic labs, and other
police-oriented equipment was commonly funded. Today,
however, by law, more funds are committed to treatment and
rehabilitation and as a result, more funds are coming to
community-based treatment programs.
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The usual metch for L. E. A, A, grants is 25% local,
which often can be in cash or partly in-kind.

3. Vocational Rehabilitation

At the Federal level, as well as at the State level, the
Bureau of Vocational Rehabilitation often allocates funds for
halfway houses and community-based treatment center pro-
grams. Usually their funds are applied to the purpose of
purchasing specific services, such as room and board, trans-
portation, tuition, and medical restoration and examination,
but occasionally this Bureau has funded a total program.

4, National Institute of Mental Health

This Institute has become active in the funding of pro-
grams for persons with a criminal background, particularly
if the background or problem can be shown to have a direct
effect on the mental health of the client. In recent years,
the Institute has been particularly active in funding programs

" dealing in the area of drug abuse and addlctwou.

5. Office of Economic Opportunity

This anti-poverty agency has funded a considerable number
of community-based treatment programs in years past. It
usually requires a 20% match of funds, and is renewable only
on a year-to-year basis.

Grants can come through the local anti-poverty agency
or as a direct grant from Washington,

6. Health, Education and Welfare

This Department of the Federal government has many sub-
departments which deal in the area of social disabilities.
They have been active especially in the area of juvenile pro-
grams, both prevention and treatment, Regional offices ex-
ist around the country and this regional office should be the
first point of contact.
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7. Department of Labor

While this Department is especially interested in getting
persons back ‘o work, they have funded some programs with
an emphasis on employment and/or job and vocational train-
ing, Concentrated Employment Programs have been par-
ticularly active in various cities around the United States.

8. State

Some states have funds with which to opw..ce comriunity-

based treatment programs. Often this money is earmarked

for programs operated by the state, but it is more and more
common for the state to allocate some of this money for the
private, nonprofit comnmunity-based treatment center. Usually,
this is done on a per diem contract basis, although some states
provide a block grant to operate some of the treatment pro-
grams.,

9. Local

There are numerous sources of potential local funds for
community-based programs or halfway houses, but often it
is more difficult to obtain these than Federal funding, Sone
of the local sources include:

a. City - City Councils may have money available,
either directly or through one of their existing departments
(health, mental health, etc,) to provide assistance - often a '
match - to halfway house programs. Any request must have
support by a majority of the Council, otherwise it will have
little hope of succeeding,

b. County - Many counties now have Mental Health
and Retaraation Boards, which administer local funds as
well as some state and Federal funds.

Also, Welfare Departments in some locales have been
very helpful in providing room and board payments directly
to the community-based treatment centers for those clients
who meet the eligibility requirements. They often provide
transportation costs, and even emergency clotling vouchers,
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c. Community Chest/United Appeal - Most commu-~
nities have United Way campaigns and much of their funds
go directly to programs dealing with social problems. Each
community chest agency operates differently, but once in
this agency, it usually provides stable, on-going funding.

d. Local contributions - Once the community-based
treatment center has been established and adequate (but good)
puklicity is received, contributions often start to come in
with little encouragement from the agency. Many agencies
publish newsletters from time to time which make an appeal
for funds as well as to keep the membership informed on the
progress of the agency.

e. Foundations - Foundations usually provide funds
for one of three areas -

1) Renovation or purchase of property;
2) Equipment;
3) Operating costs.

United Appeal agencies often know of other monies from
foundations which is available in the community, and banks
and investment companies are equally knowledgeable.

f. Fees - Often the agency charges fees for services

provided. Usually halfway houses charge the client for part
of his room and board, but some agencies receive funds as

fee payments for services provided by the community-based
treatment program.

10, Title IV=A

Under this title of the Social Security Act, provisions ex-
ist for funding of community-based treatment programs for
those clients who '"in the past, presently, or who appear as
candidates for the future' to be welfare recipients.
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Each state has a different mechanism for administering
these funds with some of the grants being in the form of par-
tial grants, and othc-;rs being per diem contracts.

All granfs, partial or per diem, require a 25% local
match,

The prior review of funding sources is not intended to
represent all potential sources available, but rather to de-
monstrate the wide variety of funding sources which are now
supplying funds for community-based treatment programs.
Each local area should be explored by the staff and board of
the agency, to seek out other funding sources.




CHAPTER VI

RECOMMENDED STANDARDS FOR COMMUNITY -
BASED TREATMENT PROGRAMS AND HALFWAY HOUSES

Community-based treatment programs are not homo-
geneous entities, and as a result, the staff and committee -
of this project arrived at minimum standards which will ap-
ply to all community treatment programs, whether for
adult (rnisdemeanants or felons), juveniles (delinquent ox
neglected), drug abusers, alccholics, psychiatric patients,
and any other social problem where persons reside in a
residential setting,

For convenience and clarity, the sections on minimum
standards have been divided into three main categories:

Administration
Programs
Persomnel

Where appropriate, commentary has been made on spe-
cific standards for the purpose of amplifying and clarifying
meaning of content,

All sections of this report which are undecrlined are
minimum standards established by a majority of the Inter-
national Halfway House Association membership and the
staff and coramittee of this project.
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A. Administration

1. Any agency establishing oxr operating a commu:. B
based treatment center will be a legal entity or a paxt of

a legal entity.,

If the agency is non-profit, it will be incorporated in
the governmental jurisdiction in which it is located. It will
have a constitution or articles of incoxrporation, as well as
by-laws, which will meet all the legal requirements of the
governmental jurisdiction in which the agency is located.

If the agency is a public body, it will have the authority -

(preferably statutory) to establish and operate a community-
based treatment center.

A sample of the articles of incorporation is attached
as Appendix B. The articles will clearly stat: the following:

4. Identification of the corporate entity.

b.  Purpose of the corporate entity.

€. Provisions against conflict of interest of
members of the agency or its governing body.

d.  Provisions for tax exemption status to be ob-
tained, after proper application, by a letter
of tax exemption under Section 501(c)3 of the
Internal Revenue Service Code.

€.  Provisions for amendments to the constitution
or articles of incorporation.

. Provisions for the distribution of assets in the
event of dissolution of the corporation.

8.  Other provisions as are required by the laws
of the governmental jurisdiction in which the
agency is located.

The by-laws of the agency will provide for and clearly
state the following:

a. Membership'in the agency, including t* *vypes
of membership, qualification for mern. - ship,

and the rights and duties of the members.

b, Provisions for a governing body.
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Number of members in the governing body.
Method of selecting members of the governing
body.

Terms of office for members of the governing
body.

Provisions for officers of the governing body.
Method of selection of officers.

Term of office for the officers.

Specification of duties of officers and members.
Provisions for standing committees.
Provisions for regular and special meetings.
Establishment of a quorum for meetings of
the governing body. (In no case must the
agency by-laws allow for less than one-third
of the members then in office to constitute a
qroTUm. ) ‘
Responsibilities of the governing body.

Use of parliamentary procedures.

Provisions for recording minutes of meetings
of the governing body.

Methods of amending the by-laws.

Provisions against conflict of interest of mem-
bers of the governing body and the agency.
Specification of the relationship of the Chief
Executive to the governing body.

2. Each community-based treatment center, whether public

or private, will establish personnel policies and make them

available to all employees.

The Personnel Policy Manual will contain the following:

a.
b.
c.

Organizational chart.

Method of employment, and promotion.

Method of resignation, suspension, and ter-
mination,

Person or persons responsible for employ ment,
promotion, resignation, suspsnsion, and ter-
mination.

Grievance procedure.

Job qualifications and descriptions.
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Employee evaluation,

Personnel rezords.

Salaries.

Hours of work.

Benefits.

Attendance at academic courses related to

work.

m. Attendance at workshops, conferences, etc.
related to wozxk.

n. Holidays, leave with and without pay.

o. Other policies practiced by the agency.

Fl a1 <

3. The agency will manage its financial affairs in accord-

ance with standard accounting practices, legal requirements,
and the guidelines and regulations of any public body or other
agency, foundation or funding source sponsoring the program.

Additional requirements and expectations of the agency
will be:

a.  The agency's annual budget will reflect and
anticipate its needs as well as the resources for
meeting its needs and goals.

b. A full audit will be conducted annually by an out-
side, independent accounting firm.

C. Financial reports will be prepared and submitted
to the governing body at regular intervals, but
no less than quarterly.

d. Fiscal policies of the agency will be written and
will provide for a standard and acceptable system
of internal fiscal controls.

e. Provisions will be made to bond staff and board
members who have any responsibility for funds
of the agency.

f. The agency will have a written policy for cash
disbursements.

g.  The agency will maintain time sheets on all em—
ployees to determine and justify salary expendi-
tures,

h.  The agency will have a written policy for pur-
chasing and receiving procedures.

i. The agency will have a written policy for inventory
control and methods for conducting inventory.
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B. Program

1. The physical facility to be used for the community-
based treatment program should be either constructed or

renovated, as well as adequately equipped and located, as
to promote the most efficient and effective operation pos-

sible in order to achieve program goals.

2. It is preferable to utilize and, if necessary, renovate
an existing structure than to design and construct a new
facility for use as a community-ba  ed treatment center.
Not only is it more economical, but it is also more condu-
cive to achieving the goals of a halfway house program.

3. The physical condition of the building will be such as

to meet the minimum electrical, plumbing, sanitation,
building, fire and other applicable codes of the governmental
jurisdiction in which the treatment center is located.

4., Adequate food service facilities, meeting all sanitation
and health department codes, will be made available for
community-based treatment facilities,

If food is served in the facility, the quality and quantity
must be such as to meet the nutritional needs of the clients.
Balanced meals of breakfast, lunch and dinner must be made
available,

If food service is "contracted out" to a local restaurant,
the restaurant chosen must be one in which staff members
themselves would not hesitate to eat. In this instance, staff
members have a particular obligation to determine that their
clients are being properly fed and are receiving what the a-
gency is contracting for. 'In house' food service is clearly
preferable to contracting out such a service. Meal time
fosters cchesiveness among staff and residents. Practically
speaking, many things about a client or group of clients may
come to light during the relaxed atmosphere of the meal
hour, which otherwise would go unnoted and unattended. If
a community treatment center is to be more than a place of
shelter, with some counseling offered, it is almost impera-
tive that food service be offered "in house'" even though the

8l

cost may be slightly higher. The returns gained by "in
house" food service far outweigh the difference in cost when
food service.is contracted out.

5. The community treatment center should be located in an
area reasonably close to public transportation, employment,

. and vocational opportunities; medical, psychiatric, reciea-

tional and other community resources; and agencies to be u-
tilized by the community treatment center for its clients.

This does not mean that the center must be located in the
centexr of the city or in lower socio-economic neighbhorhoods,
where many of the agencies and services referred to might be
available. It means that provision must be made so that
clients have those services and agencies at their disposal
when they need them.

6. The community treatment center must be adequate in
size to meet the needs of the program and comfortably ac-
commodate the number of clients it serves. Adequate pro-
vision must be made, not only for sleeping space, but for
lounging areas, staff offices, rooms for group and individual

;ognseling, etc., as determined by the governing regulatory
ody.

7. The resident capacity of a community treatment center
must not exceed twenty clients. There should be no more
than three residents per sleeping room.

The one notable exception to the above standards is the
so-called "therapeutic community setting", where there may
be up to thirty to sixty residents. However, even in juvenile
group homes, where clients may be in residence for long
pe.riods of time, it is not approved to have mozre than twenty
c11er}ts in residence at the same time. The "therapeutic com-
munity” settings referred to are those whose orientation is
the alleviation of drug abuse, alcohol or psychiatric problems.
Community treatment centers, where the client's normal
length of stay is ninety to one hundred and twenty days, lose
their effectiveness with large populations. The whole con-
Cep.t of a community treatment center, whose residents re-
main for a limited period of time, is predicated on giving the
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client as much and as intensive treatment as possible in the
time allotted. Such a program cannot be effective with a
large population. With the amount of turnover in resident
population, staff could not begin to really know their clients
as they need to, in order to help them make some construc-
tive changes and in order to prepare them for full re-entry
into the community.

8, First aid equipment will be available at all times to
handle cases of medical emergency., Obviously, this standard
refers to minor injuries or to those serious injuries requiring
immediate action before professional medical attention can
possibly be obtained. Staff members should be knowledgeable
in the basics of first aid.

9. The agency will develop, have in written form, distri-
bute to its staff, and post in a conspicuous location, the
details of an emergency fire plan. New staff members will
be given a complete orientation of the fire plan, while older
staff members should be tested at least quarterly to insure
awareness of what action to take in case of fire.

Each staff member must be aware of his or her role in
case of fire, For example, who is assigned to notify the fire
department? If they are not present, or are incapable of
doing so, then who is to notify the department? Which staff
members are responsible for clearing clients out of which
section of the center? What routes of exit are to be used?

If these are blocked by fire, what alternate routes are to be
used? Staff must be fully aware of how to operate fire ex-
tinguishers, and what type of extinguishers are meant for
what types of fires.

10. The agency will clearly state in writing its purposes,
programs, and services offered. This will be done in a
form suitable for distribution to staff, clients, referral
sources, funding agencies, and the general public, Its
program and services must have a direct relationship to

its stated purposes as they appear in the agency's constitu-
tion, articles of incorporation, by-laws or statutes if the
agency is part of a public entity., The program and services
of the agency must be based upon identified needs in the
community in which it is located.,

83

1. An agency operating a community treatment center program
will provide the following services: :

Shelter

Food service

Temporary financial assistance
Individual counseling

Group counseling

Vocational counseling

Vocational training referral

h, Employment counseling and referral.
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12. The agency, if it does not itself provide, will see that
its clients have ready access to:

a. Medical services, including psychiatric
and dental care

b. Psychological evaluation

Cv Psychological counseling;; or therapy

d. Vocational training

e. Vocational and/or employment evaluation

£, Employment placement

g. Academic upgrading, c.g., G.E.D. , college
courses, etc,

Any other services as needed by the type

of program operated and the particular nceds
of individual clients.

13. In general, the agency will provide clearly identified re-
sources that are relevant and essential to the successiful con-
duct of its programs, and will utilize the resources of other
agencies in order to provide services needed by its clientele
but which cannot or should not be provided by the agency
operating a community treatment center.

B Agencies operating community treatment centers must
Qiter services which have the potential to have substantial
Impact in helping the client resolve his problems. If the pro-
gram is treatment-oriented and not simply used as a tempor-
f'lry place of shelter, then the agency must not become trapped
in t1_1e game of statistics, i,e., how many clients were "sezj*ved"
during the year. If statistics or velume become more import-
ant than the needs of the client, the client will not be served
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effectively, and the purpose of the program will be defeated.
If a client needs intensive services for three or four months
in order to have a realistic chance to avoid recidivism and
lead a constructive life, then the program should allow for
this, even though it may mean accepting fewer clien's over
the period of a year. "Processing' people has become standard
in corrections. As one of the more hopeful and constructive
alternatives to traditional methods of correctional rehabilita-
tion, community treatment centers should strenuously avoid
"processing" clients without really servicing them. Commu-
nity treatment centers may be under pressure to ''process'
clients rather than to deliver substantive services from some
of their referral sources. This is true for various reasons,
one of which is the workload pressure and lack of resources
referring agencies suffer themselves.

While their predicament is understandable, community
treatment centers will not serve their clients, the community
or the cause of true correctional rehabilitation if they succumb
to such pressures.

14. The agency will establish clearly defined and written
intake policies and procedures. Such policies and procedures
will state the type of client acceptable for admission to the
program.,

a. Intake policies will be disseminated to all re-
ferral sources.
b. Clearly defined age limits for admission to the

program will be established by the agency.

c. Any category or categories of potential clients
not eligible for admission into the program must
be stated clearly in the intake policies.

d. Progpective clients ineligible for admission for
services, and their referral sources, must be in-
formed of the reasons for their ineligibility. When
possible, the ineligible clients should be referred
to other agencies for services.

e. The process of intake is 'an important one and
must be understood by 1eferring agencies and
prospective clients alike, However, before this
is possible, the community treatr.ent center must
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define clearly the types of clients it will or will
not accept. Clear intake policies prevent con-
fusion, arbitrary decisions, and ill feeling be-
tween the community treatment center and re-
ferral sources.

15. Program goals and services to be offered will be dig-
cussed with the individual client,

It is very important that the client understand what to
expect in services and what, in turn, the agency expects
from him. It is best that as much discussion and agreement
as to individual program goals, services, rules and expecta-
tions, take place prior to the entry of the client into the
program, if this is at all possible, As much preliminary .
work as possible should be done prior to the client's entry
into the program, so that both client and staff can concen-
trate on achieving individual program goals in the time al-
lotted to them.

16, The individual treatment program established will be
done with a maximum degree of involvement of the client.

The fallacy of unilaterally superimposing treatment plans
upon clients has been proven repeatedly, Common sense alone
dictates against this approach; however, an even motre valid
rationale for involving the client in developing his own treat-
mment program is that the process has a much greater chance
of eliciting his emotional involvement, commitment, and
active support. Further, one goal shared by all community
treatment centers is to help the client become responsible
and independent. There can hardly be a better time for com-
mencing this process than when the client becomes involved
in his own treatment goals. Further, the process gives the
client a feeling of self-worth as well as a feeling that he has
some control over his own future; feelings he may not have
experienced for some time.
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If the above process is followed, the agency may wish to
develop a written "contract' with the client. This may serve
to reinforce the client's commitment to his treatment goals.
The actual form the "contract" takes is entirely up to the
agency Lo develop.

17. The agency will develop procedures for evaluation of its
clients in order to determine client progress in the program,
Conferences, formal or informal, will be held regularly to

review such progress and to alter or develop further treat-
ment plans. For the greatest effectiveness, clients must be
involved deeply in their own evaluation process.

Evaluation procedures should be established in order to
measure client progress (or lack thereof) in the program. E-
valuation should be based on both objective and subjective
criteria. The client must be involved in this process, however,
if it is to be effective. The client brings his or her own pers-
pective to the evaluation process, and the process itself gives
the client the opportunity to face up to realities, some of which
may be pleasant, others unpleasant. This process in itself
is therapeutic. Involvement of the client also gives the oppor-
tunity to respond if he feels he is being dealt with summarily,
or unfairly, by the staff. How he is involved in his own eval-
uation is up to the individual agency to decide. Group evalua-
tion, including staff and clients, may be one means.

18. The agency should actively pazticipate in community
planning organizations as they relate to the agency's field of
service, and should conduct a program of public information,
using appropriate forms of communication such as the news
media, brochures, speaking engagements, etc., to encourage
understanding, acceptance and support of its program. Infor-
mation should be disseminated to other agencies, civic, re-
ligious, fraternal, labor, business and industrial groups.

19. The agency will maintain accurate and complete case
records, reports and stafistics necessary for the conduct of
its program. Appropriate safeguards will be established to
protect the confidentiality of the records, and minimize the
possibility of theft, loss or destruction.
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Case records, reports and statistics accomplish several

purposes. First, theyallow several staff members working with

one client to gain the broadest possible perspective of the
client, his problems, and his progress. They provide for a
continuity of pertinent information about the client which can
be utilized by several people or agencies on the client's be-
half,

Statistics allow the agency, staff, chief executive offi-
cer, governing body and funding agencies, to make an accu-
rate assessment of the factors for which statistics are being
kept.

Case records are confidential, and as such, all pre-
cautions must be taken to protect the informaion contained
therein. The client has a right to such protection. This
would include locking files in file cabinets and in locked of-
fices; case records should be inaccessible to anyone but
authorized staff. An example of violation of file security
would be when a counselor leaves a case record on his desk, and
leaves the office without locking it, even though other than
authorized staff could easily gain entrance to his office, and
see confidential material.

