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1.Introduction

1 . 1      Ha n dbook  Di sc l a i m er           

T h e c on t en t s of  t h i s h a n dbook  ser v e on l y  a s g u i del i n es a n d                            
su per sede a n y  pr i or  h a n dbook .                N ei t h er  t h i s h a n dbook ,  n or  a n y                
ot h er  pol i c y  or  pr a c t i c e,  c r ea t es a n  em pl oy m en t  c on t r a c t ,  or  a n                                    
i m pl i ed or  ex pr ess pr om i se of  c on t i n u ed em pl oy m en t  w i t h  t h e                            
Or g a n i za t i on .             Em pl oy m en t  w i t h  OUR HOUSE IN C i s "A T -WILL. ”              
T h i s m ea n s em pl oy ees or  OUR HOUSE IN C m a y  t er m i n a t e t h e                      
em pl oy m en t  r el a t i on sh i p a t  a n y  t i m e,  for  a n y  r ea son ,  w i t h  or                                  
w i t h ou t  c a u se or  a dv a n c e n ot i c e.  A s a n  a t -w i l l  em pl oy ee,  i t  i s n ot                                      
g u a r a n t eed,  i n  a n y  m a n n er ,  t h a t  y ou  w i l l  be  em pl oy ed w i t h  OUR                                     
HOUSE IN C for  a n y  set  per i od of t i m e.          

T h i s h a n dbook  m a y  pr ov i de a  su m m a r y  of em pl oy ee h ea l t h                          
ben efi t s,  h ow ev er  a c t u a l  c ov er a g e w i l l  be  det er m i n ed by  t h e                               
ex pr ess t er m s of t h e ben efi t  pl a n  doc u m en t s.  If  t h er e a r e  a n y                            
c on fl i c t s bet w een  t h e h a n dbook  or  su m m a r i es pr ov i ded a n d t h e                            
pl a n  doc u m en t s,  t h e pl a n  doc u m en t s w i l l  c on t r ol .  T h e Or g a n i za t i on                                      
r eser v es t h e r i g h t  t o a m en d,  i n t er pr et ,  m odi fy  or  t er m i n a t e a n y  of                                    
i t s em pl oy ee ben efi t s pr og r a m s w i t h ou t  pr i or  n ot i c e  t o t h e ex t en t                                
a l l ow ed by  l a w .       

T h e Or g a n i za t i on  a l so h a s t h e r i g h t ,  w i t h  or  w i t h ou t  n ot i c e,  i n  a n                                          
i n di v i du a l  c a se or  g en er a l l y ,  t o c h a n g e a n y  of t h e pol i c i es i n  t h i s                                       
h a n dbook ,  or  a n y  of i t s g u i del i n es,  pol i c i es,  pr a c t i c es,  w or k i n g                                   
c on di t i on s or  ben efi t s a t  a n y  t i m e.                      N o on e i s a u t h or i zed t o pr ov i de            
a n y  em pl oy ee w i t h  a n  em pl oy m en t  c on t r a c t  or  spec i a l                            
a r r a n g em en t  c on c er n i n g  t er m s or  c on di t i on s of  em pl oy m en t  u n l ess                                    
t h e c on t r a c t  or  a r r a n g em en t  i s i n  w r i t i n g  a n d si g n ed by  t h e                                     
pr esi den t  a n d t h e em pl oy ee.          

1 . 2      Wel c om e Messa g e     

Dear Valued Em ploy ee,

Welcom e to OUR HOUSE INC! We are pleased with y our decision to join our
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team .

OUR HOUSE INC is com m itted to prov iding superior quality  and unparalleled
culture specific serv ices in all aspects of our business. We believ e each
em ploy ee contributes to the success and growth of our Organization.

This em ploy ee handbook contains general inform ation on our policies,
practices, and benefits. Please read it carefully . If y ou hav e questions
regarding the handbook, please discuss them  with y our superv isor or the
Executiv e Director.

Welcom e aboard. We look forward to working with y ou!

Sincerely ,

The Executiv e Director

1 . 3      Ch a n g es i n  Pol i c y           

Change at OUR HOUSE INC is inev itable. Therefore, we expressly  reserv e the
right to interpret, m odify , suspend, cancel, or dispute, with or without notice,
all or any  part of our policies, procedures, and benefits at any  tim e with or
without prior notice. Changes will be effectiv e on the dates determ ined by  OUR
HOUSE INC, and after those dates all superseded policies will be null and v oid.

No indiv idual superv isor or m anager has the authority  to alter the foregoing.
Any  em ploy ee who is unclear on any  policy  or procedure should consult a
superv isor or the Executiv e Director.

1 . 4      Di sc r i m i n a t i on  Pol i c y                

Discrim ination Policy

Our House does not ...

Discrim inate on the basis of race, color, religion, sex, national origin, age,
disability , m arital status, or political affiliation.

• Solicit or consider em ploy m ent recom m endations based on factors other than
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personal knowledge or records of job related abilities or characteristics.
• Coerce an em ploy ee’s political activ ity  or take action against any  em ploy ee
as reprisal for refusing to engage in political activ ity .
• Deceiv e or willfully  obstruct a person’s right to com pete for em ploy m ent.
• Influence any  person to withdraw from  com petition for a position to im prov e
or injure the em ploy m ent prospects of any  other person.
• Giv e unauthorized preference or adv antage to any  person to im prov e or
injure the em ploy m ent prospects of any  particular em ploy ee or applicant.
• Engage in nepotism .
• Retaliate against an em ploy ee or an applicant because of an indiv idual's legal
disclosure of
inform ation ev idencing wrongdoing ("whistleblowing").
• Retaliate against an em ploy ee or applicant for exercising an appeal,
com plaint or griev ance right; testify ing or assisting another in exercising such
a right, cooperating with an Inspector General or the Special Counsel, or
refusing to obey  an order that would break a law.
• Discrim inate against an em ploy ee based on conduct which is not adv erse to
on-the-job perform ance of the em ploy ee, applicant, or others. The Office of
Personnel Managem ent (OPM) has interpreted the prohibition of
discrim ination based on "conduct" to include discrim ination based on sexual
orientation. See Addressing Sexual Orientation Discrim ination in Federal
Civ ilian Em ploy m ent .
• Violate v eterans’ preference requirem ents.
• Violate any  law, rule, or regulation which im plem ents or directly  concerns
the m erit principles.

1 . 5      V i si on /Mi ssi on  St a t em en t              

V ISION :        A world free of interpersonal v iolence

MISSION :  To lead, em power and inspire change by  elim inating dom estic
v iolence and sexual v iolence

through interv ention, prev ention, prosecution, v ictim  protection and
sustainable restoration in

rural com m unities; and, to enhance the liv es of surv iv ors of interpersonal
v iolence by
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prov iding serv ices that m eet the psy chological, spiritual and cultural needs of
those we serv e.
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2.General Employment

2 . 1      A t -Wi l l  Em pl oy m en t            

Em ploy m ent with OUR HOUSE INC is "at-will." This m eans em ploy ees are free
to resign at any  tim e, with or without cause, and OUR HOUSE INC m ay
term inate the em ploy m ent relationship at any  tim e, with or without cause or
adv ance notice. As an at-will em ploy ee, it is not guaranteed, in any  m anner,
that y ou will be em ploy ed with OUR HOUSE INC for any  set period of tim e. 

The policies set forth in this em ploy ee handbook are the policies that are in
effect at the tim e of publication. They  m ay  be am ended, m odified, or
term inated at any  tim e by  OUR HOUSE INC, except for the policy  on at-will
em ploy m ent, which m ay  be m odified only  by  a signed, written agreem ent
between the President and the em ploy ee at issue. Nothing in this handbook
m ay  be construed as creating a prom ise of future benefits or a binding contract
between OUR HOUSE INC and any  of its em ploy ees.

2 . 2      Im m i g r a t i on  La w  Com pl i a n c e                 

OUR HOUSE INC is com m itted to em ploy ing only  United States citizens and
aliens who are authorized to work in the United States. 

In com pliance with the Im m igration Reform  and Control Act of 1 986, as
am ended, each new em ploy ee, as a condition of em ploy m ent, m ust com plete
the Em ploy m ent Eligibility  Verification Form  I-9 and present docum entation
establishing identity  and em ploy m ent eligibility . Form er em ploy ees who are
rehired m ust also com plete the form  if they  hav e not com pleted an I-9 with
OUR HOUSE INC within the past three y ears, or if their prev ious I-9 is no
longer retained or v alid.

OUR HOUSE INC m ay  participate in the federal gov ernm ent's electronic
em ploy m ent v erification sy stem , known as “E-Verify .”  Pursuant to E-Verify ,
OUR HOUSE INC prov ides the Social Security  Adm inistration, and if
necessary , the Departm ent of Hom eland Security  with inform ation from  each
new em ploy ee's Form  I-9 to confirm  work authorization.

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 13 of 402



2 . 3      Equ a l  Em pl oy m en t  Oppor t u n i t y                 

OUR HOUSE INC is an Equal Opportunity  Em ploy er. Em ploy m ent
opportunities at OUR HOUSE INC are based upon one's qualifications and
capabilities to perform  the essential functions of a particular job.  All
em ploy m ent opportunities are prov ided without regard to race, religion, sex
(including sexual orientation and transgender status), pregnancy , childbirth
or related m edical conditions, national origin, age, v eteran status, disability ,
genetic inform ation, or any  other characteristic protected by  law.

This Equal Em ploy m ent Opportunity  policy  gov erns all aspects of
em ploy m ent, including, but not lim ited to, recruitm ent, hiring, selection, job
assignm ent, prom otions, transfers, com pensation, discipline, term ination,
lay off, access to benefits and training, and all other conditions and priv ileges of
em ploy m ent.

The Organization will prov ide reasonable accom m odations as necessary  and
where required by  law so long as the accom m odation does not pose an undue
hardship on the business.  The Organization will also accom m odate sincerely
held religious beliefs of its em ploy ees to the extent the accom m odation does not
pose an undue hardship on the business. If y ou would like to request an
accom m odation, or hav e any  questions about y our rights and responsibilities,
contact y our Executiv e Director. This policy  is not intended to afford
em ploy ees with any  greater protections than those which exist under federal,
state or local law.

OUR HOUSE INC strongly  urges the reporting of all instances of discrim ination
and harassm ent, and prohibits retaliation against any  indiv idual who reports
discrim ination, harassm ent, or participates in an inv estigation of such report.
OUR HOUSE INC will take appropriate disciplinary  action, up to and including
im m ediate term ination, against any  em ploy ee who v iolates this policy .

2 . 4      Equ a l  Em pl oy m en t  Oppor t u n i t y  ( Mi ssi ssi ppi  Em pl oy ees)                          

OUR HOUSE INC is an Equal Opportunity  Em ploy er. Em ploy m ent
opportunities at OUR HOUSE INC are based upon one's qualifications and
capabilities to perform  the essential functions of a particular job. All
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em ploy m ent opportunities are prov ided without regard to race, religion, sex,
national origin, age, v eteran status, disability , genetic inform ation, lawful
activ ity  outside the workplace during non-work hours, such as the use of
tobacco products, or any  other characteristic protected by  law.

This Equal Em ploy m ent Opportunity  policy  gov erns all aspects of
em ploy m ent, including, but not lim ited to, recruitm ent, hiring, selection, job
assignm ent, prom otions, transfers, com pensation, discipline, term ination,
lay off, access to benefits and training, and all other conditions and priv ileges of
em ploy m ent.

OUR HOUSE INC strongly  urges the reporting of all instances of discrim ination
and harassm ent, and prohibits retaliation against any  indiv idual who reports
discrim ination, harassm ent, or participates in an inv estigation of such report.
OUR HOUSE INC will take appropriate disciplinary  action, up to and including
im m ediate term ination, against any  em ploy ee who v iolates this policy .

2 . 5      Em pl oy ee Gr i ev a n c es         

It is the policy  of OUR HOUSE INC to m aintain a harm onious workplace
env ironm ent. OUR HOUSE INC encourages its em ploy ees to express concerns
about work-related issues, including workplace com m unication, interpersonal
conflict, and other working conditions. 

Em ploy ees are encouraged to raise concerns with their superv isors. If not
resolv ed at this lev el, an em ploy ee m ay  subm it, in writing, a signed griev ance
to the Executiv e Director. 

After receiv ing a written griev ance, OUR HOUSE INC m ay  hold a m eeting
with the em ploy ee, the im m ediate superv isor, and any  other indiv iduals who
m ay  assist in the inv estigation or resolution of the issue. All discussions related
to the griev ance will be lim ited to those inv olv ed with, and who can assist
with, resolv ing the issue.

Com plaints inv olv ing alleged discrim inatory  practices shall be processed in
accordance with OUR HOUSE INC's Sexual and other Unlawful Harassm ent
Policy . 

OUR HOUSE INC assures that all em ploy ees filing a griev ance or com plaint
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can do so without fear of retaliation or reprisal.

Additional inform ation is prov ided under Griev ances Policies.

2 . 6      In t er n a l  Com m u n i c a t i on                 

Effectiv e and ongoing com m unication within OUR HOUSE INC is essential. As
such, the Organization m aintains sy stem s through which im portant
inform ation can be shared am ong em ploy ees and m anagem ent.

Bulletin boards are posted in designated areas of the workplace to display
im portant inform ation and announcem ents. In addition, OUR HOUSE INC uses
the Intranet and em ail to facilitate com m unication and share access to
docum ents. For inform ation on appropriate em ail and Internet usage,
em ploy ees m ay  refer to the Com puter, Em ail, and Internet Usage policy . To
av oid confusion, em ploy ees should not post or rem ov e any  m aterial from  the
bulletin boards.

All em ploy ees are responsible for checking internal com m unications on a
frequent and regular basis. Em ploy ees should consult their superv isor with
any  questions or concerns on inform ation dissem inated.

2 . 7      Ou t si de Em pl oy m en t          

Em ploy ees m ay  hold outside jobs as long as the em ploy ee m eets the
perform ance standards of their position with OUR HOUSE INC. 

Unless an alternativ e work schedule has been approv ed by  OUR HOUSE INC,
em ploy ees will be subject to the Organization's scheduling dem ands, regardless
of any  existing outside work assignm ents; this includes av ailability  for
ov ertim e when necessary .

OUR HOUSE INC's property , office space, equipm ent, m aterials, trade secrets,
and any  other confidential inform ation m ay  not be used for any  purposes
relating to outside em ploy m ent.
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2 . 8      A n t i -Ret a l i a t i on  a n d Wh i st l ebl ow er  Pol i c y                          

This policy  is designed to protect em ploy ees and address OUR HOUSE INC's
com m itm ent to integrity  and ethical behav ior. In accordance with anti-
retaliation and whistleblower protection regulations, OUR HOUSE INC will not
tolerate any  retaliation against an em ploy ee who:

Makes a good faith com plaint, or threatens to m ake a good faith
com plaint, regarding the suspected Organization or em ploy ee v iolations
of the law, including discrim inatory  or other unfair em ploy m ent
practices;

Makes a good faith com plaint, or threatens to m ake a good faith
com plaint, regarding accounting, internal accounting controls, or
auditing m atters that m ay  lead to incorrect, or m isrepresentations in,
financial accounting;

Makes a good faith report, or threatens to m ake a good faith report, of a
v iolation that endangers the health or safety  of an em ploy ee, patient,
client or custom er, env ironm ent or general public;

Objects to, or refuses to participate in, any  activ ity , policy  or practice,
which the em ploy ee reasonably  believ es is a v iolation of the law;

Prov ides inform ation to assist in an inv estigation regarding v iolations
of the law; or

Files, testifies, participates or assists in a proceeding, action or hearing
in relation to alleged v iolations of the law.

Retaliation is defined as any  adv erse em ploy m ent action against an em ploy ee,
including, but not lim ited to, refusal to hire, failure to prom ote, dem otion,
suspension, harassm ent, denial of training opportunities, term ination, or
discrim ination in any  m anner in the term s and conditions of em ploy m ent.

Any one found to hav e engaged in retaliation or in v iolation of law, policy  or
practice will be subject to discipline, up to and including term ination of
em ploy m ent.  Em ploy ees who knowingly  m ake a false report of a v iolation will
be subject to disciplinary  action, up to and including term ination.

Em ploy ees who wish to report a v iolation should contact their superv isor
or Dr. Patricia Ann Dav enport directly . Em ploy ees should also rev iew their
state and local requirem ents for any  additional reporting guidelines.

OUR HOUSE INC will prom ptly  and thoroughly  inv estigate and, if necessary ,
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address any  reported v iolation.

Em ploy ees who hav e any  questions or concerns regarding this policy  and
related reporting requirem ents should contact their superv isor, the Executiv e
Director or any  state or local agency  responsible for inv estigating alleged
v iolations.
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3.Employment Status & Record-keeping

3 . 1      Em pl oy m en t  Cl a ssi fi c a t i on s               

For purposes of salary  adm inistration and eligibility  for ov ertim e pay m ents
and em ploy ee benefits, OUR HOUSE INC classifies em ploy ees as either exem pt
or non-exem pt. Non-exem pt em ploy ees are entitled to ov ertim e pay  in
accordance with federal and state ov ertim e prov isions. Exem pt em ploy ees are
exem pt from  federal and state ov ertim e laws and, but for a few narrow
exceptions, are generally  paid a fixed am ount of pay  for each workweek in
which work is perform ed. 

If y ou change positions during y our em ploy m ent with OUR HOUSE INC or if
y our job responsibilities change, y ou will be inform ed by  the Executiv e
Director of any  change in y our exem pt status.

In addition to y our designation of either exem pt or non-exem pt, y ou also
belong to one of the following em ploy m ent categories:

Fu l l -T i m e:     

Full-tim e em ploy ees are regularly  scheduled to work greater or equal to 40
hours per week. Generally , regular full-tim e em ploy ees are eligible for OUR
HOUSE INC's benefits, subject to the term s, conditions, and lim itations of each
benefit program . 

Pa r t -T i m e:     

Part-tim e em ploy ees are regularly  scheduled to work less than 40 hours per
week. Regular part-tim e em ploy ees m ay  be eligible for som e OUR HOUSE INC
benefit program s, subject to the term s, conditions, and lim itations of each
benefit program . 

T em por a r y :     

Tem porary  em ploy ees include those hired for a lim ited tim e to assist in a
specific function or in the com pletion of a specific project. Tem porary
em ploy ees generally  are not entitled to [OUR HOUSE INC benefits, but are
eligible for statutory  benefits to the extent required by  law. Em ploy m ent
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bey ond any  initially  stated period does not in any  way  im ply  a change in
em ploy m ent status or classification. Tem porary  em ploy ees retain tem porary
status unless and until they  are notified, by  OUR HOUSE INC Managem ent, of
a change.

3 . 2      Per son n el  Da t a  Ch a n g es           

It is the responsibility  of each em ploy ee to prom ptly  notify  their superv isor or
the Executiv e Director of any  changes in personnel data. Such changes m ay
affect y our eligibility  for benefits, the am ount y ou pay  for benefit prem ium s,
and y our receipt of im portant com pany  inform ation.

If any  of the following hav e changed or will change in the com ing future,
contact y our superv isor or the Executiv e Director as soon as possible:

Legal nam e

Mailing address

Telephone num ber(s)

Change of beneficiary

Exem ptions on y our tax form s

Em ergency  contact(s)

Training certificates

Professional licenses

3 . 3      Ex pen se Rei m bu r sem en t          

OUR HOUSE INC reim burses em ploy ees for necessary  expenditures and
reasonable costs incurred in the course of doing their jobs. Expenses incurred
by  an em ploy ee m ust be approv ed in adv ance by  the Executiv e Director.

Som e expenses that m ay  warrant reim bursem ent include, but are not lim ited,
to the following: m ileage costs, air  or ground transportation costs, lodging,
m eals for the purpose of carry ing out com pany  business, and any  other
reim bursable expenses as required by  law. Em ploy ees are expected to m ake a
reasonable effort to lim it business expenses to econom ical options.
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To be reim bursed, em ploy ees m ust subm it expense reports to the Executiv e
Director for approv al. The report m ust be accom panied by  receipts or other
docum entation substantiating the expenses. Questions regarding this policy
should be directed to y our superv isor.

3 . 4      T er m i n a t i on  of Em pl oy m en t                

Term ination of em ploy m ent is an inev itable part of personnel activ ity  within
any  organization.

N ot i c e  of  V ol u n t a r y  Sepa r a t i on                  

Em ploy ees who intend to term inate em ploy m ent with OUR HOUSE INC shall
prov ide OUR HOUSE INC with at least two weeks written notice. Such notice is
intended to allow the Organization tim e to adjust to the em ploy ee's departure
without placing undue burden on those em ploy ees who m ay  be required to fill
in before a replacem ent can be found.

Ret u r n  of Com pa n y  Pr oper t y          

Any  em ploy ee who term inates em ploy m ent with OUR HOUSE INC shall
return all files, records, key s, and any  other m aterials that are the property
of OUR HOUSE INC prior to their last date of em ploy m ent.

Fi n a l  Pa y    

OUR HOUSE INC will prov ide em ploy ees with their final pay  in accordance
with applicable federal, state and local laws.

Ben efi t s Upon  T er m i n a t i on           

All accrued and/or v ested benefits that are due and pay able at term ination
will be paid in accordance with applicable federal, state and local laws.

Certain benefits, such as healthcare cov erage, m ay  continue at the em ploy ee's
expense, if the em ploy ee elects to do so. OUR HOUSE INC will notify  em ploy ees
of the benefits that m ay  be continued and of the term s, conditions, and
lim itations of such continuation.

If y ou hav e any  questions or concerns regarding this policy , contact OUR
HOUSE INC’s Executiv e Director.
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3 . 5      Per for m a n c e Ev a l u a t i on  Pol i c y                   

PERFORMA N CE EV A LUA T ION  POLICY      

Ev aluations are v aluable tools by  which open com m unication should occur
between a superv isor and em ploy ee.  Ev aluations should foster growth v ia
constructiv e suggestions as to how an em ploy ee can im prov e his/her
perform ance while giv ing the superv isor an opportunity  to giv e praise for a job
well done.  Ev aluations should also serv e as v ehicles for em ploy ees to giv e
superv isors or m anagers honest and candid feedback regarding job
responsibilities and working conditions.

A.  Basis of Ev aluation

An ev aluation is based on an em ploy ee’s perform ance of the duties inv olv ed in
his/her particular position as outlined at the tim e of em ploy m ent, or rev ised
later.  Frequently  there are circum stances under which it is necessary  to
request an em ploy ee to perform  serv ices not specifically  stated in his/her job
description.

 

B.  Frequency  of Ev aluation 

Our House will attem pt to com plete a written ev aluation at the term ination of
the 90 day  orientation period.  Thereafter, it will attem pt to perform
ev aluations annually .  Ev aluations m ay  be done m ore frequently , if needed.
Ev aluations shall be based only  on the perform ance of the duties of the
em ploy ee's position.  Perform ance appraisals shall be adm inistered in a fair
m anner without unlawful discrim ination as to age, race, sex, religion, political
affiliation, national origin, or disability .

1 .   For probationary  em ploy ees/new hires, the first perform ance
appraisal shall be m ade just prior to the end of the sixth m onth from
date of hire. 

2 .    After an em ploy ee has been em ploy ed for twelv e (1 2) continuous
m onths and has attained perm anent status, a form al appraisal rating
shall be required annually  for each em ploy ee by  the im m ediate
superv isor. The ev aluation period shall begin upon entering the
position, whatev er date that m ay  be, and will end one y ear from  that
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date.  Howev er, a new appraisal rating is required less than one y ear
from  the last rating upon:

                        a .          Pr om ot i on             

                        b .         T r a n sfer                                   

                        c .          Rec l a ssi fi c a t i on                                         

                        d.         Rea l l oc a t i on                                     

                        e .          Dem ot i on                                   

Any  of the abov e actions will change the date when the next appraisal rating is
due. Em ploy ee Perform ance appraisal rating periods should not be confused
with "anniv ersary  dates." The appraisal rating date will reset if any  of the
abov e (a-e) personnel transactions are initiated.  Thus, set "anniv ersary  dates"
are not a v iable m ethod of adm inistering the em ploy ee perform ance appraisal
sy stem .

 

C.  Method of Ev aluation

      The written ev aluation is perform ed by  the person to whom  the em ploy ee is
im m ediately  responsible, with the exception of the Chief Executiv e Officer,
who is ev aluated by  the Board of Directors.

Ev aluation is a continuous process engaged in by  the em ploy ee and the
superv isor through superv isory  conference.  Each em ploy ee participates in
his/her ev aluation conference, which includes a rev iew of the em ploy ee’s
current job description and the signing of the final copy  of the ev aluation to
signify  that the em ploy ee has read the ev aluation.  An em ploy ee is required to
sign all job ev aluations to indicate that the em ploy ee agrees with the
ev aluation.  Failure to sign an ev aluation is cause for disciplinary  action.  An
em ploy ee m ay  prov ide written com m ents to any  ev aluation.  An em ploy ee
m ay  rev iew his/her ev aluation m aterial upon request.  They  m ay  rev iew
their file in the present of the Adm inistrativ e Assistant or their Superv isor.
 Ev aluations becom e a part of an em ploy ee’s personnel record.

 

D.  Use of Ev aluation
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      Ev aluations can be useful to Our House as a basis for continuing
em ploy m ent, transfers, prom otions, dem otions, dism issals, salary  adjustm ents
and to the em ploy ee as a basis for im prov em ent of work. 

Ev aluations, howev er, should not be construed as granting any  em ploy ee a
right to continued em ploy m ent with Our House.

 

E.  Personnel Files

In accordance with state prov isions, y ou m ay  inspect certain docum ents in
y our personnel file per calendar y ear.

A file containing all pertinent personnel inform ation and actions shall be
m aintained for each em ploy ee in the Personnel Departm ent.  An em ploy ee
m ay  rev iew his/her personnel file within a reasonable period of tim e following
such a request.  A written request to hav e access to y our personnel file m ust be
subm itted to the indiv idual responsible for m aintaining personnel records,
specify ing the purpose for the inspection and the particular parts of the file to
be inspected.

Personnel files are ordinarily  rev iewed in a place designated by  the Personnel
Departm ent.  Requests for the rev iew of, additions to, or corrections to an
em ploy ee’s file should be addressed to the Personnel Departm ent.  Additional
access to such files m ay  be granted to an em ploy ee’s superv isor and to
specifically  authorized em ploy ees within the adm inistrativ e offices on a need
to know basis.  Additionally , authorized federal and state rev iewers m ay  hav e
access to the files upon request. 

Personnel files, howev er, are the property  of Our House and no em ploy ee is
entitled to a copy  of any  m aterial in the files.  Files m ust rem ain in the office
where they  are stored at all tim es.

 

Our House m ay , in its discretion, withhold certain inform ation from  the file
before an em ploy ee is perm itted to rev iew the file.
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4.Employee Benefits

4 . 1      Hea l t h  In su r a n c e          

OUR HOUSE INC's health insurance benefits are intended to protect y ou and
y our fam ily  from  financial loss resulting from  hospital, surgical, or other
health-related expenses. 

Eligible em ploy ees m ay  elect to begin health insurance benefits On the first
day  of the m onth after com pleting the introductory  period.

This policy  prov ides a sum m ary  of the benefits which m ay  be prov ided at the
Organization’s discretion.  Actual cov erage is determ ined by  the express term s
of the plan docum ents.  We encourage both y ou and y our fam ily  to rev iew the
plan's Sum m ary  Plan Description (SPD) m aterials carefully .

If there are any  conflicts between the handbook or sum m aries prov ided and
the plan docum ents, the plan docum ents will control.  The Organization
reserv es the right to am end, interpret, m odify  or term inate any  of its
em ploy ee benefits program s without prior notice to the extent allowed by  law. 

For details on the specific health insurance plans offered through OUR HOUSE
INC, as well as copies of the plan docum ents, contact the Executiv e Director.

4 . 2      Li fe  In su r a n c e        

An im portant facet of y our benefits at OUR HOUSE INC is y our life
insurance. Em ploy ees m ay  also purchase additional protection at preferred
rates, abov e and bey ond what is cov ered by  y our plan.

Eligible em ploy ees m ay  elect to begin life insurance benefits  after 3  m onths of
continuous serv ice. Upon attaining eligibility  for OUR HOUSE INC's life
insurance cov erage, em ploy ees will be asked to designate a beneficiary . You
m ay  request a change in beneficiary  at any  tim e.

This policy  prov ides a sum m ary  of the benefits which m ay  be prov ided at the
Organization’s discretion.  Actual cov erage is determ ined by  the express term s
of the plan docum ents.  We encourage y ou to rev iew the plan's Sum m ary  Plan
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Description (SPD) m aterials carefully .

If there are any  conflicts between the handbook or sum m aries prov ided and
the plan docum ents, the plan docum ents will control.  The Organization
reserv es the right to am end, interpret, m odify  or term inate any  of its
em ploy ee benefits program s without prior notice to the extent allowed by  law. 

For details on the specific life insurance plans offered through OUR HOUSE
INC, as well as copies of the plan docum ents, contact the Executiv e Director.

4 . 3      Wor k er s' Com pen sa t i on          

Em ploy ees who are injured on the job at OUR HOUSE INC are eligible for
Workers' Com pensation benefits. Such benefits are prov ided at no cost to
em ploy ees and cov er any  injury  or illness sustained in the course of
em ploy m ent that requires m edical treatm ent.

Lost tim e or m edical expenses incurred as a result of an accident or injury
which occurred while an em ploy ee was on the job will be com pensated for in
accordance with workers' com pensation laws. This protection is paid for in full
by  OUR HOUSE INC. No prem ium  is charged for this cov erage and no
indiv idual enrollm ent is required. OUR HOUSE INC will prov ide m edical care
and a portion of lost wages through our insurance carrier.

All job-related accidents or illnesses m ust be reported to an em ploy ee's
superv isor im m ediately  upon occurrence. Superv isors will then im m ediately
contact the Executiv e Director to obtain the required claim  form s and
instructions.

4 . 4      Pu bl i c  Hea l t h  Em er g en c y  Lea v e/Ex pa n ded Fa m i l y  a n d Medi c a l                            
Lea v e  

Under the federal Fam ilies First Coronav irus Response Act (FFCRA), em ploy ees
m ay  be entitled to public health em ergency  leav e (PHEL), also known as
Expanded FMLA. The FFCRA took effect on April 1 , 2020 and expires on
Decem ber 3 1 , 2020.

Em pl oy ee El i g i bi l i t y :           
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To be eligible for PHEL/Expanded FMLA, an em ploy ee m ust hav e worked
for OUR HOUSE INC for at least 3 0 calendar day s prior to the leav e.

Use of PHEL:

Eligible em ploy ees m ay  use up to 1 2  weeks of job-protected leav e to care for
their son or daughter under 1 8 y ears of age if their school or place of care has
been closed, or their childcare prov ider is unav ailable, due to a public health
em ergency .

Doc u m en t a t i on :        

Prior to taking PHEL/Expanded FMLA, an em ploy ee m ust prov ide
docum entation containing:

The em ploy ee's nam e;

Date(s) for which leav e is requested;

Qualify ing reason for the leav e;

The nam e of the son or daughter;

The nam e of the school, place of care, or child care prov ider that has
closed or becom e unav ailable; and

A statem ent that the em ploy ee is unable to work because of a qualified
reason and that no other suitable person will be caring for the son or
daughter during the period for which the em ploy ee takes leav e under
the FFCRA.

OUR HOUSE INC m ay  also request an em ploy ee to prov ide additional m aterial
needed to support a request for tax credits pursuant to the FFCRA. 

Pa y  Du r i n g  Lea v e:        

The first two weeks of PHEL/Expanded FMLA m ay  be unpaid, but the em ploy ee
m ay  elect to substitute any  accrued paid leav e, including em ergency  paid sick
leav e,during this period. Em ploy ees will be paid for PHEL/Expanded FMLA
after the first two weeks, at a rate of at least two-thirds their regular rate of
pay , up to a m axim um  of $200 per day .

Pr ot ec t i on  of Gr ou p Hea l t h  In su r a n c e Ben efi t s:                    

During leav e under this policy , eligible em ploy ees are entitled to receiv e group
health plan cov erage under the sam e term s and conditions as if they  had
continued to work.
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J ob Rest or a t i on :      

At the end of PHEL, em ploy ees are generally  entitled to return to the sam e or
equiv alent position they  had when the leav e began. Howev er, OUR HOUSE
INC m ay  be exem pt from  this requirem ent if it has fewer than 25 em ploy ees
and:

The em ploy ee’s position doesn’t exist after PHEL due to econom ic
conditions or other changes in operating conditions that affect
em ploy m ent and were caused by  a public health em ergency  during the
period of leav e;

OUR HOUSE INC m akes reasonable efforts to restore the em ploy ee to a
position equiv alent to the position the em ploy ee held before the leav e;
and

OUR HOUSE INC m akes reasonable efforts to contact the em ploy ee if an
equiv alent position becom es av ailable within the next y ear.

In t er a c t i on  w i t h  Feder a l  FMLA  Lea v e:                 

Total leav e under federal FMLA, including PHEL and for prev iously  existing
FMLA-qualify ing situations, is generally  lim ited to 1 2  weeks. For instance, if
an em ploy ee uses 1 2  weeks of PHEL, they  generally  wouldn't be eligible for
another 1 2  weeks of federal FMLA for the birth of a child (another FMLA-
qualify ing ev ent) in the sam e 1 2-m onth period.

The federal FMLA has an exception to the 1 2-week lim it in the case of leav e to
care for a cov ered serv icem em ber with a serious injury  or illness, which has a
26-week lim it. In cases in which em ploy ees use this ty pe of leav e and PHEL,
the em ploy ee would be lim ited to a total of 26 weeks of leav e in a single 1 2-
m onth period under federal law.

Ret a l i a t i on  Pr oh i bi t ed            

OUR HOUSE INC will not take adv erse action against an em ploy ee for
exercising their rights under the law.

If y ou hav e questions about this policy , contact y our superv isor or the
Executiv e Director.

4 . 5      Pa i d T i m e Off  ( PT O)  - V a c a t i on  Lea v e                  
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Paid Tim e Off (PTO) is an all-purpose tim e off policy  for eligible em ploy ees to
use for v acation. PTO com bines traditional v acation plans into one flexible,
inclusiv e policy . PTO is pay able in the sam e m anner as the regular salary  and
is subject to the sam e withholding elections.

Em ploy ees in the following em ploy m ent classification(s) are eligible to earn
and use PTO as described in this policy : Full-tim e em ploy ees only

Upon entering an eligible em ploy m ent classification, em ploy ees will begin to
earn PTO according to the following schedule:

After 1  y ear(s) of serv ice em ploy ees are eligible for 5 PTO Day s.

After 2  y ear(s) of serv ice em ploy ees are eligible for 1 0 PTO Day s.

After 5 y ear(s) of serv ice em ploy ees are eligible for 1 5 PTO Day s.

After 1 0 y ear(s) of serv ice em ploy ees are eligible for 20 PTO Day s.

Unless OUR HOUSE INC is required by  state or local law to carry  ov er unused
PTO to the following y ear, em ploy ees m ust use their earned tim e prior to
Decem ber 3 1  of the calendar y ear; otherwise the tim e will be forfeited. For
details on carry ov er or other prov isions of this policy , contact Executiv e
Director.

Paid tim e off is paid at y our base pay  rate at the tim e of the absence. It does not
include ov ertim e or any  special form s of com pensation such as incentiv es,
com m issions, bonuses, or shift differential.

Em ploy ees with an unexpected need (i.e. sudden illness or em ergency ) to
request PTO-v acation should notify  their direct superv isor as early  as possible.
Em ploy ees m ust also contact their direct superv isor on each additional day  of
absence.

Work-related accidents and illness are cov ered by  Workers'
Com pensation Insurance, pursuant to the requirem ents of the laws in
the state(s) in which OUR HOUSE INC operates. The PTO policy  outlined
abov e does not apply  to those illnesses or injuries that are cov ered by  an
applicable Workers' Com pensation policy .

4 . 6      Pa i d T i m e Off  - Per son a l  Lea v e            

PERSON A L LEA V E: CON T IN UOUS SERV ICE          A CCRUA L RA T E   
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Fu l l  T i m e Em pl oy ee        

Personal Leav e 2  hours (Monthly ) 3  day s (24 Hours-Annually )

Leav e of absences granted by  the appointing superv isor for one (1 ) y ear or less
shall be perm itted without forfeiting prev iously  accum ulated continuous
serv ice.

Em ploy ees do not accum ulate paid leav e tim e during unpaid leav e of absences
nor receiv e holiday  pay  during unpaid leav e of absence.

The prov ision of this section shall not apply  to m ilitary  leav es of absence. All
leav e except when such leav e is taken due to an illness, shall be approv ed by
the superv isor.

Earned personal leav e of each em ploy ee shall be credited m onthly  after the
com pletion of each calendar m onth of serv ice. It shall be unlawful for an
appointing superv isor to grant personal leav e in an am ount greater than was
earned and accum ulated by  the em ploy ee.

Em ploy ees m ay  utilize personal leav e during the first calendar y ear after it
has been credited. Personal leav e do not begin to accum ulate until after the
first 90 day s of em ploy m ent.

Em ploy ees are encouraged to use earned personal leav e. Personal leav e m ay  be
used for v acations and personal business with the approv al of superv isor.

Accrued personal or sick leav e m ay  also be used for an illness in the em ploy ee's
im m ediate fam ily . N o em pl oy ee sh a l l  be pa i d for  u n u sed per son a l                
l ea v e u pon  t er m i n a t i on  of em pl oy m en t .                   

Personal leav e cannot be carried ov er from  y ear to y ear.

4 . 7      Pa i d T i m e Offi c e  - S i c k  Lea v e              

Si c k  Lea v e:  A c c u m l a t e  T i m e                 

Sick Leav e                      4  hours (Monthly )                   6  day s (48 Hours-Yearly )     
     

Leav e of absences granted by  the appointing superv isor for one (1 ) y ear or less
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shall be perm itted without forfeiting prev iously  accum ulated continuous
serv ice.

Em ploy ees do not accum ulate paid leav e tim e during unpaid leav e of absences
nor receiv e holiday  pay  during unpaid leav e of absence.  

The prov ision of this section shall not apply  to m ilitary  leav es of absence. All
leav e except when such leav e is taken due to an illness, shall be approv ed by
the superv isor. 

Earned sick leav e of each em ploy ee shall be credited m onthly  after the
com pletion of each calendar m onth of serv ice.

It shall be unlawful for an appointing superv isor to grant personal leav e in an
am ount greater than was earned and accum ulated by  the em ploy ee.

Em ploy ees m ay  utilize sick leav e during the first calendar y ear after it has
been credited. 

Sick leav e do not begin to accum ulate until after the first 90 day s of
em ploy m ent.  

Em ploy ees are encouraged to use earned sick leav e. 

Accrued sick leav e m ay  also be used for an illness in the em ploy ee's im m ediate
fam ily .

N o em pl oy ee sh a l l  be pa i d for  u n u sed si c k  l ea v e u pon  t er m i n a t i on                             
of em pl oy m en t .        

 Unused sick leav e can be carried ov er from  y ear to y ear and can be used for
paid m ajor m edical leav e as described in this m anual.

 

4 . 8      Pa i d T i m e Off  ( PT O)  - A ddi t i on a l  Gu i del i n es                     

St a ff  Lea v es - Det a i l s r equ est i n g  l ea v e                 

V a c a t i on  l ea v e            m ust be approv ed at least thirty  day s prior to taking
the tim e.  If y ou wait until the week before y our leav e to request a leav e
i t  m a y  be den i ed        . 
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If y ou wait until any  m om ent after the 3 0 day s prior notice to
y our request to leav e, it m ay  be denied.  If at the end of the y ear,
if y ou hav e not sought approv al for y our v acation tim e in the
appropriate tim e fram e, then y ou will hav e lost y our tim e.

Vacation Leav e does not carry  ov er

All v acation requests m ust be subm itted to Chief Executiv e
Officer or y our superv isor by  January  3 0 each calendar y ear for
approv al.  If y ou do not m ake y our request by  January  3 0, it
will be subject to approv al and m a y  be den i ed      . 

Request for changes to this adv ance notice, m ust be subm itted
3 0 day s prior to the requested v acation leav e tim e.  

You are required to rem ind y our superv isor of the
requested/approv ed day s that y ou will not be in within 48
business hours before y ou take y ou r  a ppr ov ed l ea v e          .

Wor k  T i m e Da i l y  Lea v e Requ est s            
If y ou chose to com e in early  for work in order to leav e early  that
day  and hav e not receiv ed approv al from  y our superv isor, the
night before, t h en  u n der st a n d t h a t  y ou  a r e r equ i r ed t o                     
st a y  u n t i l  t h e r eg u l a r  sh i ft  en ds                      .

If y ou hav e any  one else call in for y ou to request tim e off, please note
that tim e off will be without pay .

You m ust m ake contact with y our im m ediate superv isor –
y ourself (unless y ou hav e been hospitalized).  If y ou cannot reach
y our superv isor then y ou m ust call the next superv isor in line. 

Per son a l  da y s a r e  t h ose da y s t h a t  t h e su per v i sor  a ppr ov es.                             
These are not day s that y ou decide to take at a whim  (last
m inute) and are autom atically  approv ed. We are a business. The
proper procedure is to contact y our superv isor im m ediately . 
Exam ples:

If y ou knew at m idnight that y our water pipes had busted
then y ou should call y our superv isor as soon as possible
(i.e. at 1 :00 a.m .) and tell them  that y ou need t o
r equ est    a personal day  to get y our pipes fixed.   Do not
wait until y our shift starts and call in requesting the
tim e.  Call as soon as feasible to m ake contact. (Your
superv isor will need to be m ake arrangem ent to find a
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replacem ent for y ou.)

If y ou knew on Monday  that y our uncle passed away  and
the funeral is Friday , don’t wait until Thursday  to request
tim e off.   Or worse, do not take Friday  off without
inform ing y our superv isor and then filling out a leav e
form  on Monday . It is not understood that y ou will be off
on Friday , just because y our superv isor knew that y our
uncle had passed.

If y ou knew on Tuesday  that y ou had m ade an
appointm ent to get y our hair done on Thursday  and y ou
will be requesting personal tim e to leav e early ; do not
wait until the m orning of Thursday  to request the tim e
off.  It m ay  be denied or approv ed without pay . Request
perm ission to take personal leav e on Tuesday . You should 
also rem ind y our superv isor on Thursday  that the tim e
was approv ed.

If y ou are hav ing challenges in the m orning, (i.e. bad
hair, feeling ill, children are being slow to dress) don’t
wait until 5  m i n u t es befor e or  5  m i n u t es a ft er                  y our
regular shift starts to contact y our superv isor.  Call when
y ou felt y ou m ight be late.  If y ou arriv e on tim e,
excellent.  If y ou don’t then the superv isor is prepared to
prov ide cov erage for y our absence.

If y ou do not contact y our superv isor directly  (or the superv isor on call
directly ) within 60 m inutes prior to y our norm al work hour shift starts
then y ou will be granted the tim e off without pay  or y ou m ay  be
term inated.  If  y ou  c h oose n ot  t o c a l l  a t  a l l  a n d feel  t h a t  t h e                         
t i m e w i l l  be  off  w i t h ou t  pa y  a n y w a y ,  t h en  pl ea se c h oose t o                               
st a y  h om e for  t h e n ex t  t h r ee  bu si n ess da y s w i t h ou t  pa y .                           

 If y ou cannot reach y our im m ediate superv isor, please note
there are two other superv isors y ou m ay  contact.  Howev er,
there should be a clear indication that y ou attem pted to reach
y our im m ediate superv isor before y ou contact another
superv isor.    For exam ple:

Contact them  by  hom e phone or m obile phone.  Leav e a
m essage, if the superv isor is not av ailable and then tried
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to contact the on call superv isor to inform  them .  You
should also put this is writing. 

Please note y our superv isors are not y our co-workers.  You
a r e n ot     to call and tell another staff person y ou are going
to be late.  You a r e n ot     to call the answering serv ice and
tell them  y ou going to be late.  You are to contact y our
im m ediate superv isor or in her absence one of the other
two superv isors on staff, Dr. Patricia Dav enport, Ms. Doris
Lee or Mrs. Felecia Thom as. 

4 . 9      Em er g en c y  Pa i d Si c k  Lea v e for  COV ID-1 9                  

Under the federal Fam ilies First Coronav irus Response Act (FFCRA), em ploy ees
m ay  be entitled to em ergency  paid sick leav e in certain situations related to
the coronav irus disease of 201 9 (COVID-1 9). The FFCRA took effect on April 1 ,
2020 and expires on Decem ber 3 1 , 2020.

Ba si c  Lea v e En t i t l em en t :            

Full-tim e em ploy ees are entitled to up to 80 hours of paid sick leav e. Part-tim e
em ploy ees are entitled to paid sick leav e in the am ount of the av erage num ber
of hours they  work ov er a two-week period.

Use of Em er g en c y  Pa i d Si c k  Lea v e:            

Em ploy ees are entitled to use the leav e when they  are unable to work (or
telework) because of the following reasons:

The em ploy ee is subject to a federal, state, or local quarantine or
isolation order related to COVID-1 9 or is caring for an indiv idual who is
subject to such an order.

The em ploy ee has been adv ised by  a healthcare prov ider to self-
quarantine due to concerns related to COVID-1 9 or is caring for an
indiv idual who has been adv ised to self-quarantine.

The em ploy ee is experiencing sy m ptom s of COVID-1 9 and seeking a
m edical diagnosis.

The em ploy ee is caring for a son or daughter if their school or place of
care has been closed, or their childcare prov ider is unav ailable, due to
COVID-1 9 precautions.
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The em ploy ee is experiencing any  other substantially  sim ilar condition
specified by  the Secretary  of Health and Hum an Serv ices in
consultation with the Secretary  of the Treasury  and the Secretary  of
Labor.

For leav e to take care of an indiv idual in quarantine, isolation, or self-
quarantine, the indiv idual m ust be an em ploy ee's im m ediate fam ily  m em ber,
a person who regularly  resides in the em ploy ee's hom e, or som eone with whom
the em ploy ee cares for. An em ploy ee m ay  take em ergency  paid sick leav e
under this prov ision if the indiv idual depends on the em ploy ee to care for them
and is either:

Subject to a quarantine or isolation order (as defined); or

Has been adv ised to self-quarantine by  a health care prov ider because of
a belief that the indiv idual has, or m ay  hav e, COVID-1 9, or is
particularly  v ulnerable to COVID-1 9.

N ot e:    Em ploy ees won’t be required to use other paid leav e prov ided by  OUR
HOUSE INC before they  use em ergency  paid sick leav e av ailable under the
FFCRA. Additionally , em ploy ees won’t be requiredto find a replacem ent to
cov er their hours during tim e off.

Pa y  Du r i n g  Lea v e:        

During the sick leav e prov ided by  this policy , em ploy ees will generally  be paid
their regular rate of pay  or the applicable m inim um  wage, whichev er is
higher, up to a m axim um  of $51 1  per day  (and a total of $5,1 1 0). Howev er,
leav e to care for an indiv idual on quarantine/isolation/self-quarantine or a
child whose school or day care is closed or childcare prov ider unav ailable will
be com pensated at 2/3  of the em ploy ee's regular rate of pay , up to a m axim um
of $200 per day  (and a total of $2,000).

Em pl oy ee Doc u m en t a t i on :           

Prior to taking em ergency  paid sick leav e under the FFCRA, an em ploy ee m ust
prov ide docum entation containing the:

Em ploy ee's nam e;

Date(s) for which leav e is requested

Qualify ing reason for the leav e; and

Oral or written statem ent that the em ploy ee is unable to work because
of a qualified reason.
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Additional docum entation is required depending on the reason for the need for
leav e:

For a quarantine or isolation order, the em ploy ee m ust also prov ide the
nam e of the gov ernm ent entity  that issued the order.

If a healthcare prov ider adv ised self-isolation, the em ploy ee m ust also
prov ide the nam e of the healthcare prov ider.

To care for a son or daughter, an em ploy ee m ust also prov ide the nam e
of the son or daughter; the nam e of the school, place of care, or child
care prov ider that has closed or becom e unav ailable; and a statem ent
that no other suitable person will be caring for the son or daughter
during the period for which the em ploy ee takes leav e under the FFCRA.

OUR HOUSE INC m ay  also request an em ploy ee to prov ide additional m aterial
needed to support a request for tax credits pursuant to the FFCRA.

J ob Rest or a t i on :      

Upon expiration of the leav e under this policy , em ploy ees will generally  be
reinstated to their position with equiv alent seniority , benefits, pay  and other
term s and conditions of em ploy m ent.

Ret a l i a t i on  Pr oh i bi t ed:            

OUR HOUSE INC will not take adv erse action against an em ploy ee for
exercising their rights under the law.

If y ou hav e questions about this policy , contact y our superv isor or
the Executiv e Director.

4 . 1 0       Ber ea v em en t  Lea v e        

Bereav em ent leav e prov ides paid tim e off for eligible em ploy ees in the ev ent of
a death in their im m ediate fam ily . Em ploy ees in the following em ploy m ent
classification(s) are eligible for bereav em ent leav e: Full-tim e em ploy ees only

An im m ediate fam ily  m em ber for purposes of OUR HOUSE INC's bereav em ent
leav e policy  includes the following:

Spouse
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Child (including foster children and step-children)

Parent (including legal guardian and step-parent)

In-laws (including m other and father-in-laws and brother and sister-in-
laws)

Grandparent

Grandchild

Sibling

Partner (including sam e-sex)

Eligible em ploy ees are entitled to 2  day s paid tim e off for a death in the
im m ediate fam ily .

Because of the deep im pact that death can hav e on an indiv idual or a fam ily ,
additional unpaid tim e off m ay  be granted on a discretionary  basis. Such
arrangem ents m ust be approv ed by  the em ploy ee's superv isor.

To be eligible for paid tim e off for bereav em ent, em ploy ees are expected to
notify  their superv isors at the earliest opportunity  so that the superv isor can
try  to arrange cov erage for the em ploy ee's absence. In addition, OUR HOUSE
INC m ay  require v erification of the need for the leav e.

4 . 1 1       Hol i da y s    

OUR HOUSE INC observ es the following paid holiday s:

New Year's Day

Mem orial Day

Independence Day

Labor Day

Thanksgiv ing Day

Day  after Thanksgiv ing Day

Christm as Day

Christm as Ev e

Juneteenth

Martin Luther King's Birthday

Good Friday
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Due to the nature of our business, OUR HOUSE INC m ay  require em ploy ees to
work on a holiday . Em ploy ees required to work on holiday s will be paid holiday
pay  in accordance with applicable laws.

A ddi t i on a l  pa i d l ea v e ( On l y  w i t h  t h e a ppr ov a l  of  t h e Ex ec u t i v e                                   
Di r ec t or ) :     

Self-Care Hours/day s

Bad Weather Day  (s)

Adm inistrativ e Leav e

Com p Tim e off

Adjustm ent to Work Hours

4 . 1 2       Ch r i st m a s Bon u s Gu i del i n es             

Ch ristm as Bonu s Gu idel ines:    

There is no standard policy  for holiday  bonuses. Howev er, as of 2020, Our
House, Inc. choose to offer discretionary  bonuses.

Christm as Bonuses are only  giv en if there is general funds that can be used
without causing financial hardship to Our House, Inc.'s program .

Christm as Bonuses are generally  giv en in place of self-care hours for the
holiday s.

There are three different m ethod for issuing Christm as Bonus:

A Flat Rate for all em ploy ees

Basic on m erit/history  and tenue with com pany

Percentage of salary  not to exceed 1 5%

Christm as bonuses are giv en to help m otiv ate em ploy ees, and it lets them
know that their hard work is noticed and rewarded.

Holiday  bonuses, like raises are treated just like an em ploy ee’s salary  and need
not be disclosed to any one who is not inv olv ed in pay roll or processing.

The current Executiv e Director m ay  m ake the decision to offer bonus on the
approv al of the Board of Trustees' approv al of this m anual.
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4 . 1 3       J u r y  Du t y        

OUR HOUSE INC encourages em ploy ees to fulfill their civ ic responsibilities
when called upon to serv e as a juror. Em ploy ees m ust prov ide their im m ediate
superv isor with a copy  of their jury  sum m ons as soon as possible so that the
superv isor m ay  m ake arrangem ents to accom m odate their absence.

Em ploy ees on jury  duty  m ust report to work on workday s, or parts of
workday s, when they  are not required to serv e. Either OUR HOUSE INC or the
em ploy ee m ay  request an excuse from  jury  duty  if it is determ ined that the
em ploy ee's absence would create serious operational difficulties.

Jury  duty  will be paid if required by  applicable state law. If paid, jury  duty
pay  will be calculated on the em ploy ee's base pay  rate tim es the num ber of
hours the em ploy ee would otherwise hav e worked on the day  of absence. . If
exem pt em ploy ees m iss work because of jury  duty , they  will receiv e their full
salary , unless they  m iss the entire workweek. Howev er, OUR HOUSE INC m ay
offset any  jury -duty  fees receiv ed by  an exem pt em ploy ee against the salary
due for that workweek.

4 . 1 4       Mi l i t a r y  Lea v e         

OUR HOUSE INC grants em ploy ees unpaid tim e off for serv ice, training and
other obligations in the uniform ed serv ices in accordance with the Uniform ed
Serv ices Em ploy m ent and Reem ploy m ent Rights Act (USERRA) and any  other
applicable state law.

All em ploy ees requesting tim e off for m ilitary  serv ice m ust prov ide adv ance
notice to their im m ediate superv isor, unless m ilitary  necessity  prev ents such
notice or it is otherwise im practicable. Continuation of health insurance
benefits is av ailable during m ilitary  leav e subject to the term s and conditions
of the group health plan and applicable law.

Em ploy ees are eligible for reem ploy m ent for up to fiv e y ears from  the date
their m ilitary  leav e began. The period an indiv idual has to apply  for
reem ploy m ent or report back to work after m ilitary  serv ice is based on tim e
spent on m ilitary  duty  and on applicable law. For reinstatem ent guidelines,
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contact the Executiv e Director.

Em ploy ees who qualify  for reem ploy m ent will return to work at a pay  lev el
and status equal to that which they  would hav e attained had they  not taken
m ilitary  leav e. They  will be treated as though they  were continuously
em ploy ed for purposes of determ ining benefits based on length of serv ice.

OUR HOUSE INC com plies with all rights and protections under all applicable
state laws granting tim e off for serv ice, training and other obligations in the
uniform ed serv ices. This includes, but is not lim ited to, benefits entitlem ent
and continuation, notice and recertification requirem ents, and reem ploy m ent
application requirem ents.

Questions regarding this policy  should be directed to the Executiv e Director.

4 . 1 5       Pa i d T i m e Off  ( PT O)  - V ol u n t a r y  Don a t i on  of Lea v e                        

V OLUN T A RY  DON A T ION  OF LEA V E POLICY          

Any  em ploy ee m ay  donate a portion of his or her earned annual leav e or sick
leav e to another em ploy ee who is suffering from  a catastrophic injury  or
illness, as defined in Miss. Code Ann. §25-3 -91 , or to another em ploy ee who has
a m em ber of his or her im m ediate fam ily  (“im m ediate fam ily ” m eans spouse,
partner, parent, stepparent, sibling, child or stepchild) who is suffering from  a
catastrophic injury  or illness, in accordance with the following:

(a) The em ploy ee donating the leav e (the “donor em ploy ee”) shall designate
the em ploy ee who is to receiv e the leav e (the “recipient em ploy ee”) and the
am ount of earned annual leav e and sick leav e that is to be donated, and shall
notify  the Chief Executiv e Officer of his or her designation.

(b) The m axim um  am ount of earned personal leav e that an em ploy ee m ay
donate to any  other em ploy ee m ay  not exceed a num ber of day s that would
leav e the donor em ploy ee with fewer than sev en (7 ) day s of annual leav e
rem aining, and the m axim um  am ount of earned sick leav e that an em ploy ee
m ay  donate to any  other em ploy ee m ay  not exceed fifty  percent (50%) of the
earned sick leav e of the donor em ploy ee. All donated leav e shall be in
increm ents of not less than twenty -four (24) hours.

(c) An em ploy ee m ust hav e exhausted all of his or her earned annual leav e
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and sick leav e before he or she will be eligible to receiv e any  leav e donated by
another em ploy ee.

(d) Before an em ploy ee m ay  receiv e donated leav e, he or she m ust prov ide to
the Authority  a phy sician’s statem ent that states the beginning date of the
catastrophic injury  or illness, a description of the injury  or illness, and a
prognosis for recov ery  and the anticipated date that the recipient em ploy ee
will be able to return to work.

(e) If an em ploy ee is aggriev ed by  a decision of the Chief Executiv e Officer that
the em ploy ee is not eligible to receiv e donated leav e because the injury  or
illness of the em ploy ee or m em ber of the em ploy ee’s im m ediate fam ily  is not,
in the Chief Executiv e Officer’s determ ination, a catastrophic injury  or illness,
the em ploy ee m ay  appeal that decision to the Board of Trustees.