20. A single case record for each client admitted to the
program or served by the agency will be maintained so as to
communicate clearly, concisely and completely, appropriate
case information,

21, Individual case records will be maintained on a current
basis, and will include:

a Identification data

b, Reports from referring sources

c. Pertinent case history

d. Diagnosis, when appropriate

e, Problems and goals

f. Referrals for service to other agencies

g. Evaluation or progress reports

h. Correspondence pertinent to the case

i, Record of significant incidents, both
positive and negative

J. Signed release of information form,

where appropriate

Ny
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k. Current employment data, including place of
employment, date of employment, job title,
rate of pay, record of client earnings

L. Discharge report, including summary state-
ment,

m. Other information necessary and appropriate
to the program and/or individual client's
case.

The importance of maintaining individual case records
in a community residential treatment centexr cannot be ovexr-
emphasized. Incidents, events, progress and problems,
develop constantly and rapidly, and must be dealt with ac-
cordingly. Adequate judgments about what course of action
to take in a given situation, in a particular client's case,
cannot be made if communication between staff members
is not at the maximum. This means client records must
be current.

There are standard types of information included in
"Client identification data'", and such information can be
obtained by collecting a numbex of intake forms or work
sheets from social service agencies, and adapting them to
the needs of the agency operating the community treatment
center.

Reports from referring sources are important because
they can give the staff background information on the client--
problems and successes. Such reports, if reasonably ac-
curate and recent, can achieve the result of diminishing the
need to develop background information by community treat-
ment center staff, thereby giving them more time for ac-
tive service delivery to their clients.

Any event or action taken on behalf of or with the client
should be recorded in the individual case file in order to
provide a record on continuity, as pointed out above. Re-

cording of employment data is extremely important. Whethexr

one agrees with the philosophy or not, we operate in a "work
oriented" society. Many problems the resident faces are
often connected with work. The "success' of an agency op-

erating a community treatment center may be judged heavily

i‘

by funding agencies by the number of cliems it has helped
to obtain gainful employmwent. The availability of such data
may mean the continuation of funding, or lack of it. Fur-
thermore, and more importantly, the community treatment
center itself should have such data to indicate whether or
not the client's job mobility is static, upward or downwazrd.

Any reports or forms which the agency utilizes for its
clients should be included in the client's file., Obviously,
the nature and number of such reports and forms will vary
from agency to agency, depending cn the orientation of the
program, its general goals, level of sophistication, etc.

22. Agencies operating community treatment center programs

will establish methods and procedures for evaluating the ef-
fectiveness of the programs.

23. Evaluation must measure the outcome of the program
and services in relation to the agency's stated purposey and
goals. Program and service erfectiveness must be measured

by recognized evaluation techniques, and when possible, by
formal research.

24. The results of evaluation and research should be re-

viewed on a systematic basis by the staff and governing body
to determine:

a. the effectiveness of program and services in
fulfilling the stated purposes and goals of the
agency, and

b. as the basis for change, modification or addition
to the program and services offered by the

agency.

An adequate data collection system must be devised in
order that information necessary for evaluation may be re-
covered easily and quickly. Data collection needs will vary
from agency to agency, but each agency should develop a
;ystem. Technical assistance should be sought in this area
if staff do not have the knowledge, expertise or experience
to gonstruct such a system. There are many types of eval-
uation, ranging from the very informal interpretation of raw
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data to highly specialized research. However, even the
basic systematic collection of raw data, with sonmie thought
and analysis, can usually prove helpful in arriving at sound
administrative or programmatic declsions. The days of
"eumulative experience and intuition” in arriving at such
decisions and in determining elfectiveness must he over.
The fallacy of thig approach has heen proven repeatedly.

A community treatment center cannot honestly deter-
mine what changes, modifications or additions to its program
and services are needed without sowme type of systematic
evaluation. Again, we approach the question of resources:
only so many resources are at a given ageney's disposal.

To be utilized efficiently and effectively, programs and
services based upon solid knowledge and data are an ab-
solute necessity.

91
(". Persomel
1. ‘The agency must employ competent and qualilied staff

to provide the services essential to a chicvement ol program
goals and client needs.

ompetent personnel must be retained to provide the ser-
vices essential to implement fully the agency's program.,
Caution must be exercised against understalling the program,

"Competent personnel” is interpreted to mean not simply
those qualified by academic background, but also by person-
ality and temperament for the type of program operated.
There is a great upsurge today in the size ol indigenous per-
sonnel and ex-offenders in community treatment center pro-
grams.  Suffice it to say that an academic degree alone does
not qualify an individual to work in 2 community treatiment
center setting, any morce than does the fact that the potential
staff member is an ex~offender.

2. The agency must provide competitive salaries and bene-
fits in order to attract and retain competent personnel.

All too frequently, agencies - both public and private -
have inadequate salary structures, and are nothing other
than trairdng grounds for new personnel entering the field.
This does injustice to the client, the program, and the a~
gency.

Anyone with experience in the area of community treat-
ment centers will testify that a dedicated, competent, hard-
working staff is a must for success. The conceept that "job
satisfaction" should be sufficient to reward the staff member
and compensate for inadequate salaries is nothing short of
ridiculous. Industry and business expect competence, dedi-
cation and hard work. This does not preclude their paying
adequate salaries. If they did not, their organizations would
have an extremely high turnover, and would be hard pressed
simply to survive. Unfortunately, we have seen that situa-
tion in correctional rehabilitation for too many years, with
consequent results.




92

3. Minimum qualifications for professional staff will be
four years of college, plus two years of experience in social
service, or a Master's degree in one of the behavioral
sciences. Experience may be substituted for educational
background, but the ratio of such substitutions must be
spelled out clearly in job qualifications. However, when
standards of qualification have been established by recog-
nized professional groups, the agency will not adopt less
than those as minimum standaxds for its professional staff,

It is extremely important that professional staff have the
qualifications and experiential background to provide services
to clients of the center. FEmpathy, concern and care are ab-
solutely essential in any therapeutic relationship, but in and
of themselves are not adequate substitutes for knowledge and
expertise. Professional staff need a combination of both.

4, The agency will establish standards of qualifications
for its para-professional personnel., The questionnaires re-
turned indicated an attainment of one and a half years of
college, and one year of experience was preferred.

Again, experience may be used as a substitute for edu-
cation, but this must be indicated clearly in the job qualifi-
cations. The agency must make special efforts to obtain or
provide for adequate training of its para-professionals. As
an example, such training may include proper use of com-
munity resources, orientation to special problems such as
alcoholism and drug abuse, and dynamics of individual and
group counseling, etc.

5. When standards of qualification have not been established
by an organization or group for a particular position, the a-
gency must establish reasonable qualifications and an on-going
assessment of competence in job performance.

6. A balance of professionals, para-professionals and ex-
offenders is the preferred staffing pattern.

All of the above mentioned groups of employees bring
their own backgrounds and perspectives to their work. For
example, there are certain elements of client problems, the

93

nuances and undercurrents of which professional staff would
have a difficult time in grasping., With the same client prob-
lem or situation, a para-professional or ex-offender may be
in a better position to understand the difficulty and help the
client to resolve the problem.

By the same token, situations may arise which call for
the special knowledge and expertise that the professional
brings to his work. Both perspectives have validity in help-
ing the client arrive at a solution to his problem. A staff
composed totally of professional personnel may well fail to

understand many of the dynamics at work within their client
population,

A staff composed entirely of para-professional and ex-
offender personnel will fail to bring the specialized knowledge
necessary to cope with certain problematic areas,
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INTERNATIONAL HALFWAY HOUSE ASSOCIATION

QUESTIONNAIRE

What is the name of your halfway house?

Address:

What is the number of residential facilities your agency
sponsors? 10.

What is the average number of residents accommodated
by your facility(ies)?

First rfacility:
Third facility

Second facility

11’
When was your halfway house facility opened?
Is it incorporated?
Is it a non-profit agency?
If non-profit, is it tax exempt?
What type of agency sponsors the halfway house program? 12,
(Please circle appropriate number or letter. )
A, Governmental
B. Private
1) Nonsectarian
(2) Religious
What type of population does your halfway house serve?
(Please circle more than one number, if appropriate.) 13
A, Adult
@ Probation\
(2)  Parole 14.
(3) Pre-release
(4) Post-release only
(5)  Alcoholics
(6) Drug abusers
(7)  Mental health
(8) Halfway in program (probation)
(9)  Other (please describe) 15,

Lol
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B. Juvenile
(1)  Probation
(2) Parole

(3) Pre-release

(4) Post-release

(5)  Alcoholics

(6) Drug abusers

{(7)  Mental health

(8) Halfway in program (probation)
(9) Other {nlease describe)

Sex of residents. (Please circle appropriate letter.)

A. Male
B. Female
C. Both Male and Female

Which category best describes the operating philosophy
of your program? (Please circle appropriate letter.)

A, Staff-directed

B. Staff/resident-directed
C. Resident-directed
D. Other (please describe)

Pl:e_,ase"circie the age limits your program has or will
accept. (Please circle all that apply.)

A. 10 - 12 F. 26-35
B. 13 - 14 G. 36 -45
C. 15 - 16 H. 46 -55
D. 17 - 18 I. 56-60
E. 19 - 25 J. -6l and over

What is the average length of stay in number of weeks
for your residents?

Is participation in your residency program
(Please circle appropriote letter)

A, Voluntary
B. Involuntary
C. Both

Does your halfway house provide the following?
(Please circle appropriate letters.)



16.

17.

17(a).

17(b).

18.

19.

100

A, Room and Board
B. Board only
C. Room only

Is client participation in your house program
(Please circle appropriate letter.)

A, Voluntary
B. Involuntaxry
C. Both

Does your agency provide the following services, or
are they provided by other agencies in the community?
(Please circle appropriate letters.)

Case work or individual counseling services:

A. Your agency
B. Other agency
C. Not provided

If provided by your agency, are individual casework
or counseling sessions scheduled regularly?

Yes

No

If yes, how frequently?

Less than weekly

Cilce a week

Twice a week

. More than twice a week

-

Q>

Medical services, other than psychiatric, are provided by:

(Please circle appropriate letter. )

A. Your agency physician
B. Other agency physician
C. Not provided

Employment placement and vocational counseling services

are provided by:

20.

21,

21{a).

22,

23I

24,

25.
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Your agency
Other agency
Both

Not provided

o0wp

Educational services are provided by:

Your agency
Other agency
Both

Not provided

vowy

Recreational programs are provided by -
(Please circle appropriate letter(s).)

A.  Your agency
B. Other agency
C. Both

D Not provided

If provided, is the program conducted by -
(Please circle appropriate letter. )

A. Paid staff
B. Volunteer staff

Does your agency provide religious counseling?
Yes
No

Does your agency provide religious services in the
house?

Yes

No

If religious counseling or religious services are pro-
vided, are they mandatory?

Yes

No

Does your residential program have an outclient
component?
Yes

No

im..y
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26, If your agency has an outclient component, to whom 31, Does your agency conduct research on the effective-
is the program open? ness of its halfway house program?
(Please circle appropriate letter.) Yes
No
A. Former residents only
B. Nonresidents only 32. Does your agency conduct research in areas other than
C.  Both its halfway house program?
Yes
27. If your agency has an outclient component, which of No
the following services are offered to your outclients?
(Please circle all appropriate letters. ) 33. If your agency has a research component, who
conducts the research?
A. Casework or individual counseling (Please circle appropriate letter. )
B. Groupwork or group sessions
C.  Psychiatric sexrvices A.  Your agency
D.  Psychological services B. Other agenc
E. Medical services
B, Employment placement and vocational 34. If your agency has a research component, was it an
counseling services initial part of the program? '
G, Educational services - Yes
(1)  Academic No |
(2)  Vocational ‘
H. Religious 35. If your agency has a research component, was this re- |
1. Religious services in-house quired for the funding of your program?
Yes -
% 28. Isyour halfway house licensed by Federal, state, No 15
- county, city, or other governmental unit? : |
Yes 36. What are the academic qualifications of the Director j
, No of your program?

(Please circle appropriate letter, )
28(a). If yes, by whom?

A, Less than a B, A, Degree
B.  B. A. Degree
29, Does your agency collect follow-up data on your former C. Master's Degree
residents? - D. Beyond Master's Degree
Yes
No 37. In your agency, can experience for professionals (de-
greed) be substituted for years of schooling? Yes _ No
30.  Does your agency collect follow-up data on former (Please circle one of the following letters. )
outclients?
Yes

No
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37(a).

38.

39.

i

L e

40.

40(a).
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A. No experience substitutes for college
B. One year of experience for one year of
college
C. Two years of experience for one year
of college

D. Other (Please describe)

If your answer to Question 37 was Yes, is ratio pre-

determined?
Yes
No

What are the average qualifications of your -

A.  Treatment staff (para-professional)
1) Years of college
(2) Years of experience
B. Treatment staff (professional)
(1)  Years of college
(2) Years of experience

C. What percent of present staff has been clients

of your program or one of a similar nature?

Recommends

%
What is your ratio of -
Actual
A. Professional treatment staff to
residents
B. Para-professional treatment staff

to residents
C. Para-professional treatment staff
to outclients
Does your agency have written personnel policies?
Yes
No

[ ~

If Yes, do policies include -
(Please circle appropriate letter. )

Salary scales

Vacation and sick leave
Retirement

Medical.and/or hospitalization

ooy

41.

42,

43.

44,

44(a).

45,
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E. Staff qualifications
F. Grievance procedure
G.  Other (please describe)

Does your agency provide scholarship and financial as-
sistance to staff members to further their academic
training?

Yes

No

List the type of treatment consultants your program
utilizes:

vawE>

List other types of consultants your program utilizes:

0wy

What is the governing body of your agency?

What is the size of the governing body?

If your agency is governed by a volunteer board, what
is the general composition?
(Please circle appropriate letters.)

A, Professionals in the field
Other professionals
Clergy

Government officials
Ex-offenders

Business executives
Labor union officials
Other (please describe)

TOHEYO




Dol W g L egthl

RPN

-Lw a

46.

47,

48,

48(a).

49.

49(a).

50.

Sl.

52,

E=)
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Do you have provisions for rotation of Board members?
Yes
No

How many times a year does your Board meet?

Does your agency have advisory boards?
Yes

No

If Yes, is it -

(Please circle appropriate letter.)

A, Citizen advisory board
B. Professional advisory board
C.  Both

Did you contact interested community agencies to
establish a need for your services?

Yes

No

If Yes, what agencies did you contact?

Please circle the general type of zoning which prevails
in the area of your facility(ies)?

A.  Single-family

B. Residential

C. Commezrcial

D. Multiple-family
E. Other ‘

What is the ethnic makeup of your neighborhood?

A, Black %
B, White %
C. Other %

Please circle the letter indicating the general nature
of your location:

53.

54.

S53.

56.

57.

58.

o
O

60.

107

A, Inner City D. Rural
B. Quter City E.
C. Suburban

Other (please describe)

Are the following within reasonable traveling distance of

your facility?
Yes No

Employment opportunities
Educational resources
Recreational resources
Religious resources
Shopping areas

Medical facilities

mEDOW

T
T

How many blocks is your facility from public transpor-
tation?

Are you located in a high-crime area?

Yes

No

Would you describe the area in which your facility is
located as one of transition?

Yes
No

Are you in a Model Cities area?

Yes '

No

Are there suitable living accommodations for ex-
residents in your area?

Yes

No

Is your facility located near a penal facility?
Yes
No

Is there a building code applicable to your facility?
Yes

No
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62.

64.

67.
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Which of the following represents the sleeping 68.
arrangements of your facility?
(Please circle one.)

A, One per room

B. Two per room 69.
C. More than two per room

D. Other (Please describe)

Was your facility built especially for its present use?
Yes 70.
No

Please indicate the ratio of the following in regard
to bathroom facilities -

A. (number of) residents to washbasins
B. (number of) residents to _toilets
C. (number of) residents to showers/tubs

List the number of rooms in your facility, according
to their function:

Living rooms
Other (please describe)

A, Bedrooms

B. Offices

C. Recreation rooms
D. Kitchens

E.

F.

How many square feet does your facility have for living
space, per resident? (Exclude office space)

Do you have established firve drill procedures at your
facility?

Yes

No

Does your agency provide clothing for residents?
Yes

No

109

Does yoﬁr agency provide financial advances to your
clients?

Yes

No

Is there a maximum optimal number of residents
in your facility?

Yes

No

If Yes, what is the numbex?
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The following questions are judgmental, and will form the
basis for the guidelines we are attempting to establish for
halfway houses. Please rate the following statements by
circling the appropriate letter or number.

1. Providing clothing to your residents is:
A, Essential 15 D.  Optional 30
B. Important 10 E. Undesirable 7
C. Desirable 18

2. Food service to your residents is:
A, Essential 543 D,  Optional 3
B. Impoxrtant |2 E. Undesirable 6
C. Desirable ¢

3. Financial advances to your clients is considered:
A. Essential 14 D.  Optional 16
B. Important 21 E. Undesirable 18
C. Desirable 12

4, Co-educational halfway houses are:

A, Essential 5 D.  Optional 31
B. Impoxrtant 6 E. Undesirable 19
C. Desirable 18

5. Halfway houses should set clearly defined age limits
for those it will accept for residency.

A, Essential 18 D. Optional - 29
B. Important 11 E. Undesirable 12
C. Desirable -~ 12

6. The length of a client's stay in a halfway house should
be determined on a case-by-case basis:

A, Essential 49 D. Optional 4
B. Important 22 E. Undesirable 1
C.  Desirable 18

10.

1.

12,

13.
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Halfway houses should provide room and board:

A. Essential 40 D.  Optional 8
B. Important 21 E.  Undesirable 5
C. Desirable 10

Halfway houses should provide room only:

A, Essgential 4 D. Optional 34
B. Important 4 E.  Undesirable 35
C. Desirable 3

Residency in a halfway house program should be
mandatory:

A. Essential 12 D. Optional 24
B. Important 13 E. Undesirable 21

C. Desirable 14

Client participation in in-house programming should
be voluntary:

A, Essential 15 . D. Optional 9
B. Important 19 E. Undesirable 12
C. Desirable 23

Client participation in in-house programs should be
mandatory:

A, Essential 18 D. Optional 20
B. Important 19 E. Undesirable 14
C. Desirable 9

Halfway houses should provide casework or individual
counseling:

A, Essential 61 D. Optional 3
B. Important 14 E. Undesirable 0
C. Desirable )

Halfway houses should provide group work or group
sessions:
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15.

16.

17.

18.

19'
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A, Essential 45 D. Optional i3
B. Impoxrtant 19 E. Undesirable 1
C Desirable 10

Halfway houses should provide psychiatric services to
residents:

Optional 20
Undesirable 2

A. Essential 14 D.
B. Important 17 E.
C. Desirable 30

Halfway houses should provide psychiatric services to
staff:

Optional 35
Undesirable 6

A, Essential 5 D.
B. Impoxrtant 15 E.
C. Desirable 22

Halfway houses should provide psychological services
to residents:

A, Essential 15 D. Optional 21
B. important 18 E. Undesirable 0
C. Desirable 29

Halfway houses should provide psychological services to
staiff:

Optional 31
Undesirable 8

A. Essential 7 D.
B. Important 15 E.
C. Desirable 20

Halfway houses should have funds or means available
to provide medical services:

Optional 6
Undesirable 4

A. Essential 24 D.
B. Important 28 E.
C. Desirable 6

Halfway houses should provide employment placement
and vocational counseling services:

ki

20.

21.

22,

23.

24,

25.
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A, Essential 49 D. Optional 3
B. Important 21 E. Undesirable 0
C. Desirable 11

Halfway houses should provide academic programs:

A. Essential 8 D.  Optional 26
B. Important 18 E. UUndesirable 7
C. Desirable 25

Halfway houses should provide vocational educational
services:

A. Essential 12 D.
B, Important 17 E.
C. Desirable 27

Optional 22
Undesirable 4

Halfway houses should provide organized recreational
programs:

A, Essential 13 D. Optional 21
B. Impozrtant 17 E. Undesirable 7
C. Desirable 23

Halfway houses should provide religious counseling or
religious services:

A, Essential 4 D.
B. Important 10 E.
C. Desirable 13

Optional 43
Undesirable 13

Halfway house programs should be conducted by profes-
sional staff only:

Optioral 28
Undesirable 30

A, Essential 1 - D.
B. Important 7 E.
C. Desirable 15

Halfway house programs should be conducted by indigenous
staff only:

A, Essential 1 D. Optional 25
B, Important 5 E. Undesirable 51
C. Desirable 1
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27.

28.

29.

30.

31.

32.
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Halfway house programs should be conducted by a com~
bination of professional and indigenous staff:

Optional 13
Undesirable 1

A. Essential 18 D.
B. Important 23 E.
C. Desirable 25

Halfway houses should have an outclient program:

Optional 24
Undesirable i

A, Essential 14 D.
B. Important 20 E.
C. Desirable 26

Halfway houses should be licensed by some governmental
units:

Optional 23
Undesirable 10

A, Essential 17 D.
B. Important 12 E.
C. Desirable 17

Collecting follow-up data on former residents is:

Optional 4
Undesirable 1

A, Essential 26 D.
B. Important 37 E.
C. Desirable 17

Collecting follow -up data on former outclients is:

A. Essential 17 D. Optional 13
B. Important 27 E. Undesirable 1
C. Desirable 20

Research on the effectiveness of halfway house programs
is:

~

A Essential 46 D. Optional 1
B. Important 24 E. Undesirable 0
C Desirable 12

Research in other areas than halfway house programs is:

Optional 11
Undesirable 1

A, Essential 26 D.
B. Impoxrtant 25 E.
C. Desirable 17

K

33.

34.

35.

36.

37.

38,
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A research design should be required for governmental

funding:

A, Essential 17 D.  Optional 16

B. Important 24 E. Undesirable 9

C. Desirable 17

The average qualifications of professional treatment

staff should be:

A, 4.1 vyears of college

B. 2.4 _2.4 years of experience

The average qualification of para-professional treat-

ment staff should be:

A, 1.5 vyears of college

B. .92 years of experience

Consumers of service (ex-offenders, ex=-addicts, etc.)

should be employed in halfway house programs:

A, Egsential 18 D.  Optional 25

B. Important 16 E. Undesirable 3

C. Desirable 20

What type of service should the consumers of services

(ex~offenders, ex-addicts, etc.) be employed in, in

halfway houses?

(Please circle one or more, if necessary.)

A, Administration 42

B. Treatment 63

. Suppozrtive services 70

D. Other: Advisory Board, comnsultive services,
officer, job finding and transportation,
public relations programs, volunteer
services, policy decisions.

A personnel policy manual is:

A. Essential 29 D.
B. Important 23 E.
C. Desirable 19

Optional 1
Undesirable 0

H
—_—_—_ ;
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40.

41,

432.

43.

44,

45.
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A systematized plan of staff recruitment is:

A, Essential 17 D. Optional
B. Important 30 E. Undesirable
C. Desirable 21

Formal staff training programs are:

A, Essential 26 D.  Optional
B. Important 26 E. Undesirable
C. Desirable 13

Scholarship and financial assistance to staff is:
A, Essential 8 D.  Optional

B. Important 23 E. Undesirable
C. Desirable 37

Rotation of Board members is:

A. Essential 9 D. Optional
B. Important 20 E. ndesirable
C. Desirable 25

Board meetings at regular intervals are:

A, Essential 28 D, Optional
B. Important 25 E. Undesirable
C. Desirable 13

Citizen advisory boards are:

A. Essential 7 D. Optional
B. Important 18 E.  Undesirable
C. Desirable | 24

Professional advisory boards are:
A. Essential 4 D. Optional

B. Important 22 E. Undesirable
C. Desirable 26

10

46,

47.

48.

49,

50.

51,
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Contacting interested community agencies to establish
a need for your services is considered by your agency
as:

A, Essential 31 D. Optional 10
B. Impoxrtant 26 E. Undesirable 2
C. Desirable 12

A building code specifically applicable to a halfway
house is:

A, Essential 18 D. Optional 15
B. Important 24 E. Undesirable 1
C. Desirable 25

Four or more residents per sleeping room in your
facility is considered:

A, Essential 2 D.  Optional 15
B. Important 1 E. Undesirable 62
C. Desirable 4

Three residents per sleeping room in your facility is
considered:

A, Essential 1 D. Optional 31
B. Important 1 E. Undesirable 38
C. Desirable 12

Two residents per sleeping room in your facility is
considered:

A, Essential 7 D. Optional 24
B. Impoxtant 8 E. Undesirable 8
C. Desirable 35

A single resident per sleeping room in your facility is

considered:
A, Essential 7 D.  Optional 17

B. Important 14 E.  Undesirable 17
C. Desirable 25

5
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53.
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Established fire drill procedures are:

A, Essential 21 D. Optional 15
B. Impoxrtant 23 E. Undesirable 1

C. Desirable 21

A halfway house should be constructed solely for halfway
house purposes:

A, Essential 11 D.  Optional 36
B. Important 16 E. Undesirable 3

C. Desirable 17
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THE CONSTITUTION (CODE OF REGULATIONS)

A very important document for the agency will be the
constitution, or code of regulations. It is wise to seek the
advice and aid of an attorney when preparation of this docu-
ment begins, as certain legal requirements have to be met.

Thereis no sct constitution for halfway houses. They

can be varied so as to meet the need of the particular agency

or community treatment center. Below is a suggested out-
line.

Article | Management

Included in this section should be a statement that the
management and controls of the property and affairs of the
corporation will be conducted by the Board of Trustees as
outlined by state law. It will be a non-profit, charitable
organization, under the applicable sections of the Internal
Revenue Code, etc,

Article II Trustees

Section 1. The number of Trustees.

Section 2. The term of office. Some boards stagger
terms so that one-third of the members
are elected each three years, oOr one-half
are elected each two years.

Section 3. Nomination to the office of Trustee. Who
can nominate a candidate? Is the nomi-
nation submitted to the Executive Com-
mittee first, and then to the Board?

Section 4.  Termination of Trusteeship. Provisions
can be made here to terminate a trustee
if they fail to attend a certain numbexr of
Board meetings during the year. How
many votes of the Board does it take to
removea trustee?

Section 5. Resignations from the Board of Trustees.
How is this vacancy filled?

Article III
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Meetings of the Board of Trustees

Section 1.

Section 2.

Section 3.

Section 4.

Section 3.

Section 6.

Section 7.

Section 8.

Section 9,

Place.

Annual Meeting. Waen will it be held?
What happens at this meeting? (Election
of new Board members, some business
transactions, etc.).

Regular Meeting, When held; monthly?
every three months?

Special Meeting., Who can call a special
meeting - only officers? One-third of
the trustees?

Notice of Meetings., Who gives it? By
what method? How much advance notice?

Meetings Without Notice. Will these be
permitted? If so, how will they be regu-
lated? Who can call such a meeting?
Will decisions be binding?

Quorum, How many Trustees must be

present to conduct business: one-third,
one-half, - or will the members pre-

sent constitute a quorum?

Voting. Each Board member has one
vote. Is proxy vote permitted?

Order of Business. Roberts' Rules of
Order is the best guide. Basically, the
order should be:

1. Reading of minutes of previous
meeting and approval or cor-
rection.

2. Reports of committees and of-
ficers.

3. Unfinished business.

4, New or miscellaneous business.
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Section 10,  Action without Meeting, Can action be L, Executive Committee
authorized by the Board without a meet- (made up of officers)
ing? If so, what is required? 2. Finance

3. Ways and Me

Article IV Officers 4, Per};onnel ans

. ‘ 5. Public Relations

Section 1. Number. Usually, President, First 6. Membership
Vice President, Second Vice President, 7. By-laws
Secretary, and Treasurer. No trustee
may hold moxre than one office. Article VII Amendments

Section 2.  Election. Who elects ? (The Board of How can the Constitution be g
Trustees usually elects its officers). whom? mended? When? By

When? (Usually at annual meeting).

Section 3. Term. Specified time? At pleasure
of the Board?

Article V Duties of Officers

Section 1, President.

Section 2. First Vice President

Section 3. Second Vice President.

Section 4, Secretary.

Section S. Treasurer.

Section 6,  Limitation of authority. (For example,
no verbal contracts in the name of the
corporation; no signing of contracts with-
out Board approval; no loans; checks and

payments only when authorized by Board.)

Article VI  Standing Committees

Most corporations have some committees which are per-
manent in nature and represent the on-going needs of the a-
gency. There is a wide variety, but some of the more common
ones include:




i
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SUGGESTED BY-LAWS OF THE AGENCY

ARTICLE T

Name

This organization shall be called the (name inserted).

ARTICLE I

Principal Office

The principal office of the corporation shall be located

at (name of city inserted).

ARTICLE 1II
Purpose

The agency was founded to provide rehabilitative and other
services to the public offender. Its aim is to aid in the re-
habilitation and adjustment of the public offender, regard-
less of race, creed, color, sex, OT national origin, through
supportive care, training, guidance and other services.

ARTICLE 1V
Duration

The duration of the corporation is intended to be perpetual.
In the event that dissolution is necessary, for any reason,
all existing funds of the agency remaining after payment of
all expenses, shall be given to a charitable institution ac-
cording to Axticle IX of the Articles of Incorporation.

ARTICLE V
Membezrship
Section 1.. Membership shall consist of two cate-
gories:
L. Members of the Executive Board.
2. Members of the Advisory Board.
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Section 2. The Executive Board is the governing body
of the agency, and shall constitute its voting membership.

It shall consist of a maximum of twenty-one members, el-
ected for terms of three years each., However, for the
first election to take place after the enactment of these by-
laws, one-third of the members will be elected for one-year
terms, one-third of the members will be elected for two-
year terms, and one-third of the members will be elected
for three-year terms. Membership on the Executive Board
shall be by nomination through the Nominating Committee,
and election by a majority vote of the Board then in office.

All vacancies on the Executive Board
shall be filled in the manner just described, at the next re-
gular meeting following such vacancy. A personally signed
absentee ballot will serve as a valid vote for the election
of members te the Executive Board, and for the election of
the officers of the agency.

. Each member of the Executive Board, in-
c%udmg the Chairman, is entitled to one vote, and shall a-
bide by the by-laws and standing rules.

Section 3. The Executive Board shall be responsible
for the business and property of the agency. It is its res-
ponsibility to set policy, approve budgets, salaries and
contracts, as well as to see that the financial needs of the
agency are met,

Section 4. No member of the Executive Board may be

admitted, directly or indirectly, to any financial share or
benefit arising from agency business or programs, nor shall
they own or acquire any personal interest in any property,
contract, or proposed contract, which would conflict with
the performance of their duties as a member of the Execu-
tive Board.

Segtion S, No person shall be employed by the agency
while he or she or a member of his or her immediate family
se-rves on the Executive Board, or as a member of a com~
mittee of the Executive Board.
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Section 6. Meetings of the Executive Board shall be
held at least four times yearly, The annual meeting shall
be held during the month of April. At the annual meeting,
the newly elected Executive Board shall elect from its mem-
bers, through nomination by the Nominating Committee, the
following officers:

Chairman of the Board
President’

Executive Vice President
Secretary, and
Treasurer,

each to serve a term of one year, Elections shall be by a
majority vote of the Board present, a quorum having been
constituted, Vacancies occurring in these offices during the
course of a term shall be filled by a majority vote of the
Executive Board present, a quorum having been constituted,
through nomination by the Nominating Committee, with the
exception of the office of President, which shall be filled
antomatically by the Executive Vice President,

Section 7. A quorum at any wmeeting of the Execu-

tive Board shall be one-third of the members then in office,
Except in amendments of the by-laws, as hereinafter provided,
and in election of members to the Executive Board as pre-
viously provided, all determinations shall be by a majority
vote, a quorum having been constituted,

Section 8. The Advisory Board shall consist of no more
than twenty members, who shall counsel, assist, and work
with committees of the Executive Board. Advisory Board re-
commendations shall be presented to the Executive Board,
which shall vote for acceptance or rejection of such recom-
mendations. A

Membezrs of the Advisory Board shall be
nominated by the Nominating Committee, and elected by a
majority of the quorum present at any Executive Board meet-
ing. Advisory Board members shall be elected for terms of

two years each.

Lo
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Sgction 9. The Advisory Board shall meet jointly
with the Executive Board at least two times per year,

ARTICLE VI

Duties of Officers

Section 1. The Chairman of the Board shall preside

at all meetings of the Executive Board, and prepare the agenda
of the meetings of the Executive Board., He shall appoint the
members of the Nominating Committee, and serve as Chair-
man of that committee, He shall also be a member of the
Executive Committee.

Section 2, The President of the agency shall serve ag
a member of all committees except the Nominating Committee
The President shall appoint the chairmen of all committees .
except the Nominating Committee. The President shall con-
duct meetings in the absence of the Chairman of the Board, and
subject to the order of the Executive Board, shall execute’

on behalf of the agency, such mortgages, deeds, and other’
documents as are required for the transaction of the affairs

of the agency. The President shall also perform any and

all other duties prescribed by the Board, and shall see that

all orders and resolutions are carried into effect,

Section 3, The Executive Vice President shall act in
the absence of the President, and perform all duties as
brescribed for the President. Upon the vacancy of the office
of President, the Executive Vice President shall automatically
Succeed to the office for the remainder of the one-year term,

Sgction 4, The Secretary shall keep and distribute
minutes of all meetings of the Executive Board, as well as a
Toster of members of the Executive and Advisory Boards

and their terms of office. The Secretary shall also keep,a
r?ster of members of all committees. The Secretary shall
glve notice of all meetings of the Executive Board, both reg-
ular and special; retain the corporate seal: and discharge
other duties as may be assigned to him by the Executive Board.
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Section 5. The Treasurer shall be the custodian of

211 funds and securities of the corporation. He shall be

responsible for full and accurate accounting of receipts and
disbursements and books belonging to the agency and the de-
posit of all monies and other valuables in the name of and

to the credit of the agency in such depositories as may be
designated by the Board, He shall also be responsible for
the timely filing of all required Federal, state, and local
tax returns. Capital expenditures shall be made as desig-
nated by the Board, and all checks of the agency shall be
co-signed by any two of the President, Executive Vice Presi-
dent, Treasurer, or Executive Director. The Treasurer
shall be a member of the Finance Committee. He shall
submit a report for the preceding year at the annual meet-
ing, and shall render special reports whenever requested
by the Executive Board.

Section 6. The Executive Director shall b~ a non-
voting, ex-officio member of the Executive Board and its
committees. He shall be hired by the Executive Board, and
may be terminated for cause by the Executive Board., He is
responsible for hiring all personnel, and for terminating
personnel who are not performing their duties satisfactorily,
or who present other good cause for termination.

He shall approve all expenditures within
budgetary limitations, and comply with decisions of the
Executive Board concerning policy, budget and major expendi-
tures. The Executive Director is the administrator of the
Agency and of all of its programs, both funded and voluntary.
He shall supervise all personnel of the agency, both paid and
voluntary.

He shall develop new programs as need
arises, and submit the same to the Executive Board for its
approval, He shall prepafe all budgets and submit them
to the Executive Board for its approval. The Executive Dir-
ector shall report directly to the Executive Board and keep
it informed of all expenditures, needs, and general opera-
tions. He shall assist the Executive Board in other ways the
Board deems necessary.

133

Section 7. Any Executive Board member failing to
attend more than one half of the regularly scheduled meet-
ings during the year automatically loses his seat on the
Board. He may be reinstated as a member of the Executive
Board by a majority vote at any meeting at which a quorum
is present. Any member wishing to resign as a member of
the Executive or Advisory Boards shall give written notice
of his intention to do so.

ARTICLE VII

Committees

Section 1. From the membexship of the Executive
Board, there shall be appointed an Executive Committee and
the Chairmen of the Finance Committee, Publicity Committee,
Nominating Committee, and any other committees which the
Board deems necessery,

Section 2, The Executive Committee shall have full
authority to conduct the affairs of the agency between meet-
ings of the Executive Board; its actions, however, will be
subject to ratification by the Executive Board at its subse-
quent meeting. The Executive Committee shall consist of
no less than five, nor more than seven, members.

Section 3. The Finance Committee shall be responsible
for raising the funds which will insure the continued existence
and efficient operation of the agency.

Sect.ion 4. The Publicity Committee shall be responsible
fo.r‘mforming all news media, newspapers, radio and tele-
vision, of the work and progress of the agency's projects., It

is its responsibility to keep the community aware of the agency
and its work.

Section 5. The Nominating Committee is responsible

for presenting candidates to the Executive Board for member-
ship on the Executive and Advisory Boards. It is also respon-
sible for presenting candidates to the Executive Board for

the offices of Chairman, President, Executive Vice President,
S-ecretary, Treasurer, and other such offices as the Execu-
tive Board shall create. The Nominating Committee shall

be appointed by the Chairman of the Executive Board, who

shall be a member of the committee and serve as its Chairman,
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ARTICLE VIII

Amendments

The By-laws of the agency may be amended or revised by
the Executive Board at any time, by a vote of two-thirds of
the Executive Board present, a quorum having been consti-

tuted.

t
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INTAKE POLICIES AND PROCEDURES

Intake policies are designed to clarify the type of
clientele to be served by the agency. Intake procedures are
designed to clarify the process by which the client enters
the program.,

As a correctional agency, we cooperate with a number
of other agencies, both public and private. It is imperative
that these agencies, as well as agency staff, be fully aware
of just what the intake policies and procedures are. This
knowledge will help agency staff and the other agencies with
whom we work to serve our mutual clients in a more efficient
and effective manner.

The intake process includes the gathering of all perti-
nent information about a prospective client which will help
determine both their eligibility for the program and their
ability to meet the demands of the program. This process
may commence while the prospective client is incarcerated;
after having been released from incarceration; or even prior
to incarceration. The latter would occur, for example, prior
to the time a prospective client is given a suspended imposi-
tion or execution of sentence, and placed on probation.

The type of information to be gathered on a particular
prospective client will depend on:

Who is making the referral -

L. Another agency, public or private
2. Agency staff
3. The prospective client him(her)self

The above holds true whether a prospective client is
applying for residential or outclient services.

If the referral is being made by another agency, either
while the client is incarcerated; after release from incarcera-
tion; or even prior to incarceration, any pertinent informa-
tion that the agency has about the prospective client should
be gathered - i.e., pre-sentence investigations, social

137

history, psychologicals, summaxry and classification
material, progress reports, recognizance or nominal
bond reports, etc. This information will help determine
eligibility as well as ability to meet the demands of the
program.

If the referral is being made by agency staff, the
above information should be sought if available, Whether
or not it is available, agency staff will still provide a
completed worksheet on the client, as well as a summary
record of each interview held with the prospective client.
In addition, agency staff will provide any other pertinent
information they may have about the prospective client in
order to help determine eligibility and ability to meet the
demands of the program.

When we speak of a prospective client referring him-
self, we are speaking of a "walk in" case who has not been
referred by any agency or by agency staff. Such referrals
usually occur in emergency situations, and often at odd
hours. Whenever they occur, a worksheet is to be completed
immediately on the prospective client by whomever is on
duty - i.e., House Director, Assistant House Director,
Part-time Counselor, Night Counselor. If the House Dir-
ector is on duty, and enough information is gathered, a
determination may be made to accept the client for the re-
sidency program at that time. If enough information is not
available to make a determination, the House Director may
accept the client for residence on a conditional basis until
such information is gathered from other agencies or made
available by the staff treatment team (House Director or
Assistant Director, Clinical Psychologist and Employment
Placement and Vocational Guidance Counselor). In this e-
vent, the House Director should make it clear to the client
that acceptance is conditional.

Whether acceptance is conditional or not, the rules of
the house and the program should be covered in detail with
the client., If the "walk in" referral occurs when the House
Director is not on duty, the Assistant House Director, Part-
time Counselor or Night Counselor may accept a client for
residence on a conditional basis only. When the House Dir-
ector comes on duty, he or she shall make the final deter-

i
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.mination to accept or reject the client for the residency
program. The exception to this rule is if the House Director
is on leave of any type and the Assistant Director is assum-
ing full functions of the Director. In such instance, the
Assigtant Director will make final determination for acceptance
into the residency program and follow the same procedure out-
lined for the House Director.