(f) The m axim um  period of tim e that an em ploy ee m ay  use donated leav e
without resum ing work is ninety  (90) day s, which com m ences on the first day
that the recipient em ploy ee used donated leav e. Donated leav e that is not used
because a recipient em ploy ee has used the m axim um  am ount of donated leav e
authorized under this paragraph shall be returned to the donor em ploy ee(s) as
described in subsection (g) below.

(g) If the total am ount of leav e that is donated to any  em ploy ee is not used by
the recipient em ploy ee, the donated leav e shall be returned to the donor
em ploy ee(s) on a pro rata basis, based on the ratio of the num ber of day s of
leav e donated by  each donor em ploy ee to the total num ber of day s of leav e
donated by  all donor em ploy ees.

(h) No person, through the use of coercion, threats or intim idation, shall
require or attem pt to require any  em ploy ee to donate his or her leav e to any
other em ploy ee. Any  person who alleges a v iolation of this paragraph shall
report the v iolation to the Chief Executiv e Officer or, if the alleged v iolator is
the Chief Executiv e Officer, then the em ploy ee shall report the v iolation to the
Chairm an of the Board of Trustees.

(i) No em ploy ee can donate leav e after tendering notice of separation for any
reason, or after term ination.

(j) In order for an em ploy ee to be eligible to receiv e donated leav e, the
em ploy ee m ust:

(i) hav e been em ploy ed for a total of at least twelv e (1 2) m onths by  the
Authority  on the date on which the leav e is donated; and
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(ii) Hav e been em ploy ed by  the Authority  for at least one thousand two
hundred fifty  (1 ,250) hours of serv ice during the prev ious twelv e m onth
period from  the date on which the leav e is donated.

(k) Donated leav e m ay  not be used in lieu of disability  retirem ent.
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5.Working Conditions & Hours

5 . 1      Com pa n y  Hou r s      

OUR HOUSE INC is open for business from

Monday  - Friday  7 :00 AM to 7 :00 AM

Saturday  7 :00 AM to 7 :00 AM

Sunday  7 :00 AM to 7 :00 AM

. This excludes holiday s recognized by  OUR HOUSE INC. The standard
workweek is 40 hours.

Superv isors will adv ise em ploy ees of their scheduled shift, including starting
and ending tim es. Business needs m ay  necessitate a v ariation in y our starting
and ending tim es as well as in the total hours y ou m ay  be scheduled to work
each day  and each week.

5 . 2      Hel pl i n e &  Sh el t er  Hou r s           

Our House's Shelter and Rape Crisis Program  are open 24/7 .

Staff are hired for each shift as necessary .

5 . 3      Em er g en c y  Cl osi n g           

At tim es, em ergencies such as sev ere weather, fires, or power failures can
disrupt com pany  operations. In extrem e cases, these circum stances m ay
require the closing of a work facility . The decision to close or delay  regular
operations will be m ade by  OUR HOUSE INC m anagem ent.

When a decision is m ade to close the office, em ploy ees will receiv e official
notification from  their superv isor.

5 . 4      Pa r k i n g       
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OUR HOUSE INC prov ides parking for em ploy ees in the building parking lot.
There should be am ple space for all em ploy ees. Em ploy ees m ay  only  park in
open spaces or those designated for use by  OUR HOUSE INC. Vehicles parked in
spaces designated for priv ate use will be towed at the owner's expense.

5 . 5      Wor k pl a c e Sa fet y         

OUR HOUSE INC is com m itted to prov iding a clean, safe, and healthful work
env ironm ent for its em ploy ees. Maintaining a safe work env ironm ent,
howev er, requires the continuous cooperation of all em ploy ees. OUR HOUSE
INC and all em ploy ees m ust com ply  with all occupational safety  and health
standards and regulations established by  the Occupational Safety  and Health
Act and state and local regulations. In addition, all em ploy ees are expected to
obey  safety  rules and exercise caution and com m on sense in all work activ ities.

Com pl a i n t  a n d Repor t i n g  Pr oc edu r e:                

Em ploy ees should im m ediately  report any  unsafe conditions to their
superv isor without fear of reprisal. In the case of an accident that results in
injury , regardless of how seem ingly  insignificant the injury  m ay  appear,
em ploy ees m ust notify  their superv isor. If y ou believ e it would be
inappropriate to report the m atter to y our superv isor, y ou can report it
directly  to:

Dr. Patricia Ann Dav enport

Post Office Box 3 956, Greenv ille, MS 3 87 04

662-3 3 4-687 3

Em ploy ees who v iolate safety  standards, cause hazardous or dangerous
situations, or fail to report or, where appropriate, rem edy  such situations m ay
be subject to disciplinary  action, up to and including term ination of
em ploy m ent.

Ret a l i a t i on  Pr oh i bi t ed:            

OUR HOUSE INC expressly  prohibits retaliation against any one who reports
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unsafe working conditions or work-related accidents, injuries or illnesses. Any
form  of retaliation will be subject to disciplinary  action, up to and including
term ination of em ploy m ent.

Questions or concerns regarding this policy  should be directed to y our
superv isor or the Executiv e Director.

5 . 6      Sec u r i t y       

The purpose of OUR HOUSE INC's security  policy  is to protect
Organization assets and to m aintain a safe working env ironm ent for all
em ploy ees. 

Fa c i l i t y  A c c ess:         

All regular OUR HOUSE INC em ploy ees will be issued a key  to gain access to
OUR HOUSE INC facilities. Em ploy ees who are issued key s are responsible for
their safekeeping. All lost or stolen key s m ust be reported to y our superv isor as
soon as possible. 

Upon separation from  OUR HOUSE INC, and at any  other tim e upon OUR
HOUSE INC's request, all key s m ust be returned to y our superv isor. 

C l osi n g  Pr oc edu r es:       

The last em ploy ee, or a designated em ploy ee, who leav es the office at the end of
the business day  assum es the responsibility  to ensure that: all doors are
securely  locked; the alarm  sy stem  is arm ed; therm ostats are set on appropriate
ev ening and/or weekend setting; and all appliances and lights are turned off
with the exception of the lights norm ally  left on for security  purposes. 

Em ploy ees are not perm itted on com pany  property  after hours without prior
written authorization from  the Executiv e Director.

5 . 7      Mea l  &  Br ea k  Per i ods        
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In accordance with state and local laws, non-exem pt em ploy ees will be
prov ided with m eal and break periods. Break periods of less than 20 m inutes
will be paid. Break periods lasting longer than 20 m inutes will be unpaid.

Non-exem pt em ploy ees m ust be fully  reliev ed of their job responsibilities and
are not perm itted to work during unpaid break and m eal periods of m ore than
20 m inutes. If for any  reason a non-exem pt em ploy ee does not take the
applicable m eal and rest period that they  are prov ided, the em ploy ee m ust
notify  his or her superv isor im m ediately .

OUR HOUSE INC will schedule m eal and break periods in order to
accom m odate Organization operating requirem ents.

5 . 8      Br ea k  T i m e for  N u r si n g  Mot h er s                

OUR HOUSE INC accom m odates em ploy ees who wish to express breast m ilk
during the workday  by  prov iding reasonable break tim es to do so.
The Organization will prov ide a designated room , other than a bathroom , that
is shielded from  v iew, free from  intrusion from  coworkers and the public and is
in com pliance with all other applicable laws for this purpose.

Em ploy ees who use regularly  scheduled rest breaks to express breast m ilk will
be paid for the break tim e.  If the lactation break does not run concurrently
with the em ploy ee’s regularly  scheduled com pensated break, the lactation
break tim e will be unpaid. 

For questions related to this policy , please contact the Executiv e Director.

5 . 9      In fec t i ou s Di sea ses       

IN FECT IOUS DISEA SES POLICY  

This policy  is directed toward two categories of people connected to Our House:
em ploy ees and v olunteers in the serv ice deliv ery  sy stem  and the clients
serv ed.  It is not the intention of this policy  to address the m edical aspects of the
v arious diseases.  The policy  is howev er, based on Our House’s current m edical
knowledge and current law.
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A.  Em ploy ees and Volunteers:

An applicant to Our House shall not be discrim inated against on the
basis of a com m unicable disease if the applicant is otherwise qualified to
perform  essential functions of the position and if Our House can
reasonably  accom m odate the illness without undue hardship.  The
applicant’s illness furtherm ore m ust not pose a direct threat to other
em ploy ees or clients at Our House.  Applicants will be ev aluated on
case-by -case basis.

In ev aluating the abov e, Our House will consider reasonable m edical
judgm ent giv en the state of m edical knowledge on: (1 ) the nature of the
risk (how the disease is transm itted); (2) the duration of the risk (how
long the applicant is infectious); (3 ) the sev erity  of the risk (what
potential harm  is to third parties); and (4) the probability  that the
disease will be transm itted and cause harm .

Factual education on all com m unicable diseases for all em ploy ees shall
be undertaken by  Our House so that infected persons are not treated in
a prejudicial m anner.  Such education shall be designed to prev ent
unreasonable reactions to the diseases and persons affected and to bring
about social responsibility .

The identity  of an em ploy ee or v olunteer with TB, AIDS, ARC, HIV,
Hepatitis B or other bloodborne diseases is confidential, and ev ery
precaution shall be taken to m aintain that confidentiality .  All
inform ation regarding such an em ploy ee or v olunteer is confidential
and m ay  not be div ulged to any one unless required by  law to do so with
other responsible agencies (i.e., Mississippi Departm ent of
Health).  Likewise, the identity  of an em ploy ee or v olunteer with TB,
AIDS, ARC, HIV, Hepatitis B or other bloodborne diseases m ay  not be
shared with other em ploy ees unless it has been determ ined that the
other em ploy ees hav e a genuine need to know.

Em ploy ees will be offered Hepatitis B v accination upon em ploy m ent to
be paid for by  the em ploy ee.

B.  Clients:

A client with TB, AIDS, ARC, HIV, Hepatitis B or other bloodborne diseases
enrolled or seeking the serv ices of Our House shall be prov ided serv ices in an
unrestricted setting.  The identity  of a client with TB,     AIDS, ARC, or HIV is
confidential and ev ery  precaution shall be taken to m aintain that
confidentiality .  All inform ation regarding such a client           shall be held in
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the strictest confidence and m ay  not be div ulged to any one unless required by
law to do so with other responsible agencies (i.e., Mississippi Departm ent of
Health).  Likewise, the identity  of an em ploy ee or v olunteer with TB, AIDS,
ARC, HIV, or other bloodborne disease m ay  not be shared with other em ploy ees
of Our House unless it       has been       determ ined that the other em ploy ees
hav e a genuine need to know.

C.  Infection Control Procedures:

1 . Decisions regarding a present or prospectiv e em ploy ee or v olunteer
shall be m ade using the team  approach including the em ploy ee or
v olunteer’s phy sician, public health personnel, and Our House
adm inistrativ e personnel.  In each case, risks and benefits to both the
infected person and to others in the setting shall be weighed.

 

As conditions change, cases m ay  be re-ev aluated.  It shall be
the    responsibility  of the Chief Executiv e Officer of Our House
to         im plem ent the decision of the abov e-nam ed group in each indiv idual
case.

2 . Decisions regarding an em ploy ee or v olunteer infected with TB,  AIDS,
ARC, HIV, Hepatitis B or other bloodborne diseases shall be m ade on an
indiv idual basis and shall take into consideration the behav ior, phy sical
condition of the em ploy ee or v olunteer and the expected ty pe of
interaction with others in that setting.

3 . An em ploy ee or v olunteer with a highly  contagious disease (i.e.
flu,  chicken pox, m easles, etc.) should rem ain at hom e until the disease
is no longer a threat to others.  Cases of com m unicable diseases which
m ight pose a threat to the health of clients and em ploy ees should be
reported to the Chief Executiv e Officer of Our House.  When concerned
with a unique case, the welfare of all clients and em ploy ees will be the
prim e consideration.

4. The identity  of an em ploy ee or v olunteer who is infected with TB,  AIDS,
ARC, HIV, Hepatitis B or other bloodborne diseases shall be held in strict
confidence. The identity  of the em ploy ee or v olunteer m ay  be div ulged
only  to other em ploy ees who hav e been determ ined to hav e a need to
know.  The team  will include m edical personnel and Our House
personnel in consultation with Our House legal counsel. In each case,
risks and benefits to both the infected em ploy ee or v olunteer and to
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other em ploy ees will be weighed.
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6.Employee Conduct

6 . 1      St a n da r ds of  Con du c t           

OUR HOUSE INC's rules and standards of conduct are essential to a productiv e
work env ironm ent. As such, em ploy ees m ust fam iliarize them selv es with, and
be prepared to follow, the Organization’s rules and standards.

While not intended to be an all-inclusiv e list, the exam ples below represent
behav ior that is considered unacceptable in the workplace. Behav iors such as
these, as well as other form s of m isconduct, m ay  result in disciplinary  action,
up to and including term ination of em ploy m ent:

Theft or inappropriate rem ov al/possession of property

Falsification of tim ekeeping records

Possession, distribution, sale, transfer, m anufacture or use of alcohol or
illegal drugs in the workplace

Fighting or threatening v iolence in the workplace

Making m aliciously  false statem ents about co-workers

Threatening, intim idating, coercing, or otherwise interfering with the
job perform ance of fellow em ploy ees or v isitors

Negligence or im proper conduct leading to dam age of com pany -owned
or custom er-owned property

Violation of safety  or health rules

Sm oking in the workplace

Sexual or other unlawful or unwelcom e harassm ent

Excessiv e absenteeism

Unauthorized use of telephones, com puters, or other com pany -owned
equipm ent on working tim e. Working tim e does not include break
periods, m eal tim es, or other specified periods during the workday  when
em ploy ees are not engaged in perform ing their work tasks.

Unauthorized disclosure of any  “business secrets” or other confidential
or non-public proprietary  inform ation relating to the Organization’s
products, serv ices, custom ers or processes. Wages and other conditions
of em ploy m ent are not considered to be confidential inform ation.

This policy  is not intended to restrict an em ploy ee’s right to discuss, or act
together to im prov e, wages, benefits and working conditions with co-workers
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or in any  way  restrict em ploy ees’ rights under the National Labor Relations
Act.

Other form s of m isconduct not listed abov e m ay  also result in disciplinary
action, up to and including term ination of em ploy m ent. If y ou hav e questions
regarding OUR HOUSE INC's standards of conduct, please direct them  to y our
superv isor or the Executiv e Director.

More details are found under the General Code of Conduct Policy .

6 . 2      Di sc i pl i n a r y  A c t i on               

Disciplinary  action at OUR HOUSE INC is intended to fairly  and im partially
correct behav ior and perform ance problem s early  on and to prev ent
reoccurrence.

Disciplinary  action m ay  inv olv e any  of the following: v erbal warning, written
warning, suspension with or without pay , and term ination of em ploy m ent,
depending on the sev erity  of the problem  and the frequency  of occurrence.
OUR HOUSE INC reserv es the right to adm inister disciplinary  action at its
discretion and based upon the circum stances.

OUR HOUSE INC recognizes that certain ty pes of em ploy ee behav ior are
serious enough to justify  term ination of em ploy m ent, without observ ing other
disciplinary  action first.

These v iolations include but are not lim ited to:

Workplace v iolence

Harassm ent

Theft of any  kind

Insubordinate behav ior

Vandalism  or destruction of com pany  property

Presence on com pany  property  during non-business hours

Use of com pany  equipm ent and/or com pany  v ehicles without prior
authorization

Indiscretion regarding personal work history , skills, or training

Div ulging OUR HOUSE INC business practices or any  other confidential
inform ation
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Any  m isrepresentation of OUR HOUSE INC to a client, a prospectiv e
client, the general public, or an em ploy ee

More Details can be found under the Em ploy ee Conduct Discipline Policy .

6 . 3      Con fi den t i a l i t y           

OUR HOUSE INC takes the protection of Confidential Inform ation v ery
seriously .  “Confidential Inform ation” includes, but is not lim ited to, com puter
processes, com puter program s and codes, custom er lists, custom er preferences,
custom ers’ personal inform ation, com pany  financial data, m arketing
strategies, proprietary  production processes, research and dev elopm ent
strategies, pricing inform ation, business and m arketing plans, v endor
inform ation, software, databases, and inform ation concerning the creation,
acquisition or disposition of products and serv ices.

Confidential Inform ation also includes the Organization’s intellectual property
and inform ation that is not otherwise public. Intellectual property  includes,
but is not lim ited to, trade secrets, ideas, discov eries, writings, tradem arks,
and inv entions dev eloped through the course of y our em ploy m ent with OUR
HOUSE INC and as a direct result of y our job responsibilities with OUR HOUSE
INC. Wages and other conditions of em ploy m ent are not considered to be
Confidential Inform ation.

To protect such inform ation, em ploy ees m ay  not disclose any  confidential or
non-public proprietary  inform ation about the Organization to any
unauthorized indiv idual. If y ou receiv e a request for Confidential Inform ation,
y ou should im m ediately  refer the request to y our superv isor.

The unauthorized disclosure of Confidential Inform ation belonging to the
Organization, and not otherwise av ailable to persons or com panies outside of
OUR HOUSE INC, m ay  result in disciplinary  action, up to and including
term ination of em ploy m ent. If y ou leav e the Organization, y ou m ay  not
disclose or m isuse any  Confidential Inform ation.

This policy  is not intended to restrict an em ploy ee’s right to discuss, or act
together to im prov e, wages, benefits and working conditions with co-workers
or in any  way  restrict em ploy ees’ rights under the National Labor Relations
Act.
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Questions regarding this policy  should be directed to the Executiv e Director.

6 . 4      Wor k pl a c e V i ol en c e          

OUR HOUSE INC strictly  prohibits workplace v iolence, including any  act of
intim idation, threat, harassm ent, phy sical v iolence, v erbal abuse, aggression
or coercion against a coworker, v endor, custom er, or v isitor.

Prohibited actions, include, but are not lim ited to the following exam ples:

Phy sically  injuring another person

Threatening to injure another person

Engaging in behav ior that subjects another person to em otional distress

Using obscene, abusiv e or threatening language or gestures

Bringing an unauthorized firearm  or other weapon onto com pany
property

Threatening to use or using a weapon while on com pany  prem ises, on
com pany -related business, or during job-related functions

Intentionally  dam aging property

All threats or acts of v iolence should be reported im m ediately  to y our
superv isor or security  personnel. Em ploy ees should warn their superv isors or
security  personnel of any  suspicious workplace activ ity  that they  observ e or
that appears problem atic.  Em ploy ee reports m ade pursuant to this policy  will
be inv estigated prom ptly  and will be kept confidential to the m axim um  extent
possible. OUR HOUSE INC will not tolerate any  form  of retaliation against any
em ploy ee for m aking a report under this policy .  

OUR HOUSE INC will take prom pt rem edial action, up to and including
im m ediate term ination, against any  em ploy ee found to hav e engaged in
threatening behav ior or acts of v iolence.

6 . 5      Dr u g  &  A l c oh ol  Use         

OUR HOUSE INC is com m itted to m aintaining a workplace free of substance
abuse. No em ploy ee or indiv idual who perform s work for OUR HOUSE INC is
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allowed to consum e, possess, sell, purchase, or be im paired by  alcohol or illegal
drugs, as defined under federal and/or state law, on any  property  owned by  or
leased on behalf of OUR HOUSE INC, or in any  v ehicle owned or leased on
behalf of OUR HOUSE INC or while on Organization business.

The use of ov er-the-counter drugs and legally  prescribed drugs is perm itted as
long as they  are used in the m anner for which they  were prescribed and
prov ided that such use does not hinder an em ploy ee's ability  to safely  perform
their job. Em ploy ees should inform  their superv isor if they  believ e their
m edication will im pair their job perform ance, safety  or the safety  of others, or
if they  believ e they  need a reasonable accom m odation when using such
m edication.

OUR HOUSE INC will not tolerate em ploy ees who report for duty  while
im paired by  the use of alcohol or drugs. All em ploy ees should report ev idence
of alcohol or drug abuse to their superv isor or the Executiv e Director
im m ediately . In cases in which the use of alcohol or drugs creates an im m inent
threat to the safety  of persons or property , em ploy ees are required to report the
v iolation. Failure to do so m ay  result in disciplinary  action, up to and
including term ination of em ploy m ent.

As a part of our effort to m aintain a workplace free of substance abuse, OUR
HOUSE INC em ploy ees m ay  be asked to subm it to a m edical exam ination
and/or clinical testing for the presence of alcohol and/or drugs. Within the
lim its of federal, state, and local laws, OUR HOUSE INC reserv es the right to
exam ine and test for drugs and alcohol at our discretion.

As a condition of y our em ploy m ent with OUR HOUSE INC, em ploy ees m ust
com ply  with this Drug & Alcohol Use Policy . Be adv ised that no part of the
Drug & Alcohol Use Policy  shall be construed to alter or am end the at-will
em ploy m ent relationship between OUR HOUSE INC and its em ploy ees.

Em ploy ees found in v iolation of this policy  m ay  be subject to disciplinary
action, up to and including term ination of em ploy m ent.

6 . 6      Sex u a l  &  Ot h er  Un l a w fu l  Ha r a ssm en t                     

OUR HOUSE INC is com m itted to a work env ironm ent in which all indiv iduals
are treated with respect. OUR HOUSE INC expressly  prohibits discrim ination
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and all form s of em ploy ee harassm ent based on race, color, religion, sex,
pregnancy , national origin, age, disability , m ilitary  or v eteran status, or
status in any  group protected by  state or local law. 

Sexual harassm ent is a form  of discrim ination and is prohibited by  law. For
purposes of this policy  sexual harassm ent is defined as unwelcom e sexual
adv ances, requests for sexual fav ors, and other v erbal or phy sical conduct of a
sexual nature when this conduct explicitly  or im plicitly  affects an indiv idual's
em ploy m ent, unreasonably  interferes with an indiv idual's work perform ance,
or creates an intim idating, hostile, or offensiv e work env ironm ent. Unwelcom e
sexual adv ances (either v erbal or phy sical), requests for sexual fav ors, and
other v erbal or phy sical conduct of a sexual nature constitute sexual
harassm ent when: (1 ) subm ission to such conduct is m ade either explicitly  or
im plicitly  a term  or condition of em ploy m ent; (2) subm ission or rejection of
the conduct is used as a basis for m aking em ploy m ent decisions; or, (3 ) the
conduct has the purpose or effect of interfering with work perform ance or
creating an intim idating, hostile, or offensiv e work env ironm ent.

Sexual and unlawful harassm ent m ay  include a range of behav iors and m ay
inv olv e indiv iduals of the sam e or different gender. These behav iors include,
but are not lim ited to:

Unwanted sexual adv ances or requests for sexual fav ors.

Sexual or derogatory  jokes, com m ents, or innuendo

Unwelcom ed phy sical interaction

Insulting or obscene com m ents or gestures

Offensiv e em ail, v oicem ail, or text m essages

Suggestiv e or sexually  explicit posters, calendars, photographs, graffiti,
or cartoons

Making or threatening reprisals after a negativ e response to sexual
adv ances

Visual conduct that includes leering, m aking sexual gestures, or
display ing of sexually  suggestiv e objects or pictures, cartoons or posters

Verbal sexual adv ances or propositions

Phy sical conduct that includes touching, assaulting, or im peding or
blocking m ov em ents

Abusiv e or m alicious conduct that a reasonable person would find
hostile, offensiv e, and unrelated to the Organization’s legitim ate
business interests
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Any  other v isual, v erbal, or phy sical conduct or behav ior deem ed
inappropriate by  the Organization

Harassm ent on the basis of any  other protected characteristic is also strictly
prohibited. 

Com pl a i n t  Pr oc edu r e:         

OUR HOUSE INC strongly  encourages the reporting of all instances of
discrim ination, harassm ent, or retaliation. If y ou believ e y ou hav e
experienced or witnessed harassm ent or discrim ination based on sex, race,
national origin, disability , or another factor, prom ptly  report the incident to
y our superv isor. If y ou believ e it would be inappropriate to discuss the m atter
with y our superv isor, y ou m ay  by pass y our superv isor and report it directly
to:

Dr. Patricia Ann Dav enport

Post Office Box 3 956, Greenv ille, MS 3 87 04

662-3 3 4-687 3

Any  reported allegations of harassm ent or discrim ination will be inv estigated
prom ptly , thoroughly , and im partially . 

Any  em ploy ee found to be engaged in any  form  of sexual or other unlawful
harassm ent m ay  be subject to disciplinary  action, up to and including
term ination of em ploy m ent.

Ret a l i a t i on  Pr oh i bi t ed:            

OUR HOUSE INC expressly  prohibits retaliation against any  indiv idual who
reports discrim ination or harassm ent, or assists in inv estigating such charges.
Any  form  of retaliation is considered a direct v iolation of this policy  and, like
discrim ination or harassm ent itself, will be subject to disciplinary  action, up to
and including term ination of em ploy m ent.

6 . 7      T el eph on e Usa g e      

OUR HOUSE INC telephones are intended for the sole use of conducting
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com pany  business. Personal use of the Organization's telephones and
indiv idually  owned cell phones during business hours should be kept to a
m inim um  or for em ergency  purposes only . We ask that personal calls only  be
m ade or receiv ed outside of working hours, including during lunch or break
tim e. Long distance phone calls which are not strictly  business-related are
expressly  prohibited.

Any  em ploy ee found in v iolation of this policy  will be subject to disciplinary
action, up to and including term ination of em ploy m ent.

6 . 8      Per son a l  Pr oper t y         

Em ploy ees should use their discretion when bringing personal property  into
the workplace. OUR HOUSE INC assum es no risk for any  loss or dam age to
personal property . 

Additionally , em ploy ees m ay  not possess or display  any  property  that m ay  be
v iewed as inappropriate or offensiv e on OUR HOUSE INC prem ises.

6 . 9      Use of Com pa n y  Pr oper t y         

Com pany  property  refers to any thing owned by  the com pany : phy sical,
electronic, intellectual, or otherwise. The use of com pany  property  is for
business necessity  only .

When m aterials or equipm ent are assigned to an em ploy ee for business, it is
the em ploy ee's responsibility  to see that the equipm ent is used properly  and
cared for properly . Howev er, at all tim es, equipm ent assigned to the em ploy ee
rem ains the property  of the Organization, and is subject to reassignm ent
and/or use by  the Organization without prior notice or approv al of the
em ploy ee. This includes, but is not lim ited to, com puter equipm ent and data
stored thereon, v oicem ail, records, and em ploy ee files.

OUR HOUSE INC has created specific guidelines regarding the use of com pany
equipm ent. Below is a list of em ploy ee responsibilities and lim itations with
regards to com pany  property . 
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Per son a l  u se of  c om pa n y  pr oper t y :              

Com pany  property  is not perm itted to be taken from  the prem ises without
proper written authority  from  com pany  m anagem ent. 

Com pa n y  T ool s:     

All necessary  tools are furnished to em ploy ees in order to assist them  in their
required duties. Each em ploy ee is, in turn, responsible for these tools. Tools
dam aged or stolen as a result of an em ploy ee's negligence will, to the extent
perm itted by  federal, state and local law, be charged to the em ploy ee. 

Ca r e of  Com pa n y  Pr oper t y :          

Office areas should be kept neat and orderly  and all equipm ent should be well-
m aintained. The theft, m isappropriation, or unauthorized rem ov al, possession,
or use of com pany  property  or equipm ent is expressly  prohibited. 

Any  action in contradiction to the guidelines set herein m ay  result in
disciplinary  action, up to and including term ination of em ploy m ent.

6 . 1 0       Sm ok i n g      

OUR HOUSE INC prov ides a sm oke-free env ironm ent for its em ploy ees,
custom ers, and v isitors. Sm oking, including the use of e-cigarettes and
v aporizers, is prohibited throughout the workplace. We hav e adopted this
policy  because we hav e a sincere interest in the health of our em ploy ees and in
m aintaining pleasant working conditions.

6 . 1 1       V i si t or s i n  t h e Wor k pl a c e               

To ensure the safety  and security  of OUR HOUSE INC and its em ploy ees, only
authorized v isitors are perm itted on Organization prem ises and in
Organization facilities.
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All v isitors m ust enter through the m ain reception area and sign in and out at
the front desk. All v isitors are also required to wear a “v isitor” badge while on
OUR HOUSE INC prem ises. Authorized v isitors will be escorted to their
destination and m ust be accom panied by  a representativ e of the Organization
at all tim es.

6 . 1 2       Com pu t er ,  Em a i l  &  In t er n et  Usa g e                 

Com puters, em ail, and the Internet allow OUR HOUSE INC em ploy ees to be
m ore productiv e. Howev er, it is im portant that all em ploy ees use good
business judgm ent when using OUR HOUSE INC’s electronic com m unications
sy stem s (ECS).

St a n da r ds of  Con du c t  a n d ECS           

OUR HOUSE INC striv es to m aintain a workplace free of discrim ination and
harassm ent. Therefore, OUR HOUSE INC prohibits the use of the
Organization’s ECS for bully ing, harassing, discrim inating, or engaging in
other unlawful m isconduct, in v iolation of the Organization’s policy  against
discrim ination and harassm ent.

Copy r i g h t  a n d ot h er  In t el l ec t u a l  Pr oper t y                      

Respect all copy right and other intellectual property  laws. For the
Organization's protection as well as y our own, it is critical that y ou show
proper respect for the laws gov erning copy right, fair  use of copy righted
m aterial owned by  others, tradem arks and other intellectual property ,
including the Organization's own copy rights, tradem arks and brands.
Em ploy ees are also responsible for ensuring that, when sending any  m aterial
ov er the Internet, they  hav e the appropriate distribution rights.

OUR HOUSE INC purchases and licenses the use of v arious com puter software
for business purposes and does not own the copy right to this software or its
related docum entation. Unless authorized by  the software dev eloper, OUR
HOUSE INC does not hav e the right to reproduce such software for use on m ore
than one com puter. Em ploy ees m ay  only  use software according to the
software license agreem ent. OUR HOUSE INC prohibits the illegal duplication
of software and its related docum entation.

ECS Gu i del i n es    
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The following behav iors are exam ples of prev iously  stated or additional actions
and activ ities under this policy  that are prohibited:

Sending or posting discrim inatory , harassing, or threatening m essages
or im ages about coworkers, superv isors or the Organization that v iolate
the Organization’s policy  against discrim ination and harassm ent.

Stealing, using, or disclosing som eone else's code or password without
authorization.

Pirating or downloading Organization-owned software without
perm ission.

Sending or posting the Organization’s confidential m aterial, trade
secrets, or non-public proprietary  inform ation outside of the
Organization. Wages and other conditions of em ploy m ent are not
considered confidential m aterial.

Violating copy right laws and failing to observ e licensing agreem ents.

Participating in the v iewing or exchange of pornography  or obscene
m aterials.

Sending or posting m essages that threaten, intim idate, coerce, or
otherwise interfere with the job perform ance of fellow em ploy ees.

Attem pting to break into the com puter sy stem  of another organization
or person.

Refusing to cooperate with a security  inv estigation.

Using the Internet for gam bling or any  illegal activ ities.

Sending or posting m essages that disparage another organization's
products or serv ices.

Passing off personal v iews as representing those of OUR HOUSE INC.

Pr i v a c y  a n d Mon i t or i n g             

Com puter hardware, software, em ail, Internet connections, and all other
com puter, data storage or ECS prov ided by  OUR HOUSE INC are the property
of OUR HOUSE INC. Em ploy ees hav e no right of personal priv acy  when using
OUR HOUSE INC’s ECS. To ensure productiv ity  of em ploy ees, com pliance with
this policy  and with all applicable laws, including harassm ent and anti-
discrim ination laws, com puter, em ail and Internet usage m ay  be m onitored.

This policy  is not intended to restrict an em ploy ee’s right to discuss, or act
together to im prov e, wages, benefits and working conditions with co-workers
or in any  way  restrict em ploy ees’ rights under the National Labor Relations
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Act.

Violations of this policy  m ay  result in disciplinary  action, up to and including
term ination of em ploy m ent. Questions or concerns related this policy  should
be directed to y our superv isor or the Executiv e Director.

6 . 1 3       Com pa n y  Su ppl i es       

Only  authorized persons m ay  purchase supplies in the nam e of OUR HOUSE
INC. No em ploy ee whose regular duties do not include purchasing shall incur
any  expense on behalf of OUR HOUSE INC or bind OUR HOUSE INC by  any
prom ise or representation without express written approv al.

6 . 1 4       Pol i t i c a l  A c t i v i t y                

POLIT ICA L A CT IV IT Y  POLICY      

It is the policy  of the Board of Directors that personnel adm inistration be
conducted in an atm osphere free from  political influence or coercion.

A. Political Contributions and Serv ices

No em ploy ee shall be obliged, by  reason of his or her em ploy m ent, to
contribute to a political fund or to render political serv ice, and he or she m ay
not be rem ov ed or otherwise prejudiced for refusal to do so.

B. Use of Official Authority  or Influence of Coerce for Political Action

No em ploy ee shall use his or her official authority  or influence to coerce the
political action of a person or body . [Refer, Section 25-9-1 1 5 (I) and Section 25-
9-1 45, Mississippi Code of 1 97 2, as am ended.]

C. Fair Treatm ent of Applicants and Em ploy ee

Each appointing authority  shall assure fair  treatm ent of applicants and
em ploy ees in all aspects of personnel adm inistration without regard to political
affiliation

D. FREEDOM FROM POLITICAL COERCION
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Each appointing authority  shall assure that em ploy ees are free from  coercion
for partisan or political purposes.

Mississippi Code sections applicable to Our House, Inc. states which political
activ ities are perm itted or prohibited pursuant to those Code sections.

Mississippi Election Code:

Sec t i on  2 3 -1 5 -8 7 1 ,  Mi ssi ssi ppi  Code of 1 9 7 2 ,  a s a m en ded,  pr ov i des:                            

It shall be unlawful for any  corporation of any  officer or em ploy ee thereof, or
any  m em ber of a firm , or trustee or any  m em ber of any  association, of any
other em ploy er, to direct or coerce, directly  or indirectly , any  em ploy ee to
v ote or not to v ote for any  particular person or group of persons in any
election, or to discharge or to threaten to discharge any  such em ploy ee, or to
increase or decrease the salary  or wages of an em ploy ee, or otherwise prom ote
or dem ote him , because of his v ote or failure to v ote for any  particular
candidate or group of candidates; likewise it shall be unlawful for any
em ploy er, or em ploy ee hav ing the authority  to em ploy  or discharge other
em ploy ees, to m ake any  statem ent public or priv ate, or to giv e out or circulate
any  report or statem ent, calculated to intim idate or coerce or otherwise
influence any  em ploy ee as to his v ote, and when any  such statem ent has
obtained circulation, it shall be the duty  of such em ploy er to publicly
repudiate it, in the absence of which repudiation, the em ploy er shall be
deem ed by  way  of ratification to hav e m ade it him self.

Nor shall any  em ploy ee be requested, directed or perm itted to canv ass for or
against any  candidate or render any  other serv ices for or against any
candidate or group of candidates, during any  of the hours within which the
salary  of said em ploy ee as an em ploy ee is being paid or agreed to be paid; nor
shall any  such em ploy ee be allowed any  v acation or leav e of absence at the
expense of the em ploy er to render any  serv ice or serv ices for or against any
candidate or group of candidates, or take any  activ e part in any  election
cam paign whatsoev er; nor shall any  em ploy ee at the expense, in whole or in
part, of any  em ploy er take any  part whatsoev er in any  election cam paign
except the necessary  tim e to cast his v ote.

The prohibitions of this section shall apply  to all state, state district, county ,
and county  district officers, and to any  board or com m ission and the m em bers
thereof whatev er nam e designated and whether electiv e or appointiv e, and to
each and ev ery  one of those em ploy ed by  them  or any  of them .
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And no state, state district, county  or county  district officer, or any  em ploy ee
who directly  or indirectly  has the control, or in any  way  the power of control,
or who asserts or pretends that he has such power, ov er the expenditure of any
public funds in this state, whatev er the purpose or objectiv e of said
expenditure m ay  be, shall state, suggest or intim ate, publicly  or priv ately , or
in any  m anner or form , that any  such expenditure shall in any  way  depend
upon or be influenced by  the v ote of any  person, group of persons, or
com m unity  or group of com m unities, whether for or against any  candidate or
group of candidates at any  election.

This section and ev ery  part of it shall apply  also to all federal officers, agents,
em ploy ees, board and com m issions by  whatev er nam e known and to each and
ev ery  one those em ploy ed by  them , as to any  interference by  them  or any  of
them , contrary  to the prov isions of this chapter, in the elections of this state.

6 . 1 5       Wor k i n g  Fr om  Hom e        

Pr ot ec t i n g  Su r v i v or  Pr i v a c y  Wh en  Wor k i n g  Fr om  Hom e:                                 A  Gu i de  
for  OV W-Fu n ded V i c t i m  Ser v i c e  Pr ov i der s[ 1 ]                    

We know that m any  agencies are im plem enting work-from -hom e policies
v irtually  ov ernight. We are all facing new challenges in this tim e of a national
health crisis. The Victim  Rights Law Center’s Priv acy  Team  created this guide
to help y ou nav igate som e of the logistics of working from  hom e on such short
notice. It is designed to help organizations im plem ent best practices regarding
priv acy  and confidentiality  of v ictim  inform ation and com ply  with our
obligations as OVW v ictim  serv ice prov iders.

Priv acy  is a fact-specific, case-by -case consideration. Inev itably  there will be
situations not anticipated below. Do y our best and be m indful of priv acy  at all
tim es. When in doubt, feel free reach out to y our Priv acy  TA prov ider for
guidance. You can reach the VRLC Priv acy  Team  at: TA@v ictim rights.org.

All OVW-funded v ictim  serv ice prov iders (VSPs) are subject to VAWA’s
confidentiality  requirem ents. VAWA states that a VSP “m ay  not disclose,
rev eal, or release personally  identify ing inform ation or indiv idual inform ation
collected in connection with serv ices requested, utilized, or denied through
grantees’ and subgrantees’ program s, regardless of whether the inform ation
has been encoded, encry pted, hashed, or otherwise protected.” 3 4 USC §
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1 2291 (b)(2).

“Personally  identify ing inform ation,” or PII, is inform ation that directly  or
indirectly  identifies a person. It m ay  be som eone’s nam e, address, other
contact inform ation, or social security  num ber. PII can also include som eone’s
race, birth date, num ber of children or other identify ing data. VSPs m ust
protect the confidentiality  of any one who sought, receiv ed, or was denied
serv ices – this obligation is not lim ited to just the surv iv ors[ 2 ]   that y ou serv e.

Wor k spa c e   

Do not engage in any  work-related tasks inv olv ing a surv iv or’s PII where there
is any  possibility  of a priv acy  breach.

At hom e, work in a space that prov ides priv acy  for the phone, com puter, and
any  docum ents y ou’re working with or conv ersations y ou’re hav ing (i.e.,
where no one else can v iew y our screen, see y our files, or hear y our
conv ersation if it inv olv es PII).

Do not leav e docum ents that contain PII in plain v iew or where they  can be
easily  found by  others, ev en if y ou are stepping away  for “just a m inute.” This
includes surv iv orrelated paperwork such as files and form s, env elopes with a
surv iv or’s nam e and/or address, a surv iv or’s phone num ber, notes from  a
phone call with a surv iv or, a nam e or num ber jotted down from  a phone
m essage, etc. To prom ote surv iv or confidentiality , as m uch as possible, work at
hom e should be done from  digital files stored on y our organization’s equipm ent
that no one in y our hom e can access rather than from  hard copy  files.

You will also need to dispose of inform ation with PII securely . See the section on
shredding below for m ore detail on how to dispose of surv iv or-related PII.

Com m u n i c a t i n g  w i t h ,  for ,  a n d a bou t  Su r v i v or s                            

While working rem otely , y ou likely  com m unicate with surv iv ors in m any
different way s: by  m ail, phone, text, em ail, and perhaps v ideoconference.
Each m ode presents distinct risks and opportunities to protect surv iv or
priv acy .

Ma i l 

If y ou are m ailing docum ents to a surv iv or, the env elope or package should not
be left sitting out with the nam e and/or address v isible. If possible, do not leav e
correspondence with PII in y our m ailbox to be collected and sent by  the letter
carrier. Mail it y ourself at the post office or a post office drop box. (If em ail is
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safe and accessible to the surv iv or, consider that as an alternativ e.)

Com pu t er s   

For security  reasons, if possible, any  work inv olv ing surv iv ors’ PII should only
be done on agency -owned equipm ent.

Em a i l  

Talk with surv iv ors about the safety , security , and priv acy  im plications of
com m unicating by  em ail. Be sure y ou hav e inform ed consent before y ou em ail
with a surv iv or.

If y our work em ail is set to alert y ou with a pop-up on y our screen when a new
em ail arriv es, assess whether this presents priv acy  issues for y our work from
hom e. (See m ore on “com puter screens” below.)

Rem ind the surv iv or to sign out of their em ail on any  com puter others can
access. This is especially  im portant if y ou are exchanging personal,
confidential, or priv ileged inform ation with the surv iv or.

Ph on e 

Hav e phone conv ersations in priv ate and confidential locations. Be m indful of
both y our and the surv iv or’slocation. If y ou hav e confidentiality  or priv ilege,
m ake sure surv iv ors’ com m unications with y ou continue to m eet the
requirem ents for a “confidential” com m unication under the law in y our and
their jurisdiction(s).

If y ou use a baby  m onitor take care that, if it’s on, som eone cannot hear y our
phone (or v ideoconference) conv ersation through the receiv er or other m eans.

If calls will be m ade to or from  a cellphone, it m ust be password protected. You
should tell to y our superv isor im m ediately  if a cellphone with PII is lost or
stolen. Organizations should hav e a policy  that requires staff to m ake such a
report as soon as som eone discov ers the loss or theft.

When deciding what phone y ou will use to m ake or receiv e calls from
surv iv ors (e.g., cell v ersus landline), pay  attention to what inform ation pops
up on y our phone’s hom e screen when y ou receiv e a call. The caller’s nam e or
phone num ber m ay  appear regardless of whether the call is m ade directly  to
y our phone or forwarded to y ou from  a work phone through an app. A
surv iv or’s nam e and/or phone num ber m ay  appear on the hom e screen ev en
when all notifications are turned to “off.”  If y ou cannot disable this function,
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y ou should hav e policies or protocols for how priv acy  will be protected when
the phone is not in use or in y our or another staff person’s possession. Alway s be
m indful of where y our phone is and who can see the screen when a call com es
in.

Consider the caller ID issue when y ou place a phone call. Caller ID works
autom atically  with alm ost ev ery  phone serv ice prov ider. Som etim es y ou can
control this function by  arranging for caller I.D. blocking y our outgoing
telephone num ber through y our prov ider or the app. You m ay  also be able to
block y our ID on a call-by -call basis by  dialing *67  before y ou dial the outgoing
num ber. The *67  code m ay  not work with 800 num bers, though.

Priv acy  screens enhance, but are not a replacem ent for, the cellphone priv acy
practices and policies set out in this docum ent. Consider using a priv acy  screen
for y our cell phone.

Also be m indful of what inform ation will be captured by  the phone(s) in a call
log. The call history  (calls m ade, calls m issed, etc.) m ay  also autom atically  be
sav ed in y our personal cell phone log ev en if the calls were m ade or receiv ed
through an app. If som eone other than y ou or another staff person has access to
y our phone and y ou cannot disable this function, best practice is to delete the
history  for any  calls m ade to or receiv ed from  a surv iv or. (Surv iv ors’
telephone num bers are v ery  likely  to be PII.) Rem em ber to check the v oicem ail
log on a personal cell phone as personal inform ation appears there as well.

If y our work phone serv ice is prov ided through Voice Ov er Internet Protocol or
VOIP, and y ou hav e a desk phone at the office, y ou m ight be able to plug it into
a data port at hom e and hav e it work just like it does at work. A few things to
consider if y ou do this:

1 . Make sure the phone is located where it has the priv acy  required.

2 . Tape a piece of paper ov er the phone screen when the phone is plugged
in to cov er any  caller’s nam e or num ber, especially  if the phone is going
to be left out where any one who is not a program  staff m em ber or
v olunteer can see the screen.

3 . You m ay  be able to set the phone to ring only  during y our designated
work hours. This enhances priv acy  because callers’ nam es and phone
num bers do not appear on the screen when the phone is on Do Not
Disturb. (It also helps with boundary  setting during non-work hours!)

Ph on e bi l l     : If y ou are using a personal cell phone for work and a friend or
fam ily  m em ber has access to y our cell phone bill, be sure y ou know what
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inform ation appears on y our personal phone bill. For exam ple, som e phone
bills list the phone num bers dialed, callers’ phone num bers, and/or the phone
num ber for any one y ou texted or who texted y ou. If the phone bill is paid or
can be accessed by  som eone who is not part of y our v ictim  serv ices program ,
y ou will need to ensure that y our reim bursem ent, accounting, and auditing
practices all protect surv iv ors’ personally  identify ing inform ation. You m ay
need to redact inform ation from  y our phone bill before y ou subm it it for
reim bursem ent or arrange with y our phone serv ice prov ider to om it caller
inform ation from  y our bill. Know that not ev ery  prov ider offers this option. (If
y ou are redacting the caller inform ation from  a personal phone bill y ou’re
subm itting to som eone outside y our program  for reim bursem ent, y ou m ay
need to subm it a com panion statem ent or cov er letter affirm ing that the calls
were to - or from  - surv iv ors on the dates indicated.)

Rem em ber, if y ou work for a dom estic v iolence, sexual assault, dating
v iolence, stalking and/or hum an trafficking program  that is part of a m ulti-
serv ice agency , organization, or tribe, VAWA regulations state that y ou m ay
not share any  PII – including phone num bers on a phone bill – with
indiv iduals outside y our v ictim  serv ices program  without written and
inform ed consent.

V i deo Con fer en c e     

Videoconferencing presents significant opportunities and priv acy  risks. As an
OVW grantee or sub-grantee, y ou hav e greater priv acy  obligations when
com m unicating with or about people com ing to y ou for serv ices than y ou do
when com m unicating with other staff m em bers (including v olunteers), or
partner organizations, for exam ple, on m atters that do not contain any  PII.

There are quite a few v ideoconferencing platform s av ailable and y ou need to
scrutinize each one before deciding to use it. You should get a surv iv or’s
inform ed consent to use any  platform  after discussing its priv acy  risks and
protections. For m ore inform ation about different platform s and the
corresponding security , ease of use, whether they  autom atically  record calls or
keep a record, etc. see NNEDV’s resource:

https://static1 .squarespace.com /static/51 dc541 ce4b03 ebab8c5c88c/t/5e7 e62a25ed80a421 9adad7 7 /1 5853 41 091 261 /NNEDV_Com m unication+Tools_Handout.pdf

Before y ou begin a v ideoconference with a surv iv or, m ake sure they  are
in a safe and confidential setting, and that it’s still a good tim e for the
two of y ou to m eet “in person.”

If the surv iv or is v ideo calling y ou from  a location where som eone
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m ight interrupt, discuss in adv ance what the “cov er story ” is for the
v ideo call.

Rem em ber that v ideo conferences hav e audio too! Use headphones if
others share y our space, as this m inim izes the likelihood that the person
with whom  y ou’re v ideoconferencing will be ov erheard.

Keep in m ind that any one on y our end can still hear y our part of the
conv ersation, ev en if y ou’re using headphones.

Rem em ber that VAWA and VOCA are m ore priv acy -protectiv e than
HIPAA, so a HIPAA-com pliant program  does not necessarily  m eet
VAWA and VOCA priv acy  requirem ents.

For surv iv ors concerned they  m ay  be stalked by  the perpetrator, there are free
v ideoconferencing program s that do not require a user to download an app.
Instead, y ou send the surv iv or a link that they  click on to launch the session.
Two such program s are Cy ph and Doxy m e. There are a num ber of others (see
NNEDV resource linked abov e). VRLC does not endorse any  one program .
Those referenced here are cited just as exam ples, and should not be v iewed as
recom m endations.

Cy ph :    Cy ph.app is a free serv ice that has the benefit of v erify ing the integrity
of the application to ensure it hasn’t been tam pered with since it was installed.
It asks for a user nam e and login, but y ou can also use it without registering for
an account; click on

the bottom  where it say s, “Use Cy ph without an account” (see circled area in
left-hand photo below). You then send the other user the link to access the
serv ice; when the recipient clicks on the link y ou sent the process to connect
the two of y ou is launched. The default is that the link will expire in 1 0
m inutes but y ou can click on the clock sy m bol with the +  in the center (see red
circled area in right-hand photo below) to increase the tim e in 1  m inute
increm ents. (If y ou hav e trouble with the process y ou can alway s request
another link and start again.)

Note: Connecting through Cy ph v ideo uses a peer-to-peer connection, so y ou’ll
be connecting directly  to the other party  instead of going through Cy ph’s
serv ers.

Dox y . m e:        Doxy .m e  is another free program . It is used m ost com m only  by
healthcare prov iders and psy chotherapists. Like Cy ph, y ou launch the session
by  sending the other person a link to use.

Mi c r osoft  T ea m s        m ay  be easy  to use for any one with a Microsoft account,
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but the risk of chats or com m unications being stored m ay  present safety  risks
for surv iv ors. Sim ilarly , Fa c eT i m e       is v ery  user friendly  for surv iv ors and
prov iders with iPhones but deleting the call history  requires sev eral steps to
elim inate the safety  risks.

N ot e   : You and the surv iv ors y ou work with m ay  be required to
participate in v ideoconferences set up by  third parties such as courts,
schools, or colleges. You m ay  not be able to control what platform  is
used.

If y ou and the surv iv or are in different locations, and will be appearing by
v ideoconference with other parties, establish a plan for how y ou and the
surv iv or will com m unicate priv ately  during the hearing. Whatev er m ethods
y ou plan to use, practice both them  and the v ideoconferencing in adv ance of
the appearance. Be sure to discuss how to use the “m ute” function or go off-
screen while rem aining on the call (if perm issible).

Protect y our own priv acy . Be m indful that the person on the other end
can see what’s behind or around y ou. Take care that y ou’re not
inadv ertently  sharing inform ation about y ourself that y ou prefer to
keep priv ate.

Com pu t er  Sc r een s      

Pay  attention to what others can see if they  walk by  y our screen or
m onitor, or if y ou walk away  from  it. Don’t walk away  from  a com puter
with docum ents with PII left open on the screen.

Consider whether to use a m onitor priv acy  screen. It looks som ething
like this:

Note: A priv acy  screen helps if som eone is looking at y our screen from  the
side/at an angle. They  prov ide little to no priv acy  is som eone is directly  behind
y ou looking at y our screen.

Set y our com puter to tim eout if y ou are away . (Go to Settings, Com puter
Settings, Power.) That way  if y ou step away  from  y our com puter for a couple
of m inutes, and becom e distracted, y our com puter will tim eout and require
y ou to sign-in again to unlock it. (All Program s, PC Settings, Personalization,
Screen Tim e Out Settings.)

Ph y si c a l  Fi l es /  Ph y si c a l                  Docum ents
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1 . Transporting phy sical docum ents:

A surv iv or’s file, folder, env elope, or other phy sical item  should nev er
leav e the office or y our hom e with the surv iv or nam e or any  other PII
v isible. Such item s m ust be transported in a bag, box, or env elope so
that PII cannot be seen by  others, and to ensure the item  doesn’t fall out
accidentally .

Nev er leav e any thing with a surv iv or’s PII in y our car (if y ou’re not in
the car) or any where other than a priv ate location not likely  to be
accessed inadv ertently  by  others. Locked cars and car trunks are
notoriously  insecure; docum ents with PII should nev er be stored there.

When y ou take a break, are done for the day , or otherwise are not
activ ely  working with the docum ents that contain PII, secure the
docum ents and ensure they ’re not accessible to others.

1 . If y ou are working from  hom e in a priv ate office, and surv iv ors’ related
PII is in use, any  tim e y ou are not in the room  or when y ou are done for
the day  the door should be locked or the files put away  and not
accessible to others.

2 . Alway s close y our laptop lid or turn off y our m onitor if y ou are stepping
away  from  y our com puter.

3 . Password protect all dev ices.

In -per son  Meet i n g s Wh i l e  Wor k i n g  Rem ot el y                  

Establish a protocol if an in-person m eeting m ust take place. Criteria for an in-
person m eeting with a surv iv or should include whether y ou will be m eeting at
a location where confidentiality  is preserv ed, whether the proposed m eeting
location presents a risk of inadv ertently  disclosing that y ou are serv ing a
particular surv iv or, whether y ou hav e a VAWA-com pliant signed release of
inform ation allowing y ou to identify  the surv iv or at the alternate location if
this is required to gain access or connect with the surv iv or, etc.

Sc a n n i n g     

For security  reasons, we recom m end y ou only  scan docum ents that contain
surv iv or related PII to com puters owned by  y our program . (Do not scan
surv iv or-related docum ents to a personal com puter.) Do not scan surv iv ors’
docum ents with PII at a com m ercial copy  com pany .

Ph ot oc opy i n g  a n d Pr i n t i n g              
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Don’t scan, photocopy , or fax docum ents containing surv iv or-related PII at a
business (e.g., Kinkos or Fed-Ex, y our friend’s com pany ). Hav e a plan in place
for an unanticipated em ergency  requiring y ou to photocopy  or print
docum ents at a business.

If y ou are printing or photocopy ing at hom e, take extra care to ensure that y ou
do not leav e any  confidential docum ents with PII on y our copier or printer.

T i p   : If y ou are working on a draft docum ent consider using an alias or insert
“XXX” instead of the surv iv or’s nam e and om it any  PII until y ou need to print
the final copy . You can then do a univ ersal “search and replace” before y ou
print.

Dest r oy i n g  Doc u m en t s w i t h  PII              

If y ou hav e a hom e shredder y ou could use it for work docum ents. Make sure
any  docum ents are shredded com pletely  before turning off the shredder.
Docum ents with PII or other confidential inform ation should nev er be recy cled
or thrown in the garbage unless they  are shredded.

Other options m ay  include securing the docum ents in a locked drawer, closet,
or file cabinet (to which no else has the key ) or transporting them  back to y our
office (in a safe and secure m anner, as discussed abov e) when they  can be
disposed of securely , or burning them  (depending where y ou liv e, the weather,
safety , etc.)

Try  to be judicious in printing docum ents with PII at hom e to m inim ize the
am ount of paperwork that will need to be disposed of confidentially .

Sec u r i n g  Rel ea ses of  In for m a t i on  ( ROIs)                

You are required to m eet y our VAWA and VOCA confidentiality  obligations
wherev er y ou work. You m ay  only  rev eal personally  identify ing inform ation
about som eone who sought, receiv ed, or was denied serv ices if y ou: (a) hav e a
signed, written, specific and narrowly  crafted, release of inform ation that was
executed with inform ed consent and is v alid for a reasonable length of tim e; (b)
a statutory  m andate; or (c) a court m andate.

For a release to be “inform ed,” y ou and the surv iv or m ust discuss why  the
surv iv or m ight want y ou (or a third party ) to release inform ation that is
personally  identify ing, agree on what inform ation will be released to whom ,
and record this agreem ent in writing.
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Getting the written release safely  signed and returned, while ensuring it was
executed with inform ed consent, can be challenging when y ou are not m eeting
with surv iv ors in person. Electronic signatures that are not a surv iv or’s actual
signature are not VAWA com pliant. You m ay  need to be creativ e in how y ou
arrange to hav e the ROI signed. Som e ideas include:

You can m ail or em ail the surv iv or a blank ROI for their signature
(after confirm ing it’s safe to do so), and then schedule a tim e discuss
what to fill in. The surv iv or can sign the release and send it back to y ou.
You could include a selfaddressed stam ped env elope with the release if
y ou m ail it.

Another option is to discuss the term s of the release in adv ance and send
the surv iv or a com pleted release that reflects this agreem ent for them
to sign. If y ou send a com pleted form  in the m ail, it’s best to put a blank
piece of paper around the ROI to enhance priv acy , in case the env elope
is torn in transit.

You can ask a surv iv or to take a photo of a signed ROI and em ail or scan
it to y ou. As alway s, the surv iv or should only  do this if y ou’v e discussed
the priv acy  and safety  considerations of this approach. For exam ple,
iPhones store photos ev en after they ’v e been deleted for 3 0 day s in a
“deleted item s” album , sent em ails and attachm ents liv e in the “sent”
folder, etc.

If y ou are m eeting with the surv iv or by  v ideoconference, y ou can send
them  the blank ROI, discuss and agree upon what it should say , and
hav e the surv iv or sign the docum ent while y ou are both on v ideo. They
can then return the signed ROI to y ou by  m ail, em ail, etc.

Ot h er 

It is best not to not use Google Translate or Google Interpreter for docum ents or
conv ersations that contain PII. Google autom atically  captures the content to
hav e their staff rev iew the accuracy  of their artificial intelligence (AI) at
work.

If y ou do inadv ertently  breach the PII of som eone who sought, receiv ed, or was
denied federally  funded serv ices, or if a breach is im m inent, y ou m ust inform
y our funder within 24 hours from  when y ou learn of the actual or im m inent
breach. So, if y ou lose a phone that has work-related content, y our work laptop
is lost or stolen, y our em ail gets hacked, y ou lose a docum ent or file with PII,
y ou leav e docum ents with PII sitting out and som eone outside of y our program
m ight hav e seen them , or y ou otherwise hav e a breach ev ent, follow y our
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program ’s data breach policy .