If, however, a client is accepted conditionally by any of
the above named staff, the staff member so accepting is
responsible for filling out a worksheet and giving the client
a set of rules, as well as an explanation of the same. The
residency program may be explained in detail when the House
Director comes on duty and makes final determination of
eligibility.

On the last point, it is imperative that the prospective
client understand prior to final acceptance for residency the
full program with all of its expectations and demands. An
agreement from them must be obtained accepting the general
residency program. If such cannot be obtained, this would
be cause for rejecting the prospective client for the residency
program. The client's choice may well be limited by the
fact that refusal to accept the general program may result
either in incarceration, continued incarceration, or simply
no place to go.

The choice, however, is theirs to make; no matter what
choice is made on their part, certain consequences must
follow. The prospective client should be helped to understand
this. Again, to enter the residency program, the client's
agreement to accept the general program in its totality must
be obtained.

If the client is accepted for the residency program, a
duplicate master card shall be made out and sent to the central
office of the agency. If the prospective client is rejected, the
reason for the rejection shall be stated in summary form and
sent to the central office, together with all case information
on which the rejection was based, such as intake interviews,
worksheets, pre-sentence reports, social history, psycholo-
gical diagnostic matevial, psychological or other testing ma-
terial, records of personal interviews, summary and classi-
fication materials, progress reports, etc. All rejections
shall be reviewed, confirmed or reversed by the Executive
Director.
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Prospective clients who are drug abusers, alcoholics or
emotionally disturied, are acceptable for the residency pro-
gram within the following limitations:

1. Drug abusers who are physically addicted
to drugs shall be withdrawn from the ad-
dicting drug prior to entry into the program.

2, Alcoholics who are using this drug in large
amounts shall be "dried out" prior to entry
into the program,

3. The severely emotionally disturbed (i. e.,
those suffering from an acute emotional dis-
turbance) must receive intensive treatment
for the illness prior to entry into the program.

All of the above - drug abuse, alcoholism and emotional
disturbance - necessitate obtaining consent to accept con-
tinuing help from other agencies specializing in treatment of
such illnesses, prior to final acceptance into the program
or during the course of the program if such help is deemed
necessary. Such a determination may be made by the House
Director on acceptance of the client, by the treatment team
during the processing stage, or by the client's individual
counselor during any phase of the program. Refusal to ac-
cept such help may result in the prospective client's being
refused admittance to the program or in termination from
the program, once admitted.

Individuals who will not be accepted for the residency
program are:

1. Those who have & demonstrated or known
pattern of violence. This does not exciude
those who have been charged or convicted of
violent offenses per se - i.e., murder,
assault, robbery, etc., but those whose
behavior pattern is such that they frequently
resort to violence.

2. Those with sexual deviant behavior - those
individuals who have demonstrated difficulty
in living with members of the same sex with-
out aggressively seeking sexual outlets.
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3. Those who are severely mentally retarded -
thus, a potential client with an intelligence
quotient of 70 or less shall be excluded from
consideration. From 70 to 80, the potential
client will be considered for services at the
discretion of the House Director after con-
sultation with the Clinical Psychologist and
other professional staff members.

4, Those who are psychotic.

In all instances, final determination of acceptance or
rejection of residential cases shall be made by the House
Director, As stated above, in instances of rejection, the
case will be reviewed by the Executive Director, who re-
serves the option to confirm or reverse the decision.

In cases referred by the State Board of Probation and
Parole, orders stipulating that the client is to take part in
agency residency programs should be inserted in the court
order granting probation or court parole, or in the order
granting parole from the State Board of Probation and Parole.
No Interstate Compact cases shall be accepted without the
prior approval of the State Board of Probation and Parole,

In such cases also, orders stipulating residence in the agency
residency program should be made a condition of parole.

All potential outclient cases shall be referred directly
to the Assistant House Director for determination of eligi-
bility and for acceptance or rejection. The Assistant Director
shall use the same policies and procedures outlined above
for accepting or rejecting a case, keeping in mind that some
of those not acceptable for residential services may be ac-
ceptabie for outclient services - e.g., those with aggressive
sexual deviant behavior, or those with a demonstrated pat-
tern of violence. All rejections of' outclient cases shall be
reviewed by the House Director, who may confirm or re-
verse the rejection.
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The residence for women will consider for services,
both residential and outclient, women over seventeen (17)
years of age who have been charged or convicted of a mis-
demeanor or felony offense; such consideration shall be
given regardless of race, creed, color or national origin.

No type of offense shall automatically exclude a prospective
client from consideration.

The program for women will consider for acceptance
those who meet the above criteria, and who fall into one of
the following categories:

1. Probation

2. Parole

3. Pre-release

4, Mandatory release, or release

after having served full sentence
3. Defendant being placed in the
community on bond,.

The residence for men will consider for services, both
residential and outclient, those between the ages of seventeen
(17) and twenty-five (25) who have been convicted of a felony
offense or an offense which was reduced during disposition
of the case from felony to misdemeanor status. Such consi-
deration shall be given regardiess of race, creed, color or
national origin. No type of offense shall automatically con-
sider for acceptance those who meet the above criteria and
who fall into one of the following categories:

| Probation
2. Parole
3. Pre-releagn
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PERSONNEL POLICIES
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Application Procedurzs

1.

Notice of any position to be filled will be given
in at least one newspaper having general circu-

lation throughout the local area., When necessary

and feasible, notices will also be given in other
publications.

Written job descriptions will be provided
to each applicant upon request.

All applications shall be made in writing
on a form provided for such purpose.

Selection Procedure

1'

In order to select an Executive Director,

the President of the agency will appoint a
special committee whose sole function will

be to recruit qualified applicants for this
position, review all applications, contact
appropriate references, conduct the neces-
saxy interviews, and make a recommendation,
based upon the merit of the applicants, with-
out regard to race, color, religion, sex, or
national origin, to the Executive Board.

For all other personnel positions, the Execu-
tive Director shall recruit qualified appli-
cants and following formal written applica-
tions, shall review all applications, contact
appropriate references, conduct the neces-
sary interviews, and make final selection,
based upon the merit of the applicants, without
regard to racey color, religion, sex, or
national origin.
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All new staff members shall serve a six-month
probationary period of employment. The staff member's
job performance will be evaluated by his supervisor at
the conclusion of this period. The declsion to grant a
staff member regular employee status will be based on the
job performance evaluation.

If necessary, the probationary period may be ex-
tended for three months, with the approval of the Executive
Director., At the conclusion of this period, another evalua-
tion of the staff member will be made.

In the case of professional, fiscal, managerial and
clerical persomnel, recent conviction of a serious crime
shall be considered on an individual basis, each case accord-
ing to its merit. If investigation reveals that the prior con-
viction does not disqualify the applicant, a written statement
of the investigation shall be prepared, and the applicant con-
sidered a legitimate candidate for the job,

In the case of non-professional positions, a criminal
record does not, of itself, disqualify an applicant from em-
ployment,

In either case, full disclosure of prior criminal
record at the time of application is required.

No person shall be employed by the agency while he
or she or a member of his or her immediate family serves
on the Executive Board or as a member of a committee of
the Executive Board of the agency,

No person shall be employed by the agency while a
member of his immediate family is concurrently employed by
the agency, For the purpose of clarity, "immediate family"
includes the following:

Husband Wife

Son Son-in-law
Daughter Daughter~-in-law .
Mother Mother=-in=-law
Father Father-in-law
Brother Brother-in-law
Sister Sister-in-law
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II. SUSPENSION

Suspension is temporary separation from duty with-
out pay, usually because of unsatisfactory performance, or
for misconduct.

A, If the Executive Board should find it necessary to
suspend the Executive Director, a notification period is not
required. An appropriate explanation, including length of
suspension, will be given orally, and in writing upon request.

The Executive Board shall set the length of the sus-
pension. If the Executive Director should not return to his
position after the suspension period, he may forfeit any ac-
crued vacation.

B. If the Executive Director should find it necessary to
suspend staff members, a notification period is not required
An appropriate explanation, including length of suspension,
will be given orally, and in writing upon request, The Ex-
ecutive Director shall set the length of the suspension. If
the staff member should not return to his position after the
suspension period, he may forfeit any accrued vacation.

111, TERMINATION

Termination is separation from employment, usually
because of unsatisfactory performance, or for misconduct.

A, If the Executive Board should find it necessary to
terminate the Executive Director, thirty days' notice of ter-
mination, with appropriate explanation, will be given orally,
and in writing upon request. Should the Executive Director
leave his position during the notification period, he forfeits
all remaining notice, salary, benefits, and any accrued va-
cation, ~

If the situation is such that immediate termination
is warranted, all notices, salary and benefits will be for-
feited from the date of dismissal.
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B. If the Executive Director should find it necessary to
terminate a staff member, thirty days' notice of termination
will be given to supervisory and professional staff members,
and two weeks' notice of termination will be given to all
other staff members. Appropriate explanation will be given
orally, and in writing upon request. Should the staff member
leave his position during the notification period, he forfeits
all remaining notice, salary and benefits, and any accrued
vacation. If the situation is such that immediate termination
is warranted, all notices, salary and benefits will be fox~
feited from the date of termination or dismissal.

Iv. RESIGNATION

A, All supervisory and professional staff members are
required to give notice of resignation in letter form, thirty
days prior to the effective date of resignation. Professional
and supervisory staff members include: Executive Director,
Psychologist, House Directors, Assistant House Directors,
Assistant Executive Director, Employment Placement and
Vocational Counselors, Accountant, and Part-time Counselors.

B. All other staff members arerequired to give notice of
resignation in letter form, fourteen days prior to the effective
date of resignation.

C. Failure to comply with proper notice of resignation may

result in loss of accrued vacation leave,

V. JOB DESCRIPTIONS AND SPECIFICATIONS

A, There shall be written job descriptions for all staff
positions to insure proper understanding of general duties
and areas of responsibility by staff members. Job descrip-
tions can be changed from time to time to meet the needs of
the agency and its clients.

B. There shall be written job specifications detailing
the duties and areas of responsibility of each staff member.
Job specifications can and will be changed from time to time
to meet the needs of the agency and its clients.
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This secticn shall in no way be construed as a limitation
on the authority of the supervisory personnel to assign tasks
to employees under their supervision which are not listed in
the job specifications.

VI AGENCY PROCEDURES

There shall be written agency procedures to insure
proper understanding, uniformity and efficiency by staff mem-
bers in such areas as intake, delivery of services, fiscal
procedures, reports, etc.

VII. EVALUATION

A, The written job descriptions and specifications in
conjunction with written agency policy and procedures will
serve as the guide for staff member evaluations.

B. The person directly supervising a staff member shall
evaluate the staff member twice yearly. All evaluation shall
be in writing, on a form provided for that purpose. The e~
valuation shall be discussed with the staff member, and shall
be signed by both the supervisor and the staff member. The
staff member shall have the right to comment on the contents
of the evaluation, Such comment shall be in writing and at~
tached to the evaluation. The evaluation and attached com-
ments shall become part of the employee's personnel file,

C. Where the evaluation indicates unsatisfactory per-
formance, the staff member may be given a specified period
of time in which to achieve a satisfactory level of work per-
formance.

VIII. PERSONNEL RECORDS

Personnel records are maintained by the Executive
Director for each staff member. These records are confi-
dential and are kept in custody oi the Executive Director.
Staff members wishing to review their own file may do so
only by request to and upon permission granted by the Exe-
cutive Director.
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IX. SALARY

Full-time employees are paid an annual salary.
Part-time employees are paid on the basis of an houxly
rate of pay.

Salaries shall be reviewed on an annual basis for all
staff members., Salary increments shall be awarded based
on the employee's evaluations. Any salary increment, of
course, shall also depend upon the availability of funds.

X. HOURS OF WORK

Regular office hours are from 8:30 A, M. to 5:15
P. M., Monday through Friday.

Time allowed for lunch is forty-five minutes.

At all times, twenty-four hours per day, 365 days
per year, it is required that some staff member be on duty
and someone on call. This is due to the nature of the ser-
vices the agency provides. Acceptance of employment with
the agency is an acceptance of the responsibility to work
other than "regular' hours. Hours of work for each staff
member will be scheduled according to the needs of the
agency and its clients.

Full-time staff members required by their super-
visor to work more than the normal complement of hours
per week, may request compensatory time. With approval
of the Executive Director, such time will be granted, if
possible.

Part-time staff members will be paid according to
the number of hours worked within a given pay period.

XI.  TIME REPORTING

A, Where a group of staff mnmbers is under close
supervision, the immediate supervisor may prepare a group
time report at the end of each pay period. All other staff




152

shall submit a time report, signed by the staff member, at
the end of each pay period, to their immediate supervisor.
Ali such time reports shall be signed by the staff member's
immediate supervisor.

B. Time reports for full-time employees must account
for a minimum of forty hours per week, Time reports for
all employees must display hours worked and/or time off
for each normal working day. Explanations must be in-
dicated for any time off during normal working hours, or
for overtime work.

Xill. STAFF DEVELOPMENT

A, All new employees will be given orientation sessions
regarding personnel policies, procedures, and their respec-
tive duties.

B. The agency desires continued professicnal develop-
ment of staff. 'To this end, attendance at conferences,
seminars, institutes, workshops, courses related to work,
ctc., is encouraged whenever attendance is feasible.

XII. BENEFITS

A, Social Security

All staff members are covered by Social Security,
and are required to participate.

B. Hospitalization Insurance

Blue Cross and Blue Shield Medical Insurance is av-
ailable o any full-time staff member meeting the enrollment
requirements, This coverage shall be at no cost to the em-
ployee. K

XIV. LEAVE WITH PAY

Full-time staff membexrs only are entitled to leave
with pay. A full-time staff member is one who is normally
scheduled to work a full (8-hour)day, five days per week.

A, Vacation

Full-time staff members begin accruing vacation
from the time of employment. Vacation is accrued accord-
ing to the following schedule:

1. 1-1/2 days per month are accrued from the
first through the 24th month of employment,
for a total of 13 work days per year,

1-1/2 days per month are accrued from the
25th through the 60th month of employmenst,
for a total of 18 work days per year.

1-3/4 days per month are accrued from the
6lst month of employment, and thereafter,
for a total of 21 work days per year.

2. All vacations, regardless of when scheduled,
must be approved at least thirty days in
advance by the staff member's immediate
supervisor. Exceptions will not normally
be made; however, exceptions may be made
with the written approval of the Executive

Director. Vacations must be taken at times

commensurate with general vacation sched-
ules and work loads. Fractional portions
of accrued vacation time may be taken with
good reason upon apnroval of the staff
member's immediate supervisor.

3, Vacation time not used within 24 months of
accrual is lost by the employee. No com-
pensatory salary may be awarded a staff
membexr for unused vacation time or in Jieu
of vacation time,

4, Upon resignation, with proper notice, a staff
member will receive that amount of vacation
time accrued by the effective date of resig-
nation, The staff member will be continued
on the payrcii until accrued vacation is
depleted.
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B. Holidays

Full-time staff members are entitled to the following
holidays:

New Year's Day Labor Day

Martin Luther King's Birthday Veterans' Day
President's Day Thanksgiving Day
Memorial Day Christmas Day
Independence Day Employee's Birthday

If an authorized holiday falls on a Saturday or Sunday,
an alternate work day will be scheduled as a holiday at such
time as designated by the Executive Director. Time off for
the observance of religious holidays may be granted by the
Executive Director. '

Again, it is noted that 24 hours per day, 365 days per
year, it is required that some staff member be on duty and
others on call., When a staff member is required to work on a
regularly scheduled holiday, an alternate work day will be
scheduled as a holiday at such time as designated by his or
her immediate supervisor.

Part-time staff members required to work on holi-
days will be paid in accordance with regular hourly rates of

pay.
C. Sick Leave

L. Full-time staff members begin accruing
gick leave after three full months of employ-
ment, Absence due to illness prior to this
period will be without pay.

2, Sick leave is actrued at the rate of one day
per month, and may be accumulated to a
maximum of sixty days. In special casges,
where length of illness exceeds accumulated

- gick leave, continuation of salary may be
granted with the approval of the Executive
Director.

L
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3. All staff members, when absent due to illness,
are required to call their immediate supervisor
daily unless excused. For full-time staff mem-
bers, failure to call may result in an unex-
cused absence, for which pay will not be granted.
For part-time staff members, failure to call
may result in other disciplinary action.

4, Any staff member absent for two or more days
due to illness, must upon request, promptly
present a statement from his or her physician.

5. Any staff member absent from work for three
consecutive days without notification or author-
ization may be terminated.

6. Staff members shall not be paid for accrued
sick leave at the time of resignation or ter-
mination,

7. Absence due to illness because of pregnancy

will not be allowed as sick leave. Staff ab-
sent because of illness due to pregnancy shall
forfeit pay for the days they are absent,

D. Compensatory Leave

All full-time employees of the agency shall not be paid
for overtime work. Such employees may be granted compen-
satory time with the ratio of one hour leave for each hour of
overtime work required, at the option of the Executive Director.
Such overtime must be approved in advance by the employee's
supervisor, Compensatory leave must be requested, granted
and taken within three months of the date overtime work was
required.

E. Military Leave

‘ Full-time staff members (regular or probationary) who
are members of the National Guard or any reserve component
of the Armed Forces of the United States may have a leave of
absence with pay when ordered to temporary duty. This leave
is not to exceed ten work days per year.
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E. Special Leave

Full-time staff members may be granted a leave of
absence with pay of up to three days, in the event of critical
illness or death of a member of his or her immediate fam-
ily. By immediate family is meant husband, wife, son,
daughter, mother, father, brother, sister, son-in-law,
daughter-in-law, mother-in-law, father-in-law, brother-
in-law, sister-in-law, or grandparents. This leave may
be extended under special circumstances, with approval of
the Executive Director.

Other leaves of a special nature may be granted with
the approval of the Executive Director,

G. Conference Leave

Staff members may be granted a leave of absence to
attend conferences, institutes, meetings, in-service training,
etc. with approval of the Executive Director. Selection of
staff members for attendance will be determined by the Execu-
tive Director on the basis of the following criteria: relevance
to work, participation in conference programs, individual's
interest in attending, time interval since last attendance,
current work pressures, and money available for the purpose.

XV, LEAVE WITHOUT PAY

A. Part-time Staff

Any leave authorized for and taken by part-time
staff members is leave without pay. Part-time staff mem-
bers must have authorization from the appropriate super-
visor before taking leave.

B. Full-time Staff

Full-time staff members may take leave without
pay only with the approval of the appropriate supervisor.
Such instances, however, should be rare; each request shall
be considered on its merits, and in accordance with the needs
of the agency and its clients,

|V=
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C. Maternity Leave

Due to the limited size of the agency, and the neces-
sity for full staffing to carry out the program effectively,
maternity leave will not be granted. When a staff member
finishes the sixth month of pregnancy, her employment with
the agency shall be terminated. A staff member may retain
employment through the seventh month of pregnancy with the
written approval of her physician and the Executive Director.

Nothing in the foregoing shall be construed to prevent
the Executive Director, at his discretion, from rehiring an
employee in her former position after termination for preg-
nancy.

XVI. TRAVEL
A. Local Travel

All staff members required to use their personal
automobiles for agency business shall be reimbursed for
such use at the rate of ten cents per mile. Those staff
members so reimbursed must submit an itemized monthly
report of miles driven on agency business. All requests
for reimbursement must be approved by the staff member's
immediate supervisor and by the Executive Director.

B. Intra- and Inter~-State Travel

All out-of-town trips must have the prior approval of
the Executive Director, Expenses incurred while out of
town on agency business will be reimbursed in accordance
with agency travel policy as stated in agency fiscal procedures.

C. Minimum Insurance Coverage

Staff members required to use their personal auto-
mobile for agency business must at all times maintain at
least the minimum coverage of auto insurance required under
the State law, Staff are required to submit evidence of such
coverage upon employment, and at other times as may be
designated by the Executive Director.,
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FISCAL POLICIES

L. FIDELITY BONDING

All officers and employees of the agency who are
empowered to sign checks, handle funds, make deposits
and/or withdrawals, or who maintain financial records of
the agency, shall be bonded by a Fidelity Bond, the amount
of which to be determined by the Executive Board or by the

requirements of an agency funding agency programs, which-
ever is greater,

1L, FINANCIAL REPORTS

The accountant shall prepare monthly financial re-
ports, to be distributed to the members of the Executive
Board after approval of the Executive Director has been ob-
tained. The monthly financial report shall include a de-
tailed balance sheet and a statement of income and expenses
for the current month, as well as the year to date. It shall
be the responsibility of the accountant to make all postings
to the general ledger and to maintain the general ledger in
proper form and balance at all times.

In addition, the agency Treasurer shall prepare ali
necessary monthly financial reports, and after approval of
the Executive Director has been obtained, distribute them
to the proper governmental funding agencies.

III.  CASH DISBURSEMENTS

The accountant shall be responsible for disbursing and
recording all cash expenditures related to agency business.
A cash disbursements register will be maintained by the ac-
countant in which to record monthly cash expenditures.

All disbursements from the agency account shall be
made by pre-numbered checks or check vouchers, and signed
by the Executive Director and one other member of the agency
Board of Directors authorized to sign checks.
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All disbursements shall be supported by proper docu-
mentation (i.e., purchase orders, requisitions, invoices,
etc.), signed and approved by the Executive Director. On
all supporting documents, the accountant shall recoxrd that
the bill has been paid, the date of payment, account and am-
ount of payment, and the check number, and as stated above,
signed by the Executive Director,

All documents supporting disbursements shall be filed
in alphabetical sequence, in files specifically designated
for such.

The following procedures shall be followed relating to
cash disbursements:

A, Invoices from vendurs will be accumulated
by the accountant, ard all invoices relating
to merchandise received will be attached to
the supporting receiving report.

B. The accountant will determine and assign the
appropriate general ledger account distribu-
tion to each invoice,

C. Invoices, together with their supporting re-
ceiving report, shall be presented for approval
of payment and account distribution to the
Executive Directozr.

D. The accountant will collect approved invoices
in an alphabetical file and periodically (at
least monthly), prepare a check voucher for
the same.

E. Check vouchers with supporting invoices and
documents will be retained in alphabetical
file until payment.

F. At time of payment, the accountant will select
the check voucher with supporting documents
from the alphabetical file, assign a check
number, and complete the check.

| |
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G. Checks with their supporting documents shall

then be presented to the Executive Director
for signature.

H. - The Executive Director shall examine all
supporting invoices and documents for prior
apsroval and will cancel all invoices and docu-
ments as the related check is signed,

I. All checks and supporting documents will be
bresented to an authorized officer of the
agency for countersignature of the check.

. Paid and cancelled invoices and documents will
be returned to the accountant for alphabetical
filing.

K. The Executive Director will give all signed

checks to a clerk-typist, for mailing or
other distribution.

IV. CASH RECEIPTS

All receipts shall be received, listed, and deposited by
persons other than the accountant. Pre-numbered duplicate
receiving tickets shall be issued for all monies received other
than by mail. A copy of the receipt ticket shall accompany the
daily receipt form (referred to under Procedures "A"), and the
numerical sequence of the cash receipts slips shall be ac-
counted for by the accountant.

The accountant shall be responsible for adequately de-

tailing each receipt, and for posting to the cash receipts
register.

The following procedures shall be followed relating to
cash receipts:

A, All receipts shall be listed on a daily receipts
form (in duplicate), whether received by mail
or in person, by the person or persons respon-
sible for opening daily mail and receiving do-
nations or contributions.
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B. All funds so received shall be delivered daily
to the central office of the agency and given
to the clerk-typist, who shall list in detail
on a bank deposit slip, and deposit such funds
with the bank.

C. Upon delivery of funds to the clerk-typist, the
clerk-typist shall acknowledge receipt of same
on the daily receipt form. One copy of the daily
receipts form shall be retained by the person
who prepared it, and one copy shall be given
directly to the Executive Director by that same
person.

D. = After mailing the bank deposit, the clerk-typist
shall deliver a copy of the receipted bank de-
posit slip to the Executive Director.

E. The Executive Director shall then compare the
duplicate deposit slip with the daily receipts
forms.

F. The Executive Director shall then give the du-

plicate deposit slip, together with the daily
receipts forms, to the accountant, who shall
record the receipts in the cash receipts
journal.

V. PAYROLL

The accountant shall prepare the agency payroll on a
bi-weekly basis, and maintain individual payroll records for
each staff member and th+s payroll journal.

The accountant shall prepare all required government
wage reports and make timely payment of all payroll taxes.

The following procedures shall be followed relating to
payzroll:

.L_ |
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A, All time reports, both group and individual,
shall be approved by the staff member's
immediate supervisor as well as by the
Executive Director.

B. Approved time reports shall then be submitted
to the accountant, who shall prepare the pay-
roll based on such time reports.

C. Once prepared, all payroll checks shall be
given to the Executive Director for his signa-
ture and shall be counter-signed by an officer
of the agency authorized to sign all checks.

D. The Executive Director shall give the signed
payroll checks to personnel other than the
accountant for distribution.

E. The agency shall submit copies of time reports
to each governmental funding agency on all
staff members, paid from funds provided for
that purpose by the governmental agency. In
addition, the accountant shall retain a copy
of time reports for all staff members of
the agency and place them in agency files.

VI. PURCHASING AND RECEIVING

No disbursements for materials or supplies in excess
of $10. 00 shall be made without an approved purchase order.

Purchase orders, amounts of which are in excess of the
limits set by various funding agencies, shall have the prior
approval of those agencies before purchases are made.

All purchasing shall be done with pre-numbered purchase

orders approved by the Executive Director after proper pur-
chase requests have been prepared ard approved.

The following procedures shall be followed relating to
purchasing and receiving:
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A detalled purchase request, prepared in
duplicate, must be submitted for preliminary
approval to the Director or Accountant,

The purchase request shall then be submitted
to the Executive Director for final approval.

The Executive Director shall then secure all
required bids and direct the accountant to
prepare a purchase order in triplicate.

The original copy of the purchase oxder, signed
by the Executive Director, shall be sent to the
vendor. The second copy shall be retained in
numerical sequence by the Accountant, along
with supporting purchase request, and any alter-
nate bids. The third copy shall be sent to the
staff member responsible for receiving the
merchandise.

Upon receipt of the items purchased, the staff
member receiving such shall make a thorough
check of items received against the purchase
order to insure that all requested items have
been received and billed for accordingly. The
staff member receiving shall also date and
sign the receiving copy of the purchase order
and return same to the accountant.

The accountant shall retain the receiving reports
in alphabetical sequence to be matched with the
vendor's invoice,

IV. PETTY CASH

The petty cash fund shall be maintained on an imprest
fund basis.

An amount (to be determined by the agency Treasurer)
shall be allocated to each individual house and the central
office for a petty cash fund. The secretary at each house shall
be responsible for disbursing »nd reconciling, on a weekly
basis, their petty cash funds, and requesting reimbursement
of funds from the Executive Director. The accountant, in
turn, shall reconcile all petty cash funds, and after approval
of petty cash vouchers by the Executive Director, disburse
appropriate amounts to each house.

The following procedures shall be followed relating to
petty cash:

A, Disbursements must be for items $10. 00 or
under, unless otherwise authorized by the Dir-
ector or Assistant Director (this should only
be in cases of extreme emergency, when a
check is not available for distribution). In no
event will this amount exceed $25, 00.

B. Disbursements must be approved by the
Executive Director, Director or Accountant.
The counselor on duty may approve disburse-
ments from a loan fund which will be maintained
in a separate cash fund box. The maximum

amount of money to be maintained in the loan
fund is $25. 00.

C. Disbursements for items such as emergency
medical supplies, food supplies, etc., must be
supported by a register receipt or its equivalent.
The register receipt should be checked for ac-
curacy by the staff member making the trans-
action, and attached to the petty cash voucher.
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All petty cash voucl.ors must be signed by the
individual receiving petty cash funds as well

as by the staff member approving the disburse-
ment, ' '

. All petty cash vouchers shall be marked with

an account number and recorded in the cash
disbursements register by the accountant.

All petty cash funds shall be locked at all times
and be located in a place accessible only to
those staff members authorized to handle petty
cash refunds.

VIII. TRAVEL POLICY

The Executive Director shall be responsible for approving
reimbursement for all travel (local, intra- and interstate).

The accountant shall be responsible for reimbursing
staff mernbers for travel expenses related to agency busingss,
upon receipt of supportive documentntion, in compliance with
the policies and procedures set forth below:

A.

g_o__cal Travel

All staff members required to use their own
personal automobiles for agency business shall
be reimbursed for such at the rate of 10¢ per’
mile. Parking fees are also reimbursible. In
order to be reimbursed for such expenses, the
following procedure must be followed:

1. On a monthly basis, any staff member
shall submit to the Executive Director &
mileage form itemizing dates, pointsof
departure and arrival, number of miles
driven and parking fees, if any. The staff
member shall sign the mileage form
submitted.
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2. For staff members at each house, other
than the Director, the mileage form
must also have the signature of the staff
member's immediate supervisor.,

3. All reimbursible mileage for local trav-
el shall be paid by check (unless other-
wise authorized) u~on approval of the
Executive Directol

4, A separate file shall be maintained for
mileage disbursed to staff members.

Intra- and Inter-state Travel

All out-of~town trips must have the prioxr ap-
proval of the Executive Director. With his
prior approval, staff members may use their
own personal automobiles for agency business
travel within a 300-mile radius of the metro-
politan area and be reimbursed at a rate of
10¢ per mile. Beyond the 300-mile radius,
reimbursement for travel to and from areas
served by air travel shall not exceed coach
class air fare to and from that destination.
Reimbursement for travel to and from areas
beyond the 300-mile radius not served by

air travel shall be paid at 10¢ per mile.

If a staff member is travelling by air, he may
rent a car only if he cannot reach his final
dsstination by other forms of transportation,
or if car rental is lower in cost than other
available means of travel. In the latter case,
the staff member must note the cost of other
alternatives to support his decision to rent

a car.

In order to be reimbursed for out-of-town
travel expenses, the staff member must
follow these procedures:
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1. A staff member requesting payment

of travel expenses shall submit to the
Executive Director a detailed expense
voucher. Available receipts related

to expenses listed on the voucher should
be attached thereto. Hotel receipts
must accompany the voucher.

2. If the staff member is travelling by air,
the air fare shall be paid directly to
the airline company. However, the
staff member must attach the ticket
stub to the travel voucher, as support-
ing documentation of ticket purchase.

3. The travel voucher must have the signa-
ture of the staff member's immediate
supervisor in addition to that of the
Executive Director.

4, All reimbursible travel expenses shall
be paid by check upon approval of the
Executive Director.

5. A separate file shall be maintained
for out-of-town travel vouchers for ex-

penses disbursed to staff members.

Non-overnight Intra‘~ and Inter-state Travel

Staff members will be provided the following
food allowance for non-overnight intra- and
inter-state travel:

1. If departure time from the city is
prior to §:80 a.mw., & breakfast allow-
ance of $1.50 will be allowed.

2. If departure rime from the city is prior
t¢ 12:00 p.m., a lunch allowance of
$3.50 will be allowed. If arrival time
in the city is after 1:00 p.m., a $3. 50
lunch allowance will be allowed.

i
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3. If departure time from the city is prior
to 5:00 p. m., a dinner allowance will
be allowed, If arrival time in the city
is after 6:00 p. m., a dinner allowance
of $5. 00 will be allowed. '

Overnight Intra~- and Inter-state Travel

In addition to transportation costs, a per diem
rate of $25. 00 for overnight, out-of-town trav-
el shall be allowed for food and lodging, How-
ever, and only with the prior approval of the
Executive Director, such costs may be charged
on an actual basis in lieu of a per diem rate.

In no instance shall food allowance exceed
§10. 00 per day,

If air travel or other common carrier is used
for travel, transportation to and from the air-
port/depot shall be by bus or multiple-passenger
limousine in the city and at the destination., If
such transportation is unavailable or unfeasible,
taxi service may be utilized, In this instance,
the staff member must note the reason support-
ing his decision to use taxi service rather than
bus or multiple-passenger limousine,

Registration fees for meetings and conventions
are reimbursible (excluding meal ticket pur-
chases, which are reimbursible under the cost
of food).

Fees for any special event directly related to

the purpose of the meeting or convention are
reimbursible.

If a per diem rate is used for calculation of
expenses for overnight trips, the rate shall be
calculated on a quarter-day basis, i.e. -

First quarter
Second quarter
Third quarter
Fourth quarter

12:00 a. m, to 6:00 a, m.
6:00 a.m. to 12:00 p.m.
12:00 p. m. to 6:00 p. m.
6:00 p.m, to 12:00 a.m.
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Each quarter is reimbursible at $6.25. Thus,
if a staff member leaves for an overnight trip
after 6:00 a. m. but prior to 12:00 p.m., heis
reimbursed for three-quarters of that day, or
$18.75. If the staff member arrives in the
city from an overnight trip after 6:00 p.m., he
is reimbuzrsed for four quarters of that day.

Client Travel

For those clients of the agency not receiving
transportation money from other agencies, or
those who are not working, transportation
money shall be provided by the agency for bus
fare to and from employment interviews and
for bus or other fares to and from all other
appointments arranged for the client by a
staff member of the agency.

In most cases, disbursements of such funds
shall be made through petty cash or loan funds
with proper procedures to be followed.
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JOB DESCRIPTIONS AND QUALIFICATIONS

Appendix G
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Qualifications

Duties
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EXECUTIVE DIRECTOR

Master of Social Work Degree from
accredited school of social werk
preferred, or Master's Degree in
related behavioral science. Mini-
mum of six years' experience in
the field of social service. Mini-
mum of four years experience in
administration and/or supervisor
capacity. rior experience in

the field of Criminal Justice pre-
ferred.

As Chief Executive Officer re-
porting directly to the Executive
Board, the Executive Director has
the following duties:

A. Serve as ex-officio membexr
of the Executive Board and
its committees.

I.  Report directly to the
Executive Board and its
committees.

2. Assist Executive Board
and its committees in
raising funds from both
public and private sour-
ces, including seeking
new sources of funding.

3. Assist Executive Board
and its committees in

b both short-term and long-
range planning, which in-
cludes, but is not limited
to, fiscal and program
planning and continued a-
gency development,

4. Survey and identify com-
munity needs in the area
of correctional rehabili~
tation, including, but not
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B.

limited to, developing mo-
difications of existing a-
gency structure, program
and staffing, when neces-
sary, and submitting same
to the Executive Board for
its approval, developing
new or additional programs
to meet community correc-
tional needs, and Submitting
same to the Executive Board
for its approval.

Implement decisions of the Ex-
ecutive Board concerning policy,
budgets, and major expenditures.

1. Assist th. Executive Board
and its committees in the
development of agency po-
licy.

2. Supervise preparation of
annual budgets, and submit
same to the Executive
Board for consideration and
approval,

3. Supervise preparation of
budgets for new or addi-
tional programs, and sub-
mit same to the Executive
Board for consideration
and approval,

4. Implement new or addi-
tional programs, once ap-
proval of Executive Board
has been obtained.

S. Report expenditures and
major needs to the Execu-
tive Board.

6. Keep Executive Board in-
formed of general agency
operations.

a———-———-——&_
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Administrate all programs of
the agency, both funded and
voluntary, including, but not
limited to:

1. Interpret and implement
fiscal, management, pro-
grammatic and other guide.-
lines as imposed by agencies
funding agency programs.

2. Approve and sign all ex-
penditures and disburse-
ments, including checks,
travel requests, vouchers,
purchase requisitions, pur-
chase orders, time sheets,
etc.

3, Approve and sign all fin-
ancial reports to the Execu-
tive Board as well as to
guvernment and other a-
gencies funding agency pro-
grams.

4, Develop and execute admin-
istrative procedures for
the efficient internal opera-
tion of the agency.

5. Develop and maintain co-
operative agreements, re-
lationships, and liaison
with Directors, Department
Heads, etc., of other a-
gencies on local, county,
state and Federal levels.

6. Supervise development of
the use of other community
agency resources, in the
interest of agency clients.

e
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D: "Recrtit, hire, and supervise

all agency staff, ‘including set-~
ting entrance salaries within
budget, salary ranges, and
agency. policy limitations.

L. Develop salary ranges and
- steps within ranges for staff’
positions and submit same
to the Executive Board for
its consideration and ap-
proval,

. 2. Supervisé periodic reviews
and evaluations of staff po-
sitions, salary ranges and
steps within ranges, and
recommend needed or de-
sired changes to the Exe-
cutive Board for its con-
sideration and approval,

3. Supervise development and
direction of staff orienta-
tion and in-service train-
ing, as well as continuous
professional and vocational
improvement of staff, both
paid and voluntary,

4. Supervise directly or in-
directly, all staff and con-
sultants of the agency, both
paid and voluntary,

5. Supervise development of
Job descriptions and speci-
fications for all staff po-
sitions, paid and voluntary,
submitting job descriptions
or changes therein to the
Executive Board for its
consideration and approval.,
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6. Supervise maintenance of
all personnel records, as
well as custody of same,
for all agency staff, paid
and voluntary.

7. Bvaluate or supervise eval- ,

uations of performance of
all agency staff, and recom-
mend their rate of annual
salary increment, based
upon employee evaluations.

8, Suspend and terminate a-
gency staff who are not
performing satisfactorily
or for other good cause.

Develop and maintain a program
of agency public relations with
the community, utilizing news
media such as radio, television,
the press, speaking engagements,
development of informational
brochures; etc.

Perform other tasks as may be
assigned by the Executive
Board or its committees.

TP T
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ASSISTANT EXECUTIVE DIFECTOR

Qualifications

Duties

Master of Social Work Degree from
accredited school of social work pre-
ferred, or Master's Degree in re-
lated behavioral science. Minimum
of five years experience in the field
of social service. Minimum of three
years experience in administrative
and/or supervisory capacity. Prior
experience in the field of Criminal
Justice preferred.

Reporting directly to the Executive
Director, the Assistant Executive
Director has the following duties:

A. Fulfill all of the duties, functions
and responsibilities of the Exe-
cutive Director in the Executive
Director's absence.

B. Assist the Executive Director
in the following areas:

1. Raising funds from both
pablic and private sources,
as well as seeking new
sources of funding,

2. Short- and long-range plan-
ning, which includes, but
is not limited to, ficcal and
program planning and con~
tinued agency development,

3. Surveying and identifying
community needs in the area
of correctional rehabilita-
tion, including, but not limited
to, modification of existing a-
gency structure, program and
staffing patterns when neces-
sary, and developing new or
additional programs to meet
community correctional needs,
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10.

11.

12,

13.

14.

Implementing agency policies,
budgets, and major expendi-
tures.

Preparing the annual budget.
Preparing budgets for new oxr
additional programs.
Implementing new or addi-
tional programs.
Admanistering all programs
of the agency, both paid and
voluntary.

Knowledgeability of all fiscal,
management, programmatic
and other guidelines as im-
posed by agencies funding
agency prograrms.

Approving and signing all ex-
penditures and disbursements,
including checks, vouchers,
travel requests, purchase re-
quisitions, purchase oruers,
time sheets, etc.

Approving and signing all
financial repoxrts to the Exe-
cutive Board as well as to
government and other agencies
funding agency programse.
Development and execution of
administrative procedures for
the efficient internal operation
of the agency.

Developing and maintaining co-
operative agreements, rela-
tionships and liaison with
Directors, Department Heads,
etc., of other agencies on
local, county, state and Fed-
eral levels.