Finally , know that y ou are not in this alone! The VRLC’s Priv acy  Team  is here
to help. These are extraordinary  tim es and we’re all doing our v ery  best to
adapt as quickly  as we can. Don’t hesitate to reach out for guidance, discussion,
or just because y ou need a friendly  priv acy  consult. We’re here for y ou!

You can reach the VRLC Priv acy  Team  at: TA@v ictim rights.org.

© 2020 Victim  Rights Law Center This project was supported by  grant
num ber 201 5-TA-AX-KO25 awarded by  the

Office on Violence Against Wom en, U.S. Departm ent of Justice. The opinions,
findings, and conclusions expressed are those of the author(s) and do not
necessarily  represent the v iews of the U.S. Departm ent of Justice.

[1 ] This docum ent is current as of March 3 1 , 2020

[2] In this docum ent, we use the term  “surv iv or” to refer to any one who is
cov ered by  OVW’s confidentiality  requirem ents—i.e., any one who sought,
receiv ed, or was denied serv ices.

6 . 1 6       Dr ess Code 

DRESS CODE POLICY

Specific uniform s and/or dress codes will naturally  be required in certain
departm ents; howev er, all em ploy ees are asked to be aware of personal
hy giene, neatness of attire, and cleanliness of apparel.

Listed below are guidelines that are m inim um  requirem ents for all em ploy ees,
howev er, indiv idual departm ents m ay  require a higher standard of dress code
if approv ed by  their program  directors or superv isors:

1 . No transparent m aterial, tightly  fitting attire, or extrem ely  low
necklines are perm itted.

2 . Direct care (shelter worker or v ictim  serv ice adv ocates) em ploy ees m ay
wear jeans if they  are appropriate and clean with no holes.  All
em ploy ees m ay  wear jeans on Friday s.

3 . If an em ploy ee is participating in a recreational activ ity , clothing
should be appropriate to the activ ity  (e.g., shorts, sweats, jeans, etc.)
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4. Excessiv e jewelry  is not perm itted. No dangling earrings are allowed,
with the exception of clip earrings.

5. Com fortable, sturdy  shoes which are clean and in good repair should be
worn.  Safety  precautions should be considered for the ty pes of shoes
worn by  all em ploy ees.

6. Shorts m ust be no shorter than 3  inches abov e the kneecap and m ust be
loosely  fitting.

7 . Split skirts, dresses, and regular skirts m ay  not be worn any  shorter
than 3  inches abov e the kneecap.

8. Bare sun-tops, spaghetti straps, tube tops, tank tops, halter tops and
m uscle shirts are not perm itted.

9. Plain white T-shirt (undershirts) and tops with inappropriate slogans or
im prints (i.e., those referring to beer, drugs, alcohol, prom iscuity ,
casinos, and bars) are not perm itted.

1 0. Appropriate undergarm ents should be worn at all tim es.

1 1 . Hairsty les, m ake-up, the groom ing of beards and m ustaches and
personal hy giene should be reasonable and in accordance with
custom ary  business practices.

1 2 . Responsibility  for im plem entation and com pliance will be assigned as
follows:

1 . Each departm ent director and/or superv isor is responsible for
enforcem ent of this policy .

2 . Any  em ploy ee whose attire is considered inappropriate for the
treatm ent setting will be counseled by  his/her departm ent
superv isor and/or program  director and m ay  be asked to leav e
the prem ises until such tim e that he/she com plies with the
guidelines applicable to his/her departm ent.

Managem ent, adm inistrativ e em ploy ees, and instructors should dress in
appropriate business or business casual attire on Monday  through
Thursday .  Em ploy ees m ust use good judgm ent in determ ining what ty pe of
dress is considered appropriate business attire.  Clothing should be clean and
neat in appearance at all tim es.  Jeans, m odest-length shorts, and tennis shoes
are allowed on Friday .  Instructors are asked not to wear shorts on any  day
except those specifically  approv ed by  the director.

Our House will occasionally  prov ide t-shirts and polo shirts for em ploy ees to
wear with dress pants when conducting outreach activ ities.
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Our House will m ake reasonable accom m odations for dress or groom ing
directly  related to an em ploy ee’s religion, ethnicity  or disability .

Flagrant v iolations of standards of hy giene, cleanliness, or attire m ay  be cause
for disciplinary  actions.

ID BA DGES

ID badges will be issued to new em ploy ees on or around their first day  of
em ploy m ent with Our House.  The badge is to be worn at all tim es while on
Our House property  or business.  No pins, stickers or m arking are to be
display ed on the badge.  If the badge is lost or stolen, the em ploy ee will be
responsible for notify ing his/her superv isor and Hum an Resources.  The
em ploy ee will be charged a replacem ent fee, which is to be paid by  either cash,
check, or pay roll deduction when the new badge is issued.

Upon term ination of em ploy m ent, the ID badge m ust be returned to the
Personnel Departm ent either in person or by  m ail.

6 . 1 7       Em pl oy ee Con du c t  Si g n a t u r e Pa g e                

STANDARDS OF EMPLOYEE CONDUCT

I, _________ hereby  acknowledge that I hav e read the standard codes of
em ploy ee conduct, policies, rules, and regulations and agree to adhere to said
guidelines.

I, hereby  acknowledge that I hav e read the section on the standard codes of
conduct to include telephone guidelines, detail leav e tim e instructions, and
av ailable holiday  leav e tim e and I agree to adhere to said guidelines and
instructions.

I, acknowledge that I understand that this m anual will precede any  and all
other personnel m anual guidelines.

I, agree to subm it three references prior to hiring.

I, agree to subm it a recent crim inal background check, and child abuse
registry  check for m y  files (this includes fingerprinting)

I, agree to a substance abuse test prior to hiring and random ly  after
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em ploy m ent

I, agree to rem ain tobacco free, alcohol free and drug free while em ploy ed at
Our House, Inc.

I, agree to be v iolence free.

I, com m it to being a m entor for other indiv iduals who are less fortunate than
m y self. I am  also com m itting m y self to serv e as a role m odel under the
um brella of Our House, Inc. I understand that if any  of m y  personal actions
reflects negativ ely  on Our House, Inc. and I cannot serv e as a role m odel in the
area in which I am  directly  working, I will be im m ediately  term inated or
placed on suspension without pay .

I, hav e read and agree with the contract to work with m inors statem ent.

I agree to the following under this contract as a role m odel with a higher
standard of action:

To respect the dress code of Our House, Inc.

To nev er use m y  cell phone while on duty

No personal calls at work (only  em ergency  calls can be receiv ed)

To nev er be disrespectful to clients or v isitors of Our House, Inc.

No friends/fam ily  m em bers m ay  v isit with m e while working without
m y  superv isor’s perm ission.
__________________________________________________Signature
of Em ploy ee/Date.
__________________________________________________Signature
of Superv isor/Date

6 . 1 8       Per son a l  A ppea r a n c e          

The purpose of OUR HOUSE INC's personal appearance policy  is to ensure a safe
and sanitary  workplace for all em ploy ees.  OUR HOUSE INC striv es to
m aintain a professional working env ironm ent that prom otes efficiency ,
positiv e em ploy ee m orale and prom otes a professional im age.  During business
hours or when representing OUR HOUSE INC, em ploy ees are expected to use
com m on sense and good judgm ent in order to m eet the goals of this policy . 
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Generally , em ploy ees should wear appropriate clothing, observ e high
standards of personal hy giene, and dress and groom  them selv es according to
the requirem ents of their positions. While not intended to be an all-inclusiv e
list, the exam ples below are considered appropriate workplace attire:

Business attire

If m anagem ent designates "casual day s," an em ploy ee's casual dress m ust still
be clean, neat and project a professional im age.

Generally , em ploy ees should m aintain a clean and neat appearance and
should refrain from  wearing stained, wrinkled, fray ed, or rev ealing clothing to
the workplace. Em ploy ees are urged to use their discretion when determ ining
what is appropriate to wear to work. Em ploy ees who wear inappropriate attire
to work m ay  be sent hom e to change their clothing.

OUR HOUSE INC understands that in certain situations, the Organization m ay
need to m ake exceptions to this policy  based on an em ploy ee’s religion,
disability , or other characteristic protected under federal, state or local law.  In
accordance with all applicable laws, the Organization will m ake ev ery  effort to
prov ide reasonable accom m odation as necessary  unless doing so would cause
an undue hardship on OUR HOUSE INC.

Questions regarding appropriate workplace attire should be directed to y our
superv isor or the Executiv e Director.

6 . 1 9       Di st r i bu t i on  a n d Sol i c i t a t i on                    

DIST RIBUT ION  A N D SOLICIT A T ION  POLICY        

Solicitation by  em ploy ees on Our House property  without authority  of
m anagem ent v iolates Our House policy .  Questions regarding this policy
should be directed to the Finance Departm ent.  Em ploy ees are prohibited from
soliciting funds or political support; selling tickets, chances or m erchandise;
and distributing or placing literature on Our House prem ises without written
approv al from  the Chief Executiv e Officer.  Em ploy ees who discov er persons
m aking unauthorized solicitations m ust report it to their superv isor
im m ediately .
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6 . 2 0       In su bor di n a t i on          

IN SUBORDIN A T ION  POLICY       

The Code of Conduct is m odified to prov ide for im m ediate term ination in the
ev ent an em ploy ee refuses instruction from  his or her superv isor or a m em ber
of m anagem ent.  Insubordination includes, but is not lim ited to, the following:

Refusal to perform  as assigned job.

Refusal to work ov ertim e when required.

Refusal to render critical and required assistance to a fellow em ploy ee or
client.

Refusal to accept holiday  work when assigned.

Refusal in carry ing out an assignm ent in a reasonable and tim ely
m anner.

Disrespectful behav ior to a superv isor, fellow em ploy ee, client, etc.

Refusal to contact superv isor when late or ill.

6 . 2 1       Con fl i c t  of  In t er est           

CON FLICT  OF IN T EREST  POLICY       

Em ploy ees should be especially  careful to av oid using, or appearing to use, an
official position for personal gain, giv ing unjustified preferences, or losing sight
of the need for efficient and im partial decision m aking in Our House's m ethod
of operation. No act should be com m itted which could result in questioning the
integrity  of Our House, Inc.

Em ploy ees are not to engage in any  activ ity  in either priv ate or official
capacity  where a conflict of interest m ay  exist.  An em ploy ee's first loy alty
should be to Our House's interest. Associations, dealings or interests that could
affect an em ploy ee's objectiv ity  in perform ing the em ploy ee's job or m aking
the decisions required of the em ploy ee's position should be av oided.  Howev er,
em ploy ees are encouraged to participate in professional and civ ic organizations
if such participation does not adv ersely  affect the em ploy ee's role as an
em ploy ee.
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7.Timekeeping & Payroll

7 . 1      A t t en da n c e &  Pu n c t u a l i t y                   

Absenteeism  and tardiness place an undue burden on other em ploy ees and on
the Organization. OUR HOUSE INC expects regular attendance and
punctuality  from  all em ploy ees. This m eans being in the workplace, ready  to
work, at y our scheduled start tim e each day  and com pleting y our entire shift.
Em ploy ees are also expected to return from  scheduled m eal and break periods
on tim e.

All tim e off m ust be requested in writing, in adv ance, as outlined in the
Organization’s Paid Tim e Off (PTO) policy . If an em ploy ee is unexpectedly
unable to report for work for any  reason, he or she m ust directly  notify  their
superv isor as early  as possible, and preferably  prior to their scheduled starting
tim e. It is not acceptable to leav e a v oicem ail m essage with a superv isor,
except in extrem e em ergencies. In cases that warrant leav ing a v oicem ail
m essage or when an em ploy ee’s direct superv isor is unav ailable, a follow-up
call m ust be m ade later that day .

If an illness or em ergency  occurs during work hours, em ploy ees should notify
their superv isor as soon as possible.

Em ploy ees, who are going to be absent for m ore than one day , should contact
their superv isor on each day  of their absence. OUR HOUSE INC reserv es the
right to ask for a phy sician's statem ent in the ev ent of a long-term  illness
(three consecutiv e day s), or m ultiple illnesses or injuries.

If an em ploy ee fails to notify  their superv isor after three consecutiv e day s of
absence, OUR HOUSE INC will presum e that the em ploy ee has v oluntarily
resigned. OUR HOUSE INC will rev iew any  extenuating circum stances that
m ay  hav e prev ented him  or her from  calling in before the em ploy ee is
rem ov ed from  pay roll.

Should undue or recurrent absence and tardiness becom e apparent, the
em ploy ee will be subject to disciplinary  action, up to and including
term ination of em ploy m ent.

This policy  is not intended to restrict an em ploy ee’s right to discuss, or act
together to im prov e, wages, benefits and working conditions with co-workers
or in any  way  restrict em ploy ees’ rights under the National Labor Relations
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Act.

 

7 . 2      T i m ek eepi n g        

It is the Organization's policy  to com ply  with applicable laws that require
records to be m aintained of the hours worked by  our em ploy ees. Ev ery
em ploy ee is responsible for accurately  recording tim e worked.

In addition to recording arriv al and departure tim e, non-exem pt em ploy ees
are required to accurately  record the start and end of each m eal period as well
as any  departure for non-work related reasons. Any  errors in tim e records,
m ust be im m ediately  reported to y our superv isor.

Absent prior authorization, non-exem pt em ploy ees are not perm itted to start
work until their scheduled starting tim e or work past their scheduled ending
tim e.

OUR HOUSE INC strictly  prohibits non-exem pt em ploy ees from  working off the
clock for any  reason. All tim e spent working m ust be logged and accounted for;
this includes tim e spent using electronic dev ices for work-related purposes. 

Vacation day s, sick day s, holiday s, and absences for jury  duty , funeral leav e
or m ilitary  training m ust be specifically  recorded by  all em ploy ees.

It is the responsibility  of all em ploy ees to subm it and approv e their tim e
records each week.

Altering, falsify ing, tam pering with tim e records, or recording tim e on
another em ploy ee's tim e record m ay  result in disciplinary  action up to and
including term ination of em ploy m ent.

7 . 3      Pa y da y s    

OUR HOUSE INC em ploy ees are paid on a Bi-weekly  basis. In the ev ent that a
regularly  scheduled pay day  falls on a holiday , em ploy ees will be paid on the
day  preceding the holiday , unless otherwise required by  state law.
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Pay checks will not, under any  circum stances, be giv en to any  person other
than the em ploy ee without written authorization. Pay checks m ay  also be
m ailed to the em ploy ee's listed address or, upon adv ance written
authorization, deposited directly  into an em ploy ee's bank account. Em ploy ees
who elect pay m ent through direct deposit will receiv e an item ized statem ent of
wages when the Organization m akes direct deposits. 

In the ev ent of em ploy ee term ination, the em ploy ee will receiv e their accrued
pay  in accordance with applicable federal, state and local laws.

7 . 4      Pa y r ol l  Dedu c t i on s          

OUR HOUSE INC m akes deductions from  em ploy ee pay  only  in circum stances
perm itted by  applicable law. This includes, but is not lim ited to, m andatory
deductions for incom e tax withholding and Social Security  and Medicare
contributions as well as v oluntary  deductions for health insurance prem ium s
and other related contributions. 

If y ou believ e that an im proper deduction has been m ade from  y our pay , raise
the issue with the Executiv e Director im m ediately . OUR HOUSE INC will
prom ptly  inv estigate. If the inv estigation rev eals that y ou were subjected to
an im proper deduction from  pay , y ou will be reim bursed prom ptly .

7 . 5      T Sh eet    

Our House utilizes TSheet an online tim ekeeper. Video instructions are
prov ided in program  on how to use this tool.New em ploy ees are sent a link
from  the Executiv e Director to create a user nam e and passwords. All
tim esheets will require approv al prior to being subm iTed foe pay roll.

T -Sh eet s A c t i v i t i es Defi n i t i on s                

Created October 29, 2020
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I tem Name

Av ailable
for the
following
staff

Administration Davenport
Payroll
Grant forms
Budget reviews
Consultations with partners
Gathering Bids
Preparing Financial Reports for Advisory
Board Members
Updating Civil Rights Laws
Providing safety for staff
Reviewing all grants semi-annual and
quarterly reports
Attending Board meetings
And, other stuff

Awareness All Staff
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Health fairs,
Candlelight ceremonies,
Events we share our services at
Search internet for information to use at
awareness events
Newsletter (creating, proof, distributing,
etc.)
TV interviews
Radio interviews
Pods interviews
Newspaper interviews
Developing power points to describe
services

Conference Calls All Staff
Three or more persons are on the phone
This is not a zoom conference calls
If one of the persons on the phone is a
client, then the call should be listed under
direct services

Crisis Calls All Staff
The first call received from a client
Additional calls received from a survivor
prior to an intake being completed
A current client in the midst of a severe
crisis
This is not  for follow-up or wellness call
unless the client is in a new crisis.

Domestic/Dating Violence Serv ices  All Staff
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Any and all DV client’s direct services
(advocacy, transportations, referrals,
financial assistance etc.)
Shredding and filing clients’ records
Follow-up or wellness checks with clients

Emails All staff
Reading emails
Responding to emails that are not related
to client’s activities

Financial Davenport
and Garner

Bookkeeping
Internal Audit Review
External Audit Review
Reimbursements
Payment of expenses
Inputting income
Orange Sheets
Reviewing and Proofing Grant Budgets
Filing Financial Reports, quarterly

Grant Writing Davenport,
Thomas
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Finding grants
Proofing grants
Writing grants
Writing budgets for Grants
Creating grant logic models
Filing and submitting grants
Completing MOU/MOE

Inputting to Empower DB All staff
All clients’ related activities
All events (awareness, training, meetings,
etc.)
All data related to calls (general, office,
crisis, etc.)
Informational and Referral

Meetings -  Community  All staff
Community Connections (Tuesdays)
SART
Homeless Coalition
MVSU-CCR meetings
DART meetings
MDT
MAP
JDAI

Meetings -  Staff  All staff
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Meeting with staff members (by zoom,
phone or in-person)

Office Duties All staff
Cleaning any and all facilities (outreach
and shelter)
COVID-19 cleaning
Completing timesheets, work schedule,
etc.
Going to the store for supplies
Going to the post office for supplies
Refurnishing gas and other services for the
vans
Going to the banks for agency

Completing semi-annual and quarterly
reports

This is not to be used for anything related to
clients, i.e. filing or shredding clients’ files.

Sex ual Assault  Serv ices    All staff but
Garner

Any and all SA client’s direct services
(advocacy, transportations, referrals,
financial assistance etc.)
Shredding and filing clients’ records
Client’s wellness checks

Special Care Activ ities  All staff
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All other activities for individuals that do
not fall under Domestic Violence, Dating
Violence, Sexual Assault or Stalking
Examples: Homeless, unemployment and
survivor of homicide acts

Staff/Volunteer Dev elopment  All staff and
volunteers

All training provided by Our House
All trainings mandated by grant funders,
i.e. OVW
Webinars conducted by other related
agency, i.e. CDC, OVC, SAMSA
Zoom meetings by Coalitions

All training inputted into the notes must
contain the following information

Topic of the training
Presenter’s name
Summary or objectives for the
training
Sponsoring agency
What did you learn (brief statement)

Support Group Activ ities  All staff but
Garner
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LEAH
RESTORE
MASH
YES
Sisters of Faith
SOS
SOAR
Let’s Talk about it

T raining/Educational Activ ities 
All staff and
volunteers,
except Ricks

All trainings provided to non-staff persons
Trainings conducted by staff for
professionals, faith-based leaders, schools,
law enforcement, etc.
14 Week Healthy Relationship School
Trainings
Trainings conducted by staff/volunteers
for MVSU, Coahoma College, DSU, etc.
Preparing for activities and follow-up from
activities

Volunteers Activ ities
Any non-paid activity
Webinars

This activity has been merged into other
listed activities.
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8.Staff Interpersonal Violence

8 . 1      Wor k pl a c e V i ol en c e          

WORKPLA CE V IOLEN CE POLICY  

According to the N a t i on a l  In st i t u t e  for  Oc c u pa t i on a l  Sa fet y  a n d                            
Hea l t h  ( N IOSH)       :Workplace v iolence is any  phy sical assault, threatening
behav ior or v erbal abuse occurring in the work setting. It includes but is not
lim ited to beatings, stabbing, suicides, shootings, rapes, near suicides,
psy chological traum as such as threats, obscene phone calls, an intim idating
presence, and harassm ent of any  nature such as being followed, sworn at or
shouted at.

Our House further defines Workplace Violence as the com m ission of proscribed
crim inal acts or coerciv e behav iour which occurs in the work setting. It
includes but is not lim ited to hom icides, forcible sex offenses, kidnapping,
assault, robbery , m enacing, reckless endangerm ent, harassm ent and
disorderly  conduct. The term  coerciv e behav iour is intended to conv ey  the
sense that workplace v iolence m ay  take m any  form s in addition to the use of
force. The aggressor m ay  use berating language, phy sical or v erbal threats or
dam age personal property .

Our House refuses to tolerate v iolence of any  kind. Due to the ty pe of clientele
serv ed, we m ust adhere to safety  precautions. Exam ples of our clientele:
Victim s of v iolent crim es and offenders of dom estic v iolence.

Our House defines the following as:

Workplace

Workplace m ay  be any  location, either perm anent or tem porary , where an
em ploy ee perform s any  work-related duty . This includes, but is not lim ited to,
the buildings and the surrounding perim eters, including the parking lots, field
locations, clients' hom es, and trav eling to and from  work assignm ents.

Workplace v iolence (WPV) incidents can be div ided into categories depending
on the relationship between the assailant and the worker or workplace. These
categories are:

1 . Violence by  Strangers
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In this ty pe of incident the v iolence is com m itted by  a stranger. This stranger
has no legitim ate relationship to the worker or workplace and enters the
workplace, usually  on the pretense of being a client, to com m it a robbery  or
other v iolent act. Workers also m ay  be v ictim ized by  strangers outside of Our
House facilities while acting within the course and scope of their em ploy m ent.

2 . Violence by  Clients

In these incidents, the v iolence is com m itted by  som eone who receiv es a
serv ice prov ided by  Our House, such as a current or form er client. The
v iolence can be com m itted in the workplace or, as with serv ice prov iders,
outside the workplace but while the worker is perform ing a job related
function.

Violence of this kind is div ided into two ty pes.

a) One ty pe inv olv es people who m ay  be inherently  v iolent such as offenders of
dom estic v iolence, prison inm ates, m ental health serv ice recipients, or other
client populations.

b) The other ty pe inv olv es people who are not known to be inherently  v iolent,
but are situationally  v iolent. Som ething in the situation induces an otherwise
non-v iolent client to becom e v iolent. Ty pically , prov oking situations are those
which are frustrating to the client, such as denial of needed or desired serv ices
or delay s in receiv ing such serv ices.

3 . Violence by  Co-Workers

In co-worker incidents, the perpetrator has an em ploy m ent relationship with
the workplace. The perpetrator can be a current or form er em ploy ee, a
prospectiv e em ploy ee, a current or form er superv isor or a m anager. Co-worker
v iolence that occurs outside the workplace, but which resulted or arose from
the em ploy m ent relationship would be included in this category . This ty pe of
v iolence can again be div ided into two ty pes. Violence between superv isors and
subordinates, and v iolence between workers at the sam e lev els.

E. Violence by  Personal Relations:

In personal relations incidents, the v iolence is com m itted by  som eone who has
a personal relationship with the worker, such as a current or form er spouse or
partner, a relativ e or a friend. Included in this category  is the perpetrator who
has a personal dispute with the worker and enters the workplace to harass,
threaten, injure or kill.
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Estranged dom estic partners m ay  seek out their v ictim s while they  are at
work. Em ploy ees who m ay  be v ictim s of dom estic v iolence need to be aware
and feel secure in alerting their superv isor to the potential for a workplace
attack. In these cases, all superv isors should:

1 ) Maintain the confidentiality  of personal em ploy ee inform ation (i.e. hom e
address, work schedules),

2) deny  or restrict workplace access to em ploy ee relativ es or outside v isitors,
and

3 ) allow flexibility  in the use of leav e, work schedules or transfers in situations
where em ploy ee(s) m ay  be at risk of v iolence.

Our House has established the following workplace policy .

Prohibited conduct includes, but is not lim ited to:

injuring another person phy sically ;

engaging in behav ior that creates a reasonable fear of injury  to another
person;

engaging in behav ior that subjects another indiv idual to extrem e
em otional distress;

possessing, brandishing, or using a weapon that is not required by  the
indiv idual’s position while on state prem ises or engaged in state
business;

intentionally  dam aging property ;

threatening to injure an indiv idual or to dam age property ;

com m itting injurious acts m otiv ated by , or related to, dom estic
v iolence or sexual harassm ent; and

retaliating against any  em ploy ee who, in good faith, reports a v iolation
of this policy .

Note: Em ploy ees m ay  be authorized by  their agencies to possess weapons in the
workplace if they  are required as a part of em ploy ees’ job duties

Em ploy ees v iolating this policy  will be subject to disciplinary  action up to and
including term ination, based on the situation.

Violent acts by  em ploy ees occurring outside the workplace also m ay  be
grounds for disciplinary  action, up to and including dism issal. In these
situations, the agency  m ust dem onstrate in writing that the v iolent conduct
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com m itted has an adv erse im pact on the em ploy ee’s ability  to perform  the
assigned duties and responsibilities or that it underm ines the effectiv eness of
the agency ’s activ ities.

Our House is expected to create and m aintain a workplace designed to prev ent
or deter workplace v iolence through the rev iew and dev elopm ent of the
following steps:

prov ide periodic training for superv isors and em ploy ees on workplace
v iolence

prov ide inform ation on resources and serv ices av ailable to them

prov ide periodic training on recognizing and responding to potentially
v iolent or v iolent situations in the workplace

protect v ictim s of workplace v iolence

encourage the anony m ity  of any one who com es forward with concerns
about threat or acts of v iolence

ST A LKIN G POLICY  

Our House defines a stalker as som eone who exhibit one or m ore of the
following behav iors: following a person; m aking excessiv e unwanted calls;
sending threatening m ail, text m essages or em ails; driv ing or parking near a
person hom e or work; com m itting dam age to another person property , i.e.
Vandalizing a car, harm ing a pet or breaking windows; and/or breaking into
som eone’s hom e. If an em ploy ee is being stalked by  another person, y ou are to:
a) trust y our instincts; b) notify  local law enforcem ent; c) keep a diary ; d) get
a protectiv e order; e) do not hav e contact with the stalker; f) sav e recording on
y our answering m achine/cell; g) sav e all em ails or text m essages; h) do not go
out alone; i) keep all correspondences; j) tell ev ery one (co-workers and
superv isors); k) stay  alert; l) change y our routine; m ) park securely  and in
well-lit areas; n) alert y our superv isor and the Chief Executiv e Officer; o) do
not dism iss any  threat, written or v erbal; p) m aintain priv acy  of personal
inform ation; q) dev elop a safety  plan for y ourself and fam ily  m em bers in case
of em ergency ; r) carry  a cell phone; s) take a self defense class if possible; and,
t) do not post personal inform ation on social networking sites, i.e. My Space,
Facebook, etc.

Em ploy ees who are v ictim s of stalking will be m onitored for safety  from
personal bodily  harm .
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8 . 2      St a l k i n g        

ST A LKIN G POLICY  

Our House defines a stalker as som eone who exhibit one or m ore of the
following behav iors: following a person; m aking excessiv e unwanted calls;
sending threatening m ail, text m essages or em ails; driv ing or parking near a
person hom e or work; com m itting dam age to another person property , i.e.
Vandalizing a car, harm ing a pet or breaking windows; and/or breaking into
som eone’s hom e. If an em ploy ee is being stalked by  another person, y ou are to:
a) trust y our instincts; b) notify  local law enforcem ent; c) keep a diary ; d) get
a protectiv e order; e) do not hav e contact with the stalker; f) sav e recording on
y our answering m achine/cell; g) sav e all em ails or text m essages; h) do not go
out alone; i) keep all correspondences; j) tell ev ery one (co-workers and
superv isors); k) stay  alert; l) change y our routine; m ) park securely  and in
well-lit areas; n) alert y our superv isor and the Chief Executiv e Officer; o) do
not dism iss any  threat, written or v erbal; p) m aintain priv acy  of personal
inform ation; q) dev elop a safety  plan for y ourself and fam ily  m em bers in case
of em ergency ; r) carry  a cell phone; s) take a self defense class if possible; and,
t) do not post personal inform ation on social networking sites, i.e. My Space,
Facebook, etc.

Em ploy ees who are v ictim s of stalking will be m onitored for safety  from
personal bodily  harm .

8 . 3      Dom est i c  V i ol en c e &  Sex u a l  A ssa u l t                    

V ICT IMS OF DOMEST IC V IOLEN CE A N D/OR         SEX UA L A SSA ULT   
LEA V E POLICY 

EMPLOYEES m ay  be granted adm inistrativ e leav e with pay .  For the purpose
of this section, "adm inistrativ e leav e" m eans discretionary  leav e with pay ,
other than personal leav e or m ajor m edical leav e.  The appointing superv isor
m ay  grant adm inistrativ e leav e to any  em ploy ee

An em ploy ee (full tim e em ploy ee – only ) m ay  use up to three (3 ) day s of
adm inistrativ e leav e for each occurrence of v ictim ization which has im pacted
an em ploy ee’s personal health as it relates to being a v ictim  of dom estic
v iolence and/or sexual assault.  N o qu a l i fy i n g  t i m e or  u se of  per son a l                 
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l ea v e w i l l  be  r equ i r ed pr i or  t o u se of  a dm i n i st r a t i v e  l ea v e for  t h i s                                     
pu r pose.         The incident of personal v iolence m ust hav e occurred directly  to
the em ploy ee.  An adm inistrativ e leav e will not be granted if an im m ediate
fam ily  is defined as spouse, parent, step-parent, sibling, child, step-child,
grandchild, grandparent, son-in-law, daughter-in-law, m other-in-law, father-
in-law, brother-in-law or sister-in-law suffers from  dom estic v iolence and/or
sexual assault incident. (Child m eans a biological, adopted or foster child, or a
child for whom  the indiv idual stands or stood in loco parentis.)  Em ploy ee m ay
request personal leav e or sick leav e to assist a fam ily  m em ber who is a v ictim
of dom estic v iolence and/or sexual assault.

Being a v ictim  of dom estic v iolence and/or sexual assault can im pair y our
m ental, em otional and phy sical capabilities to perform  y our best work. Any
em ploy ee who becom es a v ictim s dom estic v iolence and/or rape and their job
duties and responsibility  requires them  to work directly  with other v ictim s of
dom estic v iolence and/or rape v ictim s will be rem ov ed from  this position and
placed in another departm ent or area of work responsibility  for at least four
weeks. They  will also be encouraged to seek counseling prior to returning back
to their regular job responsibility . They  will not be allowed to counsel other
v ictim s of dom estic v iolence and/or rape until the Chief Executiv e Officer has
giv en approv al. Their salary  and benefits will rem ain the sam e. 

If their job responsibility  do not directly  relate to working with v ictim s the
em ploy ee will still be encouraged to seek counseling.  They  will not be released
from  their job position nor transfer. 

The abov e recom m endation can be dispense or adjusted on the discretion of the
Chief Executiv e Officer.

8 . 4      Offen der s of  In t er per son a l  V i ol en c e               

OFFEN DERS OF DOMEST IC V IOLEN CE OR SEX UA L A SSA ULT       
POLICY

Our House, Inc. is dedicated to prov iding an env ironm ent free from  the
presence or use of v iolence.  We recognize that the em ploy ees who are offenders
in dom estic v iolence and/or rape incidents are contrary  to the policy  of non-
v iolence.  

Our House, Inc. intends to rem ain free of the problem s associated with v iolent
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related activ ities, which include accidents, safety  v iolations, insurance coast
escalation, and a rise in crim inal activ ities.  Our policy  is to cooperate with law
enforcem ent and regulatory  authorities to achiev e a v iolence free work place
and com m unity  env ironm ent.

The notification of em ploy ees being identified as an offender in dom estic
v iolence or sexual assault incidents will be a term inating offense, without
recourse. Any  circum stances that indicate the v iolation of state, federal or
local laws are to be reported to appropriate law enforcem ent officials, and Our
House will cooperate in crim inal prosecutions.  Only  the Chief Executiv e
Officer can m ake exception to this rule based on the recom m endation of the
em ploy ee’s superv isor.

Reporting for duty  or working in a leadership role and y our hom e life reflects
the opposite of our express policy  of non-v iolence is specifically  prohibited.  Use
of v iolence at any  tim e that will hav e an adv erse affect on Our House, Inc.’s
public im age and the safety  of another person ev en when used off-the-job will
result in em ploy m ent term ination or suspension without pay  for those
perpetrating the v iolence.

Violence which are illegal under federal, state or local laws, and which are
intended to be cov ered by  this policy  include: spouse abuse, dating v iolence,
child abuse, elderly  abuse, sexual assault, rape, and any  other form  of
interpersonal v iolence.

Should a worker appear, in the opinion of a superv isor or Chief Executiv e
Officer, to be a perpetrator of v iolence such em ploy ee will be requested to allow
a legal inv estigation to determ ine whether or not he/she hav e been v iolent
toward another person based on the legal statutes for dom estic v iolence, child
abuse, rape, and sexual assault.  

Should the courts find the em ploy ee “not guilty ,”  Our House will conduct an
internal inv estigation prior to allowing the em ploy ee to resum e his/her
duties.  Our House will m ake the final determ ination as to whether the
v iolence on another person was "prev entable” or “intend able” act results of
which would im ply  im m ediate term ination or suspension without pay .    

Based on the final determ ination, an em ploy ee who is an offender of
interpersonal crim e m ay  be allowed to return to work upon the discretion of
the Chief Officer.  A m andatory  26 weeks of Behav ioral m odification classes
m ust be attended by  an em ploy ee who has been arrested of interpersonal
v iolent acts.  All offending em ploy ees will be placed on 3  m onths
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probation.  Fees for attending the classes m ay  or m ay  not be waiv ed based on a
case rev iew by  the em ploy ee’s superv isor and Chief Executiv e Officer.

8 . 5      Cr i si s Ma n a g em en t           

CRISIS MA N A GEMEN T  POLICY    

Prev enting and m anaging crises, disasters, accidents and harm ful incidents
are a v ery  im portant aspect of Our House’s risk m anagem ent effort and
insurability , as well as indicators of responsibility  toward clients and
em ploy ees.  An explanation of this plan is an im portant part of new em ploy ee
orientation and ongoing in-serv ice training.

When a m ajor crisis occurs in a program  (i.e., natural disasters, fire,
phy sical/sexual abuse, runaway , em ergency  hospitalization, serious accident,
serious v iolence, death, etc.), these are the recom m ended procedures that
should be followed as they  relate to em ploy ees, clients, parents and/or legal
guardians, authorities and the m edia.

 

It should be understood that ev ery  effort should be m ade to prev ent potential
crisis from  occurring, but if there is a serious crisis all of the established
safety /disaster plans and procedures are to be followed.  After the safety  and
m edical needs of clients and em ploy ees are m et, all m andatory
local/state/federal reporting requirem ents m ust be m et.

1 . Em ploy ees

1 . An em ploy ee m ust report an incident im m ediately  to his/her
im m ediate superv isor, who then reports to the program  director.

2 . A program  director reports an incident to the Chief Executiv e
Officer by  telephone as soon as possible after learning of the
incident.  

3 . An incident report is to be written within 24 hours or the next
working day  of the incident/accident and subm itted to the
im m ediate superv isor and/or program  director. Additionally ,
the program  director, in consultation with the Chief Executiv e
Officer and/or the Chief Executiv e Officer, will report an
incident to the funding and/or licensing agency (s) of the affected
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program .

4. A serious incident/accident is to be inv estigated im m ediately  by
the program  director and subm itted in writing to the Chief
Executiv e Officer no later than 7 2  hours after the
incident/accident.  The report should include the date and tim e
of the incident/accident, nam e(s) of client(s) and em ploy ee(s)
inv olv ed and circum stances.

5. The Chief Executiv e Officer will contact the President of the
Board of Directors in a case where, in his/her determ ination, the
incident/accident is v ery  serious, where litigation is possible and
where the m edia m ay  becom e inv olv ed.

6. A situation that requires closure of a program  or any  serv ice site,
such as fire or sev ere weather, will be reported to the funding
and/or licensing agency (s) of the affected program  within 24
hours or the next working day .  A written report of ev ents and
actions should be subm itted within 5 working day s of the ev ent.

2 . Victim s

1 . The v ictim  of a serious incident/accident m ay  be a client, an 

                      em ploy ee, or third party .  His/her im m ediate safety  and m edical

                      needs are the first priorities of action.

    2 .    The second priority  is to be supportiv e of the v ictim  and to
help                    to deal with the im m ediate em otional and traum a and
afterm ath.

    3 .  As soon as possible, the v ictim  should be allowed to contact his/her

         spouse, legal guardian, therapist/caseworker, or appropriate

         significant other.

   4 .   After the initial crisis and traum a hav e passed, an inv estigation 

         should be initiated, and plans should be m ade to deal with any

         long-term  effects.

3 . Parents, Legal Guardians, Etc.

1 . An em ploy ee is to contact parents, legal guardians, spouses, and/or
significant others as soon as possible after the incident/accident in order

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 98 of 402



to explain it.  The em ploy ee should be clear, concise, and truthful.  The
em ploy ee should not speculate or blam e.

2. Victim s are to be supported in contacting their parents, legal
guardians, etc., and should be allowed to v entilate.

3 . Under the direction of adm inistrativ e staff, an em ploy ee will m ake tim e
av ailable to m eet fact-to-face with parents, legal guardians, etc. The
em ploy ee(s) responsible for the m eeting m ust discuss the m eeting with
the im m ediate superv isor, program  director, and/or Chief Executiv e
Officer.  A m eeting should not be held if there are threats of litigation
unless and until it is cleared by  the Chief Executiv e Officer.

4. Police, fire and m edical authorities should be contacted im m ediately  if
an incident/accident requires im m ediate action for health and safety .

5. All specific reporting requirem ents stated by  the Departm ent of Hum an
Serv ices. Departm ent of Mental Health and other appropriate
funding/regulatory  organizations should be followed.

4. Authorities

 

AN IMMEDIATE SUPERVISOR AND/OR THE CHIEF EXECUTIVE OFFICER
MUST BE CONSULTED BEFORE BREAKING CONFIDENTALITY.

5. Media

1 . When confronted by  the m edia regarding a crisis or
incident/accident, all inquires should be referred to the Chief
Executiv e Officer unless Our House’s response has been discussed.
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9.Volunteers

9 . 1      Wh a t  i t  m ea n s t o be a  v ol u n t eer ?                  

Wh a t  i t  m ea n s t o be a  v ol u n t eer ?               

To v ol u n t eer       is to giv e of y ourself in serv ice to a cause. It is about freely
giv ing y our tim e to help an organization, y our com m unity , or an indiv idual.
... To v ol u n t eer  m ea n s           to act on behalf of som ething or som eone else. It is
done by  people with a desire to do good.

Are y ou considering v olunteering? It's an im portant way  to help indiv iduals
and com m unities in need. And, as Calv in Holbrook writes, the benefits of this
altruistic act are prov en by  science.

With m ost of us leading super busy  liv es, the idea of v olunteering – giv ing
y our tim e and energy  to a cause without financial reward – m ay  seem  an
im possible task. I m ean, how can we fit any thing else into our already  jam -
packed schedules? Howev er, v olunteering is im portant for m any  reasons and
doesn't hav e to take up too m uch tim e. And, in fact, the benefits of
v olunteering are v ast for the v olunteer – not just the com m unity , indiv idual
or organization receiv ing their assistance.

So,  w h y  t h e i n t er est  i n  v ol u n t eer i n g ?                      

The Greek philosopher Aristotle once said that the essence of life is “to serv e
others and do good,” and it seem s an increasing num ber of us are starting to
wake up and see why  v olunteering is im portant. People are starting to
understand how serv ing and helping each other and different com m unities
benefits not just others but ourselv es, too.

Wh y  i s v ol u n t eer i n g  i m por t a n t ?                  

Volunteering is im portant as it offers essential help to worthwhile causes,
people in need, and the wider com m unity . Indeed, m any  organizations and
charities rely  on the generosity  of v olunteers as often they ’re only  part-funded
through gov ernm ent or local councils and cannot afford to pay  salaries for all
their staff. In fact, m any  com panies depend alm ost solely  upon team s of
v olunteers to help them  thriv e and do their work.
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9 . 2      Ben efi t s of  V ol u n t eer i n g              

So, what are the benefits of  v olunteering? 

Of course, the benefits of v olunteering for those receiv ing help are clear.
Whether it’s prov iding kids in a Third World country  with free English classes
or litter picking from  y our local beach, the benefits to the receiv er and the
wider com m unity  are usually  part of the reason why  y ou decide to v olunteer
in the first place.

But did y ou realize just how im portant v olunteering could be for the person
doing it? In fact, v olunteering is beneficial to the doer for a whole host or
reasons, including stress reduction, com bating depression and prov iding a
sense of purpose. 

“Volunteering is im portant as it offers essential help to worthwhile causes,
people in need, and the wider com m unity .”

 

9 . 3      Sev en  ben efi t s of  v ol u n t eer ?              

And while studies do show that the m ore y ou v olunteer, the m ore benefits
y ou’ll experience, v olunteering doesn’t hav e to inv olv e a long-term
com m itm ent. Ev en giv ing in sim ple way s can help those in need and im prov e
y our ov erall health and happiness. So, let’s take a closer look at just why
v olunteering is im portant with sev en  k ey  ben efi t s         of this altruistic act. 

1 .  V olunteering c onnec ts y ou with others     

If y ou’re feeling lonely , isolated, or sim ply  want to widen y our social circle,
v olunteering in y our local com m unity  is an im portant – and often fun – way
to m eet new people. In fact, one of the best way s to m ake new friends and
strengthen existing relationships is to com m it to a shared activ ity  together,
and v olunteering lets y ou do just that.

V ol u n t eer i n g  i s a n  i m por t a n t  c on n ec t i on  t ool .                           
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If y ou’v e recently  m ov ed to a new city  or country , v olunteering is an
im portant and easy  way  to m eet new people and it also strengthens y our ties to
that local com m unity  and broadens y our support network. Furtherm ore, it
connects y ou to people who hav e com m on interests and passions and who could
go on to becom e great friends. 

In fact, v olunteering is an im portant and interesting way  to m eet people who
y ou m ight not norm ally  connect with: people from  different age groups,
ethnicities or social groups. Because v olunteering is open to ev ery one, it allows
y ou to m eet a wide v ariety  of people from  all sorts of walks of life, som ething
that can only  open y our ey es further.

2. V olunteering builds self-c onfidenc e and self-esteem  

Doing good for others and the com m unity  helps to create a natural sense of
accom plishm ent. And working as a v olunteer can also giv e y ou a sense of pride
and identity , helping to boost y our self-confidence further by  taking y ou out of
y our natural com fort zone and env ironm ent. 

Indeed, v olunteering helps y ou to feel better about y ourself, which y ou can
then take back to y our ‘regular’ routine, hopefully  creating a m ore positiv e
v iew of y our own life and future goals.

If y ou’re shy  or fearful of new experiences, cultures and trav el, v olunteering
ov erseas could be an im portant and insightful way  to help y ou build self-
confidence in this area too (not forgetting the other benefit of this ty pe of
v olunteering – a chance to see a bit of the world at the sam e tim e!).

Research shows that v olunteering could be particularly  useful and im portant
in boosting the self-esteem  and confidence of adolescents who are just starting
out on their life journey . A 201 7  study  from  the Univ ersity  of Missouri and
Brigham  Young Univ ersity  that included alm ost 7 00 1 1 - to 1 4-y ear-olds
exam ined how sharing, helping and com forting others affected self-confidence.
The study  found that altruistic behav iors m ay  indeed raise teens' feelings of
self-worth and that adolescents who assisted strangers reported higher self-
esteem  one y ear later.

 “If y ou’re feeling lonely  or sim ply  want to widen y our social circle,
v olunteering in y our local com m unity  is an im portant – and fun – way  to
m eet new people.”
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And a National Youth Agency  report seem ed to corroborate this ev idence. In it,
y oung people aged 1 1  to 25 “repeatedly  stressed that v olunteering had
increased their self-confidence, self-esteem  and self-belief.”  This self-confidence
boost was shown to be strongly  linked to im prov ed com m unication skills,
especially  am ongst y oung v olunteers who were prev iously  nerv ous about
m eeting new people.

3. V olunteering is important for phy sic al health.. .    

Interestingly , v olunteering has distinct health benefits that can boost y our
m ental and – perhaps m ore surprisingly  – phy sical health. Indeed, a growing
body  of ev idence suggests that people who giv e their tim e to others m ight
benefit from  lower blood pressure and a longer lifespan. 

A 1 999 study  showed that ‘high v olunteers’ (helping out at two or m ore
organizations) had a 63  per cent lower m ortality  rate than non-
v olunteers. And m ore recent research (201 3 ) from  Carnegie Mellon
Univ ersity  found that adults ov er 50 who v olunteered regularly  were less
likely  to dev elop high blood pressure (hy pertension) com pare to non-
v olunteers. Hy pertension is an im portant indicator of health as it contributes
to stroke, heart disease and prem ature death.

Lead study  author Rodlescia Sneed said that carry ing out v olunteer work could
increase phy sical activ ity  am ong those who aren’t norm ally  v ery  activ e, and
that it could also reduce stress: “Many  people find v olunteer work to be helpful
with respect to stress reduction, and we know that stress is v ery  strongly
linked to health outcom es.”
Im portantly , v olunteers seem  to notice these health benefits too. Indeed,
a 201 3  study  from  UnitedHealth Group and the Optum  Institute of ov er 3 ,3 00
U.S. adults rev ealed that 7 6 per cent of those in the United States who
v olunteer said it m akes them  feel phy sically  healthier. Also, around 25 per
cent said that v olunteering had been im portant in helping them  m anage a
chronic health condition.

4 . . . .and mental health   

When it com es to v olunteering being im portant for m ental health, the benefits
are clear. It can help counteract the effects of stress, depression and anxiety .
Indeed, the social contact aspect of helping others can hav e a profound effect on
y our ov erall psy chological well-being.
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Volunteering keeps y ou in regular contact with others and helps y ou dev elop a
solid support sy stem , which in turn com bats against feelings of loneliness and
depression. Volunteering with anim als has also been shown to im prov e m ood,
reducing stress and anxiety .

T h e soc i a l  a spec t  of  v ol u n t eer i n g  boost s m en t a l  h ea l t h .                             

Finally , v olunteering boosts m ental health sim ply  because it m akes y ou
happier; the so-called 'helper's high'. Hum an beings are hard-wired to giv e to
others, and by  m easuring so-called brain activ ity  and happiness horm ones,
researchers hav e found that being helpful to others can deliv er great pleasure. 

A 2008 study  from  the London School of Econom ics exam ined the relationship
between v olunteering and happiness in a large group of Am erican adults. The
researchers found that the m ore people v olunteered, the happier they  were.
Com pared with people who nev er v olunteered, the odds of being ‘v ery  happy ’
rose sev en per cent am ong those who v olunteer m onthly  and 1 2  per cent for
those who v olunteer ev ery  two to four weeks.

5 . V olunteering is important for a sense of  purpose    

Because v olunteering m eans choosing to work without receiv ing m onetary
com pensation, people often choose to giv e their tim e to issues or organizations
they  feel are im portant or hav e a special connection to. 

For exam ple, if y ou're a big anim al lov er y ou m ay  want to v olunteer at a pet
shelter. Or, perhaps y ou’v e liv ing with or hav e recov ered from  an illness and
want to dedicate som e of y our spare tim e to a charity  that helps others liv ing
with the sam e condition. Volunteering like this helps address a social problem
that is m eaningful to y ou and in turn helps to build a sense of purpose, which
furtherm ore boosts y our own happiness. 

“When it com es to v olunteering being im portant for m ental health, the
benefits are clear. It can help counteract the effects of stress, depression and
anxiety .”

You can try  v olunteering at any  age to help build a sense of purpose, but it’s
often particularly  com m on in older adults – those that hav e retired or m ay be
lost a partner of friends. Whatev er y our age of life story , v olunteering can be
an im portant technique to help giv e y our life new m eaning and direction!

6. V olunteering helps y ou forget y our own problems  
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One other benefit of v olunteering is that focusing on others can giv e us a
deeper sense of perspectiv e and help distract us from  negativ e thoughts and
help stop rum ination. Volunteering often inv olv es helping those in need and
can be useful in showing us that, in fact, our own liv es are not as bad as we
thought they  were.  

7 . V olunteering is important for y our c areer   

In an increasingly  com petitiv e job m arket, v olunteering experience can be
incredibly  useful. It shows potential em ploy ers that y ou can take initiativ e
and that y ou’re willing to giv e y our own tim e to im prov e the world for other
people.

Furtherm ore, v olunteering giv es y ou the opportunity  to practice im portant
com m on skills used in the workplace, such as com m unication, team work,
problem  solv ing, planning and organization. Indeed, if y ou hav en’t had a full-
tim e job before then v olunteering is an essential way  to prov e y our skills when
y ou do go for work interv iews. 

Also, if y ou’v e just graduated or looking for y our first job, v olunteering is an
im portant and relativ ely  easy  way  to get a foot in the door of a com pany  y ou’d
like to work with. Ev en if there's no im m ediate chance of em ploy m ent
afterwards, v olunteering can help y ou to m ake connections for the future. 

Alternativ ely , if y ou’v e already  had jobs and are considering a change of
direction, v olunteering is an im portant and fun way  to try  out different career
options, especially  if y ou’re not quite sure of where y ou want to go next.
Indeed, v olunteering offers y ou the chance to try  out a new career without
m aking a long-term  com m itm ent!

 

9 . 4      Con c l u si on s:  T h e Im por t a n c e of V ol u n t eer i n g                         

Conc lusions: the importanc e of  v olunteering   

It's clear the benefits of v olunteering are huge – im prov ed m ental and phy sical
health, new friends and av oiding loneliness, a sense of purpose and deeper self-
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confidence. In turn, all of these things will help to boost y our ov erall happiness:
a win-win situation for all inv olv ed.

If y ou're considering v olunteering, ask y ourself a few questions before taking
the plunge. Firstly , really  think about which causes y ou're passionate about –
it m eans y ou're m ore likely  to enjoy  and stay  com m itted to the work. 
Secondly , are y ou looking for regular v olunteering opportunities or would y ou
prefer a one-off project? Thirdly , what skill set can y ou offer and what can
y ou hope to gain from  v olunteering? Good luck when y ou finally  get going,
and m ake sure y ou hav e fun – v olunteering is im portant – the benefits are
clear – but it's im portant to enjoy  it too! 

Written by  Calv in Holbrook: Calv in edits online m agazines, m akes art and
lov es swim m ing, y oga, dancing to house/techno, and all things v intage!

9 . 5      Con fi den t i a l i t y           

Confidentiality  is the basic policy  of crisis centers. It requires that all
inform ation prov ided to v olunteers, adv ocates and staff, by  v ictim /surv iv ors
or by  friends and fam ilies of v ictim /surv iv ors, be kept confidential. The
following guidelines should be adhered to at Our House, Inc. with callers and
clients.

Wh en  t a l k i n g  di r ec t l y  w i t h  a  v i c t i m /su r v i v or :                               

Notify  the v ictim /surv iv or that all inform ation will be kept
confidential. Confidentiality  is the beginning of em powerm ent, for it
assures the v ictim /surv iv or that s/he alone has the right to choose to
disclose inform ation about the assault.

Alway s request the v ictim /surv iv or's perm ission before contacting
others. Exam ple: "I want to help y ou but I need m ore inform ation. I'd
like to discuss this with m y  superv isor if that is okay  with y ou,"

When filling out any  log sheets, keep details concise and factual.

If y ou need to get another adv ocate for outreach or any  other reason,
get the v ictim /surv iv or's perm ission.

Let the v ictim /surv iv or do the talking to staff at the hospital, police
station or district attorney 's office. Try  not to put words into the
v ictim /surv iv or's m outh. Allow the v ictim /surv iv or to decide whether
y ou should be present at any  of these interv iews.
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Do not question the answer a v ictim /surv iv or giv es to others ev en
though it m ay  differ from  what y ou think y ou heard. You m ay  want to
ask for clarification later in priv ate.

Wh en  t a l k i n g  t o r el a t i v es or  fr i en ds of  v i c t i m /su r v i v or s:                                

If a v ictim /surv iv or has not giv en perm ission for y our contact with any
significant others, giv e general inform ation about dom estic v iolence
v ictim , rape v ictim /surv iv ors and sexual assault issues.

If a v ictim /surv iv or has giv en y ou perm ission to talk with fam ily  or
friends, do so. Rem em ber that it is alway s best to suggest that the
callers conv ey  their concerns directly  to the v ictim /surv iv or. At tim es
y ou m ay  be able to facilitate this.

Fam ily  and friends of v ictim /surv iv ors also hav e rights to
confidentiality . If fam ily  m em bers do not want their call relay ed to the
v ictim /surv iv or, that is their prerogativ e.

Wh en  t a l k i n g  w i t h  a n y on e el se:                 

When referring to a v ictim /surv iv or, use a general phrase such as
"y oung wom an" or "a m an I am  working with," NEVER a
v ictim /surv iv or's nam e.

Do not tell any one that an indiv idual has contacted y ou.

Get written perm ission for release of inform ation from  the
v ictim /surv iv or before discussing a v ictim /surv iv or's situation with a
representativ e of any  agency  or organization. (This includes referrals.)

In for m a t i on  a bou t  v ol u n t eer s i s a l so c on fi den t i a l :                           

Only  use y our first nam e when talking with a v ictim /surv iv or or
significant others.

When referring to another adv ocate, use only  first nam es.

Do not giv e out y our phone num ber or hom e address. Any one who needs
to reach y ou can alway s call the crisis num ber and leav e a m essage.
The adv ocate on call can relay  that to y ou.

Outreach v olunteers should not go to a v ictim /surv iv or's hom e.
Arrange to m eet at som e public place, Our House, Inc. m ain facility , a
hospital, police departm ent, etc.
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9 . 6      Gen er a l  V ol u n t eer  Du t i es             

  Qu a l i fi c a t i on s:              Volunteers shall possess a genuine com m itm ent to the
m ission of the agency  to assist in prov iding assistance with educating the
public about the serv ices the agency  prov ides. All v olunteer shall: (1 ) hav e a
clear background check, (2) com plete an application packet and (3 ) hav e a full
understanding of their role within the agency .

Respon si bi l i t i es:           Volunteers are to report directly  to the designated
superv isor or director about all m atters concerning the assigned program  or
project. Volunteers shall report all issues related to scheduling and procedural
questions about their assignm ent to the assigned superv isor. All v olunteers
shall refer and com ply  with the all guidelines, policies and procedures of the
agency , as any  other em ploy ee of the agency .

Volunteers m ay  be asked to perform  a v ariety  of duties including, but
not lim ited to, the following:

Prov ide assistance to the director or project superv isor;

Assist in presenting and preparing educational m aterial;

Assist with m onitoring project activ ities as needed;

Assist with donations;

Serv e as a m entor for the program  or project;

Assist with answering the telephone;

Assist clients with seeking resources as needed;

Assist clients with com pleting Victim ’s Com pensation Benefits as
needed;

Assist with scheduling appointm ents;     

Assist with general office work duties: filing, m ail, sorting, copy ing,
etc.;

Assist with fund-raiser activ ities;

Other duties as assigned by  the agency  director or project m anager;

Maintain client confidentiality  in all form s of com m unications.         

9 . 7      V ol u n t eer  Cr i si s Li n e A dv oc a t e  J ob Desc r i pt i on                         

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 108 of 402



J OB DESCRIPT ION  FOR V OLUN T EER CRISIS LIN E A DV OCA T E          

T i t l e:      Crisis Line Adv ocate

Requ i r em en t s:     

Successfully  com plete m inim um  training requirem ents.

Com m it to v olunteer or at least one academ ic y ear.

Com m itm ent to uphold the v olunteer contract m ade with OUR HOUSE,
INC..

Attendance at m eeting/in-serv ice training. Meetings are on Tuesday
from  3 :3 0-5:00. You m u st    attend at least two m eetings a m onth.

Interest in working in the anti-sexual assault and anti-relationship
v iolence m ov em ents with v ictim s/surv iv ors and/or with significant
people in their liv es.

Conduct oneself in a professional m anner or ethical way .

Adhere to strict policy  of confidentiality .

Understanding of sexual v iolence as one form  of obsession and hav ing an
awareness of connections between sexism , racism , classism ,
hom ophobia, heterosexism , and ableism  to v iolence.

Closure on any  issues/v ictim ization related sexual assault, relationship
v iolence, and stalking.

No participation with Our House, Inc. or another crisis center, as a
client in the past y ear.

Cannot date or hav e an intim ate relationship with clients that y ou
adv ocate for at Our House, Inc.

Du t i es:  

Hold in confidence all agency  and adv ocate-client related business.

Receiv ed regular superv ision indiv idually  and/or in a group.

Attend m onthly  adv ocate m eetings/in-serv ices.

Prov ide fiv e nights per m onth, including one weekend shift, of on-
cov erage for the crisis line during the hours the office is closed.

Work closely  as a team  with the Crisis Line Adv ocate who is on-call with
m y self.

Prov ide thoroughly  and professional crisis line adv ocacy , inform ation
and referrals, and appreciate follow-though.
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Prov ide appropriate outreach serv ices to legal, m edical, law
enforcem ent, and academ ic agencies.

To the best of m y  ability , prov ide follow-up adv ocacy  to the clients I
serv ices on-call dev elop a follow-up plan.

Com plete paperwork in clients’ folders and for the office in a
com prehensiv e and tim er m anner.

Call Direct Serv ices Coordinator by  the next day  to rev iew adv ocacy
and clients’ status and follow-up plan.

If I cannot fulfill m y  duties, I m ust find a replacem ent for m y  shift.

Ot h er  Oppor t u n i t i es:         

Work m ore hours at the office in OUR HOUSE, INC. at the legal clinic.

Organize cam pus ev ents such as Sexual Awareness Month (April),
Dom estic Violence Awareness Month (October) and Take Back the
Night.

Assist in the facilitation of book/v ideo presentations.

Prov ide office-related activ ities and work in special projects.

Dev elop topics for and present at v olunteer in-serv ice m eetings from
personal projects to academ ic work.

Attend conference and/or com m unity  m eetings on behalf of OUR
HOUSE, INC..

Write pieces for the Volunteer Newsletter.

Repor t  t o:       Volunteer Coordinator (for tasks and trainings) or the Executiv e
Director

9 . 8      Con t r a c t  for  V ol u n t eer  Cr i si s Li n e A dv oc a t e                         

CRISIS LIN E A DV OCA T E         

I, ______________________,  a g r ee t o w or k            a period of not less than
one calendar y ear after com pletion of m y  initial training program m ing
and/or entrance interv iew to serv e as a Volunteer Crisis Line Adv ocate with
Our House, Inc.    A s a  Cr i si s Li n e A dv oc a t e,  I a g r ee t o t h e fol l ow i n g :                             

1 . To abide by  the rules, regulations, and politics of Our House, Inc.

2 . To participate in a background check prior to becom ing a v olunteer.
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3 . To fulfill the responsibilities of the Crisis Line Adv ocate role as outlined
by  the job description.

4. To dem onstrates a com m itm ent to the div ersity  and inclusion of
participants/clients of OUR HOUSE, INC.

5. To hold in confidence all inform ation pertaining to participants of the
center.

6. To hold the participant’s/client’s welfare as m y  prim ary  concern when
representing the center in so far as doing so does not v iolate center
polities and regulations or jeopardize the welfare of others.

7 . When prov iding hospital adv ocacy , work with the secondary  Crisis Line
adv ocate in responding to the client at the hospital.

8. Not to engage in a relationship with any  of m y  clients or form er clients
of OUR HOUSE, INC.

9. To fulfill all required v olunteer hours.

1 0. To report for all shifts /duties for which I hav e been assigned or to
arrange for appropriate replacem ent.

1 1 . To attend an entrance interv iew to initiate m y  v olunteer position in a
tim ely  m anner; within 60 day s of com pleting m y  training or at
another tim e arranged by  the Volunteer Coordinator.

1 2 . I will inform  the staff if m y  life situation changes m aking it difficult or
im possible to fulfill m y  v olunteer responsibilities; such as grief, illness,
fam ily , or relationship problem , academ ic issues, or m ental health
concerns.

1 3 . If I am  in recov ery  as a surv iv or recent sexual assault or relationship
v iolence, I will discuss m y  options with one of the Directors regarding
m y  v olunteer duties and if a leav e of absence is necessary  for m y
process of recov ery . I m ay  resum e at the direction of confidential
between and the appropriate staff working with m e. I hav e the right not
to hav e a client file kept on m y  situation at this office.

1 4. When I’m  working as a v olunteer, I agree not to be under the influence
of chem icals. I will not put m y self in any  position where I cannot
prov ide adv ocacy . If necessary , I will call the appropriate staff if I in the
position to break this policy .

I u n der st a n d Ou r  Hou se,  In c .  w i l l :                

1 . Prov ide m e with 40+ hours of Adv ocacy  training.

2 . Prov ide in-serv ices, v olunteer m eetings, and training opportunities on
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a regular basic.

3 . Prov ide superv isor and feedback so that I m ay  approv e and ev aluate
m y  own perform ance.

4. Prov ide m e with a quarterly  Adv ocate Report that addresses m y  status
fulfilling the adv ocate requirem ents.

I agree that this contract shall be in effect for the entire tim e that I’m  a
v olunteer at Our House, Inc. I understand that this contract and therefore m y
role as an adv ocate for Our House, Inc. m ay  be term inated at any  tim e by
m utual consent and/or at the tim e by  the center if I v iolate the prov isions of
this contract. I hav e the right to take a tem porary  leav e of absence as a
v olunteer upon m eeting with the Director I hav e read this contract and agree
to abide by  all sections as witnessed by  m y  signature below.

__________________________________________                                           

Volunteer Crisis Line Adv ocate              Date                          

 

 

9 . 9      V ol u n t eer  Hea l t h y  Rel a t i on sh i p Edu c a t or                        

J ob Desc r i pt i on  for  V ol u n t eer  Hea l t h y  Rel a t i on sh i p Edu c a t or                             

T i t l e:   Hea l t h y  Rel a t i on sh i p Edu c a t or                     

Requ i r em en t s:     

Successfully  com plete m inim um  training requirem ents.

Com m it to v olunteer for at least one calendar y ear.

Com m itm ent to uphold the v olunteer contract m ade with OUR HOUSE,
INC..

Interest in working in the anti-sexual assault and anti-relationship
v iolence m ov em ents through educational initiativ es and public
awareness.

Conduct oneself on a professional and ethical m anner, including respect
and m aintaining healthy  boundaries.
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Adhere to strict policy  of confidentiality .

Com m itm ent to practicing upcom ing presentations on y our own.

Understanding of sexual v iolence as one from  of oppression and hav ing
an awareness of connections between sexism , racism , classism ,
hom ophobia, heterosexism  and ableism  to v iolence.

Closure on any  issue/v ictim ization related to sexual assault,
relationships v iolence, or stalking.

No participation with OUR HOUSE, INC., or another crisis center, as a
client in past y ear.

Cannot date or hav e any  intim ate relationship with clients that y ou
adv ocate for at OUR HOUSE, INC.

Du t i es:  

Com plete at least two presentations each calendar y ear.

Set up a presentation on y our own. (counts as one of the required
num ber of presentations per y ear)

Host a com m unity  table about Our House, Inc.  serv ices at ev ents
within our nine-county  serv ice area.

Respond prom ptly  to the Healthy  Relationship Coordinator after an
em ail has been sent to all Educators requesting presenters for an
upcom ing educational presentation.

Attend m andatory  practices with the Healthy  Relationship Coordinator
and/or other Educators prior to each presentation.

Present the Healthy  Relationship curriculum  or m aterials with the
intended audience at the tim e and date requested.

Increase awareness of Our House, Inc., its serv ice and Healthy
Relationship Educator program , encouraging groups to inv ite
Educators to m ake a presentation.

Notify  the Coordinator m ore than 24 hours on adv ance if som e dire
circum stances y ou m ay  hav e to find a Educator to present for y ou.

Oppor t u n i t i es:      

Becom e a leader and gain career-building experience.

Write for the OUR HOUSE, INC. Newsletter.

Volunteer to do office hours.

Organize ev ents such as Teen Dating Violence Prev ention Month (Feb),
Sexual Awareness Month (April), and Dom estic Violence Awareness
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Month (October)

Repor t  t o:      Healthy  Relationship Educator Coordinator

 

 

9 . 1 0       Con t r a c t  for  V ol u n t eer  Hea l t h y  Rel a t i on sh i p Edu c a t or                               

V OLUN T EER CON T RA CT  FOR HEA LT HY  RELA T ION SHIP EDUCA T OR              

I, _____________________, hereby  agree to serv e as a Healthy
Relationship Educator with Our House, Inc. I will prov ide serv ices to Our
House, Inc. for a period of not less than one calendar y ear after m y  com pletion
of the initial training program  and/or entrance interv iew.  A s a  Hea l t h y     
Rel a t i on sh i p Edu c a t or  a g r ee t o t h e fol l ow i n g :                       

 

1 . To abide by  the rules, regulations, and policies of Our House, Inc.

2 . To participate in a background check prior to becom ing a v olunteer.

3 . To fulfill the responsibilities of the Healthy  Relationship Educator as
outlined by  the job description.

4. To dem onstrate a com m itm ent to the div ersity  and inclusion when
facilitating presentations.

5. To hold in confidence all inform ation pertaining to a participants/client
of the center.

6. Not to engage in an intim ate relationship with any  of m y  neither
clients nor form er clients of OUR HOUSE, INC.

7 . To fulfill the process being a Healthy  Relationship Educator:  Accepting,
planning, presenting, ev aluating, and rev iewing of the program s
presented.

8. I understand that being a Educator is a serious com m itm ent to OUR
HOUSE, INC. and the com m unity . I understand that I will be required
to follow through with the presentation that I will accept. If I hav e
accepted a presentation and cannot m ake the presentation, I will need
to notify  the Director within 24 hours of the presentation. I will find a
replacem ent educator to take m y  place.
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9. To com plete an Orientation with the Healthy  Relationship Director

1 0. I will inform  the Healthy  Relationship Coordinator if m y  life situation
changes m aking it difficult or im possible to fulfill m y  responsibilities,
such as grief, illness fam ily  or relationship problem s, academ ic or
m ental health issues. It is v ery  im portant to inform  the Healthy
Relationship Coordinator if I hav e been a v ictim  of sexual v iolence
m y self.

1 1 . If I am  a recov ery  as a surv iv or of a recent sexual assault or relationship
v iolence, I will discuss m y  options with Healthy  Relationship Director or
one of the Directors regarding m y  v olunteer duties and if a leav e is
necessary  for m y  process of recov ery . I m ay  resum e v olunteering at the
discretion of m y self and the staff person I hav e confined in. I understand
that I hav e the right to keep this inform ation confidential between
m y self and appropriate staff working with m e. I hav e the right not to
hav e the clinic file kept on m y  situation at this office.

1 2 . When I am  working as an Educator, I agree not to be under the
influence of chem icals. I will not put m y self in a position where I cannot
do an effectiv e presentation such as not getting enough sleep or
consum ing too m uch alcohol the night before. If necessary , I will call
the Educator Coordinator if I am  in a position if breaking this policy .

I understand Our House, Inc. will:

1 . Prov ide m e with 20+ hours of training.

2 . Prov ide regular m eetings to help m e in m aking effectiv e presentations.

3 . Prov ide rev iew and feedback so that I m ay  im prov e and ev aluate m y
own perform ances.

4. Prov ide m e with stipend for each presentation I com plete if funds are
av ailable.

I agree that this contract shall be in effect for the entire tim e that I am  a
v olunteer at Our House, Inc. I understand that this contract, and therefore m y
role as an adv ocate m ay  be term inated at any  tim e by  m utual consent and/or
at any  tim e by  the center if I v iolate the prov isions of this contract. I hav e the
right to take a tem porary  leav e of absence as a v olunteer upon a m eeting with
the Healthy  Relationship Director. I hav e read this contract and agree to abide
by  m y  signature below.

_____________________________________                             
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Edu c a t or                                      Da t e                                                                                             

 

_____________________________________

Hea l t h y  Rel a t i on sh i p Di r ec t or     Da t e                      

9 . 1 1       A m ba ssa dor s -( Wel c om e Let t er )              

A MBA SSA DORS – SEN IOR V OLUN T EERS      

Re: New Mem bership

Dear Am bassador:

I am  so excited! Ov er the last couple of weeks, we hav e been approached about
how others can becom e Am bassadors. I m ust adm it the thought nev er crossed
m y  m ind that others would want to join our team  of Am bassadors. When we
first started the Am bassadors, it was out of a need to be inform ed. We were
planning an International Dialogue to Em power the Aged (IDEA) with Stony
Brook Univ ersity , Stony  Brook, New York and the W. K. Kellogg Foundation.
Each Our House, Inc.’s staff was giv en an opportunity  to recom m end fiv e
persons ov er the age of 55 who could assist us in the designing, planning and
im plem enting the IDEA Gathering. Since that tim e the Am bassadors hav e
becom e a v ital part of Our House, Inc.:

You prov ide em otional and psy chological support to our children (m ost
who are v ictim s of a v iolent crim e) by  attending their skits, play s and
teach back presentations. Encouraging them  by  y our presence say s
that others care and they  are not alone during challenging tim es. Your
m ere presence at the v arious y outh activ ities encourages m any  of our
y outh to becom e better students, better com m unity  citizens and better
persons. It is alway s good to see an audience full of caring adults,
especially  when the one y ou lov e the m ost m ay  hav e been sexually
v iolent towards y ou or a lov e one has been m urdered.

You attend our educational trainings hosted by  our Behav ioral
Modification Institute.

You v olunteer to recruit persons to attend our v arious trainings.

You v olunteer at the trainings to assist as host and hostess.
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Som etim es, y ou just com e by  and let us know that we are doing good
work. A v isit from  y ou “does m ake our day ”. We are enlightened and
encouraged when y ou rem ind us that what we do day  to day  has
m eaning. Som etim es, in the fight to end v iolence in our com m unity
and hom es we forget that we hav e m ade a difference.

We are proud to be associated with each of y ou. I just thought that since we
hav e been receiv ing request for others to join our team  that m ay be we need
som e brief qualifications. I seek y our input and com m ents on this, as the
founding Am bassadors. Attached is a copy  of the qualifications for new
m em bers of our Am bassadors team . Call m e if y ou hav e any  other suggestions,
com m ents, or just to say  “Hi”.

Sincerely ,

Dr. Patricia Ann Dav enport

CEO/Co-Founder

9 . 1 2       A m ba ssa dor s:  N ew  Mem ber  In for m a t i on                  

OUR HOUSE,  IN C. ’S  A MBA SSA DOR      

N ew  Mem ber sh i p In for m a t i on           

 

T o Qu a l i fy :     

Must be at least 55 or older;

Must be willing to attend at least two Am bassador m eetings or ev ents
each y ear;

Must v olunteer for at least one of Our House, Inc.’s activ ities per y ear. 
Volunteering m ay  consist of:

o   Attending workshops;

o   Hosting-greeting attendees at workshops;

o   Assisting with registration at workshops;
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o   Assisting with snack table at workshops;

o   Assisting with passing out handouts at workshops;

o   Attending our y outh’s skits, outings, or teach-back presentations;

o   Recruiting participants for the workshops;

o   Assisting with serv ing our disabled m em bers; and/or

o   Assisting with em otional support with our v ictim s at court, counseling or
the shelter;

Must n ot  be    a batterer of dom estic v iolence or sexual assault;

Must be willing to represent and/or support Our House, Inc. in the
public;

Must be recom m ended by  a fellow am bassador or Our House, Inc.’s staff;
and,

Opt i on a l        assist with souv enir “Journey  of Faith” booklet as a
fundraiser for Our House’s outreach program s and general funds.

 

Ben efi t s t o bei n g  a n  A m ba ssa dor            

Get to be part of a team  who designs, plans and im plem ents an
international conference for persons aged 55 and older;

Being able to influence the liv es of our y outh who hav e been
traum atized by  v iolence;

Being able to input into the liv es of serv ices/health prov iders by
assisting with the coordination of trainings on dom estic v iolence, sexual
assault and HIV/AIDS prev ention and serv ices for the elderly ;

Being able to receiv e a discount rate to our v arious training
conferences.  Many  tim es, the fees will be totally  waiv ed based on the
co-sponsors for the ev ent; and,

Being recognized y early  as an Am bassador for “Change” by  Our House,
Inc.,

 

Du es
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There are no dues.  There are no financial com m itm ents.  The m ain
requirem ent for m em bership is to hav e a heart to assist in educating the
y ounger generation that being ov er 55 doesn’t m ean y ou are old, “You are just
wiser.”

 

9 . 1 3       V ol u n t eer  St i pen ds         

Ou r  Hou se’s Pol i c y  on  St i pen ds for  V ol u n t eer s                 

V ol u n t eer  St i pen ds,  In t er n s,  a n d Em pl oy ee V ol u n t eer s:  Som e                           
Im por t a n t  T h i n g s t o Kn ow            

When funds are av ailable, Our House, Inc. occasionally  offer cash “perks” or
stipends to v olunteers and interns as well as grant em ploy ees to help out after
work in order to build their v olunteer capacity .  As such, in com pliance with
the labor laws, we take in consideration, the following: 

Wh a t  i s a  “ V ol u n t eer ” ?            

According to the US Departm ent of Labor, v olunteers are indiv iduals who
perform  hours of serv ice for religious, charitable or sim ilar non-profit
organizations without prom ise, expectation, or receipt of com pensation.  In
addition, all of the following m ust also be true:

The entity  that benefits from  the serv ice is a nonprofit (or gov ernm ent
agency )

The activ ity  is less than full tim e

The serv ices are not offered as a result of coercion

The serv ices are ty pically  associated with v olunteer work

No regular em ploy ees hav e been displaced by  the v olunteer

The v olunteer does not expect to be com pensated

It’s im portant to understand this definition of a v olunteer because it affects
what protections a worker, paid or unpaid, is entitled to.  In the United States,
true “v olunteers,”  as defined by  law, are not considered em ploy ees and,
therefore, are not cov ered by  the US Fair Labor Standards Act. Sim ilarly , paid
em ploy ees, as defined by  law, are not protected by  the federal Volunteer
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Protection Act.

V ol u n t eer  St i pen ds           

Offering stipends to v olunteers can get tricky  because by  doing so, y ou m ay
inadv ertently  conv ert y our “v olunteer” into an “em ploy ee.” According to the
Departm ent of Labor, if a v olunteer is paid a stipend of ov er $500 a y ear or
20% m ore than what an em ploy ee would be paid, they  m ust be treated as paid
staff and are subject to the laws that gov ern em ploy ees. 

If Our House, Inc. decides to offer stipends, we will utilize a proper accounting
sy stem . Volunteers who receiv e stipends will be treated the sam e as paid staff,
and pay roll tax contributions will be withheld from  their pay . This goes for in-
kind benefits as well, which m ust be assigned fair  m arket v alue.

Reim bursem ents for expenses incurred while v olunteering are also,
surprisingly , considered taxable incom e. Volunteer recognition gifts of lim ited
v alue, fortunately , are considered a “de m inim us benefit”  and are not taxed.

When v olunteer stipends are offered, we will:

Nev er pay  m ore than a nom inal 20% of what an em ploy er would
otherwise pay  for the sam e serv ice

Not offer benefits that other em ploy ees receiv e

Make it clear if a v olunteer receiv es m ore than $500 a y ear in
com pensation, they  will no longer be protected from  liability  claim s by
the Federal Volunteer Protection Act.

T r a i n ees    

Trainees, such as school-to-work or internship program  participants, m ay  also
be considered v olunteers v ersus em ploy ees; howev er, the sam e rules apply  as
far as stipends go.  In order to be considered a “trainee”, the following m ust also
be true:

The training, ev en though it includes actual operation of the facilities of
the em ploy er, is sim ilar to that which would be giv en in a v ocational
school;

The training is for the benefit of the trainees or students;

The trainees or students do not displace paid em ploy ees, but work under
close superv ision;
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The em ploy er that prov ides the training receiv es no im m ediate
adv antage from  the activ ities of the trainees or students and, on
occasion, his operations m ay  ev en be im peded;

The trainees or students are not necessarily  entitled to a job at the
conclusion of the training period; and

The em ploy er and the trainees or students understand that the trainees
or students are not entitled to wages for the tim e spent in training.

Pu bl i c  Sec t or  Em pl oy ees a s V ol u n t eer s                

If em ploy ees want to v olunteer, there are also laws in place that are m eant to
protect them  from  exploitation, so be sure y ou know the param eters.  Public
sector em ploy ees m ay  v olunteer for their agencies, but by  law m ay  not
v olunteer additional tim e to do the sam e work for which they  are already  paid.
Whenev er paid staff wish to v olunteer their tim e for the agency  for which they
also work, they  should be subject to the sam e form al application process and
superv ision as other v olunteers in the sam e role.

Y ou r  Du e Di l i g en c e         

To prev ent m isunderstandings, it is im portant for v olunteers and staff alike to
clearly  delineate the difference between v olunteer and staff duties. Dev eloping
distinct position descriptions, v olunteer agreem ents, and program  policies and
procedures for the v olunteer program  can help decrease the chance of
m isunderstandings, and thus, risk to the organization.  Also, be sure that any
paid staff who also wish to v olunteer their tim e are treated the sam e as other
v olunteers and agree on tasks that are different than their paid work.

For  m or e i n fo,  c h ec k  ou t  t h e fol l ow i n g :                   

US Depa r t m en t  of  La bor  Opi n i on  on  St i pen ds                   —
http://www.dol.gov /whd/opinion/FLSA/2006/2006_08_07 _28_FLSA.pdf

In fo on  Em pl oy ees a s V ol u n t eer s              —
http://www.dol.gov /elaws/esa/flsa/docs/v olunteers.asp

T h e Defi n i t i on  of a  T r a i n ee                —
http://www.dol.gov /elaws/esa/flsa/docs/trainees.asp

T h e Di ffer en c e Bet w een  Em pl oy ees a n d V ol u n t eer s                      —
https://www.nonprofitrisk.org/library /articles/em ploy ee_or_v olunteer.shtm l

T h e Feder a l  V ol u n t eer  Pr ot ec t i on  A c t                     —
http://www.gpo.gov /fdsy s/pkg/PLAW-1 05publ1 9/pdf/PLAW-
1 05publ1 9.pdf
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By  Tobi Johnson|June 29th, 201 3 |Volunteer Managem ent|0
Com m ents

https://tobijohnson.com /v olunteer-stipends/

 

Ou r  Hou se,  In c .  –  St i pen d Pol i c y             

Stipends are norm ally  based on the federal gov ernm ent approv ed rate.

Stipends can be used as reim bursem ent for trav el, m eals and supplies. 

T h e r a t e  for  st i pen ds i s a s fol l ow s bi -w eek l y :                      (note, this is only  if the
v olunteer requests a stipend and funds are av ailable) 

Less than 6 hours           -0

6-20 hours                 -$25

20-45 hours               -$50

46-55 hours               -$7 5

56 and abov e            -$1 00

The Executiv e Director has the power to increase or decrease the am ount
giv en.

 

A ppr ov ed Febr u a r y  2 0 2 0  boa r d m eet i n g                 

9 . 1 4       V ol u n t eer  In t a k e For m             

https://www.ourhousev oices.com /take-action

 

9 . 1 5       V ol u n t eer  Rec or ds Pol i c y             
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V OLUN T EER RECORDS  

 

V OLUN T EER RECORDS POLICIES  

Our House treats all v olunteers who prov ide direct serv ices to consum ers as
non-paid em ploy ees.  They  m ust adhere to the ov erall polices for em ploy ees.  It
is our belief that direct serv ice v olunteers are v aluable assess to our program
as such their responsibilities are m irrored that of paid em ploy ees.

Our House Volunteer Records policy  is that each direct serv ice v olunteer m ust:

a)     Hav e an Application/ résum é on file within our Hum an Serv ice
Departm ent

b)    Hav e at least three References that can v erify  their work ethics.

c)     Receiv ed at least 20 hours of docum ented training prior to any  one-on –
one contacts with consum ers and 5 hours of continuous training y early .  This
docum entation will be m aintained in their file.

d)    Com plete the em ploy ee’s background checks as outlined in Our House,
Inc.’s personnel policy  handbook.

e)     Hav e signed confidentiality  statem ent.  This statem ent will need to be
signed annually .

f)     Must hav e a job description.  The v arious ty pes of job description can be
found in our Dom estic Violence Training Manual

g)    Must receiv e a recom m endation by  a staff or board m em bers for serv ices.  
Our House do not activ ely  recruit for v olunteers.  Volunteers are self refer to
our program .  Upon their personal request to v olunteer, a personal interv iew
will be schedule by  the Victim  Serv ice Director or Executiv e Direct to rev iew
the request.   In the screening process, questions will be asked such as “why  do
y ou want to v olunteer,”   “what ty pe of consum ers are y ou interested in
working with,”  “why  that group,”  “what experience do y ou hav e in
v olunteer,”  and, “are y ou willing to hav e a crim inal background check, child
abuse check, and drug testing.”  These are a sam ple of the questions to be asked
in the screening process for v olunteers.

Work under the direct superv ision of the Healthy  Relationship Director.  At no
tim e are direct serv ice v olunteers left alone with consum er’s files and records.
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10.Policy: Background Checks

1 0 . 1       Ba c k g r ou n d Ch ec k s - Requ i r em en t s                

Em ploy ee Required Background Checks (prior to hiring and random ly
throughout em ploy m ent)

Crim inal Background

Child Abuse

Sustance Abuse (Exam  cost is paid for by  the prospectiv e em ploy ee)

Prior Em ploy m ent

Education

Personal References

I-9 form

Driv er License

Auto Insurance

Social Worker's Insurance (when applicable)

Social Security  Check

Com pletion of Civ il Rights Certification Rev iew

Com pletion of Office of Victim s of Crim e Training Certification

All Em ploy ees (new and ongoing) are required to rev iew and certified their
concern to the following policies.

Section 1 : Conflict of Interest Policy

Section 2: Code of Ethics Policy

Section 3 : Confidentiality

Section 4: Civ il Rights Policy

Section 5: Discrim ination Policy

Section 6: Whistleblower Policy

Section 7 : ADA Policy

Section 8: Lim ited English Proficiency

Section 9: Specialized Serv ices to Victim s
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Section 1 0: Social Media Policy

Section 1 1 : Cellphone Policy

Section 1 2: Texting

1 0 . 2       Ba c k g r ou n d Ch ec k s Requ i r em en t s - V ol u n t eer s                      

There are two ty pes of prim ary  v olunteers

1 .  Those in contact with clients

2.  Those who are not in contact with clients

Required background checks for v olunteers in contact with clients are the
sam e as paid em ploy ees.

Required background checks for v olunteers not in contact with clients are:

Com pleting confidentiality  form

Com pletion of at least 5-1 0 hours of Victim  of Crim e Training

Norm al roles for these v olunteers are awareness, prev ention, office
duties, etc.

 

Ongoing Volunteers are required to rev iew and sign our annual form s with
cov ers the following policies:

Section 1 : Conflict of Interest Policy

Section 2: Code of Ethics Policy

Section 3 : Confidentiality

Section 4: Civ il Rights Policy

Section 5: Discrim ination Policy

Section 6: Whistleblower Policy

Section 7 : ADA Policy
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Section 8: Lim ited English Proficiency

Section 9: Specialized Serv ices to Victim s

Section 1 0: Social Media Policy

Section 1 1 : Cellphone Policy

Section 1 2: Texting
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11.Policy: Board Requirements

1 1 . 1       Boa r d of T r u st ee      

A .    BOA RD OF T RUST EE POLICIES      

Our House Board of Trustee Policies are:

That the board of directors m eets at least quarterly  as outlined in our by laws

  That the Board of Directors hav e ov ersight of finances and the budget, and
will m onitor and approv e financial statem ents. A financial report is prov ided
by  the Executiv e Director at each board m eeting.

That the Board of Directors rev iew all program s’ status and budget at least
once a y ear.

That m em bers of the Board of Directors handling m oney  or signing checks are
bonded. Proof of dishonesty  insurance (bond) can be found in the Financial
Officer’s office.  Copies of insurance is prov ided to each m em ber.

That the Board of Directors m ust be div erse and representativ e of the
com m unity  it serv es, and include form er v ictim s of dom estic v iolence.

That each Board m em ber m ust rev iew and sign the Board’s Conflict of Interest
Policy  annually .

That all Board m em bers are required to receiv e at least 3  hours of training,
cov ering the agency  By -Laws, Policy  and Procedure m anual and any  other
pertinent inform ation deem ed appropriate by  the Board.   Detail regarding
training conduct will be recorded in the board m inutes.

That the Board of Directors adhere by  the attendance policy  which is outline in
the com pany ’s By  Law.

That the Executiv e Director of the agency  m ust be present at all Board
m eetings, unless a v alid reason is prov ided and is approv ed by  the President of
the Board.

That written m inutes of the Board m eetings will be m aintained. That the
m inutes of the Board will be taken by  the Board designated person and
m aintained for a m inim um  of fiv e y ears.
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That the Board of Directors will be responsible for hiring, firing and
superv ising the Executiv e Director of the shelter program  and for com pleting
an annual ev aluation of the Executiv e Director. This annual ev aluation is to
be m aintained in the Executiv e Director’s personnel file.

The Board of Directors shall ensure that the by -laws prov ide that the
Executiv e Director has the responsibility  for the daily  operations of the of all of
the agency 's program .

1 1 . 2       Con fl i c t  of  In t er est           

B.   CON FLICT  OF IN T EREST  POLICY      

Our House Board of Trustee – Conflict of Interest Policy  was Adapted from  the
Univ ersity  of Chicago.   

Our House, Inc. is com m itted to av oiding any  actual or potential conflicts
between the interests of the Our House and any  personal interest an Em ploy ee,
Trustee or Officer m ay  hav e.

Generally , conflicts arise when: (i) an Em ploy ee, Trustee or Officer has an
existing or potential financial or other interest which im pairs, or m ight appear
to im pair, his or her independence or objectiv ity  in serv ing the Our House; or
(ii) the Em ploy ee, Trustee or Officer m ight deriv e, or appear to deriv e, a
financial or other m aterial benefit from  confidential inform ation learned in
the course of his or her serv ice on the Board.

Disclosure is required, and abstention or recusal m ay  be necessary , whenev er
a Em ploy ee, Trustee or Officer or a related party  (as described below) engages
in the following activ ity :

has a m aterial interest in any  transaction or any  proposed transaction
to which the Our House, Inc. was or is to be a party , or serv es as a
director, officer, trustee, partner, em ploy er, or em ploy ee of any  person
or entity  hav ing a m aterial interest in an actual or proposed
transaction with Our House, Inc, or

serv es as a director, officer, trustee, partner, em ploy er, or em ploy ee of
any  person or entity  that com petes directly  with the Our House, Inc.,
holds m ore than 5% of the stock or equity  of any  such organization, or
has receiv ed substantial com pensation, gifts, or serv ices from  any  such
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organization or person.

 For purposes of Paragraphs (A) and (B) abov e, a related party  shall be defined
as: one’s spouse, dom estic partner, ancestors, children, grandchildren, great-
grandchildren, siblings (whether by  whole or half-blood), or the spouses of
children, grandchildren, great-grandchildren, or siblings.

The foregoing language is m eant to be illustrativ e. Ultim ately , the Our
House’s Conflict of Interest Policy  relies on each Em ploy ee’s, Trustee’s and
Officer’s sound judgm ent. Recognizing that it is difficult to anticipate all
potential conflicts in adv ance,

Em ploy ees, Trustees and Officers are rem inded that questions regarding the
conflict of interest policy  m ay  be raised inform ally  and confidentially  at any
tim e with the President of the Board, the Chair of the Com m ittee on
Trusteeship, Board Attorney  or the Executiv e Director of Our House, Inc.

All conflict of interest disclosures and related discussions will be held in
confidence to the m axim um  extent possible, but shall be shared with the Chair
of the Board, the Com m ittee on Trusteeship, and the Executiv e Director, Board
Attorney , and external auditors. 

All Trustees and Officers m ust annually  disclose actual and potential conflicts
of interest by  writing a Confidential Conflict of Interest Disclosure Statem ent,
and these disclosures m ust be updated as new inform ation becom es av ailable
that could affect the Trustee’s or Officer’s stated interests.

Executiv e Director and Board Attorney  will com pile the disclosures into a
confidential database and prepare for each Trustee and Officer a written
acknowledgm ent of the disclosure that identifies any  pending Our House, Inc.
transactions that m ay  be affected by  the disclosure.

The President of the Board will also rev iew all disclosed potential conflicts of
interest before m aking Board com m ittee assignm ents.

Regardless of these efforts, any  Em ploy ee, Trustee and Officer hav ing an
actual or potential conflict of interest m ust: (i) prom ptly  call the conflict to the
attention of the Chair of the Board, Executiv e Director and/or Board Attorney ,
and (ii) abstain from  participating in or v oting on the m atter. Actions in this
regard will be reflected in any  official m eeting m inutes.

It is our policy  that the board rev iews this policy  annually .

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 130 of 402



1 1 . 3       By  La w s &  A r t i c l es of  In c or por a t i on                    

A RT ICLE I:      N A ME 

1 . 0    The nam e of this corporation shall be Ou r  Hou se,  In c . :  N ew  Bi r t h            
t o V i ol en c e Fr ee Li v i n g ,              referred to herein by  the abbrev iation of "Our
House" or as "New Birth". The corporation is perpetual.

1 . 2    The fiscal y ear of Our House is October 1  to Septem ber 3 0.

1 . 3      The principal office of Our House in the State of Mississippi shall be in
Greenv ille, Mississippi. The corporation m ay  hav e such other offices as
the Board of Directors m ay  determ ine or as the affairs of the corporation
m ay  require from  tim e to tim e.

1 . 4      Founding Mem bers: These indiv iduals are those com m itted persons
who founded Our House, Inc. October 1 995. They  are: Dr. Patricia Ann
Dav enport, Ms. Doris S. Lee, Judge Margaret Carey -McCray , Dr. Roderick
Mitchell, Ms. Denise Strub, Ms. Dr. Thom as Paul William s.

1 . 5    As of October 1 , 201 2, our current serv ice area is Attala, Boliv ar,
Carroll, Coahom a, Grenada, Holm es, Hum phrey s, Lafay ette, Leflore,
Montgom ery , Panola, Quitm an, Sharkey , Sunflower, Tallahatchie,
Tunica, Washington, and Yalobusha counties in the Mississippi Delta.
Prim ary  focus area: Boliv ar, Carroll, Grenada, Holm es, Hum phrey s,
Leflore, Sharkey , Sunflower, Washington.

1 . 6    As of October 1 , 201 6, our current serv ice area is Boliv ar, Carroll,
Grenada, Holm es, Hum phrey s, Montgom ery , Leflore, Sharkey ,
Sunflower, Washington.

1 . 7      As of October 1 , 201 9, our current prim ary  serv ice area is Boliv ar,
Holm es, Hum phrey s, Leflore, Sunflower and Washington Counties.

A RT ICLE II:      V ISION  &  MISSION  ST A T EMEN T       

2 . 0    V i si on :      A world free of interpersonal v iolence

2 . 1      Mi ssi on :     To lead, em power and inspire change by  elim inating
dom estic v iolence and sexual v iolence through interv ention, prev ention,
prosecution, v ictim  protection and sustainable restoration in rural
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com m unities; and, to enhance the liv es of surv iv ors of interpersonal
v iolence by  prov iding serv ices that m eet the psy chological, spiritual and
cultural needs of those we serv e.

2 . 3    Obj ec t i v es:       The objectiv es for which this corporation is form ed are
exclusiv ely  charitable, education and scientific.

2 . 4      T h e pu r pose of  Ou r  Hou se sh a l l  be,              but not lim ited to the
following:

a) to establish and m aintain em ergency  tem porary  housing in
the form  of shelters, v olunteer hom es, safe houses, second stage
shelters, agency  locations, priv ate hotels and m otels, and other
appropriate housing; and, to otherwise offer assistance in the
help and care of v ictim s of dom estic v iolence; {howev er, it is not
the purpose of Our House to operate any  of its shelters as an acute
general hospital or long term  care facility }

b) to prov ide and care for all persons m aintained in tem porary
shelters;

c) to prov ide peer support and other counseling serv ices;

d) to prov ide adv ocacy  serv ices;

e) to coordinate court ordered treatm ent program s for abusers,

f) to launch a program  to aid v ictim s of dom estic v iolence & rape;

g) and to prov ide 24 hour/7  day s a week crisis interv ention
telephone line;

h) to prov ide direct and adv ocacy  serv ices to v ictim s of sexual
assault and surv iv ors of hom icide acts;

i) to acquire, hold, m anage, conv ey , lease, sell, dispose of,
exchange, m ortgage, pledge and receiv e by  gift, dev ise,
bequeath, or otherwise, all kinds of property , real or personal, to
enter into contracts, to borrow m oney  and incur indebtedness in
order to accom plish its purpose, and to giv e security  when
necessary  to achiev e its purposes, and to do any  and all things of
any  character and kind that m ay  from  tim e to tim e be necessary
in the proper m anagem ent and adm inistration of the affairs of
the corporation;

j) to dev elop and m aintain program s that target strengthening
the "Fam ily " structure as deem  appropriate by  the board, i.e.
ev idence-based program , traum a inform ed care env ironm ent;

k) to initiate prim ary  prev ention through increased public
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awareness v ia special presentations, literature, and creativ e
activ ities for y outh and adults;

l) to assist in the dev elopm ent of African Am erican Dom estic
Peace Project;

m ) to dev elop a faith - based m inistry  of helps that will prov ide
serv ices to both secular and religious leaders; and,

n) to rem ain non-profit. It is expressly  declared that this
corporation is not organized for profit, and consequently , no
div idends or profit shall be m ade to any  of its m em bers. (a-g,
Am ended as of July  20, 2002)

A RT ICLE III:      BOA RD MEMBERSHIP

3 . 0    Mem bership is to consist of indiv iduals prim arily  from  the Mississippi
Delta area.

3 . 1    Mem bership Ty pes: There shall be three ty pes of m em bers: Activ e
Mem bers, Adv isory  Mem bers and At-Large Mem bers.

A .     A c t i v e Mem ber s:           These indiv iduals are those com m itted
persons who hav e an interest in supporting the purposes and
m ission of Our House. Ev ery  effort should be m ade to encourage
m inority  m em bers. These indiv iduals shall hav e full v oting
rights & priv ileges. Maxim um  allowable activ e m em bers: Ten.
Term  of office shall be unlim ited. Founding m em bers of Our
House, Inc. shall rem ind on the Activ e Mem bership list with full
rights & priv ileges.

B.  A dv i sor y  Mem ber s:            These m em bers m ay  consist of current
em ploy ees of Our House, Inc. and non-profit organizational or
gov ernm ental agencies who share the interest of Our House.
Ev ery  effort should be m ade to encourage m inority  m em bers.
These m em bers shall not hav e v oting rights and priv ileges.
Maxim um  allowable Adv isory  m em bers: Fiv e. Term  of office
shall be renewed ev ery  four y ears. Renewal upon current Activ e
Board m em bers' v otes. These indiv iduals m ay  be elected to offices
(am ended 201 8)

C.     A t -La r g e Mem ber s:           These m em bers are those who reside
outside of our prim ary  serv ice area but share our interests and
m ission. Ev ery  effort should be m ade to encourage m inority
m em bers. These indiv iduals shall hav e full v oting rights and

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 133 of 402



priv ileges. Maxim um  allowable At-Large Mem bers: Two. Term  of
office shall be renewed ev ery  four y ears. Renewal upon current
Activ e Board m em bers' v otes.

3 . 2      GOV ERN A N CE.        The affairs of the corporation shall be m anaged by
its Activ e Board of Directors. Activ e Directors shall be residents of the
State of Mississippi. Activ e Board m ay  delegate such authority  as it
desires from  tim e to tim e proposes to delegate, and m ay  form  com m ittees
com posed of v oting Board m em bers, non-v oting Board m em bers and non-
Board m em bers, and m ay  delegate its authority  or part thereof to said
com m ittees.

3 . 3      N UMBER.   The num ber of elected v oting Directors of the
Corporation shall not be less than 5 but m ay  be as m any  as 1 0 without
the necessity  of am endm ent to the by -laws. The elected v oting Directors
of the Corporation shall com e from  the Activ e and At-Large Mem bership.
The total num ber of elected v oting Directors shall be set by  the Activ e
and At-Large m em berships and shall be set in m ultiples of two. No
decrease in the num ber of v oting Directors shall hav e the effect of
shortening the term  of any  incum bent v oting Director.

3 . 4  ELECT ION  A N D T ERM OF OFFICE.            Activ e Executiv e Directors
shall serv e four (4) y ear term s. After hav ing serv ed for two successiv e
four y ears term s as an officer, a director shall not be eligible for re-
election until after a lapse of 1  term , or on special request of both the
Activ e and At-Large m em bers.

3 . 5      REMOV A L  . Any  Board Director m ay  be rem ov ed from  his/her
position as Board Director for cause or by  two-thirds v ote of the Board
Directors. Any  Board Director m ay  be rem ov ed from  office following
his/her unexcused absence from  three consecutiv e Board Director's
m eetings {exception for m em bers at-large}. Requests for excused absences
m ust be m ade at the m eeting from  which the Board Director is absence or
at the next m eeting following the absence, and Board of Directors'
approv al of the absence m ust be reflected in the m inutes of the
appropriate m eeting of the Board of Directors. A Board Director rem ov ed
under the prov isions of this Section shall be giv en written notice of the
Board of Director's action within one week following the m eeting of the
Board of Director at which the action was taken. The Board Director m ay
hav e a hearing on the rem ov al before the board of Directors prov ided that
a request for a hearing is m ade within thirty  day s of the notice of
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rem ov al.

3 . 6      V A CA N CY .         A Directorship shall be v acant upon the happening of
any  one of the following ev ents:

a) Death of the person holding such directorship;

b) Resignation of the person holding such directorship;

c) Refusal of a person elected to a directorship to m anifest her/his
assent to serv e;

d) Rem ov al of a director by  the Board of Directors as prov ided in
Section 3 .5 of this Article of these by laws.

3 . 7      FILLIN G OF V A CA N CY .          Any  v acancy  occurring in the Board of
Directors m ay  be filled at the next regular m eeting of the Board following
the occurrence of such v acancy . Such v acancy  m ay  be filled by  the
affirm ativ e v ote of a m ajority  of the Directors. Such director to fill the
unexpired term  of the v acancy .

3 . 8      QUORUM . The m ajority  of m em bers 50% plus one[1 ] present at
board m eetings shall constitute a quorum  for the transaction of business.
The acts of the m ajority  of the Directors present at a m eeting at which a
quorum  is present shall be the acts of Our House and the Board of
Directors unless otherwise specifically  required by  law or by  these by -
laws. A Board Mem ber m ay  giv e his/her proxy  for v oting purposes in
his/her absence. Howev er, there m ust be a 2/3  v oting board approv al by
activ e m em berships and current participating founding m em bers on any
and all loans or m ajor property  purchases. (am ended June 3 0, 2007 )

3 . 9  REGULA R MEET IN GS       . A regular m eeting of the Board of Directors
shall be held at such tim e and place as m ay  be from  tim e to tim e fixed by
resolution of the Board of Directors, but at least four m eetings shall be
held each calendar y ear. Conference call m eeting is considered a regular
m eeting when a m ajority  of the board are present on the conference call.
The Executiv e Director of Our House, Inc. m ust be present at regular
m eeting to subm it reporting data. (This person has no v oting priv ileges.)

3 . 1 0       SPECIA L MEET IN GS.       Special m eetings shall be held by  the
Board of Directors at the call or request of the president or any  three
m em bers of board. The person (s) authorized to call m eetings of the Board
m ay  fix any  place for holding such m eetings and shall state the tim e
thereof. Notice of the call of a special m eeting and purposes thereof shall
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be in writing and shall be deliv ered not less than fiv e business day s before
such special m eeting.

3 . 1 1  A N N UA L MEET IN G.              The annual m eeting of the Board of Director
shall be during the m onth of October on a date fixed by  the Board of
Directors.

3 . 1 2       COMPEN SA T ION .        No Director shall receiv e any  com pensation
for serv ices which he/she m ay  render as Director or officer of the
corporation. Except:

A. the Board m ay  authorize the reim bursem ent of a Director for any
expenses incurred by  such Director in attendance of m eetings in
connection with the furtherance of the work of the corporation; and,

B. the Board m ay  authorize the reim bursem ent of a Director who has
receiv ed Board approv ed training in connection with the furtherance of
the works of the corporation.

A RT ICLE IV :  OFFICERS   

4 . 0  N UMBER.      The officers of the corporation shall consist of a President,
Vice President, Secretary  & Treasurer, each of whom  shall be elected by
the Board from  the Activ e m em bership. One person m ay  be selected to
hold m ore than one such office except that one person m ay  not hold offices
of president and secretary  sim ultaneously . No officer shall execute, v erify
or acknowledge any  instrum ent or docum ent in m ore than one capacity .
The board shall hav e power to appoint such other officers or agents of the
Board m ay  deem  necessary  for transaction of the business of the
corporation.

4 . 1      ELECT ION  A N D T ERM OF OFFICE.         The officers shall be elected
from  the Board m em bership by  the directors of the Board at their annual
m eeting for a term  of four y ears and shall serv e until their respectiv e
successors are elected. Elections shall be held prior to the annual fall
m eeting and new officers take office after said annual m eeting. Vacancies
or new offices m ay  be filled at any  m eeting of the Board.

4 . 2      PRESIDEN T .    The president shall be the principal executiv e officer
of the corporation and shall in general superv ise and control all of the
business and affairs of the corporation. The president shall preside at all
m eetings of the Board. He/she m ay  sign, with the Secretary , certificates,
any  deeds, m ortgages, bonds, contracts, or other instrum ents which the
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Board has authorized to be executed, except in cases where the where the
signing and execution thereof shall be expressly  delegated by  the Board or
by  the by laws to som e other officer or agent of the corporation or shall be
required by  law to be otherwise signed or executed; and in general the
president shall perform  all the duties incident to the office of president
and such other duties as m ay  be prescribed by  the Board from  tim e to
tim e. { T h e Ex ec u t i v e Di r ec t or  m a y  si g n  g r a n t  a ppl i c a t i on ,  l oa n                                   
c on t r a c t s a n d m on t h l y  r epor t i n g  for m s. }                       

4 . 3      V ICE PRESIDEN T .     The v ice president shall, in the absence or
incapacity  of the president, perform  the duties of that office.

4 . 4      SECRET A RY   . The secretary  shall attend all m eetings of the Board
and of the executiv e com m ittee and shall record true m inutes of the
proceedings of all such m eetings. The secretary  shall also giv e written
notice of m eetings to the directors and shall assure that the seal of the
corporation is m aintain at the adm inistrativ e office of Our House and
shall hav e authority  to affix sam e to all instrum ents where its use is
required.

4 . 5  T REA SURER     . If required by  the Board, the treasurer shall giv e
bond for the faithful discharge of his/her duties in such sum  and with
surety  as the Board shall determ ine. He/she shall;

a) m onitor all funds and sureties of the corporation; assure that
the corporation receiv es and giv es receipts for m oney  due and
pay able to the corporation from  any  source whatsoev er and
deposit all such m oney s in the nam e of the corporation in such
banks, trusts or other depositories as shall be selected by  the
Board:

b) render to the president and the directors an account of the
financial condition of the corporation with the assistance of the
financial officer and executiv e director; and

c) in general, perform  all of the duties of the office of treasurer
and such other duties as from  tim e to tim e m ay  be assigned to
her/him  by  the president of the Board.

A RT ICLE V :       COMMIT T EES 

5 . 0  A u t h or i t y :             The designation of com m ittees and/or the delegation
thereto of any  authority  shall not operate or be construed to dim inish the
authority  or responsibility  of the Board of Directors for the m anagem ent
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of the corporation. Com m ittees will be lim ited to the purposes and powers
as prov ided by  the Board of Directors.

5 . 1      Com m i t t ee Si ze:          Each com m ittee shall be com prised of m inim um
of two (2) com m ittee m em bers and a chairperson, appointed by  the
President.

A RT ICLE V I:       CON FLICT  OF IN T EREST   

6 . 0      Con fl i c t  St a t em en t :             No m em bers of the Board of Directors,
Executiv e com m ittee, or any  com m ittee or subcom m ittee of the
organization m ay , in the exercise of any  function of the organization,
v ote on any  m atter before the Board or Executiv e com m ittee or any  such
entity  respecting any  indiv idual or entity  with which such m em ber (or
within the twelv e (1 2) m onths preceding the v ote) had any  substantial
ownership, em ploy m ent, fiduciary , contractual, creditor or consultativ e
relationship. Each m em ber of the Board of Directors (Activ e, Adv isory ,
and/or At-Large) shall hav e a disclosure of such relationship before any
action is taken by  the Board of Directors with respect to such m atters in
the exercise of any  function of the organization and shall m ake any  such
relationship public in any  m eeting in which such actions are to be taken.

6 . 1    No board m em ber that is an official or em ploy ee of a State or unit of
local gov ernm ent or a non-gov ernm ental recipient/sub recipient shall
participate personally  through decisions approv al, disapprov al,
recom m endation, the rendering of adv ice, inv estigation, or otherwise in
any  proceeding, application, request for a ruling or other determ ination,
contract, award, cooperativ e agreem ent, claim , controv ersy , or other
particular m atter in which award funds (including program  incom e or
other funds generated by  Federally  funded activ ities) are used, where to
his/her knowledge, he/she or his/her im m ediate fam ily , partners,
organization other than a public agency  in which he/she is serv ing as an
officer, director, trustee, partner, or em ploy ee, or any  person or
organization with whom  he/she is negotiating or has any  arrangem ent
concerning prospectiv e em ploy m ent, has a financial interest, or has less
than an arm ’s-length transaction.

6 . 2    Board m em bers should respect the following rolls of appearance for
them selv es: In the use of agency  project funds, officials or em ploy ees of
State or local units of gov ernm ent and non-gov ernm ental recipient/sub
recipients shall av oid any  action which m ight result in, or create the
appearance of:
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§ Using his or her official position for priv ate gain;

§ Giv ing preferential treatm ent to any  person;

§ Losing com plete independence or im partiality ;

§ Making an official decision outside official channels; or

§ Affecting adv ersely  the confidence of the public in the integrity
of the gov ernm ent or the program .

For exam ple, where a recipient of federal funds m akes sub-awards under any
com petitiv e process and an actual conflict or an appearance of a conflict of
interest exists, the person for whom  the actual or apparent conflict of interest
exists would recuse him  – or herself not only  from  rev iewing the application
for which the conflict exists, but also from  the ev aluation of all com peting
applications.

A RT ICLE V II:       GRIEV A N CE PROCESS  

7 . 0      Gr i ev a n c e       : Any  m em ber with a griev ance has the right to address
the Board of Directors at any  regularly  scheduled or special Board
m eeting. The griev ance should be in writing and m ade av ailable to each
Board m em ber two weeks prior to the m eeting which it will be heard. The
m em ber bringing the griev ance will hav e fifteen m inutes to present
her/his concerns, then open the floor for discussion of no m ore than fifteen
additional m inutes. In regard to personnel issues, the board hav e the
right to close the m eeting for Board discussion and decision, this includes
all em ploy ees and adv isory  m em bers.

A RT ICLE V III:       CON T RA CT S,  LOA N S,  CHECKS A N D DEPOSIT S          

8 . 0      CON T RA CT S.        The Board m ay  not authorize any  officer or officers,
agent or agents to enter into any  contract, execute and deliv er any
instrum ent in the nam e of and on behalf of the corporation.

8 . 1      LOA N S   . No loans shall be contracted on behalf of the corporation
and no ev idence of indebtedness shall be issued in its nam e without a
m ajority  approv al (2/3 ) of the activ e board m em bers and current
participating founding m em bers.

8 . 2      CHECKS,  DRA FT S,  ET C.       All checks, drafts or other orders for
pay m ent of any  notes or other ev idence of indebtedness issued in the
nam e of the corporation shall be signed by  such officer or officers, agent or
agents of the corporation and in such m anner as from  tim e to tim e m ay
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be determ ined by  resolution of the Board.

8 . 3      DEPOSIT S.     All funds of the corporation not otherwise em ploy ed
shall be deposited from  tim e to tim e to the credit of the corporation in
such bank, trust com panies or other depositories as the Board m ay  select.

8 . 4    FIN A N CIA L RECORDIN G.       All funds receiv es are guided by
Federal Financial Policy  and Procedures. (am ended as of June 3 0, 2007 )

A RT ICLE IX :       A MEN DMEN T  OF BY  LA WS     

9 . 0    AMENDMENT: These by laws m ay  be am ended, altered, changed,
added to, or replaced by  the affirm ativ e v ote of a m ajority  of the current
Activ e Board of Directors entitled to v ote at any  regular m eeting of the
Board if notice of the proposed am endm ent, alterations, change, addition
or repeal be contained in the notice of the m eeting, or by  the affirm ativ e
v ote of a m ajority  of the v oting Directors entitled to v ote if the
am endm ent, alteration, change, addition or repeal be proposed at a
regular or special m eeting of the board and adopted at a subsequent
regular m eeting.

A RT ICLE X   : PA RLIA MEN T A RY  PROCEDURE     

1 0 . 0       Pa r l i a m en t a r y  Pr oc edu r e:                 The rules contained in the Robert's
Rules of Order shall gov ern all cases where applicable and when they  do
not conflict with other rules of this corporation.

A RT ICLE X I:       CODE OF ET HICS

1 1 . 0     Our House, Inc. has adopted a code of ethics to guide its board
m em bers, v olunteers and staff in their conduct when acting on behalf of
the Our House, Inc.

The Code contains broad principles reflecting the ty pes of behav ior the
Our House, Inc. expects towards clients, donors, em ploy ees, peers and the
public.

This policy  is not intended as a stand-alone policy . It does not em body  the
totality  of the Our House, Inc. ethical standards, nor does it answer ev ery
ethical question or issue that m ight arise. Rather, it is one elem ent of a
broader effort to create and m aintain a quality  organization that giv es
ethical conduct the highest priority . This Code will be rev iewed
periodically .

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 140 of 402



1 1 . 1       BOA RD MEMBERS,  V OLUN T EERS A N D ST A FF SHOULD:        

Listen to clients and m ake all reasonable efforts to satisfy  their
needs and concerns within the scope of our m ission, and to striv e
for excellence and innov ation and dem onstrate professional
respect and responsiv eness to constituents, donors and others.

Make an effort to understand, respect and support our clients
from  other cultures, exem plified by  the contributions of our staff
and executiv e leadership, and to contribute to an organizational
culture that respects the div erse, indiv idual contributions of
staff and leadership.

Com ply  with applicable federal, state and local laws, regulations
and fiduciary  responsibilities in an effort to create transparency
in all of our operations.

For the board of directors, prov ide credible and effectiv e
ov ersight to the organization’s work without personal bias.

Not accept com m issions, gifts, pay m ents, loans, prom ises of
future benefits or other item s of v alue from  any one who has or
m ay  seek som e benefit from  the Our House, Inc. in return, other
than occasional gifts of nom inal v alue that are in keeping with
good business ethics.

Abide by  the gov erning docum ents and policies of the Our House,
Inc.

Be accountable for adhering to this Code of Ethics.

Follow Our House, Inc.’s Conflict of Interest Policy .

Im plem ent and follow a Whistleblower Policy .

Act at all tim es in accordance with the highest ethical standards
and in the best interest of the Our House, Inc.’s clients, donors
and reputation.

Openly  and honestly  tell the truth.

Honor our com m itm ents and prom ises to the best of our abilities.

Prov ide indiv idualize serv ices without respect for m onetary
gain.

Appropriately  acknowledge contributions from  other indiv iduals
and organizations who help facilitate our goals.

Not be deceptiv e in our fundraising activ ities or in prospecting
for new m em bers to join the Our House, Inc.’s board.

Adv ocate for all nonprofit organizations, but not for any  specific
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initiativ e - being respectful to the sector as a whole.

Not lobby  with the intent to influence indiv idual candidates.

1 1 . 2       Com pl i a n c e,  Mon i t or i n g  a n d Repor t i n g :                         Our House, Inc.
m anagem ent is responsible for com m unicating this Code of Ethics to all
m em bers of the board of directors, v olunteer, as well as staff, staff interns
and staff v olunteers and for ensuring its adherence at all tim es. Should
any one v iolate the code of ethics it should be reported im m ediately  to the
current CEO.

A RT ICLE X II:       PRIV A CY 

1 2 . 0  Pr i v a c y  i ssu es              to consider around the safety  for v ictim s

Respect the confidentiality  of sensitiv e inform ation about the
Our House, Inc.’s clients, fam ily  m em bers and associates, donors,
board and em ploy ees.

Assure that the inform ation that a client prov ides will not be
rev ealed to his/her batterer.

Do not discuss client’s files with his/her batterers.

Clients should be interv iewed priv ately  and alone or with a
professional interpreter (do not use fam ily  or friends).

Consider alias for safety  of client.

Do not question the client in front of children, if possible.

Assist clients with safety  planning.

Ensure client’s rights to priv acy .

A RT ICLE X III:       A DDIT ION A L SPECIFIC PROV ISION S     

1 3 . 0    . Our House is a non-profit corporation and is organized exclusiv ely
for charitable, religious, educational, and scientific purposes, including,
for such purposes, the m aking of distributions to organizations that
quality  as exem pt organizations under section 501  (c) 3  of the Internal
Rev enue Code, or corresponding section of any  future federal tax code.

1 3 . 1       No part of the net earnings of the organization shall insure to the
benefit of, or be distributable to its m em bers, trustees, officers, or other
priv ate persons, except that the organization shall be authorized and
em powered to pay  reasonable com pensation for serv ices rendered and to
m ake pay m ents and distributions in furtherance of the purposes set forth
in the purpose clause hereof.
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1 3 . 2    . No substantial part of the activ ities of the organization shall be the
carry ing on of propaganda, or otherwise attem pting to influence
legislation, nor shall this organization participate in, or interv ene in
(including the publishing or distribution of statem ents) any  political
cam paign, or on behalf of any  candidate for public office.