Developing the use of other
community resources in the
interest of agency clients.

ot et g et
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10.

11.

12.

13.

14.

" management, programmatic

Implementing agency policies,
budgets, and major expendi-
tures.

Preparing the annual budget.
Preparing budgets for new or
additional programs.
Implementing new or addi-
tional programs.
Administering all programs
of the agency, both paid and
voluntary.

Knowledgeability of all fiscal,

and other guidelines as im-
posed by agencies funding
agency programs.

Approving and signing all ex-
penditures and disbursements,
including checks, vouchers,
travel requests, purchase re-
quisitions, purchase orders,
time sheets, etc.

Approving and signing all
financial reports to the Exe-
cutive Board as well as to
government and other agencies
funding agency programs.
Development and execution of
administrative procedures for
the efficient internal operation
of the agency.

Developing and maintainin~ co-
operative agreements, rela-
tionships and liaison with
Directors, Department Heads,
etc., of other agencies on
local, county, state and Fed-
eral levels.

Developing the use of other
community resources in the
interest of agency clients.

181

15. Recruiting, hiring and super-
vising all agency staff,

16. Development of salary ranges
and steps within ranges for
staff positions.

17.  Periodic reviews and evalua-
tions of staff positions, salary
ranges and steps within ranges.

18.  Development and direction of
staff orientation and in-service
training as well as continuous
professional and vocational im-
provement of staff, both paid
and voluntary.

19.  Supervising, directly or in-
directly, all staff and consult-
ants of the agency, both paid
and voluntary.

20. Development of iob descriptions
and specifications for all staff
positions, both paid and voluntary.

21. Maintenance of all personnel
records for all agency staff,
both paid and voluntary,

22.  Evaluation or supervision of
evaluation of all agency staff,

Maintaining agency public relations
with the community, utilizing such

media as speaking engagements, the
press, radio, television, etc.

Perform other tasks as may be as-
signed by the Executive Director.
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CLINICAL PSYCHOLOGIST

Qualifications

Duties

gt it ot e s s

Ph. D. in Psychology, or all academic
and practicum course work completed
for the Ph., D. with one year of approved
internship.

Reporting directly to the Executive Di'r-
ector, the Psychologist has the following
faties:

A, Provide psychological testing for
all clients for whom that service
is deemed necessary. The pur-
pose of such testing is to determine
pathologies and adequate pl.ans.for
their treatment, to determine in-
dividual strengths upon which a
treatment plan can be based, and
to determine vocational potential,

B. Provide psychotherapy to selected
cases on an individual and group
basis.

C. Provide consultation for staff con-
cerning treatment programs for
individuals and groups, as well as
the Treatment Program as a whole,

D. Devise and provide an on-guing
training program for staff in
methods of treatment,

~

Qualifications

Duties
b t——
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DIRECTOR

Master of Social Work Degreefrom
an accredited school of social work,
or Master's Degree in related be-
havioral science, or Bachelor's
Degree with six years of experience
in the field of social service, at
least two of which have been spent
working with the public offender,

Reporting directly to the Assistant
Executive Director, the Director has
the following duties:

A. Supervise all staff, paid and
voluntary, assigned to the house,

I.  Evaluate performance of staff
under his or her supervision,

2. Conduct regular staft meetings
with staff assigned to the
house,

3. Schedule working hours of
each staff member assigned
to the house.

4. Supervise social work students
assigned to the house,

B. Assist the Executive Director in
the development, coordination, and
implementation of the Aftercare and
Outclient programs,

1. Supervise outclient counselors
assigned to the house.

2. Supervise counselor-trainees
assigned to the house.




184

Assigt the Executive Director in the
development, coordination, and
implementation of the Treatment
Program.,

1. Supervise total in-house program.,

2. Maintain adequate social case
records as well as other records
necessaxy for proper function-
ing of the house.

Approve applicants for residency
and outclient services, as well as
removing clients from the pro-
gram who are found to be unable
or unwilling to meet the demands
of the program.

Extend casework and groupwork
services to residents of the house.

Assist Executive Director in
liaison with other community a~
gencies used by the agency; such
as Board of Probation and Parole,
Mental Health agencies, hospitals,
institutions, etc.

Assist Executive Director in a-
gency public relations, including
speaking engagements, radio,
television, etc,

Approve petty cash disbursements
from house petty cash fund.

Approve purchase requests for
all items necessary for the function-
ing and maintenance of the house.

Perform other tasks as may be as-
signed by the Executive Director
or Assistant Executive Director,

R AN gt
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. ASSISTANT DIRECTOR

Master of Social Work Degree from
an accredited school of social work,
or Master's Degree in related be-
havioral science, or Bachelor's
degree with four years of experience
in the field of social services, at
least two of which have been spent
working with the public offender.

Reporting directly to the Director,
the Assistant Director has the fol-
lowing duties: ”

A. Assume duties of House Director
in the absence of the House Dir~
ector.

B. Extend casework and groupwork
services to residents of the
house.

C. Maintain adequate social case
records on residents.

D. Assist House Director in super-
vising all staff, paid and voluntary,
assigned to the house, including
supervising social work students
assigned to the house.

E. Assist the House Director in the
development, coordination and
implementation of the Treatment
Program.

F. Assist the House Director in the
development, coordination, and
implementation of the Aftercare
and Outclient Programs:
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1. Asgsist in supervision of'
outclient counselors assigned
to the house.

2. Assist in supervision of
counselor-trainees assigned
to the house.

Assist Director in liaison with
other community agencies used
by the agency, such as Board of
Probation and Parole, Menta%
Health agencies, hospitals, in-
stitutions, etc.

Asgsist the House Director in a-
gency public relations, incl}ldlng
speaking engagements, radio,
television, etc,

Perform other tasks as may be
assigned by the Director.

¢
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Qualifications

Duties
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EMPLOYMENT PLACEMENT AND
VOCATIONAL COUNSELOR

Master's Degree in Guidance and
Counseling, or Bachelor's degree,
with four years of experience in
employment placement and voca-
tional counseling activities. Auto-
mobile required.

The Employment Placement and Vo-
cational Counselor has the following
duties:

A. Develop job placement resources
in the community,

1. Utilize resources of other
employment placement a-
gencies in the community.

2. Develop independent job
placement resources,

3. Maintain complete file of
all job placement resources
used by the counselor.

4. Maintain frequent contact
with employers, trade unions,
etc., to develop favorable at-
titude toward and stimulate
interest in hiring ex-offenders.

B. Provide job placement assistance
to all clients:

I.  Assist client to determine
field of interest for job place-
ment,which includes studying
case materials of client seek~
ing employment placement
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assistance, utilizing this data
as well as testing, to deter-
mine client's job interests,
areas and degree of skill,
etc,

Provide individual and group
counseling to assess job as-
pirations, occupational po-
tential, and to foster work
attitudes for those clients
unemployed, underemployed,
or experiencing job dissatis-
faction where employed.
Consult with the Clinical Pgy-
chologist in selected cases
to help determine job place-
ment plans and goals.

Refer clients to specific job
placement opportunities.
Maintain adequate records of
job placement activities.
Maintain frequent contect
with employers to assess
client's job performance and
progress.

C. Develop vocational training oppor-
unnities in the community.

1.
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Maintain current knowledge
of all available training pro-
grams in the community.
Utilize resources of voca~
tional training agencies in
~the community.
Maintain complete files of
all vocational training re-
sources used by the counselor,
Maintain frequent contact

with vocational training agencies

which provide training for
clients,

TS,
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D.  Provide vocationa] training place-
1 ment assistance to clients,

i L Assist clients to determine

field of interest for voca-

tional training, including

| studying case materials of

& - clients seeking vocational

training placement aggigt-

i ance, utilizing this data ag

! well as testing, to determine

client's vocational interests,

| areas and degree of skill,
ete,

2. Provide individual counsel~
Ing to assess vocational train-
Ing aspirations.

J.  Consult with Clinical Psycho-
logist in selected cases to help

[ determine vocationa] training

goals and plans.

4. Refer client to specific
vocational training agency.

S. Maintain adequate records of
vocational training place-
ment activities,

6. Maintain frequent contact with

: vocational training schools or

sites to assess client's per-

formance and progress,

E. Share job and vocationa] training
placement and progress informa-
tion with house and outclient coun-
selors in order to coordinate
treatment plans and goals for in-
dividual clients,

E.  Perform other tasks as may be
assigned by the Executive Director.
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ACCOUNTANT

Duties
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Bachelor's Degree in Accounting or
Business Administration, with super-
visory or managerial capabilities,

. or some college education with demon-
strated competence through previous
employment, in accounting, super-
visory and managerial capacities,

Reporting directly to the Executive ;
Director, the Accountant has the fol~-
lowing duties:

A, Responsibility for carrying out
fiscal policies and procedures
of the agency as well as fiscal
policies and procedures of any
agency, governmental or pri-
vate, funding the agency and its
programs.,

B. Maintaining financial recoxds of
the Agency, including both gov-
ernmental and privately funded :
grant awards, contracts, dona-
tions, etc., which includes, but
is not limited to:

1. Maintaining a full set of books,

2. Preparing nm#nthly, quarterly
and annual financial reports
for the Executive Board and
funding agencies.

3, Preparing the agency payroll,

4, Preparing all tax deposits
and quarterly and annual tax
reports.

5. Maintaining adequate recoxrd
of all accounts receivable
and payable,

6. Reconciling petty cash funds ;
on a weekly basis.

7. Preparing all check vouchers
from invoices, including as- §
signing appropriate account
numbers,

‘LRI
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Responsibility for seeing that
proper purchasing procedures are
followed, and for purchasing,

once proper approval has been
obtained,

Assist Executive Director in
preparation of all budgets,

Assist Executive Director in de-
velopment and maintenance of
adequate recording, statistical
and data collection procedures,

Assist Executive Director in or-
ganization and coordination of
office procedures.

Supervise Secretary-Bookkeeper
and other staff as assigned by the
Executive Director.

Perform other tasks as may be
assigned by the Executive Directer.,
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COUNSELOR - QUTCLIENT

F. Under supervision of House Dir-
ector and Assistant Director, im-

Qualifications High School diploma or equiva}ent, : Plement treatment plans and
plus one year of experience with a goals for aftercare cases and
social service agency in a volunteer ﬂ outclientag,

and/or paid capacity. Ability to
provide counseling to aftercare cases G.
and outclients. Ex~offenders strong-
1y preferred.

Maintain adequate case records
and other records, as required,

H. Work with the counselors and

Duties The Outclient Counselor has the staff of other agencies (with the
- following duties: exception of vocational counsel-
ing, training and employment
A. Maintain regular personal cont- placement agencies) having a
act with clients assigned to him mutual interest in aftercare and
or her, and provide counseling outclient cases - i.e., other
on a regular basis. social service agencies, proba-

tion and parole cfficers, etc.

T

B. Refer clients to appropriate
staff members for services -

I.  Assist House Director in agency
e. 8., psychologist, employment

public relations, including speak-

e

placement and vocational coun- ing engagements, radio, television,
selors, etc, etc.

C. Refer clients to other agencies Jo  Perform other tasks as may be
for appropriate services, with assigned by the House Director.
the exception of employment
placement and vocational coun- K. Visit city and county jails on a
seling and training agencies. regular basis to provide counsel-~

: ing and other services to persons

D. Consult with House Director and ! incarcerated in those institutions,
Assistant House Director on con- '.
tinuing progress of cases. 1. Fill out agency worksheets

. : on individuals interested in

E. Consult with staff (i.e., Psycho- ; residency or outclient serv-

i logist, House Director, Assist- ices,
ant House Director, Employment ~; 2. Obtain pre-sentence reports
Placement Counselors) on treat- ﬁ and other data from probation
ment plans and goals for after- . and parole officers, and

care cases and outclients. other social service agencies.

T e
ettt st s R e .




194 195

3, Provide liaison with lawyers,
probation officers, family,
etc,, for persons incarcerated

COUNSELOR - NIGHT

in city or county jails. Qualifications High school diploma or equivalent. At
4. Maintain adequate records on ’ least one year of experience in helping
incarcerated cases. ' capacity with people,as well as an
5. In selected cases, and only _ ability to provide crisis counseling.
as authorized by the House- ' Counselor must be able to manage fa-
Director, make court ap= - ' - cility during late night and early
ances for clients, » morning hours,
Duties The Night Counselor has the following
duties:

A, Supervise residents and manage the
house during his or her duty
hours,

1.  Provide crisis counseling for
any resident in need of such
help.

2, Refer residents to appropriate
services on an emergency
basis (i.e., City Hospital,
Mental Health Center, etc.).

3. See that residents are awake
in time for work, vocational
training, or by regular house

; wake-up time.

i 4, Maintain adequate records of

‘ resident activity.

5. Approve overnight passes in
the absence of the House Dir-
ector or Assistant House
Director,

6. Maintain order within the
house as w=2ll as enforcing
house rules.

TSI Lt el s 09 s et i S A b e 8
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10.

11.

Supervise residents’ work
assignments,
See that food on the house
menu is available for resi-
dents in the absence of the
cook, (This usually will
apply only to the breakfast
meal. )
Determine whether to accept
conditionally or to reject
applicants for residency in
the absence of the House
Director or the Assistant
House Director. In either
event, the applicant's case
will be reviewed by the House
Director upon his or her ar-
rival, for final determina-~
tion of eligibility for services.
Dispense clothing and personal
items in case of emergency
(linens, soap, etc.), making
adequate record of such dis-
tribution.
Answering telephones and
receiving visitors,

B. Perform other tasks as may be
assigned by the House Director,
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COUNSELOR - PART-TIME

Qualifications

Duties

Bachelor's Degree, majoring in one
of the betavioral sciences, or Bach-
elor's Dugree, with one year of ex~
perience in a social service agency,

The Part~time Counselor has the
following duties:

A. Supervise residents and manage
the house during weekend hours
and at other times, ag assigned,

l'

2'

Provide crisis counseling
for any resident in need of
such help.

Refer residents to appro-
priate services on an emer-
gency basis (e. g, , City
Hospital, Mental Health
Center, etc. ).

See that residents are awake
in time for work or voca-
tional training, or by regular
house wake-up time.
Maintain adequate social case
records and other records,
as required,.

Approve overnight passes in
the absence of a full-time,
in-house Counselor.,
Maintain order within the
house, as well as enforcing
the house rules.

Supervise residents' work
assignments,

See that food on the house
menu is available and pre-
pared for the residents,

i
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9. Determine whether to ac-
cept conditionally or to
reject applicants for resi-
dence, in the absence of the
House Director or Assistant
Director. In either event,
the applicant's case will be
reviewed by the House Dir-
ector upon his or her arriv-
al, for final determination
of eligibility for services.

10. Gather and record initial
information on conditionally
accepted applicants for re-
sidency - i.e., worksheets,
social history, or other pert-
inent information from refer -
ring agency.

11. Dispense clothing and personal
items, and make adequate
recoxrd of such distributions.

12, Answer telephones and re-
ceive visitors.

Perform casework and groupwerk
functions in assistance to the
House Director and Assistant Dir-
ector.,

Take and record social histories
and other information, in assistance
to the House Director and Assist-
ant Director.

Assist House Director and Assistant
Director in managing house, When
both are sharing duty hours.

Perform other tasks as may beas-
signed by the House Director,

R A1 T

Qualifications

Duties
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SECRETARY -BOOKKEEPER

High school diploma or equivalent,
plus two years experience in sec-
retarial and bookkeeping work, or
one year of course work related to
accounting or bookkeeping. Ability
to write in a clear and legible man-

ner. Must be able to type 40 words
per minute,

Reporting directly to the Accountant,
the Secretary-Bookkeeper has the
following duties:

A. Perform secretarial duties as
assigned,

B. Prepare billing forms for
contract services.

C. Prepare monthly expenditure
forms.

D. Post to and balance all subsi-
diary accounts.

E.  Prepare all purchase orders.

F.  Keep accurate records of all
employees' time sheets, in-
cluding accrued time worked
and time absent {compensatory,
vacation, sick time, etc.).

G. Compile and prepare all pro-~
gram reports and other sta-
tistical reports, as required,
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SECRETARY
H. Keep accurate on-going inventories T ————
of all expendable supplies, as |
well as all non-expendable items Qualifications High school diploma or equivalent,
of equipment. \ plus two years of experience in sec-

: retarial k. Abilit 60
1. Assume all record-keeping res- i etarial work. Ability to type

es words per minute, plus ability to
ponsibilities of the Accountant In | take shorthand or use dictaphone.

his -absence, including preparing Accurate with figures; no book-

payroll, checks, and financial re- g keeping required,

ports, and posting to the ledger

and journals. Duties The secretary has the following
| { duties:

A. Act as personal secretary to the
House Director, performing all
required secretarial functions
related thereto.

B, Provide secretarial services to
staff assigned to house, perform-
ing all required secretarial functions
related thereto.

C. Receive visitors and determine
their specific business, making
necessary referrals or future
appointments.

D. Answer and channel incoming
calls to proper personnel and
handle general information re-
quests.

E. Maintain adequate client case rec~
~ A ords.

F. Prepare and distribute monthly re-
ports related to individual house,
as required.

i
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G. Responsibility for collecting an | -
coordinating various data to be CLERK-TYPIST
forwarded to the office of the
Executive Director.

Qualifications High school diploma or equivalent,
s i i - ] with one year of experience preferyed.
. Maintain accurate financial rec y ence
H ords related to individual house, Some ability to work with figures, A-
including, but not limited to: ; bility to type 50 words per minute,
t]

and use the dictaphone.

iling petty cash fund. .
%)° gzsgfr;inifgpangydistributing ] Duties The Clerk-Typist has the following
- clients' maintenance and ‘ duties:
transportation money. ; | ) |
3 CoLlleEting and recording client A. Handle all typing, filing and cor-
. loan repayments, and room respondence for psychologist and
and board payments. employment placement ard yooa

tional counselecrs, including:

1. Typing and forwarding psy-
chological testing data to
houses as well as to other
agencies,

2. Maintaining adequate employ-
ment and vocational training
records on all clients.

3. Forwarding employment place-
ment and vocational training
data to houses as well as to
other agencies.

B. Maintain house petty cash fund
and adequate records for same.

C. Deposit cash receivable funds,
and maintain cash receipts book.

D. Assist House secretary with work
overflow.

E. Assist Secretary-Bookkeeper with

filing and typing for the Executive
Directozr.

A Vet
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Receive visitors, making neces-
sary referrals and future ap-
pointments.

Answer and channel incoming
calls to proper persomnel.

Prepare and distribute various
forms for the agency.

Prepare and distribute monthly
reports related to Central
Office, as required.

Keep adequate inventory of
forms on hand, in addition to
office supplies and materials,

Perform other tasks as may be
assigned by the Psychologist or
employment placement counselors.

Qualifications

Duties
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- HOUSEKEEPER

Ability to prepare appealing meals
for large number of people (20 to 30).
Ability to manage kitchen and deter-
mine food needs in advance. Ability
to organize and perform general
house cleaning, as well as ability to
supervise residents in the perform-
ance of their respective house asg-
signments. Ability to accept res-
pongibility for and keep adequate
records of such items as clothing,
linens, cleaning supplies, house-
hold items, etc.

The Cook-Housekeeper has the
following duties:

A. Prepare and follow menu for
all meals.

B. Prepare, cook and serve food for
the evening meal, and occasion-
ally for the noon meal.

C. Set aside daily sufficient quanti-
ties of food for breakfast and
noon meals, according to the
menu.

D. Prepare box lunches for residents
who are working or training.

E. Inventory all food, cleaning and
related supplies.

F. Inventory government commodity
supplies.
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Prepare purchase requests for
food, cleaning and related sup-
plies.

Properly package, mark and store
all meats and other items for
freezing.

Put up all orders of canned goods,
paper products, cleaning products,
etc,

Keep storeroom neat, clean, and
in oxrder.

Keep refrigerators, freezers, stove,
kitchen cabinets, etc., clean snd in
general, &x2 responsible for cleanli-
ness.