1 3 . 3       Notwithstanding any  other prov ision of this docum ent, the
organization shall not carry  on any  other activ ities not perm itted to be
carried on (a) by  an organization exem pt from  federal incom e tax under
section 501  (c) (3 ) of the Internal Rev enue Code, or corresponding section
of any  future federal tax code; or, (b) by  an organization, contributions to
which are deductible under section 1 7 0 (c) (2) of the Internal Rev enue
Code, or corresponding section of any  future federal tax code.

1 3 . 4     Upon the dissolution of the organization, assets shall be distributed
for one or m ore exem pt purposes within the m eaning of section 501  (c) (3 )
of the Internal Rev enue Code, or corresponding section of any  future
federal tax code, or shall be distributed to the federal gov ernm ent, or to a
state or local gov ernm ent, for a public purpose. Any  such assets not
disposed of shall be disposed of by  the Court of Com m on Pleas of the county
in which the principal office of the organization is then located,
exclusiv ely  for such purposes or to such organization or organizations, as
said Court shall determ ine, which are organized and operated exclusiv ely
for such purposes.

A RT ICLE X IV :        DISSOLUT ION

1 4 . 0     In the ev ent of liquidation or dissolution of the corporation, whether
v oluntary  or inv oluntary , no m em ber shall be entitled to any
distribution or div ision of its rem aining property  or its proceeds, and the
balance of all m oney  and other property  receiv ed by  the corporation from
any  source, after the pay m ent of all debts and obligations of the
corporation, shall go to any  charitable, religious, scientific, or
educational organization designated by  a m ajority  v ote of the Board of
Directors, which would then qualify  under the prov isions of Section 501
(c)(3 ) of the Internal Rev enue Code and its Regulations as they  now exist
or as they  m ay  hereafter be am ended and/or state law. Any  of such assets
not distributed shall be disposed of by  the Circuit Court of the county  in
which the principal office of the corporation is then located, exclusiv ely
for such purposes or to such organizations as said Court shall determ ine
which are organized and operated exclusiv ely  for such purposes.
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[1 ] (i.e. if current m em bership is 5 m em bers therefore 3  m em bers will
constitute a m ajority )
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12.Policy: Child Abuse

1 2 . 1       Ch i l d A bu se Repor t i n g  A c t              

CHILD A BUSE REPORT IN G A CT  POLICY    

SECTION 2. Section 43 -21 -3 53 , Mississippi Code of 1 97 2, is am ended as
follows:

43 -21 -3 53

§ 43 -21 -3 53 . Duty  to inform  state agencies and officials.

 

1 . An attorney , phy sician, dentist, intern, resident, nurse, psy chologist,
social worker, child care giv er, m inister, law enforcem ent, public or
priv ate school em ploy ee or any  other person hav ing reasonable cause to
suspect that a child is a neglected child or an abused child, shall cause
an oral report to be m ade im m ediately  by  telephone or otherwise and
followed as soon thereafter as possible by  a report in writing to the
Departm ent of Hum an Serv ices, and im m ediately  a referral shall be
m ade by  the Departm ent of Hum an Serv ices to the y outh court intake
unit, which unit shall prom ptly  com ply  with Section 43 -21 -3 57 . Where
appropriate, the Departm ent of Hum an Serv ices shall additionally
m ake a referral to the y outh court prosecutor.  Upon receiv ing a report
that a child has been sexually  abused, or burned, tortured, m utilated,
or otherwise phy sically  abused in such a m anner as to cause serious
bodily  harm , or upon receiv ing any  report of abuse that would be a
felony  under the sate or federal law, the Departm ent of Hum an Serv ices
shall im m ediately  notify  the law enforcem ent agency  in whose
jurisdiction the abuse occurred and shall notify  the appropriate
prosecutor within forty -eight (48) hours, and the Departm ent of
Hum an Serv ices shall hav e the duty  to prov ide the law enforcem ent
agency  all the nam es and facts known at the tim e of the report; this
duty  shall be of a continuing nature.  The law enforcem ent agency  and
the Departm ent of Hum an Serv ices shall inv estigate the reported abuse
im m ediately  and shall file a prelim inary  report with the appropriate
prosecutor’s office within twenty -four (24) hours and shall m ake
additional reports as new or additional inform ation or ev idence becom es
av ailable.  The Departm ent of Hum an Serv ices shall adv ise the clerk of
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the y outh court and the y outh court prosecutor of all cases of abuse
reported to the departm ent within sev enty -two (7 2) hours and shall
update such report as inform ation becom es av ailable.

2 . Any  report to the Departm ent of Hum an Serv ices shall contain the
nam es and addresses of the child and his parents or other persons
responsible for his care, if known, the child’s age, the nature and extent
of the child’s injuries, including ev idence of prev ious injuries and any
other inform ation that m ight be helpful in establishing the cause of the
injury  and the identity  of the perpetrator.

3 . The Departm ent of Hum an Serv ices shall m aintain a statewide
incom ing wide-area telephone serv ice or sim ilar serv ice for the purpose
of receiv ing reports of suspected cases of child abuse; prov ided that any
attorney , phy sician, dentist, intern, resident, nurse, psy chologist,
social worker, child care giv er, m inister, law enforcem ent officer or
public or priv ate school em ploy ee who is required to report abuse under
subsection (1 ) of this section shall report in the m anner required in
subsection (1 ).

4 . Reports of abuse and neglect m ade under this chapter and the identity
of the reporter are confidential except when the court in which the
inv estigation report is filed, in its discretion, determ ines the testim ony
of the person reporting to be m aterial to a judicial proceeding or when
the identity  of the reporter is released to law enforcem ent agencies, and
the appropriate prosecutor pursuant to subsection (1 ).  Reports m ade
under this section to any  law enforcem ent agency  or prosecutorial
officer are for the purpose of crim inal inv estigation and prosecution
only  and no inform ation form  these reports m ay  be released to the
public except as prov ided by  Section 43 -21 -261 . Disclosure of any
inform ation by  the prosecutor shall be according to the Mississippi
Uniform  Rules of Circuit and County  Court Procedure.  The identity  of
the reporting party  shall not be disclosed to any one other than law
enforcem ent officers or prosecutors without an order from  the
appropriate y outh court.  Any  person disclosing any  reports m ade
under this section in a m anner not expressly  prov ided for in this section
or Section 43 -21 -261 , shall be guilty  of a m isdem eanor and subject to
penalties prescribed by  Section 43 -21 -267 .

5. All final dispositions of law enforcem ent inv estigations described in
subsection (1 ) of this section shall be determ ined only  by  the
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appropriate prosecutor or court.  All final dispositions of inv estigations
by  the Departm ent of Hum an Serv ices as described in subsection (1 ) of
this section shall be determ ined only  by  the y outh court.  Reports m ade
under subsection (1 ) of this section by  the Departm ent of Hum an
Serv ices to law enforcem ent agency  and to the district attorney ’s office
shall include the following, if know to the departm ent:

a)    The nam e and address of the child;

b)    The nam es and addresses of the parents;

c)    The nam e and address of the suspected perpetrator;

d)    The nam es and addresses of all witnesses, including the reporting party  if
a m aterial witness to the abuse;

e)    A brief statem ent of facts indicating that the child has been abused and
any  other inform ation from  Our House files or known to the social worker
m aking the inv estigation, including m edical records or other records, which
m ay  assist law enforcem ent or the district attorney  in inv estigating and/or
prosecuting the case;

f)      What, if any , action is being taken by  the Departm ent of Hum an Serv ices.

6. In any  inv estigation of a report m ade under this chapter of the abuse or
neglect of a child as defined in Section 43 -21 -1 05(m ), the Departm ent of
Hum an Serv ices m ay  request the appropriate law enforcem ent officer
with jurisdiction to accom pany  the departm ent in its inv estigation, and
in such cases the law enforcem ent officer shall com ply  with such
request.

7 . Any one who willfully  v iolates any  prov ision of this section shall be,
upon being found guilty , punished by  a fine not exceed Fiv e Thousand
Dollars ($5,000.00), or by  im prisonm ent in jail not to exceed one (1 )
y ear, or both. 

8. If a report is m ade directly  to the Departm ent of Hum an Serv ices that a
child has been abused or neglected in out-of-hom e setting, a referral
shall be m ade im m ediately  to the law enforcem ent agency  in whose
jurisdiction the abuse occurred and the departm ent shall notify  the
district attorney ’s office within forty -eight (48) hours of such report. 
The Departm ent of Hum an Serv ices shall inv estigate the out-of-hom e
setting report of abuse or neglect to determ ine whether the child who is
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the subject if the report, or other children in the sam e env ironm ent,
com es within the jurisdiction of the y outh court and shall report to the
y outh court the departm ent’s findings and recom m endation as to
whether the child who is the subject of the report or other children in
the sam e env ironm ent require the protection of the y outh court.  The
law enforcem ent agency  shall inv estigate the reported abuse
im m ediately  and shall file a prelim inary  report with the district
attorney ’s office within forty -eight (48) hours and shall m ake
additional reports as new inform ation or ev idence becom es av ailable. If
the out-of-hom e setting is a licensed facility , an additional referral shall
be m ade by  the Departm ent of Hum an Serv ices to the licensing
agency .  The licensing agency  shall inv estigate the report and shall
prov ide the Departm ent of Hum an Serv ices, the law enforcem ent
agency  and the district attorney ’s office with their written findings
from  such inv estigation as well as that licensing agency ’s
recom m endations and actions taken.

  

Sources: Laws, 1 97 9, ch. 506, § 41 ; Laws 1 980, ch. 550, § 1 7 ; Laws, 1 984, ch.
3 42; Laws, 1 985, ch.3 60; Laws, 1 993 , ch. 552, § 1 ; Laws, 1 994, ch. 3 87 , § 1 ;
Laws, 1 994, ch. 591 , § 3 : Laws, 1 995, ch. 3 3 5, § 1 ; Laws, 1 996, ch.3 23 , §2;
Laws, 1 997 , ch. 440, § 1 0; Laws, 1 998, ch. 3 40, § 1 ; Laws, 1 98, ch. 557 , § 1 ,
eff from  and after July  1 , 1 998.
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13.Policy: Children

1 3 . 1       Ch i l d A bu se Repor t i n g  Pol i c y               

CHILD A BUSE REPORT IN G A CT  POLICY    

SECTION 2. Section 43 -21 -3 53 , Mississippi Code of 1 97 2, is am ended as
follows:

43 -21 -3 53

§ 43 -21 -3 53 . Duty  to inform  state agencies and officials.

1 . An attorney , phy sician, dentist, intern, resident, nurse, psy chologist,
social worker, child care giv er, m inister, law enforcem ent, public or
priv ate school em ploy ee or any  other person hav ing reasonable cause to
suspect that a child is a neglected child or an abused child, shall cause
an oral report to be m ade im m ediately  by  telephone or otherwise and
followed as soon thereafter as possible by  a report in writing to the
Departm ent of Hum an Serv ices, and im m ediately  a referral shall be
m ade by  the Departm ent of Hum an Serv ices to the y outh court intake
unit, which unit shall prom ptly  com ply  with Section 43 -21 -3 57 . Where
appropriate, the Departm ent of Hum an Serv ices shall additionally
m ake a referral to the y outh court prosecutor. Upon receiv ing a report
that a child has been sexually  abused, or burned, tortured, m utilated,
or otherwise phy sically  abused in such a m anner as to cause serious
bodily  harm , or upon receiv ing any  report of abuse that would be a
felony  under the sate or federal law, the Departm ent of Hum an Serv ices
shall im m ediately  notify  the law enforcem ent agency  in whose
jurisdiction the abuse occurred and shall notify  the appropriate
prosecutor within forty -eight (48) hours, and the Departm ent of
Hum an Serv ices shall hav e the duty  to prov ide the law enforcem ent
agency  all the nam es and facts known at the tim e of the report; this
duty  shall be of a continuing nature. The law enforcem ent agency  and
the Departm ent of Hum an Serv ices shall inv estigate the reported abuse
im m ediately  and shall file a prelim inary  report with the appropriate
prosecutor’s office within twenty -four (24) hours and shall m ake
additional reports as new or additional inform ation or ev idence becom es
av ailable. The Departm ent of Hum an Serv ices shall adv ise the clerk of
the y outh court and the y outh court prosecutor of all cases of abuse
reported to the departm ent within sev enty -two (7 2) hours and shall
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update such report as inform ation becom es av ailable.

2 . Any  report to the Departm ent of Hum an Serv ices shall contain the
nam es and addresses of the child and his parents or other persons
responsible for his care, if known, the child’s age, the nature and extent
of the child’s injuries, including ev idence of prev ious injuries and any
other inform ation that m ight be helpful in establishing the cause of the
injury  and the identity  of the perpetrator.

3 . The Departm ent of Hum an Serv ices shall m aintain a statewide
incom ing wide-area telephone serv ice or sim ilar serv ice for the purpose
of receiv ing reports of suspected cases of child abuse; prov ided that any
attorney , phy sician, dentist, intern, resident, nurse, psy chologist,
social worker, child care giv er, m inister, law enforcem ent officer or
public or priv ate school em ploy ee who is required to report abuse under
subsection (1 ) of this section shall report in the m anner required in
subsection (1 ).

4 . Reports of abuse and neglect m ade under this chapter and the identity
of the reporter are confidential except when the court in which the
inv estigation report is filed, in its discretion, determ ines the testim ony
of the person reporting to be m aterial to a judicial proceeding or when
the identity  of the reporter is released to law enforcem ent agencies, and
the appropriate prosecutor pursuant to subsection (1 ). Reports m ade
under this section to any  law enforcem ent agency  or prosecutorial
officer are for the purpose of crim inal inv estigation and prosecution
only  and no inform ation form  these reports m ay  be released to the
public except as prov ided by  Section 43 -21 -261 . Disclosure of any
inform ation by  the prosecutor shall be according to the Mississippi
Uniform  Rules of Circuit and County  Court Procedure. The identity  of
the reporting party  shall not be disclosed to any one other than law
enforcem ent officers or prosecutors without an order from  the
appropriate y outh court. Any  person disclosing any  reports m ade under
this section in a m anner not expressly  prov ided for in this section or
Section 43 -21 -261 , shall be guilty  of a m isdem eanor and subject to
penalties prescribed by  Section 43 -21 -267 .

5. All final dispositions of law enforcem ent inv estigations described in
subsection (1 ) of this section shall be determ ined only  by  the
appropriate prosecutor or court. All final dispositions of inv estigations
by  the Departm ent of Hum an Serv ices as described in subsection (1 ) of
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this section shall be determ ined only  by  the y outh court. Reports m ade
under subsection (1 ) of this section by  the Departm ent of Hum an
Serv ices to law enforcem ent agency  and to the district attorney ’s office
shall include the following, if know to the departm ent:

a) The nam e and address of the child;

b) The nam es and addresses of the parents;

c) The nam e and address of the suspected perpetrator;

d) The nam es and addresses of all witnesses, including the reporting
party  if a m aterial witness to the abuse;

e) A brief statem ent of facts indicating that the child has been abused
and any  other inform ation from  Our House files or known to the social
worker m aking the inv estigation, including m edical records or other
records, which m ay  assist law enforcem ent or the district attorney  in
inv estigating and/or prosecuting the case;

f) What, if any , action is being taken by  the Departm ent of Hum an
Serv ices.

6. In any  inv estigation of a report m ade under this chapter of the abuse or
neglect of a child as defined in Section 43 -21 -1 05(m ), the Departm ent of
Hum an Serv ices m ay  request the appropriate law enforcem ent officer
with jurisdiction to accom pany  the departm ent in its inv estigation, and
in such cases the law enforcem ent officer shall com ply  with such
request.

7 . Any one who willfully  v iolates any  prov ision of this section shall be,
upon being found guilty , punished by  a fine not exceed Fiv e Thousand
Dollars ($5,000.00), or by  im prisonm ent in jail not to exceed one (1 )
y ear, or both.

8. If a report is m ade directly  to the Departm ent of Hum an Serv ices that a
child has been abused or neglected in out-of-hom e setting, a referral
shall be m ade im m ediately  to the law enforcem ent agency  in whose
jurisdiction the abuse occurred and the departm ent shall notify  the
district attorney ’s office within forty -eight (48) hours of such report.
The Departm ent of Hum an Serv ices shall inv estigate the out-of-hom e
setting report of abuse or neglect to determ ine whether the child who is
the subject if the report, or other children in the sam e env ironm ent,
com es within the jurisdiction of the y outh court and shall report to the
y outh court the departm ent’s findings and recom m endation as to
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whether the child who is the subject of the report or other children in
the sam e env ironm ent require the protection of the y outh court. The
law enforcem ent agency  shall inv estigate the reported abuse
im m ediately  and shall file a prelim inary  report with the district
attorney ’s office within forty -eight (48) hours and shall m ake
additional reports as new inform ation or ev idence becom es av ailable. If
the out-of-hom e setting is a licensed facility , an additional referral shall
be m ade by  the Departm ent of Hum an Serv ices to the licensing agency .
The licensing agency  shall inv estigate the report and shall prov ide the
Departm ent of Hum an Serv ices, the law enforcem ent agency  and the
district attorney ’s office with their written findings from  such
inv estigation as well as that licensing agency ’s recom m endations and
actions taken.

Sources: Laws, 1 97 9, ch. 506, § 41 ; Laws 1 980, ch. 550, § 1 7 ; Laws, 1 984, ch.
3 42; Laws, 1 985, ch.3 60; Laws, 1 993 , ch. 552, § 1 ; Laws, 1 994, ch. 3 87 , § 1 ;
Laws, 1 994, ch. 591 , § 3 : Laws, 1 995, ch. 3 3 5, § 1 ; Laws, 1 996, ch.3 23 , §2;
Laws, 1 997 , ch. 440, § 1 0; Laws, 1 998, ch. 3 40, § 1 ; Laws, 1 98, ch. 557 , § 1 ,
eff from  and after July  1 , 1 998.

1 3 . 2       Wor k i n g  w i t h  Mi n or s            

STATEMENT FOR WORKING WITH MINORS

This statem ent will be com pleted by  all applicants for em ploy m ent for any
position (contractual or salary ) inv olv ing the superv ision or custody  of m inors
(under 1 8 y ears of age) or for any  position in which the applicant is in any
way  inv olv ed with or has access to m inors, no m atter how rem ote.

The com pletion of the statem ent will help to assure Our House, Inc. will
prov ide a safe and secure env ironm ent to those children and y ouths who
participate in its program  and who uses its facilities.

As the applicant, I do hereby  understand that Our House, Inc. will rely  upon
the inform ation prov ided by  m e in considering m y  application to work with
m inors, that the foregoing inform ation and the following statem ents are true:

1 . In m y  prior em ploy m ent, I hav e nev er used a nam e other than set forth
below.

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 152 of 402



2. I am  qualified to work with m inors in the program s of Our House, Inc.

3 . I hav e nev er been arrested as a result of a charge of child abuse or of
actual or attem pted sexual m olestation of a m inor (not including any
arrest or charge that has been expunged).

4. I hav e nev er been conv icted of child abuse or a crim e inv olv ing actual
or attem pted sexual m olestation of a m inor.

5. I authorize any  of the churches or other organizations and their
representativ es and m y  personal references listed abov e to giv e Our
House, Inc. any  inform ation they  m ay  hav e regarding m y  character as
appropriate or inappropriate to work with m inors. I release all such
organizations and indiv iduals from  any  liabilities that m ay  result from
their furnishing such inform ation to Our House, Inc. I waiv e any  right
that I m ay  hav e to inspect any  records containing such inform ation.

6. I am  aware that Our House, Inc. is a com m unity  outreach program
that focuses on fam ily  wellness and non v iolence and in the ev ent that
m y  application is accepted, I agree that I will conduct m y self in m y
work with m inors in a m anner which is consistent with the policies of
Our House, Inc.

7 . Hav ing prov ided the foregoing inform ation and hav ing affirm ed that
the foregoing statem ents are true, I recognize that any  false
inform ation or statem ents are punishable under the laws relating to
perjury . I acknowledge that I hav e read the abov e statem ents and agree
to adhere to the aforem entioned policies and v erify  that I hav e nev er
been conv icted nor arrested for a crim e of:

a)child abuse,

b) crim e inv olv ing actual or attem pted sexual m olestations of a m inor
or adult, or

c) conv icted as a batterer in a dom estic v iolence situation.

_______________________________________________________
Signature of Em ploy ee/Date

_______________________________________________________

Signature of Superv isor/Date

1 3 . 3       St or a g e    

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 153 of 402



ST ORA GE,  REV IEWIN G,  RET EN T ION  A N D DEST RUCT ION  OF              
RECORDS POLICY

Our House Policy  regarding storage, retention and the destruction of records
are as follows:

1 )  Ma i n t en a n c e:            It is our policy  that we m aintain records in secured locked
filing cabinets, prov iding access only  to designated staff.

2 )  Pr og r a m  r ec or ds           , such as financial docum ents or personnel files, will be
kept separately  from  case files (i.e., shelter intake files). Only  designated staff
should hav e authority  to rev iew case files and/or m ake notations in case files.

3 )  Boa r d m em ber s         should not hav e access to case files or program  records,
except in specific situations determ ined by  the Executiv e Director along with
the program ’s attorney , if applicable.

4 )  Fu n der s a n d r esea r c h er s               should hav e access only  to aggregate
statistical inform ation and m ust agree to sign confidentiality  agreem ents as
an added protection.

5 )  V ol u n t eer s          or students are working as adv ocates, can m ake case file
entries only  under the superv ision of staff with authority  to write in case files.
If a student is required to m ake notes for the purpose of training or superv ision
by  faculty  at an educational institution, all identify ing m aterial m ust be
deleted, including nam es of staff, v olunteers, surv iv ors, and child.

6 )  Ba t t er ed Wom en ’s A c c ess t o “ Con su m er ”  Ca se Fi l es:                         Consum ers
using program  serv ices are entitled to exam ine their own case files in the
presence of program  staff.

7 )  N o fi l es       should be rem ov ed from  the office by  consum er, staff or
v olunteers, nor should any  docum ents be rem ov ed from  the files.

8 )  Con su m er s        m ay  request the correction or rem ov al of inaccurate,
irrelev ant, outdated, or incom plete inform ation from  their case files.

9 )  Con su m er s a r e  per m i t t ed                to add inform ation to their case files but only
inform ation that the dom estic v iolence program ’s policy  authorizes for
inclusion in such files.

1 0 )  Doc u m en t s          that the consum er wishes the program  to store for
safekeeping, shall be included in her file and should be returned to her upon
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exiting the shelter.

1 1 )  If  t h e “ c on su m er            ” case file should contain inform ation from  an outside
source, the consum er m ay  not rev iew such docum ents (except court papers)
and should be directed to the originating source of such inform ation.

1 2 )  Con su m er s a n d t h ei r  a t t or n ey s                     m ay  request copies of the contents of
the consum er case file.

1 3 )  Pr og r a m  st a ff  sh ou l d n ot  per m i t                       any one to m ake photocopies of case
files or other program  records. Howev er, the consum er or her attorney  (with
executed release of inform ation) m ay  m ake handwritten notes about the
contents of the file. (Staff should adv ise consum er that such notes m ay  be
dangerous, depending on who has access or learns of their contents.)
Additionally , staff should adv ise consum er not to show such notes to a third
party , such as a relativ e or friend, because doing so m ay  constitute a waiv er of
any  priv ilege related to the case file or any  com m unications that

1 4 )  Ret en t i on  a n d Dest r u c t i on :                     When a consum er is no longer using any
of the dom estic v iolence program ’s serv ices, certain records regarding her
situation should be destroy ed. This purging should not occur until she has
ceased using all of the program ’s serv ices, not just after leav ing the shelter.

1 5 )  Ret en t i on :          All files will be retain for a period of nine (9) y ears.
Thereafter, docum entation m ay  be shedder. This tim efram e m ay  be
adjustm ent based on funding agencies and rules and regulations guided by  the
IRS.

1 6 )  Sa fek eepi n g  of c on su m er  fi l es,  sec u r i n g  a g a i n st  l oss or  a c c ess                                 
by  u n a u t h or i zed per son s:               All current consum er files will be m aintain in a
locked fireproof cabinet. Only  staff person on duty  will hav e access to files. All
staff are required to im m ediately  file consum er’s inform ation into the lock
cabinet after rev iewing it. Only  staff who hav e been released off of their initial
three m onth hire date m ay  hav e access to the consum er’s files.

1 7 )  N ot i fi c a t i on  of a g en c y  c on fi den t i a l i t y  pol i c y                                 shall be shared with
all consum er during their initial adm ission intake.
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14.Policy: Civil Rights Act

1 4 . 1       T i t l e  V II of  t h e Ci v i l  Ri g h t s A c t  of  1 9 6 4                          

Title VII of the Civil Rights Act of 1964
EDITOR'S NOTE: The following is the text of Title VII of the Civ il Rights Act of
1 964 (Pub. L. 88-3 52) (Title VII), as am ended, as it appears in v olum e 42 of
the United States Code, beginning at section 2000e. Title VII prohibits
em ploy m ent discrim ination based on race, color, religion, sex and national
origin. The Civ il Rights Act of 1 991  (Pub. L. 1 02-1 66) (CRA) and the Lily
Ledbetter Fair Pay  Act of 2009 (Pub. L. 1 1 1 -2) am end sev eral sections of Title
VII. In addition, section 1 02 of the CRA (which is printed elsewhere in this
publication) am ends the Rev ised Statutes by  adding a new section following
section 1 97 7  (42  U.S.C. 1 981 ), to prov ide for the recov ery  of com pensatory
and punitiv e dam ages in cases of intentional v iolations of Title VII, the
Am ericans with Disabilities Act of 1 990, and section 501  of the Rehabilitation
Act of 1 97 3 . Cross references to Title VII as enacted appear in italics following
each section heading. Editor's notes also appear in italics.

An Act

To enforce the constitutional right to v ote, to confer jurisdiction upon the
district courts of the United States to prov ide injunctiv e relief against
discrim ination in public accom m odations, to authorize the attorney  General to
institute suits to protect constitutional rights in public facilities and public
education, to extend the Com m ission on Civ il Rights, to prev ent discrim ination
in federally  assisted program s, to establish a Com m ission on Equal
Em ploy m ent Opportunity , and for other purposes.

Be it enacted by  the Senate and House of Representativ es of the United States of
Am erica in Congress assem bled, That this Act m ay  be cited as the “Civ il Rights
Act of 1 964”.

* * *

DEFINITIONS

SEC. 2000e. [Section 7 01 ]
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For the purposes of this subchapter-

(a) The term  “person” includes one or m ore indiv iduals, gov ernm ents,
gov ernm ental agencies, political subdiv isions, labor unions, partnerships,
associations, corporations, legal representativ es, m utual com panies,
joint-​stock com panies, trusts, unincorporated organizations, trustees, trustees
in cases under Title 1 1  [originally , bankruptcy  ], or receiv ers.

(b) The term  “em ploy er” m eans a person engaged in an industry  affecting
com m erce who has fifteen or m ore em ploy ees for each working day  in each of
twenty  or m ore calendar weeks in the current or preceding calendar y ear, and
any  agent of such a person, but such term  does not include (1 ) the United
States, a corporation wholly  owned by  the Gov ernm ent of the United States, an
Indian tribe, or any  departm ent or agency  of the District of Colum bia subject
by  statute to procedures of the com petitiv e serv ice (as defined in section 21 02
of Title 5 [United States Code]), or

(2) a bona fide priv ate m em bership club (other than a labor organization)
which is exem pt from  taxation under section 501 (c) of Title 26 [the Internal
Rev enue Code of 1 986], except that during the first y ear after March 24, 1 97 2
[the date of enactm ent of the Equal Em ploy m ent Opportunity  Act of 1 97 2],
persons hav ing fewer than twenty -​fiv e em ploy ees (and their agents) shall not
be considered em ploy ers.

(c) The term  “em ploy m ent agency ” m eans any  person regularly  undertaking
with or without com pensation to procure em ploy ees for an em ploy er or to
procure for em ploy ees opportunities to work for an em ploy er and includes an
agent of such a person.

(d) The term  “labor organization” m eans a labor organization engaged in an
industry  affecting com m erce, and any  agent of such an organization, and
includes any  organization of any  kind, any  agency , or em ploy ee
representation com m ittee, group, association, or plan so engaged in which
em ploy ees participate and which exists for the purpose, in whole or in part, of
dealing with em ploy ers concerning griev ances, labor disputes, wages, rates of
pay , hours, or other term s or conditions of em ploy m ent, and any  conference,
general com m ittee, joint or sy stem  board, or joint council so engaged which is
subordinate to a national or international labor organization.

(e) A labor organization shall be deem ed to be engaged in an industry  affecting
com m erce if (1 ) it m aintains or operates a hiring hall or hiring office which
procures em ploy ees for an em ploy er or procures for em ploy ees opportunities to
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work for an em ploy er, or (2) the num ber of its m em bers (or, where it is a labor
organization com posed of other labor organizations or their representativ es, if
the aggregate num ber of the m em bers of such other labor organization) is (A)
twenty -​fiv e or m ore during the first y ear after March 24, 1 97 2 [the date of
enactm ent of the Equal Em ploy m ent Opportunity  Act of 1 97 2], or (B) fifteen
or m ore thereafter, and such labor organization-

(1 ) is the certified representativ e of em ploy ees under the prov isions of the
National Labor Relations Act, as am ended [29 U.S.C. 1 51  et seq.], or the
Railway  Labor Act, as am ended [45 U.S.C. 1 51  et seq.];

(2) although not certified, is a national or international labor organization or a
local labor organization recognized or acting as the representativ e of em ploy ees
of an em ploy er or em ploy ers engaged in an industry  affecting com m erce; or

(3 ) has chartered a local labor organization or subsidiary  body  which is
representing or activ ely  seeking to represent em ploy ees of em ploy ers within
the m eaning of paragraph (1 ) or (2); or

(4) has been chartered by  a labor organization representing or activ ely
seeking to represent em ploy ees within the m eaning of paragraph (1 ) or (2) as
the local or subordinate body  through which such em ploy ees m ay  enjoy
m em bership or becom e affiliated with such labor organization; or

(5) is a conference, general com m ittee, joint or sy stem  board, or joint council
subordinate to a national or international labor organization, which includes a
labor organization engaged in an industry  affecting com m erce within the
m eaning of any  of the preceding paragraphs of this subsection.

(f) The term  “em ploy ee” m eans an indiv idual em ploy ed by  an em ploy er,
except that the term  “em ploy ee” shall not include any  person elected to public
office in any  State or political subdiv ision of any  State by  the qualified v oters
thereof, or any  person chosen by  such officer to be on such officer’s personal
staff, or an appointee on the policy  m aking lev el or an im m ediate adv iser with
respect to the exercise of the constitutional or legal powers of the office. The
exem ption set forth in the preceding sentence shall not include em ploy ees
subject to the civ il serv ice laws of a State gov ernm ent, gov ernm ental agency
or political subdiv ision. With respect to em ploy m ent in a foreign country , such
term  includes an indiv idual who is a citizen of the United States.

(g) The term  “com m erce” m eans trade, traffic, com m erce, transportation,
transm ission, or com m unication am ong the sev eral States; or between a State
and any  place outside thereof; or within the District of Colum bia, or a
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possession of the United States; or between points in the sam e State but
through a point outside thereof.

(h) The term  “industry  affecting com m erce” m eans any  activ ity , business, or
industry  in com m erce or in which a labor dispute would hinder or obstruct
com m erce or the free flow of com m erce and includes any  activ ity  or industry
“affecting com m erce” within the m eaning of the Labor-​Managem ent
Reporting and Disclosure Act of 1 959 [29 U.S.C. 401  et seq.], and further
includes any  gov ernm ental industry , business, or activ ity .

(i) The term  “State” includes a State of the United States, the District of
Colum bia, Puerto Rico, the Virgin Islands, Am erican Sam oa, Guam , Wake
Island, the Canal Zone, and Outer Continental Shelf lands defined in the Outer
Continental Shelf Lands Act [43  U.S.C. 1 3 3 1  et seq.].

(j) The term  “religion” includes all aspects of religious observ ance and
practice, as well as belief, unless an em ploy er dem onstrates that he is unable to
reasonably  accom m odate to an em ploy ee’s or prospectiv e em ploy ee’s religious
observ ance or practice without undue hardship on the conduct of the
em ploy er’s business.

(k) The term s “because of sex” or “on the basis of sex” include, but are not
lim ited to, because of or on the basis of pregnancy , childbirth, or related
m edical conditions; and wom en affected by  pregnancy , childbirth, or related
m edical conditions shall be treated the sam e for all em ploy m ent-​related
purposes, including receipt of benefits under fringe benefit program s, as other
persons not so affected but sim ilar in their ability  or inability  to work, and
nothing in section 2000e-2(h) of this title [section 7 03 (h)] shall be interpreted
to perm it otherwise. This subsection shall not require an em ploy er to pay  for
health insurance benefits for abortion, except where the life of the m other
would be endangered if the fetus were carried to term , or except where m edical
com plications hav e arisen from  an abortion: Prov ided, That nothing herein
shall preclude an em ploy er from  prov iding abortion benefits or otherwise
affect bargaining agreem ents in regard to abortion.

(l) The term  “com plaining party ” m eans the Com m ission, the Attorney
General, or a person who m ay  bring an action or proceeding under this
subchapter.

(m ) The term  “dem onstrates” m eans m eets the burdens of production and
persuasion.
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(n) The term  “respondent” m eans an em ploy er, em ploy m ent agency , labor
organization, joint labor ​m anagem ent com m ittee controlling apprenticeship
or other training or retraining program , including an on-the-job training
program , or Federal entity  subject to section 2000e-1 6 of this title.

APPLICABILITY TO FOREIGN AND RELIGIOUS
EMPLOYMENT

SEC. 2000e-1 . [Section 7 02]

(a) Inapplicability  of subchapter to certain aliens and em ploy ees of religious
entities

This subchapter shall not apply  to an em ploy er with respect to the
em ploy m ent of aliens outside any  State, or to a religious corporation,
association, educational institution, or society  with respect to the em ploy m ent
of indiv iduals of a particular religion to perform  work connected with the
carry ing on by  such corporation, association, educational institution, or
society  of its activ ities.

(b) Com pliance with statute as v iolativ e of foreign law

It shall not be unlawful under section 2000e-2  or 2000e-3  of this title [section
7 03  or 7 04] for an em ploy er (or a corporation controlled by  an em ploy er),
labor organization, em ploy m ent agency , or joint labor ​-m anagem ent
com m ittee controlling apprenticeship or other training or retraining
(including on-​the-​job training program s) to take any  action otherwise
prohibited by  such section, with respect to an em ploy ee in a workplace in a
foreign country  if com pliance with such section would cause such em ploy er (or
such corporation), such organization, such agency , or such com m ittee to
v iolate the law of the foreign country  in which such workplace is located.

(c) Control of corporation incorporated in foreign country

(1 ) If an em ploy er controls a corporation whose place of incorporation is a
foreign country , any  practice prohibited by  section 2000e-2  or 2000e-3  of this
title [section 7 03  or 7 04] engaged in by  such corporation shall be presum ed to
be engaged in by  such em ploy er.

(2) Sections 2000e-2  and 2000e-3  of this title [sections 7 03  and 7 04] shall not
apply  with respect to the foreign operations of an em ploy er that is a foreign
person not controlled by  an Am erican em ploy er.
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(3 ) For purposes of this subsection, the determ ination of whether an em ploy er
controls a corporation shall be based on-

(A) the interrelation of operations;

(B) the com m on m anagem ent;

(C) the centralized control of labor relations; and

(D) the com m on ownership or financial control, of the em ploy er and the
corporation.

UNLAWFUL EMPLOYMENT PRACTICES

SEC. 2000e-2. [Section 7 03 ]

(a) Em ploy er practices

It shall be an unlawful em ploy m ent practice for an em ploy er -

(1 ) to fail or refuse to hire or to discharge any  indiv idual, or otherwise to
discrim inate against any  indiv idual with respect to his com pensation, term s,
conditions, or priv ileges of em ploy m ent, because of such indiv idual’s race,
color, religion, sex, or national origin; or

(2) to lim it, segregate, or classify  his em ploy ees or applicants for em ploy m ent
in any  way  which would depriv e or tend to depriv e any  indiv idual of
em ploy m ent opportunities or otherwise adv ersely  affect his status as an
em ploy ee, because of such indiv idual’s race, color, religion, sex, or national
origin.

(b) Em ploy m ent agency  practices

It shall be an unlawful em ploy m ent practice for an em ploy m ent agency  to fail
or refuse to refer for em ploy m ent, or otherwise to discrim inate against, any
indiv idual because of his race, color, religion, sex, or national origin, or to
classify  or refer for em ploy m ent any  indiv idual on the basis of his race, color,
religion, sex, or national origin.

(c) Labor organization practices

It shall be an unlawful em ploy m ent practice for a labor organization-

(1 ) to exclude or to expel from  its m em bership, or otherwise to discrim inate
against, any  indiv idual because of his race, color, religion, sex, or national
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origin;

(2) to lim it, segregate, or classify  its m em bership or applicants for
m em bership, or to classify  or fail or refuse to refer for em ploy m ent any
indiv idual, in any  way  which would depriv e or tend to depriv e any  indiv idual
of em ploy m ent opportunities, or would lim it such em ploy m ent opportunities
or otherwise adv ersely  affect his status as an em ploy ee or as an applicant for
em ploy m ent, because of such indiv idual’s race, color, religion, sex, or national
origin; or

(3 ) to cause or attem pt to cause an em ploy er to discrim inate against an
indiv idual in v iolation of this section.

(d) Training program s

It shall be an unlawful em ploy m ent practice for any  em ploy er, labor
organization, or joint labor-​m anagem ent com m ittee controlling
apprenticeship or other training or retraining, including on ​-the-​job training
program s to discrim inate against any  indiv idual because of his race, color,
religion, sex, or national origin in adm ission to, or em ploy m ent in, any
program  established to prov ide apprenticeship or other training.

(e) Businesses or enterprises with personnel qualified on basis of religion, sex,
or national origin; educational institutions with personnel of particular
religion

Notwithstanding any  other prov ision of this subchapter, (1 ) it shall not be an
unlawful em ploy m ent practice for an em ploy er to hire and em ploy  em ploy ees,
for an em ploy m ent agency  to classify , or refer for em ploy m ent any  indiv idual,
for a labor organization to classify  its m em bership or to classify  or refer for
em ploy m ent any  indiv idual, or for an em ploy er, labor organization, or joint
labor ​ m anagem ent com m ittee controlling apprenticeship or other training or
retraining program s to adm it or em ploy  any  indiv idual in any  such program ,
on the basis of his religion, sex, or national origin in those certain instances
where religion, sex, or national origin is a bona fide occupational qualification
reasonably  necessary  to the norm al operation of that particular business or
enterprise, and (2) it shall not be an unlawful em ploy m ent practice for a
school, college, univ ersity , or other educational institution or institution of
learning to hire and em ploy  em ploy ees of a particular religion if such school,
college, univ ersity , or other educational institution or institution of learning
is, in whole or in substantial part, owned, supported, controlled, or m anaged
by  a particular religion or by  a particular religious corporation, association, or
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society , or if the curriculum  of such school, college, univ ersity , or other
educational institution or institution of learning is directed toward the
propagation of a particular religion.

(f) Mem bers of Com m unist Party  or Com m unist-action or Com m unist-front
organizations

As used in this subchapter, the phrase “unlawful em ploy m ent practice” shall
not be deem ed to include any  action or m easure taken by  an em ploy er, labor
organization, joint labor ​ m anagem ent com m ittee, or em ploy m ent agency
with respect to an indiv idual who is a m em ber of the Com m unist Party  of the
United States or of any  other organization required to register as a
Com m unist ​-action or Com m unist-​front organization by  final order of the
Subv ersiv e Activ ities Control Board pursuant to the Subv ersiv e Activ ities
Control Act of 1 950 [50 U.S.C. 7 81  et seq.].

(g) National security

Notwithstanding any  other prov ision of this subchapter, it shall not be an
unlawful em ploy m ent practice for an em ploy er to fail or refuse to hire and
em ploy  any  indiv idual for any  position, for an em ploy er to discharge any
indiv idual from  any  position, or for an em ploy m ent agency  to fail or refuse to
refer any  indiv idual for em ploy m ent in any  position, or for a labor
organization to fail or refuse to refer any  indiv idual for em ploy m ent in any
position, if-

(1 ) the occupancy  of such position, or access to the prem ises in or upon which
any  part of the duties of such position is perform ed or is to be perform ed, is
subject to any  requirem ent im posed in the interest of the national security  of
the United States under any  security  program  in effect pursuant to or
adm inistered under any  statute of the United States or any  Executiv e order of
the President; and

(2) such indiv idual has not fulfilled or has ceased to fulfill that requirem ent.

(h) Seniority  or m erit sy stem ; quantity  or quality  of production; ability  tests;
com pensation based on sex and authorized by  m inim um  wage prov isions

Notwithstanding any  other prov ision of this subchapter, it shall not be an
unlawful em ploy m ent practice for an em ploy er to apply  different standards of
com pensation, or different term s, conditions, or priv ileges of em ploy m ent
pursuant to a bona fide seniority  or m erit sy stem , or a sy stem  which m easures
earnings by  quantity  or quality  of production or to em ploy ees who work in
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different locations, prov ided that such differences are not the result of an
intention to discrim inate because of race, color, religion, sex, or national
origin, nor shall it be an unlawful em ploy m ent practice for an em ploy er to
giv e and to act upon the results of any  professionally  dev eloped ability  test
prov ided that such test, its adm inistration or action upon the results is not
designed, intended or used to discrim inate because of race, color, religion, sex
or national origin. It shall not be an unlawful em ploy m ent practice under this
subchapter for any  em ploy er to differentiate upon the basis of sex in
determ ining the am ount of the wages or com pensation paid or to be paid to
em ploy ees of such em ploy er if such differentiation is authorized by  the
prov isions of section 206(d) of Title 29 [section 6(d) of the Labor Standards Act
of 1 93 8, as am ended].

(i) Businesses or enterprises extending preferential treatm ent to Indians

Nothing contained in this subchapter shall apply  to any  business or enterprise
on or near an Indian reserv ation with respect to any  publicly  announced
em ploy m ent practice of such business or enterprise under which a preferential
treatm ent is giv en to any  indiv idual because he is an Indian liv ing on or near
a reserv ation.

(j) Preferential treatm ent not to be granted on account of existing num ber or
percentage im balance

Nothing contained in this subchapter shall be interpreted to require any
em ploy er, em ploy m ent agency , labor organization, or joint
labor-​m anagem ent com m ittee subject to this subchapter to grant preferential
treatm ent to any  indiv idual or to any  group because of the race, color,
religion, sex, or national origin of such indiv idual or group on account of an
im balance which m ay  exist with respect to the total num ber or percentage of
persons of any  race, color, religion, sex, or national origin em ploy ed by  any
em ploy er, referred or classified for em ploy m ent by  any  em ploy m ent agency  or
labor organization, adm itted to m em bership or classified by  any  labor
organization, or adm itted to, or em ploy ed in, any  apprenticeship or other
training program , in com parison with the total num ber or percentage of
persons of such race, color, religion, sex, or national origin in any  com m unity ,
State, section, or other area, or in the av ailable work force in any  com m unity ,
State, section, or other area.

(k) Burden of proof in disparate im pact cases

(1 ) (A) An unlawful em ploy m ent practice based on disparate im pact is
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established under this subchapter only  if-

(i) a com plaining party  dem onstrates that a respondent uses a particular
em ploy m ent practice that causes a disparate im pact on the basis of race, color,
religion, sex, or national origin and the respondent fails to dem onstrate that
the challenged practice is job related for the position in question and consistent
with business necessity ; or

(ii) the com plaining party  m akes the dem onstration described in
subparagraph (C) with respect to an alternativ e em ploy m ent practice and the
respondent refuses to adopt such alternativ e em ploy m ent practice.

(B) (i) With respect to dem onstrating that a particular em ploy m ent practice
causes a disparate im pact as described in subparagraph (A)(i), the
com plaining party  shall dem onstrate that each particular challenged
em ploy m ent practice causes a disparate im pact, except that if the com plaining
party  can dem onstrate to the court that the elem ents of a respondent’s
decisionm aking process are not capable of separation for analy sis, the
decisionm aking process m ay  be analy zed as one em ploy m ent practice.

(ii) If the respondent dem onstrates that a specific em ploy m ent practice does
not cause the disparate im pact, the respondent shall not be required to
dem onstrate that such practice is required by  business necessity .

(C) The dem onstration referred to by  subparagraph (A)(ii) shall be in
accordance with the law as it existed on June 4, 1 989, with respect to the
concept of “alternativ e em ploy m ent practice”.

(2) A dem onstration that an em ploy m ent practice is required by  business
necessity  m ay  not be used as a defense against a claim  of intentional
discrim ination under this subchapter.

(3 ) Notwithstanding any  other prov ision of this subchapter, a rule barring the
em ploy m ent of an indiv idual who currently  and knowingly  uses or possesses a
controlled substance, as defined in schedules I and II of section 1 02(6) of the
Controlled Substances Act (21  U.S.C. 802(6)), other than the use or possession
of a drug taken under the superv ision of a licensed health care professional, or
any  other use or possession authorized by  the Controlled Substances Act [21
U.S.C. 801  et seq.] or any  other prov ision of Federal law, shall be considered an
unlawful em ploy m ent practice under this subchapter only  if such rule is
adopted or applied with an intent to discrim inate because of race, color,
religion, sex, or national origin.
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(l) Prohibition of discrim inatory  use of test scores

It shall be an unlawful em ploy m ent practice for a respondent, in connection
with the selection or referral of applicants or candidates for em ploy m ent or
prom otion, to adjust the scores of, use different cutoff scores for, or otherwise
alter the results of, em ploy m ent related tests on the basis of race, color,
religion, sex, or national origin.

(m ) Im perm issible consideration of race, color, religion, sex, or national origin
in em ploy m ent practices

Except as otherwise prov ided in this subchapter, an unlawful em ploy m ent
practice is established when the com plaining party  dem onstrates that race,
color, religion, sex, or national origin was a m otiv ating factor for any
em ploy m ent practice, ev en though other factors also m otiv ated the practice.

(n) Resolution of challenges to em ploy m ent practices im plem enting litigated
or consent judgm ents or orders

(1 ) (A) Notwithstanding any  other prov ision of law, and except as prov ided in
paragraph (2), an em ploy m ent practice that im plem ents and is within the
scope of a litigated or consent judgm ent or order that resolv es a claim  of
em ploy m ent discrim ination under the Constitution or Federal civ il rights laws
m ay  not be challenged under the circum stances described in subparagraph
(B).

(B) A practice described in subparagraph (A) m ay  not be challenged in a claim
under the Constitution or Federal civ il rights laws-

(i) by  a person who, prior to the entry  of the judgm ent or order described in
subparagraph (A), had-

(I) actual notice of the proposed judgm ent or order sufficient to apprise such
person that such judgm ent or order m ight adv ersely  affect the interests and
legal rights of such person and that an opportunity  was av ailable to present
objections to such judgm ent or order by  a future date certain; and

(II) a reasonable opportunity  to present objections to such judgm ent or order;
or

(ii) by  a person whose interests were adequately  represented by  another person
who had prev iously  challenged the judgm ent or order on the sam e legal
grounds and with a sim ilar factual situation, unless there has been an
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interv ening change in law or fact.

(2) Nothing in this subsection shall be construed to-

(A) alter the standards for interv ention under rule 24 of the Federal Rules of
Civ il Procedure or apply  to the rights of parties who hav e successfully
interv ened pursuant to such rule in the proceeding in which the parties
interv ened;

(B) apply  to the rights of parties to the action in which a litigated or consent
judgm ent or order was entered, or of m em bers of a class represented or sought
to be represented in such action, or of m em bers of a group on whose behalf
relief was sought in such action by  the Federal Gov ernm ent;

(C) prev ent challenges to a litigated or consent judgm ent or order on the
ground that such judgm ent or order was obtained through collusion or fraud,
or is transparently  inv alid or was entered by  a court lacking subject m atter
jurisdiction; or

(D) authorize or perm it the denial to any  person of the due process of law
required by  the Constitution.

(3 ) Any  action not precluded under this subsection that challenges an
em ploy m ent consent judgm ent or order described in paragraph (1 ) shall be
brought in the court, and if possible before the judge, that entered such
judgm ent or order. Nothing in this subsection shall preclude a transfer of such
action pursuant to section 1 404 of Title 28 [United States Code].

OTHER UNLAWFUL EMPLOYMENT PRACTICES

SEC. 2000e-3 . [Section 7 04]

(a) Discrim ination for m aking charges, testify ing, assisting, or participating
in enforcem ent proceedings

It shall be an unlawful em ploy m ent practice for an em ploy er to discrim inate
against any  of his em ploy ees or applicants for em ploy m ent, for an
em ploy m ent agency , or joint labor-​m anagem ent com m ittee controlling
apprenticeship or other training or retraining, including on—the-job training
program s, to discrim inate against any  indiv idual, or for a labor organization
to discrim inate against any  m em ber thereof or applicant for m em bership,
because he has opposed any  practice m ade an unlawful em ploy m ent practice
by  this subchapter, or because he has m ade a charge, testified, assisted, or
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participated in any  m anner in an inv estigation, proceeding, or hearing under
this subchapter.

(b) Printing or publication of notices or adv ertisem ents indicating prohibited
preference, lim itation, specification, or discrim ination; occupational
qualification exception

It shall be an unlawful em ploy m ent practice for an em ploy er, labor
organization, em ploy m ent agency , or joint labor-​m anagem ent com m ittee
controlling apprenticeship or other training or retraining, including on ​-
the-​job training program s, to print or publish or cause to be printed or
published any  notice or adv ertisem ent relating to em ploy m ent by  such an
em ploy er or m em bership in or any  classification or referral for em ploy m ent
by  such a labor organization, or relating to any  classification or referral for
em ploy m ent by  such an em ploy m ent agency , or relating to adm ission to, or
em ploy m ent in, any  program  established to prov ide apprenticeship or other
training by  such a joint labor ​-m anagem ent com m ittee, indicating any
preference, lim itation, specification, or discrim ination, based on race, color,
religion, sex, or national origin, except that such a notice or adv ertisem ent
m ay  indicate a preference, lim itation, specification, or discrim ination based on
religion, sex, or national origin when religion, sex, or national origin is a bona
fide occupational qualification for em ploy m ent.

EQUAL EMPLOYMENT OPPORTUNITY
COMMISSION

SEC. 2000e-4. [Section 7 05]

(a) Creation; com position; political representation; appointm ent; term ;
v acancies; Chairm an and Vice Chairm an; duties of Chairm an; appointm ent of
personnel; com pensation of personnel

There is hereby  created a Com m ission to be known as the Equal Em ploy m ent
Opportunity  Com m ission, which shall be com posed of fiv e m em bers, not m ore
than three of whom  shall be m em bers of the sam e political party . Mem bers of
the Com m ission shall be appointed by  the President by  and with the adv ice
and consent of the Senate for a term  of fiv e y ears. Any  indiv idual chosen to fill
a v acancy  shall be appointed only  for the unexpired term  of the m em ber
whom  he shall succeed, and all m em bers of the Com m ission shall continue to
serv e until their successors are appointed and qualified, except that no such
m em ber of the Com m ission shall continue to serv e (1 ) for m ore than sixty  day s
when the Congress is in session unless a nom ination to fill such v acancy  shall

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 168 of 402



hav e been subm itted to the Senate, or (2) after the adjournm ent sine die of the
session of the Senate in which such nom ination was subm itted. The President
shall designate one m em ber to serv e as Chairm an of the Com m ission, and one
m em ber to serv e as Vice Chairm an. The Chairm an shall be responsible on
behalf of the Com m ission for the adm inistrativ e operations of the Com m ission,
and, except as prov ided in subsection (b) of this section, shall appoint, in
accordance with the prov isions of Title 5 [United States Code] gov erning
appointm ents in the com petitiv e serv ice, such officers, agents, attorney s,
adm inistrativ e law judges [originally , hearing exam iners], and em ploy ees as
he deem s necessary  to assist it in the perform ance of its functions and to fix
their com pensation in accordance with the prov isions of chapter 51  and
subchapter III of chapter 53  of Title 5 [United States Code], relating to
classification and General Schedule pay  rates: Prov ided, That assignm ent,
rem ov al, and com pensation of adm inistrativ e law judges [originally , hearing
exam iners] shall be in accordance with sections 3 1 05, 3 3 44, 53 7 2, and 7 521
of Title 5 [United States Code].

(b) General Counsel; appointm ent; term ; duties; representation by  attorney s
and Attorney  General

(1 ) There shall be a General Counsel of the Com m ission appointed by  the
President, by  and with the adv ice and consent of the Senate, for a term  of four
y ears. The General Counsel shall hav e responsibility  for the conduct of
litigation as prov ided in sections 2000e-5 and 2000e-6 of this title [sections
7 06 and 7 07 ]. The General Counsel shall hav e such other duties as the
Com m ission m ay  prescribe or as m ay  be prov ided by  law and shall concur
with the Chairm an of the Com m ission on the appointm ent and superv ision of
regional attorney s. The General Counsel of the Com m ission on the effectiv e
date of this Act shall continue in such position and perform  the functions
specified in this subsection until a successor is appointed and qualified.

(2) Attorney s appointed under this section m ay , at the direction of the
Com m ission, appear for and represent the Com m ission in any  case in court,
prov ided that the Attorney  General shall conduct all litigation to which the
Com m ission is a party  in the Suprem e Court pursuant to this subchapter.

(c) Exercise of powers during v acancy ; quorum

A v acancy  in the Com m ission shall not im pair the right of the rem aining
m em bers to exercise all the powers of the Com m ission and three m em bers
thereof shall constitute a quorum .

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 169 of 402



(d) Seal; judicial notice

The Com m ission shall hav e an official seal which shall be judicially  noticed.

(e) Reports to Congress and the President

The Com m ission shall at the close of each fiscal y ear report to the Congress and
to the President concerning the action it has taken [originally , the nam es,
salaries, and duties of all indiv iduals in its em ploy ] and the m oney s it has
disbursed. It shall m ake such further reports on the cause of and m eans of
elim inating discrim ination and such recom m endations for further legislation
as m ay  appear desirable.

(f) Principal and other offices

The principal office of the Com m ission shall be in or near the District of
Colum bia, but it m ay  m eet or exercise any  or all its powers at any  other place.
The Com m ission m ay  establish such regional or State offices as it deem s
necessary  to accom plish the purpose of this subchapter.

(g) Powers of Com m ission

The Com m ission shall hav e power-

(1 ) to cooperate with and, with their consent, utilize regional, State, local, and
other agencies, both public and priv ate, and indiv iduals;

(2) to pay  to witnesses whose depositions are taken or who are sum m oned
before the Com m ission or any  of its agents the sam e witness and m ileage fees as
are paid to witnesses in the courts of the United States;

(3 ) to furnish to persons subject to this subchapter such technical assistance as
they  m ay  request to further their com pliance with this subchapter or an order
issued thereunder;

(4) upon the request of (i) any  em ploy er, whose em ploy ees or som e of them , or
(ii) any  labor organization, whose m em bers or som e of them , refuse or
threaten to refuse to cooperate in effectuating the prov isions of this
subchapter, to assist in such effectuation by  conciliation or such other
rem edial action as is prov ided by  this subchapter;

(5) to m ake such technical studies as are appropriate to effectuate the purposes
and policies of this subchapter and to m ake the results of such studies av ailable
to the public;
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(6) to interv ene in a civ il action brought under section 2000e-5 of this title
[section 7 06] by  an aggriev ed party  against a respondent other than a
gov ernm ent, gov ernm ental agency  or political subdiv ision.

(h) Cooperation with other departm ents and agencies in perform ance of
educational or prom otional activ ities; outreach activ ities

(1 ) The Com m ission shall, in any  of its educational or prom otional activ ities,
cooperate with other departm ents and agencies in the perform ance of such
educational and prom otional activ ities.

(2) In exercising its powers under this subchapter, the Com m ission shall carry
out educational and outreach activ ities (including dissem ination of
inform ation in languages other than English) targeted to-

(A) indiv iduals who historically  hav e been v ictim s of em ploy m ent
discrim ination and hav e not been equitably  serv ed by  the Com m ission; and

(B) indiv iduals on whose behalf the Com m ission has authority  to enforce any
other law prohibiting em ploy m ent discrim ination, concerning rights and
obligations under this subchapter or such law, as the case m ay  be.

(i) Personnel subject to political activ ity  restrictions

All officers, agents, attorney s, and em ploy ees of the Com m ission shall be
subject to the prov isions of section 7 3 24 of Title 5 [originally , section 9 of the
Act of August 2 , 1 93 9, as am ended (the Hatch Act)], notwithstanding any
exem ption contained in such section.

(j) Technical Assistance Training Institute

(1 ) The Com m ission shall establish a Technical Assistance Training Institute,
through which the Com m ission shall prov ide technical assistance and training
regarding the laws and regulations enforced by  the Com m ission.

(2) An em ploy er or other entity  cov ered under this subchapter shall not be
excused from  com pliance with the requirem ents of this subchapter because of
any  failure to receiv e technical assistance under this subsection.

(3 ) There are authorized to be appropriated to carry  out this subsection such
sum s as m ay  be necessary  for fiscal y ear 1 992.

(k) EEOC Education, Technical Assistance, and Training Rev olv ing Fund
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(1 ) There is hereby  established in the Treasury  of the United States a rev olv ing
fund to be known as the “EEOC Education, Technical Assistance, and Training
Rev olv ing Fund” (hereinafter in this subsection referred to as the “Fund”) and
to pay  the cost (including adm inistrativ e and personnel expenses) of prov iding
education, technical assistance, and training relating to laws adm inistered by
the Com m ission. Monies in the Fund shall be av ailable without fiscal y ear
lim itation to the Com m ission for such purposes.

(2)(A) The Com m ission shall charge fees in accordance with the prov isions of
this paragraph to offset the costs of education, technical assistance, and
training prov ided with m onies in the Fund. Such fees for any  education,
technical assistance, or training--

(i) shall be im posed on a uniform  basis on persons and entities receiv ing such
education, assistance, or training,

(ii) shall not exceed the cost of prov iding such education, assistance, and
training, and

(iii) with respect to each person or entity  receiv ing such education, assistance,
or training, shall bear a reasonable relationship to the cost of prov iding such
education, assistance, or training to such person or entity .

(B) Fees receiv ed under subparagraph (A) shall be deposited in the Fund by  the
Com m ission.

(C) The Com m ission shall include in each report m ade under subsection (e) of
this section inform ation with respect to the operation of the Fund, including
inform ation, presented in the aggregate, relating to--

(i) the num ber of persons and entities to which the Com m ission prov ided
education, technical assistance, or training with m onies in the Fund, in the
fiscal y ear for which such report is prepared,

(ii) the cost to the Com m ission to prov ide such education, technical assistance,
or training to such persons and entities, and

(iii) the am ount of any  fees receiv ed by  the Com m ission from  such persons and
entities for such education, technical assistance, or training.

(3 ) The Secretary  of the Treasury  shall inv est the portion of the Fund not
required to satisfy  current expenditures from  the Fund, as determ ined by  the
Com m ission, in obligations of the United States or obligations guaranteed as to
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principal by  the United States. Inv estm ent proceeds shall be deposited in the
Fund.

(4) There is hereby  transferred to the Fund $1 ,000,000 from  the Salaries and
Expenses appropriation of the Com m ission.

 

1 4 . 2       Ci v i l  Ri g h t s En for c em en t  Pr ov i si on s                   

ENFORCEMENT PROVISIONS

SEC. 2000e-5. [Section 7 06]

(a) Power of Com m ission to prev ent unlawful em ploy m ent practices

The Com m ission is em powered, as hereinafter prov ided, to prev ent any  person
from  engaging in any  unlawful em ploy m ent practice as set forth in section
2000e-2  or 2000e-3  of this title [section 7 03  or 7 04].

(b) Charges by  persons aggriev ed or m em ber of Com m ission of unlawful
em ploy m ent practices by  em ploy ers, etc.; filing; allegations; notice to
respondent; contents of notice; inv estigation by  Com m ission; contents of
charges; prohibition on disclosure of charges; determ ination of reasonable
cause; conference, conciliation, and persuasion for elim ination of unlawful
practices; prohibition on disclosure of inform al endeav ors to end unlawful
practices; use of ev idence in subsequent proceedings; penalties for disclosure of
inform ation; tim e for determ ination of reasonable cause

Whenev er a charge is filed by  or on behalf of a person claim ing to be aggriev ed,
or by  a m em ber of the Com m ission, alleging that an em ploy er, em ploy m ent
agency , labor organization, or joint labor ​m anagem ent com m ittee controlling
apprenticeship or other training or retraining, including on-​the-​job training
program s, has engaged in an unlawful em ploy m ent practice, the Com m ission
shall serv e a notice of the charge (including the date, place and circum stances
of the alleged unlawful em ploy m ent practice) on such em ploy er, em ploy m ent
agency , labor organization, or joint labor-​m anagem ent com m ittee
(hereinafter referred to as the “respondent”) within ten day s, and shall m ake
an inv estigation thereof. Charges shall be in writing under oath or affirm ation
and shall contain such inform ation and be in such form  as the Com m ission
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requires. Charges shall not be m ade public by  the Com m ission. If the
Com m ission determ ines after such inv estigation that there is not reasonable
cause to believ e that the charge is true, it shall dism iss the charge and
prom ptly  notify  the person claim ing to be aggriev ed and the respondent of its
action. In determ ining whether reasonable cause exists, the Com m ission shall
accord substantial weight to final findings and orders m ade by  State or local
authorities in proceedings com m enced under State or local law pursuant to the
requirem ents of subsections (c) and (d) of this section. If the Com m ission
determ ines after such inv estigation that there is reasonable cause to believ e
that the charge is true, the Com m ission shall endeav or to elim inate any  such
alleged unlawful em ploy m ent practice by  inform al m ethods of conference,
conciliation, and persuasion. Nothing said or done during and as a part of such
inform al endeav ors m ay  be m ade public by  the Com m ission, its officers or
em ploy ees, or used as ev idence in a subsequent proceeding without the written
consent of the persons concerned. Any  person who m akes public inform ation in
v iolation of this subsection shall be fined not m ore than $1 ,000 or im prisoned
for not m ore than one y ear, or both. The Com m ission shall m ake its
determ ination on reasonable cause as prom ptly  as possible and, so far as
practicable, not later than one hundred and twenty  day s from  the filing of the
charge or, where applicable under subsection (c) or (d) of this section, from  the
date upon which the Com m ission is authorized to take action with respect to
the charge.

(c) State or local enforcem ent proceedings; notification of State or local
authority ; tim e for filing charges with Com m ission; com m encem ent of
proceedings

In the case of an alleged unlawful em ploy m ent practice occurring in a State, or
political subdiv ision of a State, which has a State or local law prohibiting the
unlawful em ploy m ent practice alleged and establishing or authorizing a State
or local authority  to grant or seek relief from  such practice or to institute
crim inal proceedings with respect thereto upon receiv ing notice thereof, no
charge m ay  be filed under subsection (a) of this section by  the person
aggriev ed before the expiration of sixty  day s after proceedings hav e been
com m enced under the State or local law, unless such proceedings hav e been
earlier term inated, prov ided that such sixty - ​day  period shall be extended to
one hundred and twenty  day s during the first y ear after the effectiv e date of
such State or local law. If any  requirem ent for the com m encem ent of such
proceedings is im posed by  a State or local authority  other than a requirem ent
of the filing of a written and signed statem ent of the facts upon which the
proceeding is based, the proceeding shall be deem ed to hav e been com m enced
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for the purposes of this subsection at the tim e such statem ent is sent by
registered m ail to the appropriate State or local authority .

(d) State or local enforcem ent proceedings; notification of State or local
authority ; tim e for action on charges by  Com m ission

In the case of any  charge filed by  a m em ber of the Com m ission alleging an
unlawful em ploy m ent practice occurring in a State or political subdiv ision of a
State which has a State or local law prohibiting the practice alleged and
establishing or authorizing a State or local authority  to grant or seek relief
from  such practice or to institute crim inal proceedings with respect thereto
upon receiv ing notice thereof, the Com m ission shall, before taking any  action
with respect to such charge, notify  the appropriate State or local officials and,
upon request, afford them  a reasonable tim e, but not less than sixty  day s
(prov ided that such sixty -​day  period shall be extended to one hundred and
twenty  day s during the first y ear after the effectiv e day  of such State or local
law), unless a shorter period is requested, to act under such State or local law
to rem edy  the practice alleged.

(e) Tim e for filing charges; tim e for serv ice of notice of charge on respondent;
filing of charge by  Com m ission with State or local agency ; seniority  sy stem

(1 ) A charge under this section shall be filed within one hundred and eighty
day s after the alleged unlawful em ploy m ent practice occurred and notice of
the charge (including the date, place and circum stances of the alleged
unlawful em ploy m ent practice) shall be serv ed upon the person against whom
such charge is m ade within ten day s thereafter, except that in a case of an
unlawful em ploy m ent practice with respect to which the person aggriev ed has
initially  instituted proceedings with a State or local agency  with authority  to
grant or seek relief from  such practice or to institute crim inal proceedings with
respect thereto upon receiv ing notice thereof, such charge shall be filed by  or
on behalf of the person aggriev ed within three hundred day s after the alleged
unlawful em ploy m ent practice occurred, or within thirty  day s after receiv ing
notice that the State or local agency  has term inated the proceedings under the
State or local law, whichev er is earlier, and a copy  of such charge shall be filed
by  the Com m ission with the State or local agency .

(2) For purposes of this section, an unlawful em ploy m ent practice occurs, with
respect to a seniority  sy stem  that has been adopted for an intentionally
discrim inatory  purpose in v iolation of this subchapter (whether or not that
discrim inatory  purpose is apparent on the face of the seniority  prov ision),
when the seniority  sy stem  is adopted, when an indiv idual becom es subject to
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the seniority  sy stem , or when a person aggriev ed is injured by  the application
of the seniority  sy stem  or prov ision of the sy stem .

(3 )(A) For purposes of this section, an unlawful em ploy m ent practice occurs,
with respect to discrim ination in com pensation in v iolation of this title, when a
discrim inatory  com pensation decision or other practice is adopted, when an
indiv idual becom es subject to a discrim inatory  com pensation decision or other
practice, or when an indiv idual is affected by  application of a discrim inatory
com pensation decision or other practice, including each tim e wages, benefits,
or other com pensation is paid, resulting in whole or in part from  such a
decision or other practice.

(B) In addition to any  relief authorized by  section 1 97 7 A of the Rev ised
Statutes (42  U.S.C. 1 981 a), liability  m ay  accrue and an aggriev ed person
m ay  obtain relief as prov ided in subsection (g)(1 ), including recov ery  of back
pay  for up to two y ears preceding the filing of the charge, where the unlawful
em ploy m ent practices that hav e occurred during the charge filing period are
sim ilar or related to unlawful em ploy m ent practices with regard to
discrim ination in com pensation that occurred outside the tim e for filing a
charge.

(f) Civ il action by  Com m ission, Attorney  General, or person aggriev ed;
preconditions; procedure; appointm ent of attorney ; pay m ent of fees, costs, or
security ; interv ention; stay  of Federal proceedings; action for appropriate
tem porary  or prelim inary  relief pending final disposition of charge;
jurisdiction and v enue of United States courts; designation of judge to hear and
determ ine case; assignm ent of case for hearing; expedition of case;
appointm ent of m aster

(1 ) If within thirty  day s after a charge is filed with the Com m ission or within
thirty  day s after expiration of any  period of reference under subsection (c) or
(d) of this section, the Com m ission has been unable to secure from  the
respondent a conciliation agreem ent acceptable to the Com m ission, the
Com m ission m ay  bring a civ il action against any  respondent not a
gov ernm ent, gov ernm ental agency , or political subdiv ision nam ed in the
charge. In the case of a respondent which is a gov ernm ent, gov ernm ental
agency , or political subdiv ision, if the Com m ission has been unable to secure
from  the respondent a conciliation agreem ent acceptable to the Com m ission,
the Com m ission shall take no further action and shall refer the case to the
Attorney  General who m ay  bring a civ il action against such respondent in the
appropriate United States district court. The person or persons aggriev ed shall
hav e the right to interv ene in a civ il action brought by  the Com m ission or the
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Attorney  General in a case inv olv ing a gov ernm ent, gov ernm ental agency , or
political subdiv ision. If a charge filed with the Com m ission pursuant to
subsection (b) of this section is dism issed by  the Com m ission, or if within one
hundred and eighty  day s from  the filing of such charge or the expiration of
any  period of reference under subsection (c) or (d) of this section, whichev er is
later, the Com m ission has not filed a civ il action under this section or the
Attorney  General has not filed a civ il action in a case inv olv ing a gov ernm ent,
gov ernm ental agency , or political subdiv ision, or the Com m ission has not
entered into a conciliation agreem ent to which the person aggriev ed is a party ,
the Com m ission, or the Attorney  General in a case inv olv ing a gov ernm ent,
gov ernm ental agency , or political subdiv ision, shall so notify  the person
aggriev ed and within ninety  day s after the giv ing of such notice a civ il action
m ay  be brought against the respondent nam ed in the charge (A) by  the person
claim ing to be aggriev ed or (B) if such charge was filed by  a m em ber of the
Com m ission, by  any  person whom  the charge alleges was aggriev ed by  the
alleged unlawful em ploy m ent practice. Upon application by  the com plainant
and in such circum stances as the court m ay  deem  just, the court m ay  appoint
an attorney  for such com plainant and m ay  authorize the com m encem ent of
the action without the pay m ent of fees, costs, or security . Upon tim ely
application, the court m ay , in its discretion, perm it the Com m ission, or the
Attorney  General in a case inv olv ing a gov ernm ent, gov ernm ental agency , or
political subdiv ision, to interv ene in such civ il action upon certification that
the case is of general public im portance. Upon request, the court m ay , in its
discretion, stay  further proceedings for not m ore than sixty  day s pending the
term ination of State or local proceedings described in subsection (c) or (d) of
this section or further efforts of the Com m ission to obtain v oluntary
com pliance.

(2) Whenev er a charge is filed with the Com m ission and the Com m ission
concludes on the basis of a prelim inary  inv estigation that prom pt judicial
action is necessary  to carry  out the purposes of this Act, the Com m ission, or the
Attorney  General in a case inv olv ing a gov ernm ent, gov ernm ental agency , or
political subdiv ision, m ay  bring an action for appropriate tem porary  or
prelim inary  relief pending final disposition of such charge. Any  tem porary
restraining order or other order granting prelim inary  or tem porary  relief
shall be issued in accordance with rule 65 of the Federal Rules of Civ il
Procedure. It shall be the duty  of a court hav ing jurisdiction ov er proceedings
under this section to assign cases for hearing at the earliest practicable date
and to cause such cases to be in ev ery  way  expedited.

(3 ) Each United States district court and each United States court of a place
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subject to the jurisdiction of the United States shall hav e jurisdiction of actions
brought under this subchapter. Such an action m ay  be brought in any  judicial
district in the State in which the unlawful em ploy m ent practice is alleged to
hav e been com m itted, in the judicial district in which the em ploy m ent records
relev ant to such practice are m aintained and adm inistered, or in the judicial
district in which the aggriev ed person would hav e worked but for the alleged
unlawful em ploy m ent practice, but if the respondent is not found within any
such district, such an action m ay  be brought within the judicial district in
which the respondent has his principal office. For purposes of sections 1 404 and
1 406 of Title 28 [United States Code], the judicial district in which the
respondent has his principal office shall in all cases be considered a district in
which the action m ight hav e been brought.

(4) It shall be the duty  of the chief judge of the district (or in his absence, the
acting chief judge) in which the case is pending im m ediately  to designate a
judge in such district to hear and determ ine the case. In the ev ent that no
judge in the district is av ailable to hear and determ ine the case, the chief judge
of the district, or the acting chief judge, as the case m ay  be, shall certify  this
fact to the chief judge of the circuit (or in his absence, the acting chief judge)
who shall then designate a district or circuit judge of the circuit to hear and
determ ine the case.

(5) It shall be the duty  of the judge designated pursuant to this subsection to
assign the case for hearing at the earliest practicable date and to cause the case
to be in ev ery  way  expedited. If such judge has not scheduled the case for trial
within one hundred and twenty  day s after issue has been joined, that judge
m ay  appoint a m aster pursuant to rule 53  of the Federal Rules of Civ il
Procedure.

(g) Injunctions; appropriate affirm ativ e action; equitable relief; accrual of
back pay ; reduction of back pay ; lim itations on judicial orders

(1 ) If the court finds that the respondent has intentionally  engaged in or is
intentionally  engaging in an unlawful em ploy m ent practice charged in the
com plaint, the court m ay  enjoin the respondent from  engaging in such
unlawful em ploy m ent practice, and order such affirm ativ e action as m ay  be
appropriate, which m ay  include, but is not lim ited to, reinstatem ent or hiring
of em ploy ees, with or without back pay  (pay able by  the em ploy er,
em ploy m ent agency , or labor organization, as the case m ay  be, responsible for
the unlawful em ploy m ent practice), or any  other equitable relief as the court
deem s appropriate. Back pay  liability  shall not accrue from  a date m ore than
two y ears prior to the filing of a charge with the Com m ission. Interim  earnings

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 178 of 402



or am ounts earnable with reasonable diligence by  the person or persons
discrim inated against shall operate to reduce the back pay  otherwise
allowable.

(2) (A) No order of the court shall require the adm ission or reinstatem ent of an
indiv idual as a m em ber of a union, or the hiring, reinstatem ent, or prom otion
of an indiv idual as an em ploy ee, or the pay m ent to him  of any  back pay , if
such indiv idual was refused adm ission, suspended, or expelled, or was refused
em ploy m ent or adv ancem ent or was suspended or discharged for any  reason
other than discrim ination on account of race, color, religion, sex, or national
origin or in v iolation of section 2000e-3 (a) of this Title [section 7 04(a)].

(B) On a claim  in which an indiv idual prov es a v iolation under section 2000e-
2(m ) of this title [section 7 03 (m )] and a respondent dem onstrates that the
respondent would hav e taken the sam e action in the absence of the
im perm issible m otiv ating factor, the court-

(i) m ay  grant declaratory  relief, injunctiv e relief (except as prov ided in clause
(ii)), and attorney ’s fees and costs dem onstrated to be directly  attributable
only  to the pursuit of a claim  under section 2000e-2(m ) of this title [section
7 03 (m )]; and

(ii) shall not award dam ages or issue an order requiring any  adm ission,
reinstatem ent, hiring, prom otion, or pay m ent, described in subparagraph (A).

(h) Prov isions of chapter 6  of Title 29 not applicable to civ il actions for
prev ention of unlawful practices

The prov isions of chapter 6  of title 29 [the Act entitled“An Act to am end the
Judicial Code and to define and lim it the jurisdiction of courts sitting in equity ,
and for other purposes,” approv ed March 23 , 1 93 2 (29 U.S.C. 1 05-1 1 5)] shall
not apply  with respect to civ il actions brought under this section.

(i) Proceedings by  Com m ission to com pel com pliance with judicial orders In
any  case in which an em ploy er, em ploy m ent agency , or labor organization
fails to com ply  with an order of a court issued in a civ il action brought under
this section, the Com m ission m ay  com m ence proceedings to com pel
com pliance with such order.

(j) Appeals

Any  civ il action brought under this section and any  proceedings brought
under subsection (i) of this section shall be subject to appeal as prov ided in
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sections 1 291  and 1 292, Title 28 [United States Code].

(k) Attorney ’s fee; liability  of Com m ission and United States for costs

In any  action or proceeding under this subchapter the court, in its discretion,
m ay  allow the prev ailing party , other than the Com m ission or the United
States, a reasonable attorney ’s fee (including expert fees) as part of the costs,
and the Com m ission and the United States shall be liable for costs the sam e as a
priv ate person.

 

1 4 . 3       Ci v i l  A c t i on s by  t h e A t t or n ey  Gen er a l                       

CIVIL ACTIONS BY THE ATTORNEY GENERAL

SEC. 2000e-6. [Section 7 07 ]

(a) Com plaint

Whenev er the Attorney  General has reasonable cause to believ e that any
person or group of persons is engaged in a pattern or practice of resistance to
the full enjoy m ent of any  of the rights secured by  this subchapter, and that
the pattern or practice is of such a nature and is intended to deny  the full
exercise of the rights herein described, the Attorney  General m ay  bring a civ il
action in the appropriate district court of the United States by  filing with it a
com plaint (1 ) signed by  him  (or in his absence the Acting Attorney  General),
(2) setting forth facts pertaining to such pattern or practice, and (3 )
requesting such relief, including an application for a perm anent or tem porary
injunction, restraining order or other order against the person or persons
responsible for such pattern or practice, as he deem s necessary  to insure the
full enjoy m ent of the rights herein described.

(b) Jurisdiction; three-judge district court for cases of general public
im portance: hearing, determ ination, expedition of action, rev iew by  Suprem e
Court; single judge district court: hearing, determ ination, expedition of action

The district courts of the United States shall hav e and shall exercise
jurisdiction of proceedings instituted pursuant to this section, and in any  such
proceeding the Attorney  General m ay  file with the clerk of such court a
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request that a court of three judges be conv ened to hear and determ ine the
case. Such request by  the Attorney  General shall be accom panied by  a
certificate that, in his opinion, the case is of general public im portance. A copy
of the certificate and request for a three-​judge court shall be im m ediately
furnished by  such clerk to the chief judge of the circuit (or in his absence, the
presiding circuit judge of the circuit) in which the case is pending. Upon
receipt of such request it shall be the duty  of the chief judge of the circuit or the
presiding circuit judge, as the case m ay  be, to designate im m ediately  three
judges in such circuit, of whom  at least one shall be a circuit judge and another
of whom  shall be a district judge of the court in which the proceeding was
instituted, to hear and determ ine such case, and it shall be the duty  of the
judges so designated to assign the case for hearing at the earliest practicable
date, to participate in the hearing and determ ination thereof, and to cause the
case to be in ev ery  way  expedited. An appeal from  the final judgm ent of such
court will lie to the Suprem e Court.

In the ev ent the Attorney  General fails to file such a request in any  such
proceeding, it shall be the duty  of the chief judge of the district (or in his
absence, the acting chief judge) in which the case is pending im m ediately  to
designate a judge in such district to hear and determ ine the case. In the ev ent
that no judge in the district is av ailable to hear and determ ine the case, the
chief judge of the district, or the acting chief judge, as the case m ay  be, shall
certify  this fact to the chief judge of the circuit (or in his absence, the acting
chief judge) who shall then designate a district or circuit judge of the circuit to
hear and determ ine the case.

It shall be the duty  of the judge designated pursuant to this section to assign
the case for hearing at the earliest practicable date and to cause the case to be
in ev ery  way  expedited.

(c) Transfer offunctions, etc., to Com m ission; effectiv e date; prerequisite to
transfer; execution of functions by  Com m ission

Effectiv e two y ears after March 24, 1 97 2 [the date of enactm ent of the Equal
Em ploy m ent Opportunity  Act of 1 97 2], the functions of theAttorney  General
under this section shall be transferred to the Com m ission, together with such
personnel, property , records, and unexpended balances of appropriations,
allocations, and other funds em ploy ed, used, held, av ailable, or to be m ade
av ailable in connection with such functions unless the President subm its, and
neither House of Congress v etoes, a reorganization plan pursuant to chapter 9
of Title 5 [United States Code], inconsistent with the prov isions of this
subsection. The Com m ission shall carry  out such functions in accordance with
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subsections (d) and (e) of this section.

(d) Transfer of functions, etc., not to affect suits com m enced pursuant to this
section prior to date of transfer

Upon the transfer of functions prov ided for in subsection (c) of this section, in
all suits com m enced pursuant to this section prior to the date of such transfer,
proceedings shall continue without abatem ent, all court orders and decrees
shall rem ain in effect, and the Com m ission shall be substituted as a party  for
the United States of Am erica, the Attorney  General, or the Acting Attorney
General, as appropriate.

(e) Inv estigation and action by  Com m ission pursuant to filing of charge of
discrim ination; procedure

Subsequent to March 24, 1 97 2 [the date of enactm ent of the Equal
Em ploy m ent Opportunity  Act of 1 97 2], the Com m ission shall hav eauthority
to inv estigate and act on a charge of a pattern or practice ofdiscrim ination,
whether filed by  or on behalf of a person claim ing to beaggriev ed or by  a
m em ber of the Com m ission. All such actions shall beconducted in accordance
with the procedures set forth in section 2000e-5of this title [section 7 06].

EFFECT ON STATE LAWS

SEC. 2000e-7 . [Section 7 08]

Nothing in this subchapter shall be deem ed to exem pt or reliev e any  person
from  any  liability , duty , penalty , or punishm ent prov ided by  any  present or
future law of any  State or political subdiv ision of a State, other than any  such
law which purports to require or perm it the doing of any  act which would be
an unlawful em ploy m ent practice under this subchapter.

INVESTIGATIONS

SEC. 2000e-8. [Section 7 09]

(a) Exam ination and copy ing of ev idence related to unlawful em ploy m ent
practices

In connection with any  inv estigation of a charge filed under section 2000e-5 of
this title [section 7 06], the Com m ission or its designated representativ e shall
at all reasonable tim es hav e access to, for the purposes of exam ination, and the
right to copy  any  ev idence of any  person being inv estigated or proceeded

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 182 of 402



against that relates to unlawful em ploy m ent practices cov ered by  this
subchapter and is relev ant to the charge under inv estigation.

(b) Cooperation with State and local agencies adm inistering State fair
em ploy m ent practices laws; participation in and contribution to research and
other projects; utilization of serv ices; pay m ent in adv ance or reim bursem ent;
agreem ents and rescission of agreem ents

The Com m ission m ay  cooperate with State and local agencies charged with the
adm inistration of State fair  em ploy m ent practices laws and, with the consent
of such agencies, m ay , for the purpose of carry ing out its functions and duties
under this subchapter and within the lim itation of funds appropriated
specifically  for such purpose, engage in and contribute to the cost of research
and other projects of m utual interest undertaken by  such agencies, and utilize
the serv ices of such agencies and their em ploy ees, and, notwithstanding any
other prov ision of law, pay  by  adv ance or reim bursem ent such agencies and
their em ploy ees for serv ices rendered to assist the Com m ission in carry ing out
this subchapter. In furtherance of such cooperativ e efforts, the Com m ission
m ay  enter into written agreem ents with such State or local agencies and such
agreem ents m ay  include prov isions under which the Com m ission shall refrain
from  processing a charge in any  cases or class of cases specified in such
agreem ents or under which the Com m ission shall reliev e any  person or class of
persons in such State or locality  from  requirem ents im posed under this section.
The Com m ission shall rescind any  such agreem ent whenev er it determ ines
that the agreem ent no longer serv es the interest of effectiv e enforcem ent of
this subchapter.

(c) Execution, retention, and preserv ation of records; reports to Com m ission;
training program  records; appropriate relief from  regulation or order for
undue hardship; procedure for exem ption; judicial action to com pel
com pliance

Ev ery  em ploy er, em ploy m ent agency , and labor organization subject to this
subchapter shall (1 ) m ake and keep such records relev ant to the
determ inations of whether unlawful em ploy m ent practices hav e been or are
being com m itted, (2) preserv e such records for such periods, and (3 ) m ake
such reports therefrom  as the Com m ission shall prescribe by  regulation or
order, after public hearing, as reasonable, necessary , or appropriate for the
enforcem ent of this subchapter or the regulations or orders thereunder. The
Com m ission shall, by  regulation, require each em ploy er, labor organization,
and joint labor-​m anagem ent com m ittee subject to this subchapter which
controls an apprenticeship or other training program  to m aintain such records
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as are reasonably  necessary  to carry  out the purposes of this subchapter,
including, but not lim ited to, a list of applicants who wish to participate in
such program , including the chronological order in which applications were
receiv ed, and to furnish to the Com m ission upon request, a detailed description
of the m anner in which persons are selected to participate in the
apprenticeship or other training program . Any  em ploy er, em ploy m ent
agency , labor organization, or joint labor-​m anagem ent com m ittee which
believ es that the application to it of any  regulation or order issued under this
section would result in undue hardship m ay  apply  to the Com m ission for an
exem ption from  the application of such regulation or order, and, if such
application for an exem ption is denied, bring a civ il action in the United States
district court for the district where such records are kept. If the Com m ission or
the court, as the case m ay  be, finds that the application of the regulation or
order to the em ploy er, em ploy m ent agency , or labor organization in question
would im pose an undue hardship, the Com m ission or the court, as the case
m ay  be, m ay  grant appropriate relief. If any  person required to com ply  with
the prov isions of this subsection fails or refuses to do so, the United States
district court for the district in which such person is found, resides, or
transacts business, shall, upon application of the Com m ission, or the Attorney
General in a case inv olv ing a gov ernm ent, gov ernm ental agency  or political
subdiv ision, hav e jurisdiction to issue to such person an order requiring him  to
com ply .

(d) Consultation and coordination between Com m ission and interested State
and Federal agencies in prescribing recordkeeping and reporting
requirem ents; av ailability  of inform ation furnished pursuant to recordkeeping
and reporting requirem ents; conditions on av ailability

In prescribing requirem ents pursuant to subsection (c) of this section, the
Com m ission shall consult with other interested State and Federal agencies and
shall endeav or to coordinate its requirem ents with those adopted by  such
agencies. The Com m ission shall furnish upon request and without cost to any
State or local agency  charged with the adm inistration of a fair  em ploy m ent
practice law inform ation obtained pursuant to subsection (c) of this section
from  any  em ploy er, em ploy m ent agency , labor organization, or joint
labor-​m anagem ent com m ittee subject to the jurisdiction of such agency . Such
inform ation shall be furnished on condition that it not be m ade public by  the
recipient agency  prior to the institution of a proceeding under State or local
law inv olv ing such inform ation. If this condition is v iolated by  a recipient
agency , the Com m ission m ay  decline to honor subsequent requests pursuant to
this subsection.
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(e) Prohibited disclosures; penalties

It shall be unlawful for any  officer or em ploy ee of the Com m ission to m ake
public in any  m anner whatev er any  inform ation obtained by  the Com m ission
pursuant to its authority  under this section prior to the institution of any
proceeding under this subchapter inv olv ing such inform ation. Any  officer or
em ploy ee of the Com m ission who shall m ake public in any  m anner whatev er
any  inform ation in v iolation of this subsection shall be guilty  of a
m isdem eanor and upon conv iction thereof, shall be fined not m ore than
$1 ,000, or im prisoned not m ore than one y ear.

CONDUCT OF HEARINGS AND INVESTIGATIONS
PURSUANT TO SECTION 161 OF Title 29

SEC. 2000e-9. [Section 7 1 0]

For the purpose of all hearings and inv estigations conducted by  the
Com m ission or its duly  authorized agents or agencies, section 1 61  of Title
29 [section 1 1  of the National Labor Relations Act] shall apply .

POSTING OF NOTICES; PENALTIES

SEC. 2000e-1 0. [Section 7 1 1 ]

(a) Ev ery  em ploy er, em ploy m ent agency , and labor organization, as the case
m ay  be, shall post and keep posted in conspicuous places upon its prem ises
where notices to em ploy ees, applicants for em ploy m ent, and m em bers are
custom arily  posted a notice to be prepared or approv ed by  the Com m ission
setting forth excerpts from  or, sum m aries of, the pertinent prov isions of this
subchapter and inform ation pertinent to the filing of a com plaint.

(b) A willful v iolation of this section shall be punishable by  a fine of not m ore
than $1 00 for each separate offense.

VETERANS’ SPECIAL RIGHTS OR PREFERENCE

SEC. 2000e-1 1 . [Section 7 1 2]

Nothing contained in this subchapter shall be construed to repeal or m odify
any  Federal, State, territorial, or local law creating special rights or preference
for v eterans.

REGULATIONS; CONFORMITY OF
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REGULATIONS WITH ADMINISTRATIVE
PROCEDURE PROVISIONS; RELIANCE ON
INTERPRETATIONS AND INSTRUCTIONS OF
COMMISSION

SEC. 2000e-1 2. [Section 7 1 3 ]

(a) The Com m ission shall hav e authority  from  tim e to tim e to issue, am end, or
rescind suitable procedural regulations to carry  out the prov isions of this
subchapter. Regulations issued under this section shall be in conform ity  with
the standards and lim itations of subchapter II of chapter 5 of Title
5 [originally , the Adm inistrativ e Procedure Act].

(b) In any  action or proceeding based on any  alleged unlawful em ploy m ent
practice, no person shall be subject to any  liability  or punishm ent for or on
account of (1 ) the com m ission by  such person of an unlawful em ploy m ent
practice if he pleads and prov es that the act or om ission com plained of was in
good faith, in conform ity  with, and in reliance on any  written interpretation
or opinion of the Com m ission, or (2) the failure of such person to publish and
file any  inform ation required by  any  prov ision of this subchapter if he pleads
and prov es that he failed to publish and file such inform ation in good faith, in
conform ity  with the instructions of the Com m ission issued under this
subchapter regarding the filing of such inform ation. Such a defense, if
established, shall be a bar to the action or proceeding, notwithstanding that
(A) after such act or om ission, such interpretation or opinion is m odified or
rescinded or is determ ined by  judicial authority  to be inv alid or of no legal
effect, or (B) after publishing or filing the description and annual reports, such
publication or filing is determ ined by  judicial authority  not to be in
conform ity  with the requirem ents of this subchapter.

APPLICATION TO PERSONNEL OF COMMISSION
OF SECTIONS 111 AND 1114 OF TITLE 18;
PUNISHMENT FOR VIOLATION OF SECTION
1114 OF TITLE 18

SEC. 2000e-1 3 . [Section 7 1 4]

The prov isions of sections 1 1 1  and 1 1 1 4, Title 1 8 [United States Code], shall
apply  to officers, agents, and em ploy ees of the Com m ission in the perform ance
of their official duties. Notwithstanding the prov isions of sections 1 1 1  and 1 1 1 4
of Title 1 8 [United States Code], whoev er in v iolation of the prov isions of
section 1 1 1 4 of such title kills a person while engaged in or on account of the
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perform ance of his official functions under this Act shall be punished by
im prisonm ent for any  term  of y ears or for life.

TRANSFER OF AUTHORITY
[Adm inistration of the duties of the Equal Em ploy m ent
Opportunity  Coordinating Council was transferred to the Equal Em ploy m ent
Opportunity  Com m ission effectiv e July  1 , 1 97 8, under the President's
Reorganization Plan of 1 97 8.]

EQUAL EMPLOYMENT OPPORTUNITY
COORDINATING COUNCIL; ESTABLISHMENT;
COMPOSITION; DUTIES; REPORT TO
PRESIDENT AND CONGRESS

SEC. 2000e-1 4. [Section 7 1 5]

[Original introductory  text: There shall be established an Equal Em ploy m ent
Opportunity  Coordinating Council (hereinafter referred to in this section as
the Council) com posed of the Secretary  of Labor, the Chairm an of the Equal
Em ploy m ent Opportunity  Com m ission, the Attorney  General, the Chairm an
of the United States Civ il Serv ice Com m ission, and the Chairm an of the United
States Civ il Rights Com m ission, or their respectiv e delegates.]

The Equal Em ploy m ent Opportunity  Com m ission [originally , Council] shall
hav e the responsibility  for dev eloping and im plem enting agreem ents, policies
and practices designed to m axim ize effort, prom ote efficiency , and elim inate
conflict, com petition, duplication and inconsistency  am ong the operations,
functions and jurisdictions of the v arious departm ents, agencies and branches
of the Federal Gov ernm ent responsible for the im plem entation and
enforcem ent of equal em ploy m ent opportunity  legislation, orders, and policies.
On or before October 1  [originally , July  1 ] of each y ear, the Equal
Em ploy m ent Opportunity  Com m ission [originally , Council] shall transm it to
the President and to the Congress a report of its activ ities, together with such
recom m endations for legislativ e or adm inistrativ e changes as it concludes are
desirable to further prom ote the purposes of this section.

PRESIDENTIAL CONFERENCES;
ACQUAINTANCE OF LEADERSHIP WITH
PROVISIONS FOR EMPLOYMENT RIGHTS AND
OBLIGATIONS; PLANS FOR FAIR
ADMINISTRATION; MEMBERSHIP
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SEC. 2000e-1 5. [Section 7 1 6]

[Original text: (a) This title shall becom e effectiv e one y ear after the date of its
enactm ent.

(b) Notwithstanding subsection (a), sections of this title other than sections
7 03 , 7 04, 7 06, and 7 07  shall becom e effectiv e im m ediately .

(c)] The President shall, as soon as feasible after July  2 , 1 964 [the date of
enactm ent of this title], conv ene one or m ore conferences for the purpose of
enabling the leaders of groups whose m em bers will be affected by  this
subchapter to becom e fam iliar with the rights afforded and obligations
im posed by  its prov isions, and for the purpose of m aking plans which will
result in the fair  and effectiv e adm inistration of this subchapter when all of its
prov isions becom e effectiv e. The President shall inv ite the participation in
such conference or conferences of (1 ) the m em bers of the President’s Com m ittee
on Equal Em ploy m ent Opportunity , (2) the m em bers of the Com m ission on
Civ il Rights, (3 ) representativ es of State and local agencies engaged in
furthering equal em ploy m ent opportunity , (4) representativ es of priv ate
agencies engaged in furthering equal em ploy m ent opportunity , and (5)
representativ es of em ploy ers, labor organizations, and em ploy m ent agencies
who will be subject to this subchapter.

TRANSFER OF AUTHORITY
[Enforcem ent of Section 7 1 7  was transferred to the Equal
Em ploy m ent Opportunity  Com m ission from  the Civ il Serv ice Com m ission
(Office of Personnel Managem ent) effectiv e January  1 , 1 97 9 under the
President’s Reorganization Plan No. 1  of 1 97 8.]

EMPLOYMENT BY FEDERAL GOVERNMENT

SEC. 2000e-1 6. [Section 7 1 7 ]

(a) Discrim inatory  practices prohibited; em ploy ees or applicants for
em ploy m ent subject to cov erage

All personnel actions affecting em ploy ees or applicants for em ploy m ent (except
with regard to aliens em ploy ed outside the lim its of the United States) in
m ilitary  departm ents as defined in section 1 02 of Title 5 [United States Code],
in executiv e agencies [originally , other than the General Accounting Office] as
defined in section 1 05 of Title 5 [United States Code] (including em ploy ees and
applicants for em ploy m ent who are paid from  nonappropriated funds), in the
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United States Postal Serv ice and the Postal Regulatory  Com m ission, in those
units of the Gov ernm ent of the District of Colum bia hav ing positions in the
com petitiv e serv ice, and in those units of the judicial branch of the Federal
Gov ernm ent hav ing positions in the com petitiv e serv ice, in the Sm ithsonian
Institution, and in the Gov ernm ent Printing Office, the Gov ernm ent
Accountability  Office, and the Library  of Congress shall be m ade free from  any
discrim ination based on race, color, religion, sex, or national origin.

(b) Equal Em ploy m ent Opportunity  Com m ission; enforcem ent powers;
issuance of rules, regulations, etc.; annual rev iew and approv al of national
and regional equal em ploy m ent opportunity  plans; rev iew and ev aluation of
equal em ploy m ent opportunity  program s and publication of progress reports;
consultations with interested parties; com pliance with rules, regulations, etc.;
contents of national and regional equal em ploy m ent opportunity  plans;
authority  of Librarian of Congress

Except as otherwise prov ided in this subsection, the Equal Em ploy m ent
Opportunity  Com m ission [originally , Civ il Serv ice Com m ission] shall hav e
authority  to enforce the prov isions of subsection (a) of this section through
appropriate rem edies, including reinstatem ent or hiring of em ploy ees with or
without back pay , as will effectuate the policies of this section, and shall issue
such rules, regulations, orders and instructions as it deem s necessary  and
appropriate to carry  out its responsibilities under this section. The Equal
Em ploy m ent Opportunity  Com m ission [originally , Civ il Serv ice
Com m ission] shall-

(1 ) be responsible for the annual rev iew and approv al of a national and
regional equal em ploy m ent opportunity  plan which each departm ent and
agency  and each appropriate unit referred to in subsection (a) of this section
shall subm it in order to m aintain an affirm ativ e program  of equal
em ploy m ent opportunity  for all such em ploy ees and applicants for
em ploy m ent;

(2) be responsible for the rev iew and ev aluation of the operation of all agency
equal em ploy m ent opportunity  program s, periodically  obtaining and
publishing (on at least a sem iannual basis) progress reports from  each such
departm ent, agency , or unit; and

(3 ) consult with and solicit the recom m endations of interested indiv iduals,
groups, and organizations relating to equal em ploy m ent opportunity .

The head of each such departm ent, agency , or unit shall com ply  with such
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rules, regulations, orders, and instructions which shall include a prov ision
that an em ploy ee or applicant for em ploy m ent shall be notified of any  final
action taken on any  com plaint of discrim ination filed by  him  thereunder. The
plan subm itted by  each departm ent, agency , and unit shall include, but not be
lim ited to-

(1 ) prov ision for the establishm ent of training and education program s
designed to prov ide a m axim um  opportunity  for em ploy ees to adv ance so as to
perform  at their highest potential; and

(2) a description of the qualifications in term s of training and experience
relating to equal em ploy m ent opportunity  for the principal and operating
officials of each such departm ent, agency , or unit responsible for carry ing out
the equal em ploy m ent opportunity  program  and of the allocation of personnel
and resources proposed by  such departm ent, agency , or unit to carry  out its
equal em ploy m ent opportunity  program .

With respect to em ploy m ent in the Library  of Congress, authorities granted in
this subsection to the Equal Em ploy m ent Opportunity  Com m ission [originally ,
Civ il Serv ice Com m ission] shall be exercised by  the Librarian of Congress.

(c) Civ il action by  em ploy ee or applicant for em ploy m ent for redress of
griev ances; tim e for bringing of action; head of departm ent, agency , or unit as
defendant

Within 90 day s of receipt of notice of final action taken by  a departm ent,
agency , or unit referred to in subsection (a) of this section, or by  the Equal
Em ploy m ent Opportunity  Com m ission [originally , Civ il
Serv ice Com m ission] upon an appeal from  a decision or order of such
departm ent, agency , or unit on a com plaint of discrim ination based on race,
color, religion, sex or national origin, brought pursuant to subsection (a) of this
section, Executiv e Order 1 1 47 8 or any  succeeding Executiv e orders, or after
one hundred and eighty  day s from  the filing of the initial charge with the
departm ent, agency , or unit or with the Equal Em ploy m ent Opportunity
Com m ission [originally , Civ il Serv ice Com m ission] on appeal from  a decision
or order of such departm ent, agency , or unit until such tim e as final action
m ay  be taken by  a departm ent, agency , or unit, an em ploy ee or applicant for
em ploy m ent, if aggriev ed by  the final disposition of his com plaint, or by  the
failure to take final action on his com plaint, m ay  file a civ il action as prov ided
in section 2000e-5 of this title [section 7 06], in which civ il action the head of
the departm ent, agency , or unit, as appropriate, shall be the defendant.
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(d) Section 2000e-5(f) through (k) of this title applicable to civ il actions

The prov isions of section 2000e-5(f) through (k) of this title [section 7 06(f)
through (k)], as applicable, shall gov ern civ il actions brought hereunder, and
the sam e interest to com pensate for delay  in pay m ent shall be av ailable as in
cases inv olv ing nonpublic parties.

(e) Gov ernm ent agency  or official not reliev ed of responsibility  to assure
nondiscrim ination in em ploy m ent or equal em ploy m ent opportunity

Nothing contained in this Act shall reliev e any  Gov ernm ent agency  or official
of its or his prim ary  responsibility  to assure nondiscrim ination in em ploy m ent
as required by  the Constitution and statutes or of its or his responsibilities
under Executiv e Order 1 1 47 8 relating to equal em ploy m ent opportunity  in
the Federal Gov ernm ent.

(f) Section 2000e-5(e)(3 ) [Section 7 06(e)(3 )] shall apply  to com plaints of
discrim ination in com pensation under this section.

PROCEDURE FOR DENIAL, WITHHOLDING,
TERMINATION, OR SUSPENSION OF
GOVERNMENT CONTRACT SUBSEQUENT TO
ACCEPTANCE BY GOVERNMENT OF
AFFIRMATIVE ACTION PLAN OF EMPLOYER;
TIME OF ACCEPTANCE OF PLAN

SEC. 2000e-1 7 . [Section 7 1 8]

No Gov ernm ent contract, or portion thereof, with any  em ploy er, shall be
denied, withheld, term inated, or suspended, by  any  agency  or officer of the
United States under any  equal em ploy m ent opportunity  law or order, where
such em ploy er has an affirm ativ e action plan which has prev iously  been
accepted by  the Gov ernm ent for the sam e facility  within the past twelv e
m onths without first according such em ploy er full hearing and adjudication
under the prov isions of section 554 of Title 5 [United States Code], and the
following pertinent sections: Prov ided, That if such em ploy er has dev iated
substantially  from  such prev iously  agreed to affirm ativ e action plan, this
section shall not apply : Prov ided further, That for the purposes of this section
an affirm ativ e action plan shall be deem ed to hav e been accepted by  the
Gov ernm ent at the tim e the appropriate com pliance agency  has accepted such
plan unless within forty -fiv e day s thereafter the Office of Federal Contract
Com pliance has disapprov ed such plan
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15.Policy: Community Educations/Outreach

1 5 . 1       Com m u n i t y  Edu c a t i on  Pol i c y                  

COMMUN IT Y  EDUCA T ION  A N D OUT REA CH POLICY         

1 . Our House shall prov ide training to professionals regarding the
dy nam ics of dom estic v iolence and local resources av ailable. 
Ev aluation form s and sign – in sheets shall be used as m eans of
v erification of serv ices prov ided.

2 . Our House shall prov ide inform ation to interested indiv iduals and
organizations in the com m unity  regarding dom estic v iolence.  
Brochures and fly ers will be designed and av ailable for distribute on a
daily  basis.   This inform ation m ay  be shared at health fairs, face book,
twitter, educational booths, schools, office facilities, civ ic organizations,
etc. 

3 . Our House shall prov ide outreach serv ices and educations to v ictim s of
dom estic v iolence, including underserv ed populations and indiv iduals
with disabilities and special needs within our current serv ice area.
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16.Policy: Confidentiality

1 6 . 1       Con fi den t i a l i t y           

CON FIDEN T IA LIT Y    

CON FIDEN T IA LIT Y  POLICY     

Confidentiality  and priv ilege are core principles that directly  im pact safety
and justice for battered wom en. When priv ate inform ation is shared, there is a
shift in the balance of that relationship from  the person sharing the
inform ation to the person receiv ing it. How that inform ation m ay  be used or
rev ealed to others directly  im pacts the battered wom an’s safety  and ability  to
seek justice. Sharing inform ation about a specific battered wom an threatens
her autonom y  and m ay  threaten her safety , as well as her confidence in the
dom estic v iolence adv ocate and program .

A .     CON FIDEN T IA LIT Y  POLICY  N OT ICE T O CON SUMER/CLIEN T           

Staff and v olunteers at Our House, Inc. will keep confidential all inform ation
com m unicated to them  by  surv iv ors of dom estic v iolence and sexual assault
utilizing Our House serv ices. This confidentiality  agreem ent m eans that:

1 . We will not disclose to any  other person or entity  whether we hav e had
contact with y ou or prov ided serv ices to y ou, or whether or not y ou are
residing in our shelter;

2 . We will not disclose to any  other person or entity  inform ation or
m aterials that y ou hav e disclosed or giv en to us or that we hav e
disclosed or giv en to y ou.

3 . We will oppose any  subpoena or other legal effort to obtain this
inform ation from  us, when y ou hav e not authorized the release of this
inform ation.

T h er e a r e  som e ex c ept i on s t o t h i s c on fi den t i a l i t y .                             The inform ation
that y ou giv e us m ay  not be kept confidential if:

1 . We learn or hav e reason to suspect that a m inor child is being abused or
neglected. In such a case, we will need to contact Child Protectiv e
Serv ices;

2 . We witness through sight or hearing an actual or im m inent phy sical
assault or other unlawful and dangerous act upon y ou by  another
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person. In such case, we m ay  contact law enforcem ent for assistance;

3 . We learn or hav e reason to believ e that y ou intend to harm  y ourself. In
such case, we m ay  notify  law enforcem ent and or em ergency  m edical
personnel to seek assistance for y ou;

4. We learn or hav e reason to believ e that y ou intend to harm  another
person and hav e the m eans and ability  to do so. In such case we m ay
contact law enforcem ent and/or m ay  warn the person who y ou intend
to harm .

5. If y ou giv e us written or v erbal perm ission to release inform ation to
others, we will do so in accordance with the term s of that perm ission.
You will hav e the right to rev oke that perm ission at any  tim e.

1 6 . 2       Det a i l s    

1 . B.    OUR HOUSE DET A IL CON FIDEN T IA L POLICIES A RE:      

Only  indiv iduals directly  inv olv ed in a consum er’s case or inv olv ed in a
form al m onitoring process to access the quality  of serv ices prov ided will
hav e access to that consum er’s file.

Only  indiv iduals directly  inv olv ed in a consum er’s case or inv olv ed in a
form al m onitoring process to access the quality  of serv ices prov ided will
hav e access to that consum er’s file.

No inform ation from  the consum er file will be released to another
indiv idual or agency  not authorized to receiv e it without the written,
inform ed consent of the consum er or his/her legal guardian.

A consum er m ust giv e their consent for releasing or obtaining
inform ation by  com pleting a written release/obtain of inform ation
statem ent that include the following: a) The nam e of the specific
indiv idual or agency  that the inform ation is being released to; b) The
exact inform ation that will be released; c) The purpose of releasing the
inform ation; d) The signature of the consum er; e)The signature of a
witness; and f) The date the release will expire (m axim um  of six
m onths) (see attached sam ple of release form )

A new release form  m ust be com plete for each specific agent.

No inform ation in a consum er/client file that is prov ided by  an agency
outside of the m em ber program  shall be released to a third party . (this
statem ent m ust be on the release form )
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St a ff,  v ol u n t eer s,  c on su m er s,  boa r d m em ber s a n d st u den t s                           
m u st  a g r ee t o si g n  a  c on fi den t i a l i t y  a g r eem en t  ea c h  y ea r  of                                 
pa r t n er sh i p w i t h  Ou r  Hou se.             

Staff, v olunteers, consum ers, board m em bers m ust agree to serv e in
com pliance of any  federal and state laws addressing
consum er/counselor confidentiality .

To ensure anony m ity  for our consum ers, each consum er file shall be
random ly  assigned a num ber and will be used to reference the
consum er

ü No other consum ers’ nam es should appear in a consum ers file. If
inform ation regarding another consum er is to be referenced in a
consum er file (other than their own), the consum er num ber is to be
used.

All entries in a consum er file should be dated, legible and signed.

1 6 . 3       V i ol a t i on s       

C. VIOLATIONS POLICY Our House Policy  regarding Penalties for v iolation of
confidentiality  requirem ents are as follows:

If a staff person who is authorized to hav e access to confidential
inform ation is strongly  suspected of v iolating the requirem ents in the
signed confidentiality  statem ent that person shall be im m ediately
suspended from  duties pending an inv estigation and determ ination of
culpability .

If a staff person who is authorized to hav e access to confidential
inform ation is determ ined upon inv estigation to hav e v iolated the
requirem ents in the signed confidentiality  statem ent that person shall
be subject to the appropriate disciplinary  action in the confidentiality
statem ent which m ay  include im m ediate term ination.

If a consum er/client v iolates the confidentiality  requirem ent, they
m ay  be im m ediate relocated from  the facility  to ensure the safety  of
other consum ers/clients.

1 6 . 4       Loc a t i on      
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1 . F.    RECORD LOCA T ION  POLICY  

Our House policy  on consum er/client records location: Offi c e  r ec or ds sh ou l d        
be sepa r a t ed fr om  a  “ c on su m er /c l i en t ”  f i l e ,                         since m any
consum ers/clients often receiv e serv ices that do not include shelter. These
shelter records are needed for the operations of the program , and do not focus
on the issues or safety  concerns of a specific consum er. Safe Shelter/hotels
records that m ay  be included in a consum er/client file:

Intake form s

Telephone logs

Program  or shelter logs

Exit form s

Chart of who is in shelter and any  special instructions for the day

Statistical form s that do not include identify ing inform ation

Program  policies

Business records

1 6 . 5       Li a bi l i t y        

G.    LIMIT  PROGRA M LIA BLIT Y  POLICY    

It is Our House policy  to m aintain the following form s to Lim it Program
Liability :

Per m i ssi on  For m s         – signed by  surv iv or on behalf of her children,
these form s giv e program  staff perm ission to hav e children participate
in DV program  activ ities

Ch i l d’s Medi c a l  A u t h or i za t i on  For m                      – signed by  surv iv or, this
form  prov ides inform ation about a child’s m edical needs and giv es
program  staff the authorization to approv e em ergency  treatm ent.

Rel ea se for  Obt a i n i n g  Medi c a l  Ca r e                  – also signed by  the surv iv or,
this form  authorizes the DV program  to seek em ergency  m edical care
for the surv iv or

Rel ea se A l l ow i n g  N ot i fi c a t i on  of Fa m i l y                          – signed by  the surv iv or,
this form  perm its program  staff to notify  a surv iv or’s designated fam ily
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m em bers (not the batterer) in the ev ent of any  specified em ergency

T r a n spor t a t i on  r el ea se               –signed by  the surv iv or on behalf of herself
and/or her children. This form  giv e program  staff perm ission to
transport consum er and her children to program  activ ities and serv ices

Li a bi l i t y  For m          – to be signed by  the surv iv or releasing Our House
and their related parties from  all liabilities associated with serv ices

1 6 . 6       El ec t r on i c        

H.    ELECT RON IC FILE POLICY 

Our House policy  on Electronic files is:

All docum ent shared through electronic m ethod m ust hav e a code
num ber for consum er’s inform ation

Virus protections m ust be purchase annually

All data program  purchase to retain consum er inform ation m ust
prov ide a security  for the sy stem /network sufficient to prev ent
unauthorized or “hacker” access

If consum er has signed a release allowing inform ation to be shared v ia
em ail, consum er should be inform ed that consum er or fam ily  m em bers
m ay  not be able to control the ty pe or am ount of inform ation released or
shared after a release is signed. Som e or all of the inform ation m ay  be
turned ov er to the defendant/batterer.

1 6 . 7       St or a g e    

1 . D.    ST ORA GE,  REV IEWIN G,  RET EN T ION  A N D DEST RUCT ION             
OF RECORDS POLICY

Our House Policy  regarding storage, retention and the destruction of records
are as follows:

1 )  Ma i n t en a n c e:            It is our policy  that we m aintain records in secured locked
filing cabinets, prov iding access only  to designated staff.
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2 )  Pr og r a m  r ec or ds           , such as financial docum ents or personnel files, will be
kept separately  from  case files (i.e., shelter intake files). Only  designated staff
should hav e authority  to rev iew case files and/or m ake notations in case files.

3 )     Boa r d m em ber s       should not hav e access to case files or program  records,
except in specific situations determ ined by  the Executiv e Director along with
the program ’s attorney , if applicable.

4 )     Fu n der s a n d r esea r c h er s             should hav e access only  to aggregate
statistical inform ation and m ust agree to sign confidentiality  agreem ents as
an added protection.

5 )     V ol u n t eer s        or students are working as adv ocates, can m ake case file
entries only  under the superv ision of staff with authority  to write in case files.
If a student is required to m ake notes for the purpose of training or superv ision
by  faculty  at an educational institution, all identify ing m aterial m ust be
deleted, including nam es of staff, v olunteers, surv iv ors, and child.

6 )     Ba t t er ed Wom en ’s A c c ess t o “ Con su m er ”  Ca se Fi l es:                       Consum ers
using program  serv ices are entitled to exam ine their own case files in the
presence of program  staff.

7 )  N o fi l es       should be rem ov ed from  the office by  consum er, staff or
v olunteers, nor should any  docum ents be rem ov ed from  the files.

8 )  Con su m er s        m ay  request the correction or rem ov al of inaccurate,
irrelev ant, outdated, or incom plete inform ation from  their case files.

9 )  Con su m er s a r e  per m i t t ed                to add inform ation to their case files but only
inform ation that the dom estic v iolence program ’s policy  authorizes for
inclusion in such files.

1 0 )  Doc u m en t s          that the consum er/client wishes the program  to store for
safekeeping, shall be included in her file and should be returned to her upon
exiting the program .

1 1 )  If  t h e “ c on su m er /c l i en t                 ” case file should contain inform ation from  an
outside source, the consum er m ay  not rev iew such docum ents (except court
papers) and should be directed to the originating source of such inform ation.

1 2 )  Con su m er s/c l i en t s a n d t h ei r  a t t or n ey s                          m ay  request copies of the
contents of the consum er case file.

1 3 )  Pr og r a m  st a ff  sh ou l d n ot  per m i t                       any one to m ake photocopies of case
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files or other program  records. Howev er, the consum er/client or her/his
attorney  (with executed release of inform ation) m ay  m ake handwritten notes
about the contents of the file. (Staff should adv ise consum er/client that such
notes m ay  be dangerous, depending on who has access or learns of their
contents.) Additionally , staff should adv ise consum er/client not to show such
notes to a third party , such as a relativ e or friend, because doing so m ay
constitute a waiv er of any  priv ilege related to the case file or any
com m unications that

1 4 )  Ret en t i on  a n d Dest r u c t i on :                     When a consum er/client is no longer
using any  of the agency 's program ’s serv ices, certain records regarding her
situation should be destroy ed. This purging should not occur until she has
ceased using all of the program ’s serv ices, not just after leav ing the program .

1 5 )  Ret en t i on :          All files will be retain for a period of nine (9) y ears.
Thereafter, docum entation m ay  be shedder. This tim efram e m ay  be
adjustm ent based on funding agencies and rules and regulations guided by  the
IRS.