Supervise kitchen details.
General cleaning of the house:

1., Perform cleaning duties as-
signed solely to her, such as
offices and other areas of the
house, as designated by the
House Director.

2. Supervise house residents in
the performance of ordinary
work assignments and in the
periodic thorough cleaning of
the house,

Organizing and assigning ordinary

work assignments, as well as per-

iodic thorough house-~cleaning as-
signments, to particular residents.
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l.  Utilize residents whose treat-
ment goals and program,
including job placement or vo-
cational training, have not been
completed, for extra duty
assignments,

2. Maintain liaison with Night
Counselors and Part-time
Counselors concerning work
assignments designated to be
performed in other than Cook-
Housekeeper's normal duty
hours - i,e,, late
early morning, weekend and
holiday hours.

O. Dispensing linens, clothing and
cleaning supplies to residents, and
keeping adequate records of same.

P. Responsibility for check-out of
residents leaving residency program,
insuring all items belonging to the
agency are returned.

Q. Seeing that items in use, such as
cleaning supplies, paper products,
light bulbs, etc.,, are kept in cur-
rent supply in bathrooms, lamps,
etc., for residents’' use.

R. Report any obvious repairs needed
to the House Director,

5. Perform other tasks as may be as-
signed by the House Director.
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MAINTENANCE MAN

Duties

Physical stamina to perform mainten-
ance work., Ability to perform minor
-electrical, plumbing and carpentry
work. Ability to paint, care for
grounds, and perform other related
tasks.

The Maintenance Man has the following
duties:

A, General upkeep of properties, in-
eluding minor repairs.

1. Perform minor electrical,
plumbing and carpentry re-
pairs.

2. Perform general painting
jobs.

3. Maintain heating and air con- .
ditioning units.

4, General care of grounds, in-
cluding, but not limited to,
mowing lawns, removing snow,
gardening, etc.

B. Prepare purchase requests for items
needed for general maintenance.

C. Promptly report all major repair
needs to the Director,

D. Perform other tasks as may be as-
signed by the Director.
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EMPLOYEE EVALUATION FORM

Apﬁéndix H
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INDIVIDUAL PERFORMANCE REVIEW

NAME:

POSITION:

PERIOD COVERED:

months - from

to

I. QUALITY OF WORK

0 Unsatisfactory

1 Below Average

2 Average

3 Above Average

Does almost as much poox
work as good. Makes fre-
quent mistakes due to care-
lessness.

Mistakes are too frequent. May
be caused by haste or lack of
knowledge. Work often lacks
appropriate level of profes-
sionalism.

Work usually correct, Makes
only occasional mistakes.,
Output is average from stand-
point of accuracy and finish.

Is skilled worker. Seldom
makes errors. High standard
of professionalism in work per-
formed.

II. QUANTITY

OF WORK

Unsatisfactory

-

1 Below Average

2 Average

3 Above Average

Produces only enough to justify
keeping employed; consistent-
ly wastes time.

Produces somewhat less than
is expected.

Produces satisfactorily.

Produces beyond normal job
requirements.

:

III. DEPENDABILITY

Unsatisfactory

Below Average

Average

Above Average

Not at all dependable (check
one):

Must constantly follow
up and check work.
Tries to hide mistakes.
Cannot be depended on
to work alone.

Absent too often.

Sometimes fails to heed
instructions:

Fails to follow through,
Frequently absent,

Usually reliable and carries
out instructions with only
normal supervision or follow-
up. Occasionally absent,

More dependable and con-
scientious than the average,
Seldom absent,

IV, KNOWLEDGE AND RESPONSIBILITY

Unsatisfactory

Below Average

Understands very little about
the work; consequently of
limited usefulness. Com-
pletely stalled when anything
goes wrong or something
unusual comes up.

Understands less about the
work than the average, or
than could be expected (check
one):
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IV, KNOWLEDGE AND RESPONSIBILITY
(Continued)

Knows routine only and
is frequently stalled
when something unusual
comes up.

Cannot make adjustments
as fully as would be de-
sirable,

Occasionally a problem
due to limited number of
jobs employee can do.

2 Average Has adequate knowledge of
job; able to do what is ex-
pected of the average employee
on the same type of work;
able to make adjustments to
handle situations normally en-
countered in the job. Can be
shifted around to other similar
work.

3 Above Average Has thorough all-round knowledge
of kind of work involved; more
versatile than the average.

V. ATTITUDE AND COOPERATION

0 Unsatisfactory Extremely negative attitude;
uncooperative; habitually late
or leaves early. Not interested
in job or in improving skills.

1 Below Average Only fair attitude and coopera-
tion; leaves something to be
desired in this respect.

V. ATTITUDE AND COOPERATION

Average

Above Average

(Continued)

Tries to do what is expected;
takes normal interest in job.

Tries to <5 more than ex-
pected; takes more than av-
erage interest in job.

VI. RELATIONS WITH OTHERS

Unsatisfactory

Below Average

Average

Above Average

Any of the following char-

acteristics present (check
one):

Other employees un-
willing to work with
subject because of dis-
Dosition or some un-
Pleasant personal char-’
acteristic,

Frequently causes
friction and stirs up
other employees,

—————

Occasionally temperamental;
apt to "'flare up" or be hard
to get along with,

Normally obliging; represents
the agency well to others.

Essy to get along with; makes
positive contribution to staff
teamwork. Helpful. Better-
than-average agency representa-
tion.
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Above Average  Average Below Average
VII. AREAS OF PARTICULAR STRENGTH 15 to 18 points

Unsatisfactory
10 to 15 points 4 to 10 points 0 to 4 points

SIGNATURE OF RATER

TITLE

DATE

VilI. AREAS IN NEED OF IMPROVEMENT SIGNATURE OF EMPLOYEE

I have read and discussed this performance
review with the above signatory.

SIGNED

DATE

IX. PERFORMANCE SCALE
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STATISTICAL DATA RESEARCH FORMS
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STATISTICS OF CLIENTS

Identifying Information and Input

Source of Information

Column Number

Code

Intake

Intake

Intake

Intake, Pre-sentence Report,
Federal Bureau of Prisons
Case File, or other Case
Files

Intake

1-5

6

8 -1

12

Identification No.

Race:

© oo

Caucasian
Negro

Puerto Rican
Indian

Other

No Information

Sex:

1.
2.

F
M

Date of Birth:

Code month and year
only (e.g., 10/43)

Status:

1.

Qutclient -
Stipulated
Qutclient -
Not stipulated
Resident
Qutclient first,
then resident
Resident first,
then aftercaxre

6. Outclient first, then

resident and
aftercare

9. No information

e e

Source of Information
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Column Number

Code

Intake

Pre-gentence Report,
School records, or
Client

Pre-sentence Report,
School records, or
Client

13

14 - 15

16

o
.

Re-admission:

1. Yes
2, No
3. No information

Formal schooling:

Code last grade com-
pleted, e.g.:

Ol. First Grade

02, Second Grade

12. Twelfth, etc,

17. If college de-
gree, code de-
gree (i.e., B.A.,
B.S., M.S., D.R.,
ete.)

26. No information

Source of education:

0. Public school

Private school

2. Public and pri-

vate school

3. Public school and

Prison G, E. D,

4, Public school and

other G, E. D,

5. Private school

and Prison G,E.D,

6. Private school and

other G,E. D,

9, No information,
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Column Number

Code

Pro-sentence Report,
Intake, or Institutional
File

Pre-sentence Report,
Intake, or Institutional
File

17

18

Special Problems
Requiring Collateral
Agencies:

0. None

1. Alcoholic

2. Drug addiction

3. Psychetic

4, Mental retarda-
tion

5. Vocational de-
ficit

6. Educational de-
ficit

7. Combination of
above

8. Other

9. No information

Type of Drug Problem:

0. None

1. Narcotics a-
buse (i.e.,
Heroin, Dilaudid,
Mozrphine, etc.)

2. Barbiturate a-
buse

3. Hallucinogenic
abuse (LSD,
STP, Mari-
juana, etc.)

4, Stimulant drug
abuse (ampheta-
mine, Cocaine)

5. Combination of
above

6. Other

9. No information
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Source of Information

Column Number Code
—he
Pre-sentence Report 19 Marital
Tital Status at
Intake:
L. Single

Pre-sentence Report,

or Intake 20

Intake 21

Intake 22

2. Married (legal
OT common law)

3. Divorced
4. Separated
5. Widowed
9.

No informa tion

Number of Children:

0. None
1. Une
2. Two, ete,

8. Eight or more
9. No information

Religioug Affilia-
tion:

0. None

I. Roman Catholic

2. Protestant (Fund-
amentalist), i, €.,
Southern Baptist,
Methodist, Pente-
costal, ete,

3. Protestant -
Other

4. Jewish

5. Other

9. No information

Number of Siblings,
Including Hajs- and
Step ~ Siblings:

0. None

1. One

2. Two, etc.

8. Eight or mozre
9. No information
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Column Number

Code

Intake

Intake

Pre-sentence Report,
or Other Official
Records

23

24

25

Birth Order of
Client:

1. Only child

2. Middle child
3. Oldest child

4. Youngest child
9. No information

Other Family
Members Convicted:

0. None

1. Father or step-
father

2. Mother or step-
mother

3. Both parents or
step-parents

4. Husband

5. Wife

6. Younger sibling

7. Older sibling

8. Combination of
above

9. No information

Age at First Arrest:

No arrests
Under 10

10 - 13
14 -16

17 - 18
19 - 21
22 - 26

=0

[JV 3 ]
.

-

27 or over
No information
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Source of Information

Pre-sentence Report, or
Other Officia] Records

Pre-sentence Report, or
Juvenile Record

Column Numper Code

26 Age at First Con-
viction:

0. No Convictiong

L. Adjudication ag
Juvenile

2. 14 - 16 (if certi-

fied as an adult)
17 - 18

19 - 21

22 - 26

27 or over

No information

A

27 History of Delinquency:

0. None

Sexual

Crime against
person (Rob-
bery, Assault,
Manslaughter,
Murder, CCcw,
ete, )

3. Crime against
broperty (Des-
truction of pro-
perty, Forgery,
Fraudulent Uge
of Credit Card,
Embezzlemeut,
Stealing, etc,)

4. Truancy or rup-
away

5. Drug offense

6. Peace disturb-

n

ance

7. Combination of
above

8. Unspecified or
other

9. No information

_
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Source of Information Column Number Code Z Source of I nformatio
] n
g Column Numpe

Pre-sentence Report, ! Mde\

or Other Official Records 28 - 29 Nature of Last 28 - 29

o Conviction: : (Continued) 20. Obtéining

00. No conviction.. money by

Ol. Assaulting a means of
police officer, bogus check

02. Assault w/intent gr money or-
to kill., er.

03. Assault w/intent 21 Obtaim'ng money
to do great bod- by means of
ily harm, Elliufflpient_

04, Carrying a con - d check,

22. Interstate
transportation

cealed weapon.
05. Malicious des -
truction of pro-

perty.
(6. Manslaughter,
07. Mayhem.
08. Murder - Ist
degree,
09. Murder - 2nd
degree,
10. Peace disturb-
ance.

1}. Resisting arrest.

12, Abandonment of
a child-

13. Mistreatment of
a child.

14, Kidnapping.

15. Burglary.

16, Burglary and

stealing.
17. Embezzlement.
~ 18. Forgery.

19. Fraudulent use
of credit card
or charge ac-
count.

of stolen auto,
23. Operating mot-
Or vehicle w/o
Owner's consent,
24. Receiving sto-
len property,
25. Stealing 0/$50
(shoplifting),
26, Stealing u/$50
(shoplifting),
27, Stealjng 0/$50
(other),
28.  Stealing u/$50
(other),
29, Tampering with
& motor vehicle,
30. Theft from the
mail,
31. Trespassing.
32. Prostitution,
33. POSseSS]'_on Of
marijuang ,
34. Sale of marj-
juana,
35. POsseSSj_on of
botent drug,
i.e, » Stimu-
lants, depres_
sants, or hal=
lucinogenics,
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Column Number

Code

Pre-sentence Report, or
Other Official Records

28 - 29
(continued)
30 - 31

36, Sale of po-
tent drugs.
37. Possession of
narcotic
drugs, i.e.,
heroin, mor-
phine, Di-
laudid, etc.
38. Sale of nar-
cotic drugs.
39. Possession of
narcotic para-

phernalia,
40. Escape.
41, Robbery.

42. Robbery w/a
dangerous &
deadly weapon,

43. Stealing from a

person.

44, Combination of
above.

45, Other,

46, No information.

Total Number of Con-
victions, Including
Last One (Felony &
Misdemeanors):

00. None

0l. One conviction.

02. Two convictions,
etc,

10. Ten convictions.

11.  Eleven convictions,,

etc.
26, No information.

Ao e
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Sou

Ice of Informat;
tio
PSIory - <olumn Numper
Flle alfWay HOUSe : me\_\\

32
WOI‘k HiStOry:
Numbey of Jobs
I;eld in Lagt 5
e'ars, EXClu .
Prison ang Mii}flg
tary SerVice:

0. None

L. One

2. TWO’ ete,
8. Ej

No Informatjop,

33

Longest 1,e

ngth of T
on . Ime
2 Jobs Listed in 1,

0. No job
One monty o
less.

2. More than opne
Month, but less

From six ¢,
twelve monthg,

From twelvye ¢,
Cighteen Monthg

From eighteen to
twenty-fouy

Mmonths,

More thap two
Years,

No informatioy,
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Column Number

Code

PSI or Halfway House
File

PSl, Client, or Halfway
House File

Pre-sentence Reoort, or
Halfway House File

34

35 - 36

37

Type of Job in No.
33 as Defined by
Occupational Qut-
Look Handbook
(1972-73):

None.
Professional,
Clerical.

Sales.
Sexrvices.
Skilled.
Semi-skilled.

. Unskilled.
Other. .
No information,

PPN U A ®NTO

Average Pay Per Hour
to the Nearest 10 .
Cents, for Job(s) in
No. 34:

one.
gg‘ II\\IIO information,
12. $1.16 - $1.25
13. $1.26 - 31.35
99. $9.86 to $9.95

Referral Source:

Federal.

State.

County.

City.
Self-referral;
no past con-
victions.

6 Self-referra.l;

‘ past convictions.

Other. .

9. No information.

—t
T

~4
.

———— 3
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Source of Information Colump Numper
Code
Pre—sentence Report, o
Halfway House File 38 Clas‘sification:
I, Pre~release.
Observation
and Study,
Split-sentence.
4 Probation.
5. Parole.
6. Bond,
7. Mandatory
Teleage,
8 Other,
No information
Halfway House File, Voca-
tiona] Rehabilitation or PSI 39 - 4 Intelligence Quotia:
000. No Jlnformation.
Halfway Houge Psychologists'
File, oy Vocational Rehapj -
litation Referral Source File 42 - g7 MMPpT Raw Score
with K.
No information
Code all ag 00
Halfway House o Vocational
Counse]oy File 68 - 69 WRAT Scoreg
Grade Leve]:
Spelling = Code
Grade Leve].
00. No information.
70 - 71 Arithmetic - Code
Grade Leve],
00. No information.
72 - 73

Readmg - Code

No informat:ion.
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Source of Information

Column Number

Code

75

Previous Vocational
Rehabilitation Train
ing Received:

0. None.
1. Professional

(include college).

Clerical.
Sales,
Services.
Skilled.
Semi-skilled.
Unskilled.
Other. )

N
U,,,;;w_
PRI

L >

L Eaece
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ST,

ATISTICS OF CLIENTS

=====2{IC8 OF cLIENTS

Throughgut

Urce of lnforrnatlon

Column Number Code
Intake 1

Halfway Houge File

Halfway House Fjje

Halfway House File

.

10 - 12

13 - 15

16 -~ 17

-5

6

Identification No,

Source of Mainten-

ance and/oy Trang-

0. None

receiveq,
ll

Vocational Re-

habilitation.

2, Federag Bureay
of Prisons.

3. Halfway houge,

4, Halfway houge

and Voe Rehap,
5, Federa] BOP ang
Voc Rehap,
Voe Rehap and
resident,
Halfway houge
and Federg]

8, Other,
+ No information.

Length of Status;

No, of daysag
Outclient,

No, of days ag
Resident,

No. of days in
Aftercare.

Clothing and Per-
Sonal Itemg:




232 { B T
: .
| 233 )
5

Source of Information Column Number Code
16 - 17 ‘
(continued) If None, Code 00.
If some, Code
Dollar Amount, 20 - 21 Emplo
ie., yment/Place-
05. $5.00. | Tent: Number of
50. $50.00. Referrajs.
99. Over $99.00.
If None, Code 00
Halfway House or Vocational If Any, ¢ y
; N ? ode Ilumber
Counselor File i8 - 19 Halfway House ( lL.e,, ’
Vocational Services: : 0l. Ope referral
24, o y
nty-four
0. None, or
1. Job referrals 25 Mmore referralg,
2. Job placemen'r ‘ Halsw, H 26. ;elf-referred
) ’ 4y House Fj « No informar: ..
3, Vocational ile OTmation,
group counsel- # Most Frequens
ing. of B Ype
4, Individual voca- Tployment Re-
) ferraj.
tional counsel- )
ing. 0
5. Vocational test- ] + Nor eferra],
ing and report. 2' €Mmporary laboy
6. Educational re - P €rmanent - )
ferral (G.E.D., ' 3 bart-time,
College, etc. ). ; - P €I'manent -
7. Voc Rehab re- . full-time,
ferral. : - Tempora
8. Behavioral eval- then to Per,ma-
uation of on- nent part-¢;
) ~time
the-job per- 5. Tempor, )
a
formance. : then to pz;n
9. Two services nent full-tima-
provided. Tem €.
10. Three services Porary,
. then to perm
provided. nent pa ‘ma -
. 11. Four services and to flt‘fl;tlme
provided. . -
t
12. Five services 7. Pelme.
provided. I‘maz}ent,
13. Six or seven b art'Flme to
services pro- ‘ 3 full-time,
vided. : 9' Other,
26, No information. ‘ - No illformaﬁon‘
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Source of Information

Column Num‘zb@x

Code

Halfway House File

Halfway House File

Halfway House File

Halfway House File

23

24

25

26

Type of Work in

No, 22, as Defined
by Occupational Out-
look Handbook (1972~
73):

None,
Professional.
Clerical.

Sales.

Services.
Skilled.
Semi-skilled.
Unskilled.
Other.

No information,

PPIATHERNOITO

Type of Employment
on which Placed or
Self-Acquired (same
categories as No. 22):

0. No placement,
9. No information,

Type of Work Per-
formed on Placement
or Self-Acquired Job
(same categories

as No. 23):

0. None
9. No information

Source of Job Referral
which Led to Employ-
ment:

None.
Self-acquired.
Halfway house.
Statz employ-
ment service.

Lo

yo

Source of Inform

Halfway' Ho-u se File

Halfway Houge File

Halfway House File

235

ation C
Qlumn Numbe Cod
ode

% (contimueq) 4,

9-

27 - 28

C.E.P.
H.D, ¢,

City Persg
nn
office, el

Voc Rehap,
No infoz. Matjon,

Nu-n'lber O.f ]ObS
Held whije with

Halfw

0o, None,

01,
06,
20,
99,

29 - 30

Average,

Hour ¢q C
Cents:

One,
Q5

SiX,

TW?n'tY) ete,
No 1nformation,

Pa.y per
losest 10

00. None,

1(;1. No informatiop,
- 3.20 - g1, 55

13' $1. 26 - $1 30

7% $9.90 - 59,95

3l - 32

Average Le
n
Stay on Jobs:gth of

98.

99,

Two weekg o
leSS: etc.
NlnetY'eight

o D‘Iformatmn.

T lesa,
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Source of Information

Column Number

Code

Halfway House File

Halfway House File

Halfway House File

33 - 34

35

36

Longest Length of
Stay on a Job:

00.
01.
02.
98.

99.

Never employed,

One week ox less.