1 6 )  Sa fek eepi n g  of c on su m er /c l i en t  f i l es,  sec u r i n g  a g a i n st  l oss or                                   
a c c ess by  u n a u t h or i zed per son s:                  All current consum er/client files will be
m aintain in a locked fireproof cabinet. Only  staff person on duty  will hav e
access to files. All staff are required to im m ediately  file consum er/client’s
inform ation into the lock cabinet after rev iewing it. Only  staff who hav e been
released off of their initial three m onth hire date m ay  hav e access to the
consum er’s files.

1 7 )      N ot i fi c a t i on  of a g en c y  c on fi den t i a l i t y  pol i c y                              shall be shared with
all consum er/client during their initial adm ission intake.

1 6 . 8       A dv oc a t e  Con fi den t i a l i t y  La w                   

MISSISSIPPI HB 1 3 86 has passed
Adv ocate Confidentiality  Law; establish procedures for disclosure.
 
An Act To Create The Adv ocate Confidentiality  Law; To Prov ide That
Com m unications Of Victim s Of Dom estic Violence, Sexual Assault, Stalking
And Hum an Trafficking With Adv ocates Are Confidential; To Establish
Procedures For Disclosure In Lim ited Circum stances; To Prov ide For In-cam era
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Rev iew Before Disclosure; To Am end Section 93 -21 -1 09, Mississippi Code Of
1 97 2, To Conform ; And For Related Purposes.
 
Sponsors (3 ):
Jill Ford (R)*, Debra Gibbs (D)*, Dana McLean (R)*
 
Approv ed by  Gov ernor  (on 6/29/2020)
 
Official Docum ent:
http://billstatus.ls.state.m s.us/2020/pdf/history /HB/HB1 3 86.xm l
 
 

MISSISSIPPI LEGISLATURE

2020 Regular Session

To: Judiciary  B

By : Representativ es McLean, Ford (7 3 rd), Gibbs (7 2nd)

House Bill 1386
(As approved by the Governor)

AN ACT TO CREATE THE ADVOCATE CONFIDENTIALITY LAW; TO PROVIDE
THAT COMMUNICATIONS OF VICTIMS OF DOMESTIC VIOLENCE, SEXUAL
ASSAULT, STALKING AND HUMAN TRAFFICKING WITH ADVOCATES ARE 
CONFIDENTIAL; TO ESTABLISH PROCEDURES FOR DISCLOSURE IN LIMITED
CIRCUMSTANCES; TO PROVIDE FOR IN-CAMERA REVIEW BEFORE
DISCLOSURE; TO AMEND SECTION 93 -21 -1 09, MISSISSIPPI CODE OF 1 97 2,
TO CONFORM; AND FOR RELATED PURPOSES.

     BE IT ENACTED BY THE LEGISLATURE OF THE STATE OF MISSISSIPPI:

     SECT ION  1 .          Com m u n i c a t i on s w i t h  a dv oc a t es deem ed                   
c on fi den t i a l .           (1 )  Defi n i t i on s.         The following definitions apply  in this
section:

          (a)  "Adv ocate" m eans an em ploy ee, contractor, agent or v olunteer of a
v ictim  serv ice prov ider whose prim ary  purpose is to render serv ices to v ictim s
of dom estic v iolence, sexual assault, stalking, or hum an trafficking and who
has com pleted a m inim um  of twenty  (20) hours of training in the areas of
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dy nam ics of v ictim ization, substantiv e laws relating to dom estic v iolence,
sexual assault, stalking and hum an trafficking, crisis interv ention techniques,
com m unications skills, working with div erse populations, an ov erv iew of the
state's crim inal and civ il justice sy stem s, inform ation regarding pertinent
hospital procedures, v ictim  com pensation, and inform ation regarding state
and com m unity  resources for v ictim s of dom estic v iolence, sexual assault,
stalking, hum an trafficking, or m andatory  training required by  the Office
Against Interpersonal Violence, whichev er is greater.  "Adv ocate" also m eans a
person em ploy ed by  a v ictim  serv ice prov ider who superv ises any  em ploy ee,
contractor, agent or v olunteer rendering serv ices.  The term  adv ocate also
m eans a third party  (i) present to further the interest of the v ictim  in
receiv ing serv ices; (ii) necessary  for the transm ission of the com m unication;
or (iii) to whom  disclosure is reasonably  necessary  to accom plish the purposes
for the v ictim  seeking serv ices.

          (b)  "Confidential v ictim  com m unications" m eans all inform ation,
whether written or oral, collected, transm itted or shared between a v ictim  and
an adv ocate in the course of that relationship and m aintained by  the v ictim
serv ice program  in connection with serv ices requested, utilized or denied. 
"Confidential v ictim  com m unications" includes, but is not lim ited to,
inform ation receiv ed or giv en by  the adv ocate in the course of the working
relationship, adv ice, records, reports, notes, m em oranda, working papers,
electronic com m unications, case files, history , and statistical data that contain
personally  identify ing inform ation.

          (c)  "Dom estic v iolence" m eans any  alleged m isdem eanor or felony  act of
dom estic v iolence as defined by  Section 99-3 -7 , knowing v iolation of a
dom estic abuse protection order under Section 93 -21 -21 , or incidence of abuse
as defined by  Section 93 -21 -3 (a), whether or not a civ il or crim inal action
arises as a result of the alleged v iolation.  The term  "dom estic v iolence" also
includes any  pattern of behav ior or coerciv e control resulting in phy sical,
em otional or psy chological harm  to a v ictim  com m itted by  a spouse or form er
spouse of the v ictim , a person with whom  the v ictim  liv es or liv ed as a spouse,
a person related as parent, child, grandparent, grandchild, or som eone
sim ilarly  situated to the v ictim , a person hav ing a child in com m on with the
v ictim , or a person with whom  the v ictim  has or had a dating relationship.

          (d)  "Hum an trafficking" m eans any  alleged crim inal act in v iolation of
Section 97 -3 -54.1 , whether or not a civ il or crim inal action arises as a result of
the alleged v iolation.

          (e)  "Personally  identify ing inform ation" m eans any  inform ation for or
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about an indiv idual, including inform ation likely  to disclose the location or
identity  of a v ictim  of dom estic v iolence, sexual assault, stalking, or hum an
trafficking, including:  (i) a first or last nam e; (ii) a hom e or other phy sical
address; (iii) contact inform ation, including a postal, em ail or internet protocol
address; (iv ) a social security  num ber; or (v ) any  other inform ation,
including, but not lim ited to, date of birth, racial or ethnic background,
m arital status, children, disability , or religious affiliation that would serv e to
identify  the indiv idual.

          (f)  "Serv ices" includes, but is not lim ited to, crisis hotlines, operation of
safe hom es and shelters, assessm ent and intake, case m anagem ent, adv ocacy ,
indiv idual and peer counseling, support in m edical, legal, adm inistrativ e, and
judicial sy stem s, transportation, relocation, and crisis interv ention.

          (g)  "Sexual assault" m eans any  alleged v iolation of Section 97 -3 -65, 97 -
3 -95, 97 -5-23 , 97 -5-24, 97 -5-41 , 97 -29-3  or 97 -29-7 , whether or not a civ il or
crim inal action arises as a result of the alleged v iolation.

          (h)  "Stalking" m eans any  alleged v iolation of Section 97 -3 -1 07  or 97 -45-
1 5, whether or not a civ il or crim inal action arises as a result of the alleged
v iolation.

          (i)  "Victim " m eans a person alleging dom estic v iolence, sexual assault,
stalking, or hum an trafficking, who consults a v ictim  adv ocate for the purpose
of obtaining, for the person, adv ice, counseling, or other serv ices concerning
m ental, em otional, or phy sical injuries suffered as a result of the offense,
whether or not serv ices are actually  receiv ed.

          (j)  "Victim  serv ice prov ider" m eans an organization whose prim ary
purpose or m ission is to prov ide serv ices to v ictim s of dom estic v iolence, sexual
assault, stalking, or hum an trafficking.  This term  includes um brella
organizations that hav e specific v ictim  serv ice program s as part of its
organization.  Any  prov isions regarding confidentiality  only  extend to the
specific program  prov iding v ictim  serv ices and not to the entire organization.

     (2)  Con fi den t i a l  v i c t i m  c om m u n i c a t i on s pr ot ec t ed fr om                            
di sc l osu r e.        (a)  No adv ocate shall disclose any  confidential v ictim
com m unication or personally  identify ing inform ation of a v ictim  or be
com pelled to testify  to or surrender any  confidential v ictim  com m unications
or personally  identify ing inform ation in any  civ il or crim inal proceeding or in
any  legislativ e or adm inistrativ e proceeding, without the prior inform ed,
written and tim e-lim ited consent of the v ictim , except in the following
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circum stances:  (i) where disclosure is m andated under Section 43 -21 -3 53 ,
Section 43 -47 -7 , Section 43 -47 -3 7 , Section 97 -3 -54.1 (4), Section 97 -5-51 ,
Section 97 -29-49, or any  other applicable prov ision of state or federal law; (ii)
where failure to disclose is likely  to result in im m inent risk of serious bodily
harm  or death of the v ictim  or another person, or when the v ictim  dies or is
incapable of giv ing consent and disclosure is required for an official law
enforcem ent inv estigation or crim inal proceedings regarding the cause of the
v ictim 's death or incapacitation; or (iii) where disclosure is required pursuant
to a v alid court order.

          (b)  Upon m otion of a party  in a civ il action or of the defendant in a
crim inal action, the court m ay  com pel disclosure of certain confidential v ictim
com m unications or personally  identify ing inform ation, if the court
determ ines, after in-cam era rev iew, that all of the following conditions are
m et:  (i) the inform ation sought is relev ant and m aterial ev idence of the facts
and circum stances inv olv ed in an alleged crim inal act which is the subject of a
crim inal proceeding; (ii) the probativ e v alue of the inform ation outweighs the
harm ful effect, if any , of disclosure on the v ictim , the adv ocacy  relationship
and prov ision and receipt of serv ices; and (iii) the inform ation cannot be
obtained by  reasonable m eans from  any  other source.

     The court shall docum ent its determ ination to com pel disclosure in writing
or place its findings into the record of the proceeding.  This proceeding does not
entitle the requesting party  to exam ine the records unless those records are
m ade av ailable by  the court.  The proceeding set in this paragraph (b) shall
not supersede the prov isions of Section 99-43 -25 with regard to the protection
of facts that could div ulge the identity , residence, or place of em ploy m ent of a
v ictim .

          (c)  A release of inform ation without the consent of the v ictim  shall be
lim ited in scope to the m inim um  am ount necessary  to com ply  with any
m andated disclosure.  The adv ocate or v ictim  serv ice prov ider m ust m ake
reasonable attem pts to notify  the v ictim  of the disclosure, to whom  the
disclosure was m ade, and for what purpose.

          (d)  A v ictim  serv ice program  m ay  not require consent to release of
inform ation as a condition of serv ice to a v ictim .

          (e)  A legal guardian, guardian ad litem  or parent m ay  consent to release
of confidential inform ation for a v ictim  who, due to incom petency , incapacity
or m inority , is incapable of consenting, except that no person who has
com m itted or is alleged to hav e com m itted a crim e against the v ictim  shall be
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granted this authority .

     (3 )  Under no circum stances shall the location of a shelter, safe house or
transitional housing for v ictim s of dom estic v iolence, sexual assault, stalking,
or hum an trafficking be disclosed in any  civ il or crim inal proceeding.

     (4)  A com m unication rem ains confidential for purposes of this section if
m ade in the presence of or com m unicated to third parties:  (a) present to
further the interest of the v ictim  in receiv ing serv ices; (b) necessary  for the
transm ission of the com m unication; or (c) to whom  disclosure is reasonably
necessary  to accom plish the purposes for the v ictim  is seeking serv ices.

     (5)  Nonpersonally  identify ing inform ation or data in the aggregate
regarding serv ices to clients and nonpersonally  identify ing dem ographic
inform ation m ay  be disclosed by  v ictim  serv ice prov iders for purposes of
subm itting reports, obtaining funding, conducting ev aluation or com ply ing
with data collection requirem ents.

     (6)  An adv ocate or v ictim  serv ice prov ider who m akes any  disclosure in
v iolation of this section shall be civ illy  liable to the person whose personal
inform ation was disclosed in the am ount of Ten Thousand Dollars
($1 0,000.00), plus any  com pensatory  dam ages that the indiv idual m ay  hav e
suffered as the result of the disclosure.

     (7 )  Nothing in this section shall affect any  confidentiality  or priv ilege
prov isions established by  law or court rule.

     (8)  Nothing in this section shall prev ent the sharing of law enforcem ent or
court-generated inform ation gathered in furtherance of an inv estigation or
prosecution of a crim e.

     (9)  Nothing in this section shall prev ent the disclosure of confidential
v ictim  com m unication by  any  gov ernm ental or priv ate participant of a
m eeting of a m ultidisciplinary  child protection team  created pursuant to
Section 43 -1 5-51 , such disclosures to be gov erned by  Section 43 -1 5-51 (5).

     (1 0)  Nothing in this section shall prev ent an adv ocate from  a
gov ernm ental organization from  sharing v ictim  inform ation with necessary
persons to accom plish the duties of the job or to satisfy  statutory  or
constitutional requirem ents of disclosure, including, but not lim ited to, a right
to due process in connection with an educational or other property  interest.

     (1 1 )  Nothing in this section shall be construed as creating a cause of action

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 205 of 402



for dam ages against the state or any  of its agencies, officials, em ploy ees or
political subdiv isions.

     SECT ION  2 .          Section 93 -21 -1 09, Mississippi Code of 1 97 2, is am ended as
follows:

     93 -21 -1 09. *  *  *     Records m aintained by  dom estic v iolence shelters, except
the official m inutes of the board of directors of the shelter, and financial reports
filed as required by  statute with the board of superv isors or m unicipal
authorities or any  other agency  of gov ernm ent, shall be withheld from  public
disclosure under the prov isions of the Mississippi Public Records Act of 1 983 .

 *  *  * 

     SECT ION  3 .          This act shall take effect and be in force from  and after July
1 , 2020.

1 6 . 9       OV W-Feder a l  Con fi den t i a l i t y  Requ i r em en t s                    

Acknowledgem ent of Notice of Statutory  Requirem ent to Com ply  with the
Confidentiality  and Priv acy  Prov isions of the Violence Against Wom en Act, as
Am ended

Under section 40002(b)(2) of the Violence Against Wom en Act, as am ended
(42 U.S.C. 1 3 925(b)(2)), grantees and subgrantees with funding from  the
Office on Violence Against Wom en (OVW) are required to m eet the following
term s with regard to nondisclosure of confidential or priv ate inform ation and
to docum ent their com pliance.

Your signature on the acknowledgem ent page this handbook that all
applicants for grants and em ploy ees under those grants from  OVW are
acknowledging that that they  hav e notice that, if awarded funds, they  will be
required to com ply  with this prov ision, and will m andate that subgrantees, if
any , com ply  with this prov ision, and will create and m aintain docum entation
of com pliance, such as policies and procedures for release of v ictim
inform ation, and will m andate that subgrantees, if any , will do so as well.

(A) In general In order to ensure the safety  of adult, y outh, and child v ictim s of
dom estic v iolence, dating v iolence, sexual assault, or stalking, and their
fam ilies, grantees and subgrantees under this subchapter shall protect the
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confidentiality  and priv acy  of persons receiv ing serv ices.

(B) Nondisclosure Subject to subparagraphs (C) and (D), grantees and
subgrantees shall not—

(i) disclose, rev eal, or release any  personally  identify ing inform ation or
indiv idual inform ation collected in connection with serv ices requested,
utilized, or denied through grantees’ and subgrantees’ program s,
regardless of whether the inform ation has been encoded, encry pted,
hashed, or otherwise protected; or

(ii) disclose, rev eal, or release indiv idual client inform ation without the
inform ed, written, reasonably  tim e-lim ited consent of the person (or in
the case of an unem ancipated m inor, the m inor and the parent or
guardian or in the case of legal incapacity , a court-appointed guardian)
about whom  inform ation is sought, whether for this program  or any
other Federal, State, tribal, or territorial grant program , except that
consent for release m ay  not be giv en by  the abuser of the m inor,
incapacitated person, or the abuser of the other parent of the m inor. If a
m inor or a person with a legally  appointed guardian is perm itted by  law
to receiv e serv ices without the parent’s or guardian’s consent, the m inor
or person with a guardian m ay  release inform ation without additional
consent.

(C) Release

If release of inform ation described in subparagraph (B) is com pelled by
statutory  or court m andate—

(i) grantees and subgrantees shall m ake reasonable attem pts to prov ide
notice to v ictim s affected by  the disclosure of inform ation; and

(ii) grantees and subgrantees shall take steps necessary  to protect the
priv acy  and safety  of the persons affected by  the release of the
inform ation.

(D) Inform ation sharing

(i) Grantees and subgrantees m ay  share—

(I) nonpersonally  identify ing data in the aggregate regarding
serv ices to their clients and nonpersonally  identify ing dem ographic
inform ation in order to com ply  with Federal, State, tribal, or
territorial reporting, ev aluation, or data collection requirem ents;
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(II) court-generated inform ation and law enforcem ent-generated
inform ation contained in secure, gov ernm ental registries for
protection order enforcem ent purposes; and

(III) law enforcem ent-generated and prosecution-generated
inform ation necessary  for law enforcem ent and prosecution
purposes.

(ii) In no circum stances m ay —

(I) an adult, y outh, or child v ictim  of dom estic v iolence, dating
v iolence, sexual assault, or stalking be required to prov ide a consent
to release his or her personally  identify ing inform ation as a
condition of eligibility  for the serv ices prov ided by  the grantee or
subgrantee;

(II) any  personally  identify ing inform ation be shared in order to
com ply  with Federal, tribal, or State reporting, ev aluation, or data
collection requirem ents, whether for this program  or any  other
Federal, tribal, or State grant program .

(E) Statutorily  m andated reports of abuse or neglect Nothing in this section
prohibits a grantee or subgrantee from  reporting suspected abuse or neglect, as
those term s are defined and specifically  m andated by  the State or tribe
inv olv ed.

(F) Ov ersight Nothing in this paragraph shall prev ent the Attorney  General
from  disclosing grant activ ities authorized in this Act to the chairm an and
ranking m em bers of the Com m ittee on the Judiciary  of the House of
Representativ es and the Com m ittee on the Judiciary  of the Senate exercising
Congressional ov ersight authority . All disclosures shall protect confidentiality
and om it personally  identify ing inform ation, including location inform ation
about indiv iduals.

(G) Confidentiality  assessm ent and assurances Grantees and subgrantees m ust
docum ent their com pliance with the confidentiality  and priv acy  prov isions
required under this section.

As an em ploy ee, v olunteer and/board m em ber,  I hereby  acknowledge that I
will com ply  with the abov e statutory  requirem ents. 
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17.Policy: Consumer/Client Grievances

1 7 . 1       Doc u m en t  of  Gr i v a n c es            

A .  DOCUMEN T  OF GRIV A N CES POLICY      

Our House policy  find the following griev ances by  the consum er of serv ices
m ust be docum ent:

Com plaints of discrim ination on the basis of race, color, sex, religion,
national origin, age, disability , or political affiliation

Lack of quality  serv ices

Violation of consum er/client's rights

Inv oluntary  dism issal from  shelter or outreach serv ices

Consum er/Client to consum er/client problem s

Consum er/Client to staff problem s

Violation of non-discrim ination policy

1 7 . 2       Con su m er /Cl i en t         

 

B.   CON SUMER ‘S  GRIEV A N CES POLICY      

Our House, Inc. consum er/client’s griev ances Policy  is: 

Each consum er will be giv en opportunity  to listen and talk to staff
concerning problem s and/or other consum ers/clients. 

The Executiv e Director will be notified in the ev ent a consum er /client
is not pleased with the outcom e of the griev ance.

A com m ent box is housed on the wall at each facility  so that
consum ers/clients can share griev ances concerning staff.  The
Executiv e Director checks the box so that the consum er/client’s
griev ance can be discussed and a m anner to discuss the griev ance with
the staff person in a professional resolv e.

Each griev ance will be docum ented:
Consum er/client nam e;
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the stated problem ;

staff inv olv ed and steps taken. 

Docum ented outcom e will be prepared and file in
consum er/client’s file.

1 7 . 3       Repor t i n g      

C.   REPORT IN G GRIEV A N CES POLICY      

Our House Policy  for reporting griev ance are as follow: 

Our House has adopted the Com plaint/Griev ance Policy  Procedure to
ensure there is a fair  process for handling com plaints that m ay  arise
from  the work of the program .  Any  person who has dealing with Our
House’s program s can m ake a com plaint following the Com plaint
Procedure outlined below.  Com plaints can be subm itted by  consum ers,
adv ocates, serv ice prov iders, agencies and any  other people who rely  on
the program  for serv ices and support.

Program  staff will inform  consum ers of the Com plaint Policy  Procedure
upon adm ission to the program .  Program  staff shall m ake the
Com plaint Policy /Procedure av aialbe to any one who has a com plaint.

1 7 . 4       Com pl i a n t       

D.    COMPLIA N T  PROCEDURE POLICY  

Consum ers who hav e a com pliant will adhere to the following steps:

1 . Address y our issue directly  with the staff person within 3 0 day s of
identify ing the problem .

2. If y ou are unable to address y our problem  directly  with staff or it
rem ains unresolv ed, y ou m ay  choose to do the following:

Address y our issue with the the Executiv e Director within the
next 1 0 business day s.

Superv isor will inv estigate com plain and prov ide a written
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response within 1 0 business day  of receipt.

If  t h e c om pl a i n t  r em a i n s u n r esol v ed,  y ou  m a y :                         

1 . Put y our com plaint in writing within 1 0 business day s of Superv isor’s
response. Address this to the Board President. Your com plaint m ust
include y our nam e, address, em ail and phone num ber.

2 . Write what y ou think the solution to the problem  should be.

3 . Subm it y our com plaint to the Board President, Post Office Box 3 956,
Greenv ille, MS 3 87 04.

Written com plaints will be rev iewed by  the Board President within 1 5 business
day s of receipt. A final written response will be prov ided to the com plainant
within the following 1 5 business day s.

The com plainant m ay  withdraw their com plaint at any  tim e during the
process.

1 7 . 5       Gr i ev a n c e Su m m a r y             

E.    GRIEV A N CE SUMMA RY  OF POLICIES    

It is Our House Inc. policy  that:

All inform ation regarding a griev ance will be docum ented, including
the nam e of the consum er filing the griev ance, the stated problem , the
staff or other consum ers inv olv ed, steps taken to resolv e, and the
outcom e.

The Consum er/Client Griev ance File, with all supporting
docum entation, shall be m aintained a m inim um  of sev en y ears. After
sev en y ears, this file m ay  be destroy ed.

Inform ation regarding the consum er griev ance policy  and procedure
shall be included in the consum er handouts.

Consum ers/Clients with special needs or disabilities griev ances will be
taken directly  to the Executiv e Director for rev iew and appeal. The
Executiv e Officer will bring these concerns before the Board of Directors
as soon as practicable.

Ev ery  effort will be m ade to resolv e the problem . Retaliation in response
to a griev ance filed in good faith will not be tolerated.
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All consum er are encouraged to v oice their concerns or suggestions
regarding v iolations of policies to the Executiv e Officer.

1 7 . 6       Di sa bi l i t y  Ser v i c es Gr i ev a n c e Pr oc edu r e                     

F.  DISA BILIT Y  SERV ICES GRIEV A N CE PROCEDURE       

Our House is com m itted to a policy  of ensuring that no otherwise qualified
indi ​v idual with a disability  is excluded from  participation in, denied the
benefits of, or subjected to discrim ination in shelter program s or activ ities due
to his or her disability . The Our House is fully  com m itted to com ply ing with all
requirem ents of the 1 990 Am ericans with Disabilities Act as am ended by  the
2009 Am ericans with Disabilities Am endm ents Act (ADAAA) and the
Rehabilitation Act of 1 97 3  (section 504) as am ended and to prov iding equal
education ​al opportunities to otherwise qualified students with disabilities.

Any  consum er/client who believ es that he or she has been subjected to
discrim ination on the basis of disability , or has been denied access or
accom m odations required by  law shall hav e the right to inv oke the Griev ance
Procedure. This Griev ance Procedure is designed to address disagreem ents or
denials regarding requested serv ices, accom m odations. Retaliation of any  kind
against a com plainant is strictly  prohibited.

Executiv e Director will inv estigate all pertinent facts and
circum stances in support of the alleged v iolation.

Disability  Serv ices m ay  attem pt resolution of a com plaint through
m utual agreem ent of the affected parties at any  point during the course
of the inv estigation.

Should such resolution be achiev ed, the inv estigation shall be ended.
The term s and conditions of the resolution agreem ent shall be issued to
the com plainant and to the appropriate faculty  m em ber, adm inistrator
or departm ent charged with im plem enting the prescribed action. A
copy  of the agreem ent will be filed in the com plainant's file.

Where resolution through m utual agreem ent is not achiev ed, written
findings from  the inv estigation regarding probable cause, along with a
recom m endation for resolv ing the com plaint, shall be forwarded
sim ultaneously  to the com plainant and to the Executiv e Director.

The consum er m ay  appeal the findings of the Executiv e Director and
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file a request to a hearing in from  of the Board of Directors.
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18.Policy: COVID-19

1 8 . 1       Resou r c es for  A dv oc a t es         

OVW Resources

https://www.ta2ta.org/resources-and-inform ation-on-cov id-1 9-response.htm l

1 8 . 2       In for m a t i on        

Basic Inform ation on COVID-1 9 Prepareness and Prev ention

www.cdc.gov

www.dom esticshelter.org

 

1 8 . 3       In st r u c t i on s for  c h i l dr en  sa fet y                   

Take steps to protect children and others

Help stop the spread of COVID-1 9 by  doing the sam e things ev ery one should do
to stay  healthy . Teach y our children to do the sam e.

Clean hands often using soap and water or alcohol-based hand sanitizer.

Av oid people who are sick (coughing and sneezing).

Put distance between y our children and other people outside of y our
hom e. Keep children at least 6  feet from  other people.

Children 2  y ears and older should wear a cloth face cov ering ov er their
nose and m outh when in public settings where it’s difficult to practice
social distancing. This is an additional public health m easure people
should take to reduce the spread of COVID-1 9 in addition to (not instead
of) the other ev ery day  prev entiv e actions listed abov e.

Clean and disinfect high-touch surfaces daily  in household com m on
areas (like tables, hard-backed chairs, doorknobs, light switches,

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 214 of 402



rem otes, handles, desks, toilets, and sinks).

Launder item s including washable plush toy s as needed. Follow the
m anufacturer’s instructions. If possible, launder item s using the
warm est appropriate water setting  and dry  item s com pletely . Dirty
laundry  from  an ill person can be washed with other people’s item s.

You can find additional inform ation on prev enting COVID-1 9 at How to Protect
Yourself and at Prev enting COVID-1 9 Spread in Com m unities. Additional
inform ation on how COVID-1 9 is spread is av ailable at How COVID-1 9 Spreads.

1 8 . 4       CDC g u i del i n es      

Know how it spreads

There is currently  no v accine to prev ent coronav irus disease 201 9
(COVID-1 9).

The best way  to prev ent illness is to av oid being exposed to this v irus.

The v irus is thought to spread m ainly  from  person-to-person.
Between people who are in close contact with one another
(within about 6  feet).

Through respiratory  droplets produced when an infected person
coughs, sneezes or talks.

These droplets can land in the m ouths or noses of people who are
nearby  or possibly  be inhaled into the lungs.

Som e recent studies hav e suggested that COVID-1 9 m ay  be
spread by  people who are not showing sy m ptom s.

Everyone Should

Wash y our hands often

Wash y our hands often with soap and water for at least 20 seconds
especially  after y ou hav e been in a public place, or after blowing y our
nose, coughing, or sneezing.

It’s especially  im portant to wash:
Before eating or preparing food

Before touching y our face
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After using the restroom

After leav ing a public place

After blowing y our nose, coughing, or sneezing

After handling y our cloth face cov ering

After changing a diaper

After caring for som eone sick

After touching anim als or pets

If soap and water are not readily  av ailable, use a hand sanitizer that
contains at least 60% alcohol. Cov er all surfaces of y our hands and rub
them  together until they  feel dry .

Av oid touching y our ey es, nose, and m outh with unwashed hands.

A v oid c lose c ontac t    

Inside y our hom e: Av oid close contact with people who are sick.
If possible, m aintain 6  feet between the person who is sick and
other household m em bers.

Outside y our hom e: Put 6  feet of distance between y ourself and people
who don’t liv e in y our household.

Rem em ber that som e people without sy m ptom s m ay  be able to
spread v irus.

Stay  at least 6  feet (about 2  arm s’ length) from  other people.

Keeping distance from  others is especially  im portant for people
who are at higher risk of getting v ery  sick.

Cov er y our mouth and nose with a c loth fac e c ov er when     
around others

You could spread COVID-1 9 to others ev en if y ou do not feel sick.

The cloth face cov er is m eant to protect other people in case y ou are
infected.

Ev ery one should wear a cloth face cov er in public settings and when
around people who don’t liv e in y our household, especially  when
other social distancing m easures are difficult to m aintain.

Cloth face cov erings should not be placed on y oung children
under age 2 , any one who has trouble breathing, or is
unconscious, incapacitated or otherwise unable to rem ov e the
m ask without assistance.
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Do NOT use a facem ask m eant for a healthcare worker. Currently ,
surgical m asks and N95 respirators are critical supplies that should be
reserv ed for healthcare workers and other first responders.

Continue to keep about 6  feet between y ourself and others. The cloth
face cov er is not a substitute for social distancing.

Cov er c oughs and sneezes 

Alway s cov er y our m outh and nose with a tissue when y ou cough or
sneeze or use the inside of y our elbow and do not spit.

Throw used tissues in the trash.

Im m ediately  wash y our hands with soap and water for at least 20
seconds. If soap and water are not readily  av ailable, clean y our hands
with a hand sanitizer that contains at least 60% alcohol.

Clean and disinfec t

Clean AND disinfect frequently  touched surfaces daily . This includes
tables, doorknobs, light switches, countertops, handles, desks, phones,
key boards, toilets, faucets, and sinks.

If surfaces are dirty , clean them . Use detergent or soap and water prior
to disinfection.

Then, use a household disinfectant. Most com m on EPA-registered
household disinfectantsexternal icon will work.

Monitor Y our Health Daily

Be alert for sy m ptom s. Watch for fev er, cough, shortness of breath,
or other sy m ptom s of COVID-1 9.

Especially  im portant if y ou are running essential errands, going
into the office or workplace, and in settings where it m ay  be
difficult to keep a phy sical distance of 6  feet.

Take y our tem perature if sy m ptom s dev elop.
Don’t take y our tem perature within 3 0 m inutes of exercising or
after taking m edications that could lower y our tem perature, like
acetam inophen.

Follow CDC guidance if sy m ptom s dev elop.

https://www.cdc.gov/coronavirus/2019-ncov/prevent-
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19.Policy: Disabilities

1 9 . 1       Ser v i c es for  Per son s w i t h  Di sa bi l i t i es                  

Ou r Hou se’s Pol icy  is:   

Our House, Inc. will take appropriate steps to ensure that persons with
disabilities, including persons who are deaf, hard of hearing, or blind, or who
hav e other sensory  or m anual im pairm ents, hav e an equal opportunity  to
participate in our serv ices, activ ities, program s and other benefits. The
procedures outlined below are intended to ensure effectiv e com m unication
with patients/clients inv olv ing their m edical conditions, treatm ent, serv ices
and benefits. The procedures also apply  to, am ong other ty pes of
com m unication, com m unication of inform ation contained in im portant
docum ents, including waiv ers of rights, consent to treatm ent form s, financial
and insurance benefits form s, etc. (i n c l u de t h ose doc u m en t s a ppl i c a bl e                 
t o y ou r  fa c i l i t y )            . All necessary  auxiliary  aids and serv ices shall be prov ided
without cost to the person being serv ed.

All staff will be prov ided written notice of this policy  and procedure, and staff
that m ay  hav e direct contact with indiv iduals with disabilities will be trained
in effectiv e com m unication techniques, including the effectiv e use of
interpreters.

PROCEDURES:

1 .  Iden t i fi c a t i on  a n d a ssessm en t  of  n eed:                  

When an indiv idual self-identifies as a person with a disability  that affects the
ability  to com m unicate or to access or m anipulate written m aterials or
requests an auxiliary  aid or serv ice, staff will consult with the indiv idual to
determ ine what aids or serv ices are necessary  to prov ide effectiv e
com m unication in particular situations.

2 .  Pr ov i si on  of A u x i l i a r y  A i ds a n d Ser v i c es:                       

Our House, Inc. shall prov ide the following serv ices or aids to achiev e effectiv e
com m unication with persons with disabilities:

A. For Persons Who Are Deaf or Hard of Hearing

(i) For persons who are deaf/hard of hearing and who use sign language as
their prim ary  m eans of com m unication, staff is responsible for prov iding
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effectiv e interpretation or arranging for a qualified interpreter when needed.

In the ev ent that an interpreter is needed, the Ou r  Hou se,  In c .          is responsible
for:

Maintaining a list of qualified interpreters on staff showing their
nam es, phone num bers, qualifications and hours of av ailability ;

Obtaining an outside interpreter.

(ii) Com m unicating by  Telephone with Persons Who Are Deaf or Hard of
Hearing

[ Li st ed bel ow  a r e t h r ee m et h ods for  c om m u n i c a t i n g  ov er  t h e                             
t el eph on e w i t h  per son s w h o a r e dea f/h a r d of h ea r i n g .                             Sel ec t  t h e    
m et h od( s)  t o i n c or por a t e  i n  y ou r  pol i c y  t h a t  best  a ppl i es/a ppl y  t o                                   
y ou r  fa c i l i t y . ]          

Ou r  Hou se,  In c .        utilizes a Telecom m unication Dev ice for the Deaf (TDD) for
external com m unication. The telephone num ber for the TDD is ( 6 6 2 . 3 3 4 -       
6 8 7 3    ).

(iii)The TDD and instructions on how to operate it are located in all com pany ’s
facilities; Note-takers; com puter-aided transcription serv ices; telephone
handset am plifiers; written copies of oral announcem ents; assistiv e listening
dev ices; assistiv e listening sy stem s; telephones com patible with hearing aids;
closed caption decoders; open and closed captioning; telecom m unications
dev ices for deaf persons (TDDs); v ideotext display s; or other effectiv e m ethods
that help m ake aurally  deliv ered m aterials av ailable to indiv iduals who are
deaf or hard of hearing.

(iv ) Som e persons who are deaf or hard of hearing m ay  prefer or request to use
a fam ily  m em ber or friend as an interpreter. Howev er, fam ily  m em bers or
friends of the person will not be used as interpreters unless specifically
requested by  that indiv idual and after an offer of an interpreter at no charge
to the person has been m ade by  the facility . Such an offer and the response will
be docum ented in the person’s file. If the person chooses to use a fam ily
m em ber or friend as an interpreter, issues of com petency  of interpretation,
confidentiality , priv acy , and conflict of interest will be considered. If the
fam ily  m em ber or friend is not com petent or appropriate for any  of these
reasons, com petent interpreter serv ices will be prov ided.

N OT E: Ch i l dr en  a n d ot h er  r esi den t s w i l l                       n ot   be u sed t o i n t er pr et ,  i n          
or der  t o en su r e c on fi den t i a l i t y  of  i n for m a t i on  a n d a c c u r a t e                                   
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c om m u n i c a t i on .          

B. For Persons Who are Blind or Who Hav e Low Vision

(i) Staff will com m unicate inform ation contained in written m aterials
concerning treatm ent, benefits, serv ices, safety  plans, confidentiality  form s,
and consent to treatm ent form s by  reading out loud and explaining these
form s to persons who are blind or who hav e low v ision.

The following ty pes of large print, taped, Braille, and electronically  form atted
m aterials are av ailable: Sa fet y  Pl a n s,  c on fi den t i a l i t y  for m s a n d i n t a k e                          
for m s.      These m aterials m ay  be obtained by  calling t h e Ex ec u t i v e       
Di r ec t or     .

(ii) For the following auxiliary  aids and serv ices, staff will contact
( r espon si bl e  st a ff  per son  or  posi t i on  a n d t el eph on e n u m ber ) ,                             who is
responsible to prov ide the aids and serv ices in a tim ely  m anner:

Qualified readers; reform atting into large print; taping or recording of print
m aterials not av ailable in alternate form at; or other effectiv e m ethods that
help m ake v isually  deliv ered m aterials av ailable to indiv iduals who are blind
or who hav e low v ision. In addition, staff are av ailable to assist persons who are
blind or who hav e low v ision in filling out form s and in otherwise prov iding
inform ation in a written form at.

C. For Persons with Speech Im pairm ents

To ensure effectiv e com m unication with persons with speech im pairm ents,
staff will contact t h e Ex ec u t i v e Di r ec t or             , who is responsible to prov ide the
aids and serv ices in a tim ely  m anner:

Writing m aterials; ty pewriters; TDDs; com puters; flashcards; alphabet boards;
com m unication boards; and other com m unication aids.

Pol i c y  a dopt ed fr om :          h t t ps://w w w . h h s. g ov /c i v i l -r i g h t s/ for -                       
pr ov i der s/c l ea r a n c e-m edi c a r e-pr ov i der s/a u x i l i a r y -a i ds-per son s-                                
di sa bi l i t i es/      
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20.Policy: Domestic Violence Services

2 0 . 1       Ou r  A ppr oa c h  t o Dom est i c  V i ol en c e Ser v i c es                     

SERV ICES PROV IDED POLICY 

Our House has design and dev elop a program  to prov ide serv ices for v ictim s of
dom estic v iolence in the Mississippi Delta

Ou r  A ppr oa c h /Pol i c y  t o ser v i c es i s:                

Our House, Inc. operates a Dom estic Violence Shelter program  on a 24-
hour basis and is equipped to house 1 5-20 wom en and children at any
giv en tim e. The fem ale dom estic v iolence v ictim  com es with bruises,
broken bones, low self-esteem , broken hearts and shattered dream s.
Som e are all alone and som e bring their children.

Wom en who enter the program  are encouraged to take adv antage of our
support group sessions. These group sessions cov er inform ation on
alcohol, substance abuse education, self-esteem , m otiv ation, relaxation,
parenting skills and financial m anagem ent.

Within the first 7 2  hours, the wom en with the assistance of staff,
rev iew long-term  and short-term  plans for recov ery . When wom en
enter the program , they  receiv e not only  the serv ices that Our House,
Inc. directly  prov ides, but access to a network of ov er 22  agencies from
ten counties. This network includes schools, hospitals, businesses and
social serv ice agencies.

Our House, Inc. is equipped to fight the battle of v iolence against wom en
in our com m unity . Our serv ices include but is not lim ited to: 24-hour
crisis hotline; safe lodging; three balanced m eals per day ; group and
indiv idual counseling to wom en and their children; court adv ocacy ;
inform ation and referral serv ice; alcohol and substance abuse
education; assertiv eness and building self-esteem  groups; v ictim s hav e
access to a library  with self-help books and v ideos; em ergency
transportation; lim ited child care; outreach and aftercare program ;
indiv idual counseling for abusers v oluntarily  seeking help; adv ocacy
and training for the judicial law enforcem ent sy stem ; com m unity
education; peer adv ocacy  v olunteer program ; adv ocacy  assistance in
obtaining m edical care, legal protection, housing, em ploy m ent and
social serv ices.
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As part of our serv ice policy  we hav e im plied all com ponents of the Dom estic
Violence Shelter as required by  Mississippi Code 1 97 2, section 93 -21 -1 07 , in a
m anner which prom otes genuine concern for v ictim s of dom estic v iolence and
encourages com m unity  support in elim inating fam ily  v iolence from  our
society .

Desc r i pt i on  of ou r  sh el t er  pr og r a m  a n d ser v i c e  pol i c i es                              to v ictim s of
dom estic v iolence and their children are as follows:

Sh el t er    : The Shelter will be opened 24 hours a day , sev en day s a week.
Serv ices prov ided for fem ale v ictim s and their children within the shelter are
room , personal hy giene item s, clothing and counseling to a m axim um  of 1 5-20
(added people placed on sofas) indiv iduals at any  giv en tim e. To be adm itted to
the shelter, an indiv idual m ust call the crisis hotline. An intake form  will be
com pleted to determ ine the im m ediate need of the indiv idual, (i.e. police
protection, relocation, outreach, and/or m edical care.) The clients are
inform ed that there is no definite tim e lim it of stay . The norm al stay  is 3 0
day s; howev er, each case is ev aluated weekly  by  the Program  Director.
Included in the shelter care is an aftercare program  for form er v ictim s and an
outreach program  for v ictim s who choose not to com e into the shelter but want
to attend group counseling sessions.

Cr i si s i n t er v en t i on             : The shelter will prov ide a twenty -four hour hotline for
crisis calls. One local line (3 3 2-LOVE) for residents in Washington County  and
one 1 -800 line (1 -888-884-LOVE) for outside of the county . Staff and
v olunteers are on call at hospitals and police departm ents on a 24 hour basis
for incom ing calls from  rape and dom estic v iolence v ictim s. The shelter will
encourage em ergency  room  personnel to notify  the shelter if a v ictim  (s) is
going to be adm itted to the hospital. If a police officer has to m ake a dom estic
v iolence arrest, he will notify  the shelter for housing of the v ictim .

T em por a r y  h ou si n g  a n d food fa c i l i t i es:                      The Dom estic Violence Shelter
Facility  is housed in Washington County , the facilities are on a spacious lot in a
racially  m ixed neighborhood, where there are schools, churches, doctors,
dentists, hospitals, a health departm ent, Departm ent of Hum an Serv ices,
police stations, etc. within a 5-m ile radius. The Dom estic Violence Shelter has
the capacity  to house 1 5 indiv iduals at any  giv en tim e. There is a spacious
kitchen, dining room , liv ing room  area and four bedroom s.

Gr ou p Su ppor t  a n d Peer  Cou n sel i n g :                Support groups are prov ided for the
fem ale v ictim s of dom estic v iolence. This is prov ided by  the program  staff in a
relaxed residential setting which will stim ulate the freedom  of expression
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necessary  to exam ine the phy sical, psy chological, em otional and social aspects
of abuse. Group m eetings are held on Thursday , one at 1 1 :00 a.m . in
Greenv ille, Washington County  for adult v ictim s of dom estic v iolence.

Leg a l  A ssi st a n c e:           Legal and court adv ocacy  is prov ided by  our staff. If
detailed legal assistance is needed that requires an attorney  consum ers are
referred to North Mississippi Rural Legal Serv ices. All referrals and follow-up
are recorded in the indiv idual consum er file.

Ca se Ma n a g em en t :          Daily  adv ocacy  for the consum er is recorded in their
files. Goals and accom plishm ent by  the consum er is recorded in their files daily
and rev iewed with the consum er at exiting.

Refer r a l s t o ex i st i n g  ser v i c es:                   This com ponent of the program  is offered to
fem ale dom estic v iolence v ictim s and their children to assist them  in m ov ing
toward specific goals in their recov ery . The shelter m aintains a listing of local
com m unity -based agencies that prov ide enrichm ent serv ices to clients, i.e.
food assistance, utilities assistance, m edical care, job referrals, educational
training, legal referrals and others. Each of these referrals are docum ented
daily  in the clients’ files to reflect the growth and accom plishm ents of the goals
of each indiv idual. During the first initial intake with a client, their long-term
and short-term  goals are rev iewed. Each client is responsible for subm itting a
written follow-up on all referrals m ade on a daily  basis. Suggestions for social
serv ice agencies, businesses, schools, etc., are shared. Victim s are also
inform ed and/or giv en a list of resources for further use if they  choose to exit
the shelter program .

Cou n sel i n g ,  T h er a peu t i c /c l i n i c a l  ser v i c es                            : Counseling/Therapeutic
serv ices for the v ictim  of fam ily  v iolence is prov ided by  m ental health and
com m unity  counseling centers. Our House’s staff prov ides adv ocacy  adv ice
and will assist the client with outlining suggested referrals for m edical care,
legal assistance and group counseling serv ices needed by  the v ictim .

In for m a t i on  on  r e-edu c a t i on ,  m a r r i a g e a n d fa m i l y  c ou n sel i n g ,                                    
spi r i t u a l  c ou n sel i n g ,  j ob  c ou n sel i n g ,  t r a i n i n g  pr og r a m s,  h ou si n g                                           
r efer r a l s,  a n d ot h er  a v a i l a bl e  soc i a l  ser v i c es                            : The abov e inform ation is
offered to the fem ale v ictim s when rev iewing their goals and objectiv es for
recov ery . GED program s and other lim ited training program s are offered at no
cost to the public. The shelter m akes referrals to South Delta Regional Housing
Authority  on acquiring Section 8 Housing. The Program  Director and
Counselor/Social Worker works with the clients on follow-through m ethods
with apartm ent m anagers. Inform ation on other local social serv ices is
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prov ided through pam phlets giv en to the client about the serv ices or during
the daily  interv iew with the Program  Director. All referrals to and from  the
Departm ent of Hum an Serv ices are docum ented in writing and a copy  placed
in their file.

Refer r a l  pr og r a m  for  c ou n sel i n g  for  t h e v i c t i m  a n d t h e offen der s                                :
Our Shelter staff m akes referrals to our in house counseling program s – MASH:
Men Against Spousal Harm  for offenders and LEAH: Letting Each Affiliation
Heal-for v ictim s. Group counseling is arranged based on the av ailability  of the
v ictim  or the offender.

Pr oc edu r es for  A dm i ssi on          : Adm ission to the shelter will be offered on a
v olunteer basis for v ictim s of dom estic v iolence. The client m ust m ake the
contact by  calling the hotline.

Edu c a t i on a l  Pr og r a m s             : Training is prov ided for both the com m unity  at
large and/or specialized groups such as nurses, attorney s and police officers
relating to rape and dom estic v iolence. The Victim  Serv ice Director, the
adv isory  com m ittee and a group of lawy ers, city , county , justice and chancery
court judges, and adv ocates conduct educational program s on a regular basis.
The director will m aintain contact with the law enforcem ent departm ents
within Highway  Patrol District Two by  m ailing out announcem ents of
training program s offered to law enforcem ent departm ents. She will establish
a contact person from  at least two law enforcem ent departm ents. She will
encourage the support of the Chief Officer in prov iding training sessions to his
officers on the Probable Cause Arrest Law, Protection Order, Stalking Law, and
Marital Rape Bill. In conducting law enforcem ent training, the Victim  Serv ice
Director and the outreach coordinator will solicit the assistance of a law
enforcem ent officer and an attorney  to co-facilitate each workshop. The
training sessions will deal with three com ponents: the v ictim , serv ices
av ailable for v ictim s, and the legal rights of v ictim s. At som e training sessions,
the director will hav e one of the shelter's v olunteer lawy ers to define the
term inology  written in the Probable Cause Arrest Bill.

2 0 . 2       T y pe of V i c t i m i za t i on              

A .   T Y PE OF V ICT IMIZA T ION  POLICY         

All v ictim s of dom estic v iolence are considered potential consum ers for the
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New Beginning Shelter Serv ices.  Those whose liv es are in im m ediate are
giv en first priority  to our serv ices.

B.   A GE REST RICT ION S POLICY     

Our age restriction policy  are as follow:

Clients/Consum ers under 1 8 y ears of age are adm itted into the shelter
with their adult parent.

A client/consum er under the age of 1 8 that is m arried, m ust show a
certified m arriage license before they  are adm itted into the shelter.

Male consum ers under 1 5 y ears of age are to be adm itted with an adult
parent.  Male consum ers 1 5 y ears and older will be adm itted only  with
the approv al of the director.  Special needs m ale consum ers ages 1 5 and
abov e will be rev iewed on a separate protocol. Special requirem ents will
be discussed before adm ittance.  (Sleeping arrangem ents will be
discussed in regards to all m ale).

Minor Children (0-1 7  y ears) who are in im m ediate danger are giv en
first priority  to be adm itted into the shelter with their adult parent.

Children are not adm itted without adults.

2 0 . 3       Sel f-Ca r e   

C.   LEV EL OF SELF-CA RE POLICY   

Our House does not hav e a licensed RN on staff.  Those consum ers who requires
nursing care and daily  m onitoring of their m edications and m edical treatm ent
will be referred to hospital or nursing hom e for serv ices.  Staff will prov ide
outreach serv ices for those consum ers.  Consum er m ust be able to take care of
their basic needs, i.e. washing, dressing, and taking of m edication*.

 

Consum ers m ust be m entally  capable for m aking decisions regarding their
health and hy giene care.  * See  our policy  on m edication for further
inform ation.
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2 0 . 4       Det ox i fi c a t i on          

D.  A LCOHOL A N D DRUG DET OX IFICA T ION  POLICY        

Our House policy  is that while on the prem ises all consum ers m ust be free from
the influence of drugs or alcohol. This will help to ensure the health and safety
of other consum ers and staff and ensure consum ers understand the serv ice
they  receiv ed.

No client/consum er of serv ices shall be adm itted to the shelter when
under the influence of alcohol or drugs (whether illegal or not) or to
substance abuse; · be in possession of alcohol or illegal drugs; · supply
others with illegal drugs; ·supply  others with alcohol.

Only  the Victim  Serv ice Specialist or Executiv e Director can m ake an
exception to this policy .

When there is reasonable belief that an indiv idual is under the
influence of alcohol or drugs on prem ise (for exam ple if there was a
strong sm ell of alcohol on the person’s breath), they  m ust be referred to
treatm ent and dism issed from  the program . After the det ox i fi c a t i on       
of the alcohol or drug that consum er m ay  be consider for reentry  into
the shelter.

2 0 . 5       El i g i bi l i t y          

E.   ELIGIBILIT Y  POLICY   

Consum er’s eligibility  for shelter serv ices are:

V i c t i m s of dom est i c  v i ol en c e                 and their children (see exception of age
below) who liv es are in im m ediate danger are eligibility  for adm ission to
the shelter

Eligibility  for serv ices, and the existence of a conflict of interest, will be
determ ined on a case-by -case basis, based on application of the program ’s
m ission statem ent to each situation.
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Initially , eligibility  will be determ ined by  the staff or v olunteer who
conducts the assessm ent interv iew, whether by  phone or in person, with
the potential serv ice participant.

The program  will not prov ide serv ices to any one who is not eligible.

The program  will not prov ide shelter serv ices to any one it perceiv es to be
abusers and not v ictim s of dom estic v iolence.  Referrals will be m ade for
other serv ices.

The program  will term inate serv ices to any one it perceiv es to be an
abuser and not a v ictim  of dom estic v iolence.

Serv ices are not necessarily  prov ided on a first-com e, first-serv ed basis,
but rather on the basis of eligibility  for the program ’s serv ices.

Any  final determ ination of eligibility  will be m ade by  the designated staff
person or superv isor, rather than by  a v olunteer or intern.

Male v ictim s of dom estic v iolence are sheltered at a local hotel if there are
no space at the shelter.

Consum er with extenuating circum stances will be referred to the
Director for eligibility  determ ination.  Final decision for eligibility  will be
left to the discretion of the director.

All v ictim s of dom estic v iolence and their children are appropriate for
outreach serv ices.

All serv ices for v ictim s of dom estic v iolence and their children are free.

2 0 . 6       Cl i en t s Ri g h t s        

F.  CLIEN T /CON SUMER RIGHT S/  RESPON SIBILIT IES A N D         
CON SUMER GRIEV A N CE POLICIES   

A copy  of the client.consum er rights and responsibilities will be posted at the
shelter and outreach center as outlined under the Standards for Code of Ethics. 

The Griev ance process policy  as outlined in this m anual will be rev iewed with
consum er’s upon adm ission
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2 0 . 7       "Hou se Ru l es"   

G.  SHELT ER “ HOUSE RULES”  POLICY   

House Rules will be outlined in the shelter’s orientation m anual.  These rules
will be rev iewed with the consum er after their first 24 hours of adm ission. 
Violation of the rules are grounds for term ination of serv ices.

 

2 0 . 8       Sh el t er 's Con fi den t i a l i t y ,  V i ol a t i on  a n d Ser v i c es                            

H.  CON FIDEN T IA LIT Y  POLICY      

Confidentiality  Policy  will be signed by  all consum ers agreeing to keep the
nam e of the other consum ers and their inform ation shared confidential.   The
consum er m ust agree to respect and m aintain confidentiality  on all
inform ation pertaining to other consum ers who seek help from  this program .

The consum er will be inform ed that if they  v iolate this pledge, they  will not be
allowed to receiv e additional serv ices and will be im m ediately  discharged from
the program .

I.  V IOLA T ION  OF GUIDELIN ES A N D CON SEQUEN CES OF         
V IOLA T ION S POLICY   

All consum er will be inform ed that any  v iolation of the house rules,
confidentiality  or safety  will be grounds for dism issal from  the shelter.
Outreach serv ices will still be offered to the consum er.

J .  SERV ICES A V A ILA BLE POLICY      

All serv ices for v ictim s of dom estic v iolence are listed in our shelter’s
orientation m anual.  Client/Consum er will hav e access to this orientation
m anual 24 hours a day .  Serv ices will include 24 hour em ergency  shelter,
court/indiv idual/educational adv ocacy  and group session.
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2 0 . 9       Ch i l d Di sc i pl i n e &  Pr oh i bi t i n g  V i ol en c e                       

 

K.  CHILD DISCIPLIN E POLICY 

No phy sical discipline of children since this is a refuge from  v iolence

Tim e out will be allowed

Restriction of activ ities will be allowed

 L.  PROHIBIT IN G V IOLEN CE POLICY    

No phy sical discipline of children since this is a refuge from  v iolence

Client/Consum er will be asked to leav e who are v iolent toward others,
in som e cases the police m ay  be called in.

M.  CHILD A BUSE POLICY 

Our House adheres to SECTION 2. Section 43 -21 -3 53 , Mississippi Code of 1 97 2,
is am ended as follows:  43 -21 -3 53  that any  attorney , phy sician, dentist,
intern, resident, nurse, psy chologist, social worker, child care giv er, m inister,
law enforcem ent, public or priv ate school em ploy ee or any  other person
hav ing reasonable cause to suspect that a child is a neglected child or an
abused child, shall cause an oral report to be m ade im m ediately  by  telephone
or otherwise and followed as soon thereafter as possible by  a report in writing to
the Departm ent of Hum an Serv ices, and im m ediately  a referral shall be m ade
by  the Departm ent of Hum an Serv ices to the y outh court intake unit, which
unit shall prom ptly  com ply  with Section 43 -21 -3 57 .

2 0 . 1 0        Rel ea se For m s    

N .  RELEA SE OF LIA BILIT Y  POLICY     

All consum ers are giv en a release of liability  statem ent to rev iew and sign at
adm ission (at least within the first 24 hours of serv ices).  This release of
liabilities cov ers staff, v olunteers and board m em bers from  any  and all
serv ices prov ided by  Our House’s agents.
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O.  EMERGEN CY  MEDICA L RELEA SE POLICY    

An em ergency  m edial release form  is discuss with the consum er for herself and
her children.  She is encourage to sign the m edical release form  to ensure that
m edical care is PROVIDED IMMEDIATELY FOR HER AND CHILDREN.

P.  N OT IFICA T ION  OF N EA REST  RELA T IV E POLICY           

Each consum er is encourage to inform  staff of the nearest relativ e in case of
em ergency .  This inform ation is placed in their files.

Q.  CHILD CA RE DESIGN A T ION  RELEA SE POLICY      

Each consum er is encourage to inform  staff of who they  would like to be
notified to take care of their children if the consum er becom es incapacitated.
This inform ation (if prov ided) is placed in the consum er’s file.

R.  RELEA SE OF IN FORMA T ION  POLICY     

Each consum er is required to sign a release of inform ation prior to staff sharing
inform ation with any  indiv idual or agent.  This release of inform ation form  is
tim e sensitiv e and m ust be re-signed ev ery  six m onth.  The release of
inform ation form  m ust include details on who, what, where and why .

2 0 . 1 1        Sh el t er  Or i en t a t i on  &  Du r a t i on  of St a y                       

S .  ORIEN T A T ION  T O T HE SHELT ER FA CILIT Y  POLICY           

Each consum er is giv en a tour of the shelter facility  upon adm ission.  The
shelter orientation m anual is rev iewed with the consum er within 24 hours of
adm ission.

T .  DURA T ION  OF ST A Y  A N D/OR LIMIT A T ION S POLICY             

Our House policy  is that the consum er is allowed to stay  up to 3 0 day s.
 Recom m endation for extension (up to an additional 3 0 day s) can be m ade by
the Victim  Serv ice Director to the Executiv e Director.

There is no lim it of tim e for client/consum ers to receiv e outreach
serv ices.
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Client/Consum ers m ay  be readm itted to the shelter up to three tim es,
after which they  will be referred to another shelter program .

Client/Consum er who v iolated house rules or endangered the safety  of
others will not be adm itted into the shelter again, but can receiv e
outreach serv ices.