Two weeks or
less, etc.
Ninety-eight
weeks or more,
No information.

Source of Job Refer-
rals which Led to
Most Placements:

wN - o

o

7.
9.

None.
Self-acquired.
Halfway House.
State Employ-
ment Service.
C.E.P,

H.D.C.

City Personnel
Office.

Voc Rehab.

No information.

Most Frequent, or
Only Reason, for
Terminating Job(s):

0.

1.

2,

Fired due to ex-
cessive tardi-
ness, absences,
or extended
breaks.

Fired due to low

work perform-
ance.

Fired because of
conflict with
supervisor or
other employees.

£

Ha‘lfway Houge File

37

of drug or a1:

.COhOl problem‘

Left voluntarj-

ly, didn't like

Jjob,
6. Left

voluntarj-

ly’ Personal

_ broblem,
/

- Left Voluntayri-

Iy, could pot
get along v/

58 or em ~

Ployees,

8. Other (includeg

Teturning tq

Jai_]' OF prison),
No lnformation.

Vocational Traj
Providey of Trg

0. None,

L. voc Rehap,

Scl:fool scholap-

ship,

3. M, D.T A

4. C.E.p,

S. H.D.c,

6. Board of gayc,.
tion,

7. J.LE.V.R,

8. Other,

No information

Iling;
inlng;
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Source of Information Column Number

Code

Halfway House File 38

Halfway House File 39

I " |

Type of Vocation-
al Rehabilitation
Training Received
(either Completed
or of Longest Dur-
ation): i

0. None.

1. Professional
(include col-~
lege).

2. Clerical,

3. Sales.

4. Services.

5. Skilled.

6. Semi-skilled.

7. Unskilled.

8. Other (includes
observation).

9. No information.

Status Concerning
Vocational Training
and Reason (refers
to Column 38):

0. None received.

1. Compl eted
training,

2. Dropped from
training volun-
tarily.

3. Dropped because
of return to

jail or prison.

4. Dropped due to
illness,

5. Dropped due to
other reasons
(involuntarily).

9. No information.

Rehabilitgtig

or
,HOUSe Flle Halﬁ/Va.V

L —

239

Numpey of Other
Types of Vocg-

t.lonal Rehabilita-
thﬂ Trainl‘ng Re-

CeiVed (eXCI’u .
above); ding

0. None,

1. One,

2. TWO, ete,

1 Eight 0T more,

House Staff No inform ation

» Vocatiopgi

n
Ouse File o HaIfWay

41

42
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Source of Information

Column Number

SUEET |

Code

House Staff or Halfway
House File

House Staff or Halfway
House File

42 (continued)

43

44

3. Hospital, out-
patient,

4, (linic,

5. University.

6. Halfway house
and other(s).

7. Source not
listed.

8. Combination
of above.

9. No information.

Type of Mental
Health Services
Received:

0. None.
1. Chemotherapy.
Individual
sessions.,
3. Group sessions.
4, Psychological

screening,
5. Psychological
evaluation.
6. Psychiatric
evaluation.
7. Other,
8. Combination
of above.

9. No information.

Treatment Offered
[¥3
by:

0. None offered.
1. Psychiatrist.

2. Psychologist,
3. Social worker.

Sou
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44 (continued) 4, Vocatio 1
na

45

3.

Counselor,
Supervigeq
Student.
+ Out-client
Counselorg,
7. Part-time
Counselorg,
Combination

other,

9. NO information,

Sv

Frequency of
Teatment:

0. None,
L Weekly,
2. Bi‘Weekly.
3 Monthiy,
;. Twice Weekly,
* €e timeg
Weekly,

6. MOre t}I;an
three timeg
weekly,

Less thap
monthly_
Emergency
Clinic treat-
ent or
Cl'ises inter-
vention,
No informatj_OH.



242 |
. 243
Source of Information Column Number Code Source o A
' Of Information
“ Colu
House Staff, Halfway House ‘ \\\ n Numbey ‘ 1
File, or Hospital Records 46 - 47 Duration of Treat- Code
ment: 49 (continueq) Urina]
) alysis for
00. NOne . : 3 ¢
. Ob. -
0l. One week. 4, Inltz:,' Gyn,
02. Two weeks, etc. cizfrnal medi -
98. Ninety-eight 5. Sur &
weeks or more. 6. R gery.
99, No information. - Cg; Efiam.
' 1nation
Halfway House File, Vocational 8. Ootfl :lllfove.
Rehaplhtatlon Counselor, or . Halfway Hou - 9. Noj nformar;
Hospital Records 48 Place from which Se File ation,
Medical Treatment 50 Payment £, M ‘
was Received: cal Sepyin, redi- A
Tvice by, N |
0. Ncne received. 0. No . “"’"
1. Private hospital. . Halll:;arelclelved.
2. City (county) 2. HOSpitL Ouse,
hospital. 3. Hospitar
. Spital ang
3. Model City oli o
. ent, ,
clinics. 4. Feq .
4. Hospital clinic. 5. eral BOp, i
. HalfWay hgu -
5. Private physi- se »
cian 2nd other -
: gency, .
6. Other, 6. Voc L
7. C(;m};ination 7. Clienl:,ehabl S
of above. 8. Comp
9. No information. of abi:’ffiti:-n '
other, :
Halfway House File, Vocational Halfwayv & 9. No i
A Y House & informat;
Rehabilitation Counselor, or - R ehabilitatio;ci ile or Vocationg; ion,
Hospital Records 49 Type of Medical etter .
Treatment Received: i Type of Private
Dental gsg;
StanCE'
0. None. :
1. Physical exami- ~ 0. None,
nation as out- L. Part{a] plates
patient, 2. One plate .
3. Two slate,
plates,

'.4 + Fillings only,
S+ Orthodonta]
work,

L
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Source of Informatjoy,
: tion
, ——_Columnp Numpe
mation Column Number Code 5 \\ L Code
Source of Infor ‘, Halfway Houge File, oy
51 (continued) 6. Fillings and School Records 54
plates. | Educationa] Servi
7. Other. Rendered: vice
9. No information. '
0. None,
Halfway House File or L govgar d Grade
Vocational Rehabilitation c¢hool G, E, p,
Letter >2 Payrielf e Toward Hjgn
Work by: School g E.D
Toward ¢ oo
0. None received. degree, ollege
1. Halfway house. 4. Specia] tutorin
2, Voc Rehab, Program leamig.
3. Federal BOP, ing,
4, Halfway house 6. Other,
and Voc Rehab, Combinatjey,
S. Halfway houlse of above,
and Federa ~ 9. No Informati
BOP. Halfway House File, of tion,
6. Voc Rehab and School Recorgg
Federal BOP, 55 Statug of EdUCationa1
. 7. Other. SerVice;
‘ 8. Client,
9. No information, 0. None Teceived
1 Attendeq throuéh~
Halfway House File, or 3 DOUt Program,
Vocational Rehabilitation X by - ?OP b e,d YOlunta-
Counselor 53 Casework by: ;11(13’1 t;lwaﬂl:tm one
er be-
1. Halfway house 8imning,
staff. 3. Dr OPped involyy -
2. Voc Rehab tarily Within
counselor. YI€ month,
3. Halfway house * Dropped yojup.
staff and Yarily withip
other. . our mongyg,
4. Hospital, | “+ Dropped inyoy -
5. Other. " RRATily withiy
9. No information. "

UL monthg,
Droppeg volun -
Wiy within
Qighe Monthg,

Drepped invo} -
vnturly with in
Srght onthg,

Q,
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Source of Information Column Number Code
55 (continued) 8. Completed
successfully.
9. No information.,
Halfway House File, or
School Records 56 - 57 Educational Ad-

58 - 59
60 - 61
62 - 63

vancement. Code
grade improvement
in each subject
area:

Reading:

00. Did not at~
tend G.E. D,

10. One grade im-~
provement.

26, 2.6 grade im-
provement,

98. 9.8 grade im-
provement.

99. No information,

Mathematics:

00. Did not at-
tend G.E. D,

10. One grade im-~
provement,

99, No information,

Language:

00. Did not at-
tend G, E. D.

05. Half-grade
improvement.

99, No informa-
tion.

Spelling:

00. Did not at~
tend G.E. D.

60. Six grades
improvement.

99. No informa-
tion.

247

Source of In_fcvrmation

Column Numbe ‘
T
Halfway Houge File e

64 i
Ser‘.aces Rendered -
Assmtance in Pro-
l?atlon, Parole, or
Pre-release Plang:

0. None,
1, Some,

9, i ;
Halfway House File N mformauoni

65 ;
Serviceg Rendered -

Socia} Histo
Taken: i

lO. By other agency,
- By Halfway house
staff,

2. By Halfway hoyge
Staff and other
agency,

3. No history taken,

9. i ;
Halfway House Fijle No mfomamon‘

66 Level at whicp

Client jeft Program.

0. Completed
(out-client or
residency plus
aftercare),

I, Level 1
2. Leval I, ete,
6. Not oy Level

Progmm, and

did not com-

blete the bro-

gram,
Completeq re-
sidency pro-
&ram, but not
aftercare,

9. No information.

. ¢ . I W e
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Halfway House File

Halfway House File

Column Number Code
67 - 68 Reason for Not

Completing Pro-

gram:

0. Completed.

1. Broke contract.

2. Death.

3. Left w/o Per-
mission, or
Escaped.

4, Unmanage-
able.

5. Convicted of
another crime,

6. Left voluntari~
ly.

7. Dropped because
of failure to ad-
here to minimal
program require-

ments.

8. Incarcerated w/o
Conviction.

9. Change in legal
status.

10. Other.

11, Incarcerated as
unmanageable,

12. Incarcerated
due to escape.

26, No informa-
tion.

69 Was a Violation
Report Recommended
by House Staff:

0. Did not leave

program,
1. No.
2. Yes.

9. No information.

249

Source of Information

H \A

Probation and Parole File

—=olumn Number g4
e

\——

70

\‘;V_af a Legal Status
10lation Re

Filed; port

ave,
No. ©
2. YeS.

HalfWa_y House, or 9. NO information.

Probation and Parole File

71 ‘
Was Lega] Status
Revoked:

0. Violation not

Tequested,
L. No.

2. Yes,

Halfway HOuSe File 9. No informatiOn.

72 Highest Level

Reached in Pro-
gram;:

0. Not in Program
Level I, )
2, Level II, ete,

9, No in.fOrmation.
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STATISTICS OF CLIENTS

Output

Source of Information

Column Number

Code

Halfway House File 1-5

Halfway House File

Halfway House File, or
School Records

Identification No.

Status at time of
Leaving Program:

0. Completed.

1. Resident,

2, Aftercare.

3. Out-client.

9. No informa-
tion.

Did Client Con-
tinue Education-
al Services After
Leaving Program:

0. Services dropped
ot completed
while in program.

1. Services dropped
voluntarily
within one month
after leaving.

2. Dropped involunta-
rily within one
month,

3. Dropped volunta-
rily within three
months,

4, Dropped involun-
tarily within
three months.

Sou

rce of Infol’mati on

251

e

0x Schoo] Recorg

1I0-11

7 (continued) S. Droppeg volun
tarily within
SIX monthg,

~¥Cpped Involyp-
tarily within
six months,

Client Continuyed

to recejve ed-

.ucational servy-

1ces longer than

SIX monthsg,

8. Client Completed
Serviceg after
leaving bProgram,

No 1’11formatioi1.

7.

Educational Advance-
ment after Leavin
Program: ¢

Reading_-

00. Dr OPped or
Completed
S€rvices ip
Program,

One- grade

Improvement.

_3' 4 grade

mprovement,

No informatjop,

10.
34,
99.

Mathemati cs:
00. Dr opped or
Completed
S€rvices in

Program,
No imprOVe_
ment’ or .1
grade,
No illfonna-
tion,

01,

99,

bt R g et kg 7

B L



252

Source of Information Column Number

Code

12 - 13

14 - 15

Halfway House File, oi' Voca-~
tional Rehabilitation Counselor 16

Language:

00.

20.

99.

Dropped or
completed ser-
vices in pro-
gram,
Two-grade im-~
provement,

No informa-
tion.

Spelling:

00.

61,

99.

Dropped oxr
completed ser-~
vices in pro-
gram.,

6.1 grade im~
provement.

No informa-
tion.

Vocational Rehabi~
litation Training:

0'

1.

2,

3.

4.,

Training com-
pleted while
in program.
Training com
pleted after
program to
successful
completion,
or still in
training.
Training dis-
continued
after pro-
gram, Or never
begun.
Training dropped
involuntarily.
Training dropped
voluntarily due
to lack of int-

erest,

253

16 i
(contmued) S. Droppeq vol -

mltarily be-~
Cause of
traim‘ng-
related jop,
6. Dropped vo1.-
untarily be-
Cause of job
not relateq
to trajnmg.
7. DroPpEd for
other reag- .
ons, 3
9’ NO in.fOl‘ma_
tion,

17
Were Additl'onal

Yocat.ional Rehapi-
litation Serviceg

Sought After Pro-
8ram:

0. No.
1. NO; Client con-
tinued trajy - :
ing initiated .
durlng Pl'ogram‘
€S; within gjx
monthg,
8. Yes; withip one
year,
Yes; within two -
years,
5. Yes; withip
9 thljee years, etc,
* NO lnforma..
tion,

2.
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Suurce of Information

40 L . -
Elfaw. Ny 1iolbe 1’11&:, oY

pinployer Recoxds

House File, oF

Hatiway
Records

wmpleyer

ii{wny House File, oF
panployer Records

18

19 - 22

28 - 24

Column Numbex

255
Code
Source of Information Column N
n Number
Was Client Work~ giﬁ:y House File, or | Code
ing when Halfway yer Records o5
House Services : How manv Succ:
were Terminated: give Jobsyhascces-
Client Had si
0. Yes (include Termination-nce
college) «
1. No. 0. None.
9. No informa- 1. One,
tion. 2. Two, etc,
. 8. Eight QY M
ore
Halfway Hou 9. No inform N
3 ati
Wage Per Hour on se File 26 o
the Job (Colum™n 1s Client Current-
18): ly Working:
0000. Not working 0. Yes (include
0550. $5.50 per . college).
. No.
2. No informa-
tion.

hout.
1250. $12. 50 per
hour. Halfwa
i - y House Fil
9999. Nf) informa Employer Recor C11 e, or
tion. ] 97 - 30

How Long after
Services Termi-
nated did Client
Maintain Employ-
ment:

00. Less than
one month.
0l. One month.
02. Two months,
etc.
12. Twelve months,
etc,
60. Still working.
61, No information.

Halfway House F
Records se File, or Official
3l

Wage per Hour
on JOb (COh.lmn

26):
0000, Not work- ‘
ing. b
0750. $7.50 per .
hour. E
9999, No infor-
mation.

Was Warrant
Issued for Client
Some Time After
Receiving Half-
way House Serv-
ices: '



Source of Information
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Column Number

Halfway House File, or
Official Records

Halfway House File, or
Official Records

31 (continued)

32

33

Code

0. No.

1. Yes; within
one month.,

2. Yes; within
six months,

3. Yes; within
one year.

4. Yes; within
two years,
ete.

9. No informa-
tion.

Number of War-
rants Issued for
Client since
Leaving Halfway
House:

0. No arrests.

1. Once.

2. Twice, etc.

8. Eight or
more

S. No infor-
mation,

Was Client re-
incarcerated Some
Time After Re-
ceiving Halfway
House Services:

0. No.

1. Yes.

9. No informa-
tion.

I Recordg

HalfWay HouSe File

257

S
Ource of Information Coly N
mn Umber
Halfway House File, ¢ .
Officig o

34 - 3
) If Reincarcerated

How Long aftey ’

Receiving Half-

Way House Sery-.
ices:

0. Not I‘eincar..
Cerated,

» One month,

2. Two months,
ete,

ete,

Thirty months,

ete,

6l. Unabie o
locate,

62, No infor-

Mation,

11

30.

36

How Long hag
Client Been Tep-
Services:

0. Not termi-
nated,

L. One mopg,

2. Three monthsg,
8. six monthg,
4. One year,
5. Two years, ete,
8. Five years or

mMore,

9. No in.forma-
tion,
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SUMMARY OF RECOMMENDATIONS
FOR
STANDARDS AND GUIDELINES
‘ FOR
COMMUNITY - BASED PROGRAMS
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RECOMMENDATIONS FOR STANDARDS AND
GUIDELINES FOR COMMUNITY -BASED PROGRAMS

I. ADMINISTRATION

1. Any agency establishing or operating a community-
based treatment center will be a legal entity or a part of a
legal entity.

2, Each community-based treatment center,
whether public or private, will establish personnel policies
and make them available to all employees.

3. The agency will manage its financial affairs in
accordance with standard accounting practices; legal require-
ments, as well as the guidelines and regulations of any public
body or other agency, foundation or funding source sponsor-
ing the program.

II. PROGRAM

1. The physical facility to be used for the community-
based treatment program should either be constructed or
renovated, as well as adequately equipped and located, so as
to promote the most efficient and effective operation possible
in order to achieve program goals.

2. It is preferable to utilize and, if necessary, reno-
vate an existing structure, than to design and construct a
new facility for use as a community-based treatment program.

3. The physical condition of the building will be such
as to meet tlie minimum electrical, plumbing, sanitation,
building, fire and other applicable codes of the governmental
jurisdiction in whi.ch the community-based treatment center
is located.

4, Adequate food service facilities, meeting all san-
itation and health codes, will be made available for commu-
nity-based treatment centers.

5. The community-based treatment center should be
located in an area reasonably close to public transportation,
employment and vocational opportunities, medical, psychia-
tric, recreational and other community resources and agencies
to be utilized by the cu ter for its clients.

ices offereq Th'. g -

e 18 will be
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]

PTOgram viy) poer) %Perating 5 coOmmunity .1,
~Dase

bProvi
de the following Services: ‘ Frestment
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C. food Service
. temporg "
Ny 8T financia] goq
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12, The agency, if it does not provide the service
itgelf, will see that its clients have ready access to:

a, Medical services, including psychiatric and
dental care.

b,  psychological evaluation.

c. psychological counseling or therapy.

d. vocational training.
e. vocational and/or employment evaluation,
f. employment placement,

g e&cademic upgrading, e.g., G.E.D,, college
courses, etc.

h. any other services as needed by the type of
program operated, and the particular need
of an individual client.

13.  In general, the agency will provide clearly identi-
fied resources that are relevant and essential to the success-
ful conduct of its programs and will utilize the resources of
other agencies in order to provide services needed by its
clientele but which cannot or should not be provided by the
agency operating a community-based treatment program.

14, The agency will establish clearly definzd and
written intake policies and procedures. Such policies and
procedures will state the type of client acceptable for ad-
mission to the program.

a. Intake policies will be disseminated to all
referral sources.

b. Clearly defined age limits for admission to the
program will be established by the agency.

c. Any category or categories of potential clients
not eligible for admission into the program
must be clearly stated in the intake policies.

d. Prospective clients ineligible for admission for
services and their referral sources must be
informed of the reasons for thelr ineligibility.
When possible, the ineli gible clients should be
referred to other agencies for services.

b
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i. Record of any significant incidents, both
positive ‘and negative.

i Signed release of information form,
where appropriate. '

k. Current employment data, including’
place of employment, date of employment, job
title, rate of pay, record of client earnings.

1. Discharge report, including summary state-
ment.

m. Other information necessary and appropriate
to the program and/or individual client's
case

22. Agencies operating community treatment center
programs will establish methods and procedures for eval-
uating the effectiveness of the programs.

23. Evaluation must measure the outcome of the
program and services in relation to the agency's stated
purpose and goals. Program-and service effectiveness
must be measured by recognized evaluation techniques, and
when possible, by formal research.

24. 'The resuits of evaluation and research should be
reviewed on a systematic basis by the staff and governing
~body to determine:

a. the effectiveness of program and services in
fulfilling the stated purposes and goals of the
agency, and

b. as the basis for change, modification or addition
to the program and services offered by the
agency.
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