2 0 . 1 2        In di v i du a l i zed Ch oi c i es            

U.  IN DIV IDUA LIZED SERV ICES POLICY    

For each consum er who reside in the shelter their serv ice plan shall consist of
the following, but not be lim ited to:

Client/Consum er’s specific indiv idual needs.

Docum entation of consum er input, and agreem ent with goals.

Measurable consum er centered goals.

Progress toward achiev ing goals.

Safety  plans.

V .  RESPON SIBILIT Y  T O MA KE CHOICES FOR SELF POLICY      

Our House staff/adv ocates will discuss the power of control wheel; equality
wheel; v arious dom estic v iolence pam phlets and other brochures will be
offered to the shelter client.  It is the client’s choices to accept the inform ation
to assist the client to m ake choices for healthy  relationships.  If the client does
not desire to accept the inform ation that is shared and it will not harm  her
children it is the client’s choice to accept education on the dy nam ics of
dom estic v iolence. (See LEAH Orientation Packet) Group discussions are
discussed from  booklet.

W.  RESPON SIBILIT Y  T O BE HON EST  IN  PROV IDIN G         
IN FORMA T ION       T HA T  WILL A SSIST  WIT H SERV ICES POLICY      

Shelter staff/adv ocates striv e to work with each consum er that is adm itted
with their short term  and long term  goals.  In the ev ent a consum er is not
honest, the staff person or director will discuss the dishonesty  with the
consum er in a professional m anner.  Each dishonest action will be exam ined. 
Som etim es the issue of dishonesty  will be discussed with the consum er if it is
concerning the projected goals the staff is assisting the consum er with.  If it the
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dishonesty  will not be harm ful to the consum er or the staff the dishonesty
m ight not be discussed with the consum er.  Each situation will be ev aluated by
the director, per consum er and/or per incident.

2 0 . 1 3        Spea k i n g  Ou t  on  Ri g h t s for  Cl i en t s                 

X .  CON SUMERS HA V E T HE RESPON SIBILIT Y  T O SPEA K OUT  WHEN           
T HEY  FEEL T HEIR RIGHT S A RE V IOLA T ED POLICY       

If a shelter consum er feels that their rights hav e been v iolated as it relates to
the batterer, law enforcem ent or staff. They  hav e the right to share their
concerns with the Executiv e Director. The consum er also has the right to
discuss her rights with shelter staff/adv ocate and the staff will allow the
consum er to list the options and plan of action. Staff will assist the consum er
with adv ocacy  serv ices, through telephone calls; accom pany  the consum er to
the agency  that will assist the consum er with the particular right. Referrals
will be giv en to the consum er as well as adv ice to seek legal counsel if
necessary .

Staff/Adv ocate will discussed the m eans of acquiring the appropriate
help whether from  public officials; friends, fam ily  m em ber, shelter
adv ocates and staff. Once the consum er v oice their concerns, options
will be discussed with consum er.

If the consum er’s right has been v iolated concerning laws. Staff will
m ake proper referrals and assistance to assist the consum er to acquire
help and allow her v oice to be heard.

If shelter client/consum er feel their rights were v iolated concerning a
staff, the consum er has the option to write the v iolation and place in the
opinion box or file a griev ance claim . The Executiv e Director will notify
the consum er and schedule an appointm ent to m eet with the consum er
confidential.

2 0 . 1 4        Sh el t er  Ru l es      

Y .  HOUSE RULES POLICY 

Our House’s house rules address the following in our orientation m anual, but is
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not lim ited to:

Safety  and security

Curfew

Sm oking

Household responsibilities

Use of v iolence prohibited (use of corporal punishm ent is prohibited)

Transportation

Consequences of house rules v iolation

Z.  DISCHA RGE OF SHELT ER RESIDEN T  POLICY    

Prior to all consum er exiting the shelter:

Inspection of consum er room  with both the staff and consum er present

All personal property  are to be return to consum er with the consum er
signing v erify ing receipt.

Consum er m ust return any  shelter property  to staff and hav e it
docum ent in their files that they  returned the property .

Staff m ust return of m edications to consum er and docum ent in their
files that the m edicine was returned.

Consum er is encourage to com pletion of a discharge form / exit
interv iew/ serv ice ev aluation.  They  are encourage to com plete the
Healing Voices surv ey  online.

Consum er is adv ised of our outreach program s and docum ent in their
files the continuous serv ices that they  hav e requested from  Our House.

2 0 . 1 5        In v ol u n t a r y  Di sm i ssa l               

A 2 .  IN V OLUN T A RY  DISMISSA L POLICY         

Our House’s inv oluntary  dism issal listing is based on safety  for the
consum er and safety  for others.   Ev en though the consum er m ay  be
dism iss from  the shelter they  are not necessary  dism iss from  receiv ing
outreach serv ices.  Prior to any  and all dism issal request staff will
discuss with the consum er the reason why  they  are requested to leav e. 
Docum entation of the dism issal reasons will be placed in the consum er’s
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file.  This file will be rev iewed again should the consum er m ake contact
for shelter again. 

Consum er’s safety  is in danger

Consum er has place others safety  in danger

Consum er does not adhere to house rules outlined in Shelter
Orientation Manual

Consum er  is drinking alcohol or taking illegal drugs

 

2 0 . 1 6        N on -Sh el t er  Cl i en t s/Con su m er s              

B2 .  SERV ICES FOR N ON -SHELT ER CON SUMERS POLICY      

Serv ices for non-shelter consum ers are outlined under Standards XI in this
m anual.  All serv ices offered by  Our House, Inc.  Priv acy  for serv ices and
m aintaining confidential reports are the sam e for non-shelter consum ers as for
sheltered consum ers. All records for our non-shelter clients are m aintained at
the shelter for security  purposes.  It is our policy  that all v ictim s of dom estic
v iolence deserv e to receiv e safe and priv ate serv ices.  Our outreach serv ices
consist of but not lim ited to:

Support groups

Education regarding dy nam ics of dom estic v iolence

Em powerm ent and options

Safety  planning

Legal inform ation

C2 .  BA T T ERER IN T ERV EN T ION  POLICY          

Our House does not prov ide a therapy  group session for batterers.  We do
prov ide a 26/52 week behav ioral m odification group class. 

Perpetrator m ay  attend these sessions v oluntary  or be court ordered.  

There is a sm all m anagem ent fee for each session.  

All instructors who conduct the classes are required to receiv e at least
40 hours of dom estic v iolence training.
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D2 .  FEES FOR V ICT IM SERV ICE POLICY    

At no tim e will fees be charged to v ictim s of dom estic v iolence.

E2 .  A LCOHOL A N D DRUG A BUSE,  ON  A N D OFF T HE PREMISES,          
POLICY

Being under the influence of alcohol or drugs can seriously  im pair an
indiv idual’s judgem ent and reactions leading to an increased risk of accidents
and injuries occurring. The aim  of this policy  is to ensure the safety  of all
consum ers, staff and v olunteer by  hav ing clear rules in place regarding use
and possession of alcohol and drugs, and to support those who hav e reported a
problem  with alcohol or drug dependence.

For the purpose of the policy , alcohol dependence is defined as: "The habitual
drinking of intoxicating liquor by  a consum er, whereby  the consum er m ay
endangers the safety  of others".

Drug dependence is defined as: "The habitual taking of drugs by  a consum er
other than drugs prescribed as m edication, whereby  the consum er m ay
endangers the safety  of others".

 Principles

All consum ers will be treated consistently  and fairly  in line with this
policy .

The rules on alcohol and drugs will be strictly  enforced.

Consum ers who adm it to hav ing a problem  with alcohol or drugs shall
be fully  supported by  Our House, Inc. they  will be referred treatm ent
prior to adm ission into the shelter for the safety  of other consum ers.

This policy  is designed to com ply  with relev ant legislation such as the
Health and Safety  at Work Act 1 97 4 and the Misuse of Drugs Act 1 97 1
Scope

 Our House policy  is that while on the prem ises all clients/consum ers m ust be
free from  the influence of drugs or alcohol. This will help to ensure the health
and safety  of other consum ers and staff and ensure consum ers understand the
serv ice they  receiv ed.

No client/consum er of serv ices shall be adm itted to the shelter when under the
influence of alcohol or drugs (whether illegal or not) or to substance abuse; · be
in possession of alcohol or illegal drugs; · supply  others with illegal drugs;
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supply  others with alcohol.

On l y  t h e Ex ec u t i v e Di r ec t or  c a n  m a k e a n  ex c ept i on  t o t h i s pol i c y .                                    

When there is reasonable belief that an indiv idual is under the influence of
alcohol or drugs on prem ise (for exam ple if there was a strong sm ell of alcohol
on the person’s breath), they  m ust be referred to treatm ent and dism issed from
the program .

 Our House has the rights to search the prem ises at any  tim e for contentm ent
of alcohol or drugs.  The possession of or dealing in illegal drugs on the prem ises
will, without exception, be reported to the Police.

 Our House will endeav or to ensure that adv ice and help are m ade av ailable to
any  consum er who feels they  hav e a problem  with alcohol or drug m isuse.

 F2 .  V IOLA T ION  OF RULES POLICY     

All consum er who v iolate the safety  rules, confidential policy , house rules or
substance abuse policy  will be discharge from  the shelter.  Outreach serv ices
will be offered to the consum er.

 G2 .  A SSESSMEN T  A N D /  OR T REA T MEN T  POLICY            

Our House does not hav e a credentialed counseling on staff. All assessm ent
and/or treatm ent plans related to therapeutic serv ices will be referred to
Com m unity  Counseling Center or Mental Health.

H2 .   MEDICA T ION  POLICY     

For all intent and purposes, Our House, Inc. does not adm inister or m onitor
any  m edication.  This policy  addresses ov er-the-counter, prescription, and
herbal m edication.   The following standards are to be in placed:

All Medication will be placed into a locked m edication box/baggage by
the consum er with the consum er hav ing the only  key .   The m edication
will be stored in the staff kitchen in a locked cabinet. . 

If m edication is needed, staff will allow the consum er to retriev e needed
m edication at their own risk from  the staff kitchen.   

Our House does not hav e a licensed phy sician or nurse on staff to adm inister or
prescribe any  m edication.  If m edical attention or m edication m onitoring is
needed, the consum er will be referred to the nearest hospital or nursing hom e
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for serv ices.

All m edications left or no longer taken by  client/consum er will be giv en to our
local pharm acy  for disposal.

2 0 . 1 7        Medi c a l  N eeds     

I2 .   MEDICA L N EEDS POLICY    

Upon entering the shelter, all consum er are encouraged to sign a m edical
release form  for cases of em ergencies.  They  also encouraged to sign a release of
liability  form  for the prov ision of em ergency  transportation either by  the
program  or by  am bulance.  It is im portant that the consum er understands
that their self-care and health are im portant to Our House, Inc. 

It is explained to the consum er that on m any  occasions other consum ers hav e
been adm itted to the shelter unaware of their m edical condition until it is too
late for them  to giv e consent, i.e internal bleeding from  a sev ere beating.

2 0 . 1 8        Ser v i c es for  Ma l e V i c t i m  &  Spec i a l  N eeds V i c t i m                          

J 2 .  SERV ICE FOR MA LE V ICT IM POLICY      

Our House believ es that all v ictim s should be treated equality .  All of our
serv ices are offer to both fem ale and m ale.  Howev er, due to the shelter’s
lim ited spacing, m ale v ictim s will be housed at a local hotel or at the hom eless
shelter through our partnership with WISSCA. 

Male client/consum ers will receiv e daily  adv ocacy  from  staff. 

Male v ictim s will be transport daily  to our adm inistration office for case
m anagem ent and adv ocacy  serv ices.

 

K2 .   DISA BILIT Y  A N D/OR SPECIA L N EED POLICY         

Our House believ es that all v ictim s should be treated equality .  Som e
consum er m ay  require m ore hands on adv ocacy .
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Im m ediately  upon adm ission to the shelter the consum er will define
their disability  and/or special needs to the staff.  The consum er will
adv ise the staff on what they  need and how staff can best help them .

Contact will be m ade to ARC and other organizations within to
com m unity  to assist staff in m eeting the needs of the disable.

2 0 . 1 9        Un i v er sa l  Pr ec a u t i on              

L2 .  UN IV ERSA L PRECA UT ION  POLICY       

Each consum er will be inform ed of the basic steps for protection against
infectious diseases. 

There will be signs posted in the shelter with inform ation on how to
protect against infectious diseases.

There will be signs posted at the shelter on the basic steps in univ ersal
precautions such as how to properly  wash their hands.

2 0 . 2 0        Cou n sel i n g       

M2 .   T HERA PEUT IC GROUP SUPPORT  A N D IN DIV IDUA L           
COUN SELIN G POLICY 

Therapeutic group support and indiv idual counseling shall be prov ided by  a
credentialed or licensed indiv idual in social work, counseling or a related field
or by  referral.

 

2 0 . 2 1        Mobi l e  Ph on e     

 N 2 .   MOBILE PHON E POLICY    

All consum er’s web based m obile phone are to be turned off and the battery  to
be rem ov ed when consum er are in the shelter.   Due to the newest technology ,
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GPS locators can be traced.  For the safety  of all consum er and staff at the
shelter facility .  Consum ers are not allowed to utilize their personal cell phone
at the shelter.  They  m ay  use their m obile phones at the Adm inistration office.

2 0 . 2 2        Wea pon s  

 O2    CLIEN T /CON SUMER WEA PON  POLICY      

Consum ers of serv ices of Our House, Inc. m ay  not, at any  tim e while on any
property  owned, leased or controlled by  Our House, including any where that
Our House, Inc. business is conducted or enrichm ent activ ities are prov ided,
such as, parks, schools and so forth, possess or use any  weapon.

 Weapons include, but are not lim ited to, guns, kniv es or swords with blades
ov er four inches in length, explosiv es, and any  chem ical whose purpose is to
cause harm  to another person.

Regardless of whether a consum er possesses a concealed weapons perm it (CWP)
or is allowed by  law to possess a weapon, weapons are prohibited on any
com pany  property  or in any  location in which the consum er receiv es serv ices
from  Our House, Inc. or on behalf of Our House, Inc.

Possession of a weapon can be authorized by  the Our House, Inc.’s Executiv e
Director to allow security  personnel or a trained em ploy ee to hav e a weapon on
agency  property  when this possession is determ ined necessary  to secure the
safety  and security  of agency  consum ers & em ploy ees. Only  the Executiv e
Director, or her/his designee, m ay  authorize the carry ing of or use of a
weapon.

Consum ers who v iolate this policy  will be subject to dism issal from  program
serv ices.

 

 

2 0 . 2 3        Rec or d Keepi n g      
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RECORD KEEPIN G POLICY

It is Our House policy  that each consum er adm itted to the shelter shall hav e a
file that includes the following:

Age

Sex

Children adm itted

Ty pes of abuse

Adm ission of abuse

Discharge date

Acknowledgem ent that consum er has receiv ed house rules, consum er
rights/ responsibilities, griev ance policy , and confidentiality  policy

Acknowledgem ent that consum er entered the program  v oluntarily

All appropriate releases and authorizations as listed in the intake
requirem ents

Intake form

Indiv idualized serv ice or case plan

Exit interv iew of resident at departure

Verification that consum er has been inform ed of the Crim e Victim
Com pensation Program

That consum er files m ust be retained for a m inim um  of fiv e y ears.

That a data collection process has been purchase that conform s to
require statistical reporting for the client/consum er’s records. Current,
program  Em powerDB Serv ices.
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21.Policy: Employee Conduct

2 1 . 1       Gen er a l  Code    

GEN ERA L CODE OF CON DUCT  POLICY   

Our House expects all em ploy ees to observ e certain standards of behav ior while
at work and at com pany -sponsored ev ents.  Em ploy ees shall be responsible for
ensuring that their own conduct and the conduct of any  of their guests at a
com pany -sponsored function are respectful and not offensiv e to any one in
attendance.  Additionally , any  officer or executiv e of Our House whose actions
bring em barrassm ent or reflect negativ ely  on Our House m ay  be subject to
disciplinary  actions.

All em ploy ees of Our House are at-will em ploy ees, and this docum ent does not
alter the at-will em ploy m ent status nor does it constitute a contract of
continued em ploy m ent.  At-will em ploy m ent m eans that em ploy ees are free to
resign their em ploy m ent at any  tim e, for any  reason, and Our House retains
the sam e right, and that em ploy m ent m ay  be term inated, with or without
cause, and with or without prior notice, at any  tim e at the option of either Our
House or the em ploy ee.

When possible, Our House will address unacceptable conduct with progressiv e
correctiv e action.  Howev er, som e conduct m ay  be of such a nature as to
justify  im m ediate term ination of em ploy m ent.

Below is a list of conduct that is considered unacceptable conduct and m ay
result in correctiv e action, up to and including term ination.  This list is not
intended to be all-inclusiv e, but is m erely  a guide to the ty pes of behav ior that
are unacceptable as an em ploy ee of Our House.

Reporting to work under the influence of alcohol and/or drugs. Using,
selling, or possessing illegal drugs on Our House prem ises or while on
Our House business;

Posting any  literature, handbills, petitions, posters, or other m aterials
on the prem ises without the approv al of Chief Executiv e Officer.

Possession of weapons on the prem ises; 

Engaging in any  m anner or form  of discrim ination and/or harassm ent,
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regardless of whether it is sexual, racial, religious, or related to
another’s gender, age, sexual orientation, or disability  or m aking any
defam atory  rem ark regarding any  co-worker, client, guest, or Board
m em ber; 

Misuse or waste of Our House tim e and/or property ; 

Misuse, theft, waste, or destruction of Our House’s property  or that of
another em ploy ee;

Fighting, threatening, intim idating, or coercing fellow em ploy ees
during working hours or at Our House-sponsored functions;

Using foul or offensiv e language;

Disclosure or use of confidential or proprietary  inform ation without
proper authorization;

Misuse of Our House telephones, facsim iles, com puters, letterhead, or
other com m unication dev ices;

Clocking in for another em ploy ee;

Engaging in work for personal gain on Our House tim e;

Insubordination, including, but not lim ited to refusal to follow
superv isor’s instructions, disrespectful behav ior, etc.; (See
Insubordination Policy ) 

Acting outside an em ploy ee’s job authority ;

Representing Our House to other agencies, political bodies, or the
com m unity  at large, without proper approv al from  the Chief Executiv e
Officer; 

Act of om ission or com m ission that potentially  endangers residents, self,
or fellow em ploy ees;

Giv ing false inform ation or failure to disclose pertinent inform ation in
pre-em ploy m ent docum ents;

Gam bling on the prem ises;
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Illegal or im m oral conduct on Our House property ; and

Felony  conv iction

Additionally , any  of the following m isconduct m ay  result in disciplinary
action, up to and including, term ination of em ploy m ent.

Fa i l u r e t o:     

Com plete all docum ents and records accurately  and com pletely ;

Maintain satisfactory  attendance and punctuality ;

Perform s duties and operate equipm ent with care to protect the safety  of
em ploy ee in an appropriate m anner;

Obtain authorization to rem ov e Our House property  or property  of
another em ploy ee from  its location;

Rem ain in one’s work area, on the job, and awake during working
hours;

Report to work fit for duty ;

Notify  superv isor of any  prescription m edication being taken that 
could affect the em ploy ee’s perform ance on the job;

Pass a m andatory  drug and/or alcohol test or refusal to take a drug  
and/or alcohol test;

Report client accident/injury  or abuse;

Meet m andatory  training requirem ents within specified tim e fram es;

Com ply  with safety  rules or any  of Our House’s policies;

Adhere to therapeutic and/or program m atic principles;

Com ply  with federal laws or program m atic policies regarding client
confidentiality  (i.e., HIPPA)
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2 1 . 2       Con du c t  Di sc i pl i n e Pol i c y               

  EMPLOY EE CON DUCT  DISCIPLIN E POLICY   

The purpose of this section is to establish a policy  for disciplining em ploy ees for
conduct inconsistent with Our House, Inc.'s standards and policies. 
Enforcem ent of Our House, Inc.'s rules and m aintaining discipline am ong
em ploy ees is the responsibility  of superv isors. 

Managem ent at all program  lev els shall m aintain standards of conduct and
work perform ances in accordance with the best interests of Our House, Inc. 
and of personnel assigned to them .  These standards shall apply  to all em ploy ee
activ ities at the office, and on Our House business away  from  the office.

In all cases inv olv ing em ploy ee discipline, the Chief Executiv e Officer m ust be
contacted for counsel and guidance prior to any  disciplinary  action. The final
decision as to the appropriate action, if any , shall be the responsibility  of the
superv isory  authority  inv olv ed.

 

V er ba l  a n d Wr i t t en  Wa r n i n g s                

Minor infractions of Our House’s rules and regulations will be discussed
v erbally  with the em ploy ee by  the superv isor prior to inv oking m ore sev ere
discipline. 

Repeated disregard of Our House, Inc. rules and regulations will be reduced to
writing, and should contain specific inform ation about the incident. A copy  of
the warning will be giv en to the em ploy ee, and a copy  forwarded to the Chief
Executiv e Officer for inclusion in the em ploy ee's personnel record.  After three
written warnings, an em ploy ee m ay  be placed on suspension without pay  or
recom m ended for term ination. 

In extraordinary  circum stances, as determ ined by  the Chief Executiv e Officer
the em ploy ee m ay  be placed on im m ediate suspension with pay  pending a
hearing on the m atter. 

The superv isor m ay  attem pt to correct unacceptable behav ior with a v erbal
warning and/or counseling and/or other appropriate inform al m eans,
whenev er practical, prior to taking form al action against an em ploy ee.
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2 1 . 3       Pr ofessi on a l /Ou t si de Con du c t             

PROFESSION A L/OUT SIDE CON DUCT  POLICY       

The work Our House perform s and the em ploy ee who represents Our House
will determ ine Our House’s prestige and reputation in the com m unity .  It is
expected that em ploy ees will m aintain the highest degree of behav ior,
integrity , and honesty .  The com m unity  will judge Our House by  the actions of
our em ploy ees.

Staff are expected to m aintain appropriate phy sical and/or em otional
boundaries with all clients and their guardians/significant others.

Staff m em bers are prohibited from  engaging in any  form  of relationship
bey ond that which is required to carry  out their duties as an em ploy ee
with current clients and their guardians/significant others.  Staff
m em bers are expected to respect the nature and integrity  of their
therapeutic relationship with clients.  Staff m em bers are strongly
discouraged from  pursuing social relationships with form er clients and
their guardians/significant others after discharge;

Staff m em bers are prohibited from  engaging in sexual relationships
with clients and/or their guardians/significant others at any  tim e the
client are enrolled in the organization and thereafter.  Staff m em bers
are prohibited from  engaging in the activ e care of any  client or from
interacting in any  official capacity  with their guardians/significant
others when a sexual relationship has existed with any  of those
indiv iduals prior to the client entering the organization.  Staff m em bers
to which this prov ision applies m ust disclose the relationship to their
superv isor im m ediately  upon learning of the client’s enrollm ent in the
organization;

No em ploy ee should deriv e any  m aterial personal benefits from  hav ing
transacted business on behalf of the organization, other than those
conferred upon them  directly  by  the organization.  This includes any
prom ise or offer of em ploy m ent, giv ing of m oney , tickets to special
ev ents, and actions intended to prom ote the staff to others who m ay
offer such.  Reasonable allowances are m ade for acts of gratitude by
clients and/or their guardians/significant others inv olv ing sm all gifts
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of appreciation hav ing m onetary  v alue of not m ore than $1 0.00. Staff
m em bers shall disclose all such instances to their im m ediate superv isor;

Staff m em bers are prohibited from  representing them selv es as
com petent to prov ide serv ices for which they  are not credentialed, as
appropriate, or not com petent to prov ide, outside their specific job
description, or which are clearly  the purv iew of other staff; 

Staff m em bers are expected to place the welfare and safety  of clients and
their fam ilies in m atters affecting them  abov e all other concerns.  Staff
m em bers are expected to urge changes in the liv es of clients only  in the
interest of prom oting recov ery  from  the illness that the organization is
charged to treat; 

Staff m em bers are expected to rem ain aware of personal skills and
lim itations.  Staff m em bers should be willing to recognize when it is the
best interest of clients to request to be excused from  participating in an
aspect of care;

Staff m em bers are expected to exhibit responsible concern for the well
being of professionals and peers and the organization’s com m unity  by
not ignoring m anifestations of illness or unethical conduct in
colleagues;

Staff m em bers are expected to accept responsibility  for staff training,
continuing education, and professional dev elopm ent as part of the
organization’s com m itm ent to prov iding quality  client care in a safe,
secure, and therapeutic env ironm ent.

Staff shall treat as confidential and priv ileged any  identify ing health
inform ation relating to client care in accordance with the Code of
Federal Register 42, Part 2  and the Health Insurance Portability
Accountability  Act of 1 996.

Staff shall separate personal interests from  those of the organization to
prev ent preferential treatm ent in purchasing goods, and serv ices (not
to exclude buy ing or selling of stocks, bonds, or other securities).  Staff
responsible for procuring goods and serv ices shall disclose to the Chief
Executiv e Officer when a v endor or potential v endor is a close relativ e.

Staff should inform  the Chief Executiv e Officer of any  outside
em ploy m ent or activ ity  that m ay  present a conflict of interest with the
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organization, detract from  the v iability  of the organization, or generate
personal financial gain at the expense of Our House.

All staff shall work to m aintain nam e recognition of the organization in
the business and professional com m unity , and shall conduct them selv es
at all tim es in a m anner that is congruent with the professional and
business standards of integrity .

All staff professionally  responsible for adhering to a professional code of
ethics is supported by  the organization in doing so.  If at any  tim e the
staff should note discrepancies between the professional code of ethics
and the organization’s code of ethics, they  should im m ediately  report
such to their superv isor to seek further consultation/resolution 

This conduct, and other conduct outside of regular working hours which would
reflect unfav orably  on Our House, will be considered a v iolation of the Code of
Conduct and subject the em ploy ee to disciplinary  action, which m ay  include
im m ediate term ination.

In addition, the em ploy ees m ay  be disciplined in accordance to Our House’s
Harassm ent Policy  and/or the policy  on Rom antic Sexual Relationships if the
outside conduct shall fall within these categories.

2 1 . 4       Pr oper  Com m u n i c a t i on             

PROPER COMMUN ICA T ION  IN SIDE A N D OUT SIDE          Of OUR HOUSE’S
PROPERT IES   

Our House believ es that com m unication is at the heart of good em ploy ee and
com m unity  relations.  Our House encourages em ploy ees to share their
concerns, seek inform ation, prov ide input, and resolv e work-related issues by
discussing them  with their superv isors until they  are fully  resolv ed.  It m ay
not be possible to achiev e the results an em ploy ee wants, but the superv isor
needs to attem pt to explain in each case why  a certain course of action is
preferred.  If an issue cannot be resolv ed with com m unication with the
superv isor, then that issue should be com m unicated up the chain of com m and
until the issue is resolv ed (up the entire chain, if necessary ).  The superv isor
should set up a tim e for both he and the em ploy ee to discuss the issue with the
next in com m and.  If the issue related to the safety , perm anency , and/or well
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being of our consum ers or the safety /well being of staff and has risen to the
lev el of concern that the staff inv olv ed believ es it requires im m ediate
attention, the issue should be brought to the im m ediate attention of senior
m anagem ent.

When an em ploy ee com m unicated with the external entities, the em ploy ee
should keep in m ind that he or she is representing Our House.  The em ploy ee
should striv e to present him  or herself in a professional positiv e m anner.  Our
House recognizes com m unication outside Our House is required as a part of
fulfilling the ev ery day  requirem ents of the job; howev er when the
com m unication m ov es bey ond the ev ery day  scope of responsibilities, and/or
bey ond the ty pical circle of indiv iduals with whom  the em ploy ee ty pically
com m unicate, and/or has critical, sensitiv e, or legal im plications, then the
com m unication m ust first be approv ed by  the Chief Executiv e Officer.

Regardless of the situation, em ploy ees should be able to discuss openly  any
work-related problem s and concerns without fear of retaliation.  Managers and
superv isors are expected to listen to em ploy ee concerns, encourage their input,
and seek resolution to the issues and concerns.  Often this process will require
setting a m eeting in the near future.  Managers and/or superv isors are to set
these m eetings as quickly  as possible, and em ploy ees are expected to
understand that issues and concerns, m ay  not alway s be addressed at the
m om ent they  arise.  Discussing these issues and concerns with m anagem ent
will help to find a m utually  acceptable solution for nearly  ev ery  situation.

If an em ploy ee has a concern about discrim ination and/or harassm ent or any
issue he or she wishes to griev e, Our House has set up special procedures to
report and address those issues.  The proper reporting procedures are set forth
in Our House’s Harassm ent and Discrim ination policy  and in Our House’s
Griev ance policy .
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22.Policy: Employee Discipline & Grievance Issues

2 2 . 1       Sc h edu l e  of  Offen ses a n d Di sc i pl i n a r y  A c t i on                        

A. SCHEDULE OF OFFENSES AND AUTHORIZED DISCIPLINARY ACTION

Gr ou p On e i n c l u des t h e fol l ow i n g  offen ses:                     The accum ulation of three
(3 ) written reprim ands within a three (3 ) m onth period will result in
suspension without pay  not to exceed three (3 ) working day s.  Four written
reprim ands within a six (6) m onth period m ay  result in dism issal.

1 .    unexcused tardiness;

2 .    abuse of work tim e such as unauthorized tim e away  from  work area or

3 .    failure to notify  superv isor prom ptly  upon com pletion of assigned work;

4.    obscene or abusiv e language;

5.    conv iction of a m ov ing traffic v iolation while in  a com pany  v ehicle

6.    failure to report to work without giv ing proper notice to superv isor

7 .    leav ing the work site without perm ission during work hours.

 

Gr ou p T w o Offen ses    

Acts and behav ior in this group are of m ost serious nature. Com m ission of one
(1 ) Group Two offenses m ay  be disciplined by  written reprim and and/or m ay
result in suspension without pay  up to thirty  day s, or dism issal.

Gr ou p T w o i n c l u des t h e fol l ow i n g  offen ses:                                              

1 .    unauthorized absence or leav e in excess of three (3 ) consecutiv e working
day s without proper notification and satisfactory  explanation;

2 .    use of alcohol or the unlawful m anufacture, distribution, dispensing,
possession or use of controlled substances while on the job or on the em ploy er's
prem ises;

3 .    reporting to work under the influence of, or when ability  is im paired by ,
alcohol or the unlawful use of controlled substances;
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4.    falsification of records, such as, but not lim ited to, v ouchers, reports, tim e
records,  leav e records, em ploy m ent applications, or other official docum ents;

5.    willful of negligent defacem ent of or dam age to the records or property  of
the office, another em ploy ee or business inv itee of Our House Program

6.    acts of phy sical v iolence or fighting;

7 .    v iolation of safety  rules where there exists a threat to life or hum an safety ;

8.    unauthorized possession or use of firearm s, dangerous weapons or
explosiv es;

9.    threatening or coercing em ploy ees, superv isors, or business inv itees of
office including stalking;

1 0. crim inal conv iction for a felony  or m isdem eanor while em ploy ed. A plea or
v erdict of guilty , or a conv iction following a plea of no contest to a charge of a
felony  or a m isdem eanor is deem ed to be a conv iction within the m eaning of
this offense;

1 1 . acts of conduct occurring on or off the job which are plainly  related to job
perform ance and are of such nature that to continue the em ploy ee in the
assigned position could constitute negligence in regard to Our House's duties to
the public

1 2 . engaging in prohibited activ ity ;

1 3 . leav ing the work site without perm ission where there exist a threat to life
or hum an safety ;

1 4. theft on the job.

1 5. a breach of Our House security  or confidentiality ;

1 6. willful v iolation of Personnel Board Policies, rules and regulations;

1 7 . operation of a com pany -owned m otor v ehicle without a v alid Mississippi
Driv er's License.

1 8. insubordination, including, but not lim ited to, resisting m anagem ent
directiv es through actions and/or v erbal exchange, and/or failure to refuse to
follow superv isor's instruction, perform  assigned work, or otherwise com ply
with applicable established written policy ;
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1 9. unauthorized use or m isuses of Our House property  or records.

 

2 2 . 2       Doc u m en t a t i on  of Cor r ec t i v e  A c t i on s                     

DOCUMENTATION OF CORRECTIVE AND DISCIPLINARY ACTIONS 

When the appointing superv isor or designated representativ e has taken
correctiv e action prelim inary  to a form al disciplinary  action, a written
account of such action will be placed in the em ploy ee's personnel file.  Form al
disciplinary  actions include written reprim and, suspension, dem otion, and
dism issal.

When the em ploy ee has been reprim anded, a copy  of the reprim and shall be
placed in his/her personnel file.  All reprim ands m ust be in writing.

Docum entation of correctiv e actions, disciplinary  m easures, and written
reprim ands m ay  be kept indefinitely  in the em ploy ee's personnel file.

Before any  reprim and or other adv erse com m ent is placed in an em ploy ee's
personnel file, the em ploy ee shall be giv en:

1 .    a copy  of the m aterial to be placed in his or her file; and

2.    a written notice that the m aterial will be placed in his or her personnel
file.

The appointing authority  shall keep a copy  of the notice, which shall contain
either the em ploy ee's acknowledgm ent that he or she has receiv ed the
m aterial and the notice, or a statem ent signed by  the person who deliv ered the
m aterial and the notice that the em ploy ee refused to sign such an
acknowledgm ent.

The appointing authority  shall determ ine what job-related inform ation will be
included in each em ploy ee's personnel file. Howev er, the inclusion of any
inform ation which m ay  adv ersely  affect a perm anent em ploy ee's
com pensation or em ploy m ent shall be a griev able appealable issue.

2 2 . 3       Gr i ev a bl e  Issu es       
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GRIEVABLE ISSUES 

The following issues are griev able:

1 .    disciplinary  actions, including reprim ands, dem otions, and suspensions;

2 .    application of personnel policies, procedures, rules, regulations,
ordinances, and statutes;

3 .    acts of reprisal against an em ploy ee for using the griev ance procedure;     

4 .    com plaints of discrim ination on the basis of race, color, sex, religion,
national origin, age, disability , or political affiliation

5.    perform ance appraisal  ratings to the extent they  affect an em ploy ee's
em ploy m ent status or com pensation;

6.    perm anent relocation of em ploy ees as a disciplinary  m easure, for political
reasons and/or where the em ploy ee can present substantiv e ev idence that the
m anagem ent decision to relocate the em ploy ee was arbitrary  or capricious.

2 2 . 4       Gr i ev a n c e a n d A ppea l            

GRIEVANCE AND APPEAL    

Em ploy ees of Our House should read the handbook in its entirety  and rem ain
fully  inform ed on policies and procedures.  Opportunities for em ploy ees to
express their opinions, discuss com plaints, or seek inform ation that affects
positions will be m ade av ailable.  If a problem  affecting work should arise, all
lev els of m anagem ent are av ailable to listen, counsel, or discuss the problem . 

All griev ances should be processed through an em ploy ee’s chain of com m and
whenev er possible.  Howev er, consultation with Chief Executiv e Officer is
av ailable to an em ploy ee or superv isor at any  point in the griev ance
procedure.  All parties are encouraged to inv olv e the Chief Executiv e Officer in
any  griev ance process.  Ev ery  effort will be m ade to resolv e the problem . 
Retaliation in response to a griev ance filed in good faith will not be tolerated. 
Howev er, an em ploy ee who files a griev ance in bad faith will be subject to
disciplinary  action, not to exclude term ination.
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All em ploy ees are encouraged to v oice their concerns or suggestions regarding
em ploy ee policies to the Chief Executiv e Officer.  The Chief Executiv e Officer
will bring these concerns before the senior m anagem ent team  as soon as
practicable.

A perm anent em ploy ee m ay  file a griev ance on those issues listed below,
through the griev ance procedure.  A probationary  em ploy ee or contractual
em ploy er m ay  griev e only  alleged acts of discrim ination based on race, color,
creed, religion, national origin, sex, age, disability , or political affiliation in
any  personnel action of em ploy m ent practice.

 

1 .    The em ploy ee who has a griev ance m ust first m ake a written request for a
conference with the superv isor taking action within fiv e (5) working day s to
see if the griev ance can be settled or reconsidered. 

2 .    If the griev ance is not settled or reconsidered by  the direct superv isor
within fiv e (5) working day s, the em ploy ee m ay  request in writing that the
direct superv isor schedule a griev ance conference with the next authority  in
the chain of com m and.

3 .    If the griev ance still is not resolv ed, to the em ploy ee's satisfaction, a
written request m ay  be m ade to the direct superv isor within two (2) working
day s for a conference with the Chief Executiv e Officer.  The Chief Executiv e
Officer will m ake the final decision on all griev ances, except in the case of
superv isory  em ploy ees who report directly  to the Chief Executiv e Officer.

4.    Superv isory  em ploy ees who report directly  to the Chief Executiv e Officer
shall      follow steps 1  and 2 , except that in step 2 , they  will m ake a written
request for a griev ance m eeting with the Board of Directors.

Our House, in its discretion, m ay  determ ine that in certain instances this
griev ance procedure will not be followed.  It also m ay  determ ine that, in its
discretion, an em ploy ee should be suspended during the period of the rev iew
procedure, with the understanding that the em ploy ee will receiv e full
com pensation for the period of suspension if the rev iew rev eals that he/she
lacks responsibility  for the problem  griev ed.  An em ploy ee m ay  not utilize the
griev ance procedure for issues regarding the rights of other em ploy ees that do
not affect the em ploy ee raising the griev ance.

In all m atters regarding com plaints of harassm ent, em ploy ees m ust utilize the
policy  and procedure outlined in the harassm ent polic.
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23.Policy: Ethics Code or Rights

2 3 . 1       Pol i c y :  Code of Et h i c s Pol i c y              

1 . A .             CODE OF ET HICS POLICY

Our House, Inc.  has adopted a code of ethics policy  to guide its board m em bers,
v olunteers and staff in their conduct when acting on behalf of the Our House,
Inc.

The Policy  contains broad principles reflecting the ty pes of behav ior the Our
House, Inc. expects towards consum ers, donors, em ploy ees, peers and the
public.

This policy  is not intended as a stand-alone policy . It does not em body  the
totality  of the Our House, Inc. ethical standards, nor does it answer ev ery
ethical question or issue that m ight arise. Rather, it is one elem ent of a broader
effort to create and m aintain a quality  organization that giv es ethical conduct
the highest priority . This policy  will be rev iewed periodically .

Ou r  Hou se’s c ode of et h i c  pol i c y  for  Boa r d m em ber s,  v ol u n t eer  a n d                          
st a ff  a r e  a s fol l ow s:         

Listen to our consum ers and m ake all reasonable efforts to satisfy  their
needs and concerns within the scope of our m ission, and to striv e for
excellence and innov ation and dem onstrate professional respect and
responsiv eness to constituents, donors and others.

Make an effort to understand, respect and support our consum ers from
other cultures, exem plified by  the contributions of our staff and
executiv e leadership, and to contribute to an organizational culture
that respects the div erse, indiv idual contributions of staff and
leadership.

Com ply  with applicable federal, state and local laws, regulations and
fiduciary  responsibilities in an effort to create transparency  in all of our
operations.

For the board of directors, prov ide credible and effectiv e ov ersight to the
organization’s work without personal bias.

Not accept com m issions, gifts, pay m ents, loans, prom ises of future
benefits or other item s of v alue from  any one who has or m ay  seek som e
benefit from  the Our House, Inc. in return, other than occasional gifts of
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nom inal v alue that are in keeping with good business ethics.

Abide by  the gov erning docum ents and policies of the Our House, Inc.

Be accountable for adhering to this Code of Ethics.

Follow Our House, Inc.’s  Conflict of Interest Policy  located on page 53  of
em ploy ees’ m anual

Im plem ent and follow a Whistleblower Policy  which states that there
will be no retaliation for reporting of v iolation of any  and all policies
and standards that gov ern Our House, Inc.’s serv ice program .

Act at all tim es in accordance with the highest ethical standards and in
the best interest of the Our House, Inc.’s consum ers, donors and
reputation.

Openly  and honestly  tell the truth.

1 . Honor our com m itm ents and prom ises to the best of our abilities.

2 . Prov ide indiv idualize serv ices without respect for m onetary
gain.

3 . Appropriately  acknowledge contributions from  other indiv iduals
and organizations who help facilitate our goals.

4. Not be deceptiv e in our fundraising activ ities or in prospecting
for new m em bers to join the Our House, Inc.’s board.

5. Adv ocate for all nonprofit organizations, but not for any  specific
initiativ e - being respectful to the sector as a whole.

6. Not lobby  with the intent to influence indiv idual candidates.

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 257 of 402



24.Policy: Ethics and Service Providers

2 4 . 1       Ser v i c e  Pr ov i der s Code of Et h i c              

B.    SERV ICE PROV IDERS CODE OF ET HIC     SUMMA RY

Our House, Inc.’s Serv ice Prov iders Code of Et h i c s Pol i c y           which gov ern
serv ice prov ider’s behav ior and interactions are:

For  Con su m er s:    

Respect and protect civ il and legal rights.

Respect rights to priv acy  and confidentiality . Exceptions are m ade
subject only  to laws requiring suspected crim inal conduct to be reported
in order to prev ent future v ictim ization or m iscarriages of justice.

Prov ide each consum er with indiv idualized serv ices, working with
regard to his or her welfare without regard for m onetary  gain.

If adm ission to the shelter could create a potential risk to the shelter, the
consum er shall be referred elsewhere.

Serv e as an adv ocate when requested and, in that capacity , act on
behalf of the consum er in a nonjudgm ental m anner without regard to
personal conv ictions.

For  Col l ea g u es,  ot h er  pr ofessi on a l s a n d t h e pu bl i c :                      

Work with colleagues in such a way  as to prom ote m utual respect and
im prov e serv ices.

Work to prom ote crim e prev ention and v iolence prev ention as a public
serv ice and as an adjunct to consum er serv ices.

Work to activ ely  pursue social change to benefit consum er rights.

For  Pr ofessi on a l  Con du c t :         

Maintain confidentiality  about consum ers.

Report the m isconduct of any  colleague to Executiv e Director. If the
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Executiv e Director is the offender then the report should be m ade to the
Board of Directors.

Prov ide nonjudgm ental serv ices to consum ers, or prov ide referrals.
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25.Policy: Ethics and Compliance

2 5 . 1       Com pl i a n c e,  Mon i t or i n g  a n d Repor t i n g                      

D.    COMPLIA N CE,  MON IT ORIN G A N D REPORT IN G POLICY         

Our House, Inc. m anagem ent is responsible for com m unicating this Code of
Ethics to all m em bers of the board of directors, v olunteer, as well as staff, staff
interns and staff v olunteers and for ensuring its adherence at all tim es. Should
any one v iolate the code of ethics, it should be reported im m ediately  to the
current Executiv e Director.
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26.Policy: Ethics & Privacy

2 6 . 1       Pr i v a c y       

C.   PRIV A CY  POLICY    

Priv acy  issues to consider around the safety  for v ictim s are:

Respect the confidentiality  of sensitiv e inform ation about the Our
House, Inc.’s consum ers, fam ily  m em bers and associates, donors, board
and em ploy ees.

Assure that the inform ation that a consum er prov ides will not be
rev ealed to his/her batterer.

Do not discuss consum er’s files with his/her batterers.

Consum ers should be interv iewed priv ately  and alone or with a
professional interpreter (do not use fam ily  or friends).

Consider alias for safety  of consum er.

Do not question the consum er in front of children, if possible.

Assist consum ers with safety  planning.

Ensure consum er’s rights to priv acy .
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27.Policy: Ethics & Bill of Rights

2 7 . 1       Bi l l  of  Ri g h t s a n d Respon si bi l i t i es                 

1 . E.  CON SUMER/CLIEN T  BILL OF RIGHT S A N D      
RESPON SIBILIT IES POLICIES 

Ou r  Hou se,  In c . ’s Pol i c y  r eg a r di n g  Con su m er s’  Bi l l  of  Ri g h t s a r e:                                

a) Consum ers hav e the right to priv acy  and uncensored
com m unication.

b) Consum ers hav e the right to a griev ance process. This m ay  include a
written com plaint, hearing or other procedures as described in the
policy  and procedural m anual.

c) Consum ers hav e the right to indiv idualized serv ices and to giv e input
into goals/plans m ade in their treatm ent plan.

d) Consum ers hav e the right to confidentiality  of com m unication with
staff, both v erbal and written.

e) Consum ers hav e the right to be treated with dignity  and respect.

f) Consum ers hav e the right to m ake their own decisions.

g) Consum ers hav e the right not to be sham ed or blam ed for hav ing
been a v ictim  of dom estic v iolence.

h) Consum ers hav e the right to be free from  all form s of abuse: phy sical,
m ental, em otional, psy chological or sexual.

i) Consum ers hav e the right to worship in the religious faith of their
choice.

j) Consum ers hav e the right to seek counsel.

k) Consum ers hav e the right to a safe and hum ane env ironm ent.

l) Consum ers hav e the right not to be discrim inated against in the
prov ision of serv ices due to age, race, creed, sex, ethnicity , color,
national origin, m arital status, sexual orientation, handicap, or
religion.

Ou r  Hou se,  In c .  Con su m er ’s Respon si bi l i t i es Pol i c y  a r e  a s fol l ow s:                            

a) Consum ers hav e the responsibility  to treat staff and other consum ers
with dignity  and respect.
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b) Consum ers hav e the responsibility  to keep the location of the shelter
and related offices and any  inform ation, (learned or shared), regarding
other consum ers or staff, confidential.

c) Consum ers hav e the responsibility  to know and to follow the shelter
guidelines.

d) Consum ers hav e the responsibility , with the assistance of program
staff, to set goals for them selv es (and their children) and to work toward
accom plishing those goals during their stay .

e) Consum ers hav e the responsibility  to be willing to listen to all parties
before form ing an opinion, and to try  to resolv e problem s with staff and
other consum ers through the established griev ance process.

f) Consum ers hav e the responsibility  to be honest regarding their
personal situations and to share inform ation that will assist staff in
planning and coordinating their serv ices.

g) Consum ers hav e the responsibility  to exam ine all inform ation
av ailable and m ake choices for them selv es and their fam ily , after
rev iewing all of their options.

h) Consum ers hav e the responsibility  to becom e educated about the
dy nam ics of v ictim ization, and to discuss with staff if they  feel they  are
being re-v ictim ized or if they  feel that they  are being blam ed for their
v ictim ization.

i) Consum ers hav e the responsibility  to express their feelings and
opinions in a responsible m anner and to be tolerant of opinions that
differ from  theirs.

j) Consum ers hav e the responsibility  to speak out when they  feel that
their rights are being v iolated and to learn about their indiv idual
rights.

It  i s Ou r  Hou se,  In c .  pol i c y  t h a t :                 

All consum ers be inform ed of both their rights and responsibilities upon
adm ission into any  and all serv ice program s. A copy  of this policy  m ay
be found in the Shelter Orientation Packet and posted on the wall at the
shelter and adm inistrativ e building.

It  i s Ou r  Hou se,  In c .  pol i c y  t h a t :                 

If any  staff, consum er, board m em ber or v olunteer v iolate the
Consum er’s Bill of Rights and Responsibilities that this m ay  be ground
for disciplinary  actions by  the Executiv e Director.
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If the Executiv e Director v iolate the consum er’s rights and
responsibility  this action will be taken before the Board of Trustees for
rev iew.

Our House, Inc.’s Consum er’s Bill of Rights and Responsibilities Polices do n ot
prev ent discharging a consum er/client who has not com plied with the house
rules or who otherwise m eets established program  criteria for dism issal.
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28.Policy: Fiscal Management

2 8 . 1       Fi sc a l  Ma n a g em en t            

A .   FISCA L MA N A GEMEN T  POLICY        

1 . Our House Fiscal Managem ent Policies are:

That the Boa r d of Di r ec t or s         form ulates financial policies,
delegates adm inistration of the financial policies to the Executiv e
Director and rev iews operations and activ ities.

That the Ex ec u t i v e Di r ec t or            has m anagem ent responsibility
including financial m anagem ent.

That current job descriptions will be m aintained for all
em ploy ees, indicating financial duties and responsibilities.

That financial duties and responsibilities m ust be separated so
that no one em ploy ee has sole control ov er cash receipts;
disbursem ents; pay roll; reconciliation of bank accounts; etc.

That all em ploy ees inv olv ed with financial procedures shall take
v acations or leav es of at least 5 consecutiv e work day s each y ear.
During such periods, back-up personnel who hav e been cross-
trained in their duties will perform  their tasks.

That a blanket em ploy ee dishonesty  cov erage in the am ount of
$5 0 , 0 0 0       shall be m aintained.

That Professional financial serv ice prov iders will be established
annually . Which include  but not lim ited to: Pea c h t r ee    
(accounting software), A DP   (pay roll serv ices), the
T r a v el er s/Wor k m a n  Com pen sa t i on ,  Bl u e Cr oss/Bl u e                      
Sh i el d,  &  Den t a l /V i si on              (insurance), Pl a n t er s,  Sou t h er n         
Ba n k c or p,  &  Reg i on s          (banking), Ha r t for d      (restricted
inv estm ents and retirem ent serv ices), and Ki m bl e  
A c c ou n t i n g  Ser v i c es               ( internal auditor) Ba n k s,  Fi n l ey  a n d         
Wh i t e     (independent auditors).

That Fi n a n c i a l  Offi c er            will m aintain a current and accurate
log of the chart of accounts, job accounts and accounting classes.

That these policies and procedures will be rev iewed bi-annually
by  the Ex ec u t i v e Di r ec t or  w i t h  r ec om m en da t i on  for                       
c h a n g es y ea r l y  t o t h e Boa r d of Di r ec t or  w h en                     
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n ec essa r y .    

That all financial m anagem entof the program  and to m aintain
appropriate docum entation for a m inim um  of fiv e y ears.

That the agency  recognized that it has a fiduciary  responsibility
to the v ictim s of dom estic v iolence and the com m unities in
which they  function.

B.   DOCUMEN T A T ION  A V A ILA BLE T O T HE PUBLIC POLICY            

Our House Policy  is that the following docum ents will be av ailable for rev iew
by  funding sources and MCADV shelter credential com m ittee and m aintained
in the Financial Officer’s office:     Prior to rev iewing all agents m ust sign a
confidentiality  form .

Proof of 501  (c) (3 ) letter

Copies of program s’ fiscal policies and procedures with corresponding
am endm ents and updates.

Copy  of annual budget for current fiscal y ear.

Copy  of current annual audit and copy  of current 990.

Proof of nonprofit registry  with the Secretary  of State

Board Minutes reflecting  financial m onitor of : Each program  is
responsible for prov iding docum entation of Board ov ersight of the
financial m onitoring of the program  including, but not lim ited to:

a)     Annual dev elopm ent and rev iew of budget

b)    Rev iew of all financial reports

c)    Rev iew of annual audit

C.    FIDUCIA RY  HA N DLIN G OF FUN DS POLICY        

Our House Policy  regarding the fiduciary  handling of m onies within the
organization are to be included in the Fiscal Managem ent Policy  Manual for
the following:

That m ethods of internal control for the organization, include process
for adequate controls and segregation of duties

That No checks written to cash.

That pay roll is rev iewed by  the Director and that all tim esheets are
signed by  the Director

That financial statem ents  are presented to the Board at ev ery  m eeting
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That the Board Treasurer/Secretary  shall be the direct  Board m em ber
working with financial officer or shelter Executiv e Director on finances

That pay m ent of appropriate pay roll taxes are m ade bi-weekly .
(Current all pay roll taxes are paid through Autom atic Data Pay roll
(ADP).)

D.   IN SURA N CE COV ERA GE POLICY      

Our House Policy  is that the following insurance cov erage and appropriate
docum entation be m aintain in the financial officer’s office:

Dishonesty  insurance (Bond)

Professional liability  insurance for em ploy ees

Workers com pensation

Unem ploy m ent com pensation (if applicable)

General liability  insurance

Property  insurance or rental insurance (as appropriate)

Vehicle insurance for agency  owned v ehicles or leased v ehicles
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29.Policy: Harassment

2 9 . 1       Gen er a l  Pr ov i si on s         

HA RA SSMEN T  POLICY      

General Prov isions

Our House will not tolerate illegal discrim ination of any  kind or by  any
indiv idual in the workplace or affecting the workplace.  Discrim inatory
conduct includes harassm ent, and it consists of v erbal or phy sical conduct that
shows hostility  toward an em ploy ee because of his/her race, skin color,
religion, gender, national origin, age, disability , m ilitary  status or other
protected category .  Sexual harassm ent is just one form  of prohibited
harassm ent.

Prohibited conduct include, but not lim ited to, epithets, derogatory , or
suggestiv e com m ents, slurs, offensiv e posters, cartoons, pictures, or drawings. 
Prohibited sexual harassm ent also includes unwelcom e phy sical, v erbal or
v isual sexual adv ances, gestures, requests for sexual fav ors, or other sexually -
oriented conduct which is offensiv e or objectionable to recipient.

A v iolation of this policy  occurs when: (1 ) Subm ission to such conduct is m ade,
either explicitly  or im plicitly , a term  or condition of the indiv idual’s
em ploy m ent; (2) subm ission to or rejection of such conduct by  an indiv idual is
used as a basis for em ploy m ent decision affecting such indiv idual; (3 ) such
conduct has the purpose of effect of substantially  interfering with an
indiv idual’s work perform ance or creating an intim idating, hostile or offensiv e
working env ironm ent.

2 9 . 2       Com pl a i n t  Pr oc edu r e          

Com plaint Procedure

Our House cannot address claim s of harassm ent or discrim ination unless
em ploy ees bring these claim s to the attention of m anagem ent.  Failure to
report claim s of harassm ent prev ents Our House from  taking steps to rem edy
the problem  and prev enting future occurrences.
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Therefore, an em ploy ee who believ es he/she has been subjected to harassm ent
or any  other form  of illegal discrim ination is strongly  encouraged im m ediately
to report such conduct to his/her superv isor or other superv isors in the chain
of com m and and participate in the inv estigation.  If he/she is not com fortable
reporting the inform ation to these indiv iduals, then he/she should report it to
the Chief Executiv e Officer.

Mem bers of m anagem ent, at all lev els, are responsible for inform ing Personnel
Departm ent of any  com plaints receiv ed.  In addition, if m em ber of
m anagem ent hav e not receiv ed a com plaint, but they  suspect conduct that
m ight v iolate Our House’s Harassm ent Policy , they  m ust im m ediately  inform
the Personnel Departm ent or the Chief Executiv e Officer, regardless of how
m em bers learned of the conduct.

2 9 . 3       In v est i g a t i on  of Resol u t i on  Com pl a i n t s                    

Inv estigation of Resolution Com plaints

All com plaints will be prom ptly  and discreetly  inv estigated by  the m em ber of
m anagem ent who is not inv olv ed in the alleged incident, or by  the Chief
Executiv e Officer.  The com plaint and identity  of the com plainant will rem ain
confidential to the extent possible while still enabling m anagem ent to
inv estigate the m atter effectiv ely .  A disposition of the com plaint will be m ade
that is designed to stop the inappropriate conduct and prev ent any  future
occurrences.

Depending of the seriousness of the com plaint, interim  m easures, including
suspension of the alleged offender or the com plainant, m ay  be taken during the
inv estigation.

Persons who are found to hav e engaged in harassm ent or illegal discrim ination
will be subject to discipline up to and including term ination.  Our House
reserv es the right to take disciplinary  action in cases of inappropriate
behav ior, ev en if that behav ior does not am ount to a v iolation of law. 

Note: If an em ploy ee believ es that he/she is the subject of harassm ent or
subjected to a hostile, offensiv e, or intim idating work env ironm ent, or if
he/she is not sure whether certain behav ior is harassm ent or whether is it
cov ered under the harassm ent policy , the em ploy ee is encouraged to inform
the offending person directly  that such conduct is offensiv e and m ust stop.
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2 9 . 4       Ret a l i a t i on  Pr oh i bi t ed             

Retaliation Prohibited

Our House’s Harassm ent Policy  also prohibits retaliation against any  em ploy ee
who reports inappropriate discrim inatory  or harassing conduct, or who assists
in the inv estigation of the com pliant.  No em ploy ee will be disciplined or
treated adv ersely  for prov iding such a report.
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30.Policy: LEP Plan

3 0 . 1       Pu r pose Of Mea n i n g fu l  A c c ess            

The purpose of this plan is to ensure Our House, Inc. prov ides free m eaningful
access to the range of adv ocacy  and program  serv ices prom oting the social and
em otional well-being of indiv iduals and their children lim ited in their English
language proficiency  experiencing or im pacted by  gender-based v iolence.

All agencies that receiv e federal assistance m ust take adequate steps to ensure
that indiv iduals and their children, program  adv ocates, staff, board, or
v olunteers, allied professionals and the general public with lim ited English
proficiency  receiv e the language assistance necessary  to allow them
m eaningful access to the range of adv ocacy  and program  serv ices.

3 0 . 2       Defi n i t i on s      

A .     Defi n i t i on  of T er m s        

Effec t i v e  Com m u n i c a t i on :                   The Lim ited English Proficient indiv idual is
able to receiv e inform ation about and understand the range of serv ices
av ailable. Further, the indiv idual m ust be able to m eaningfully  com m unicate
the circum stances and needs to the serv ice prov ider.

Gen der  ba sed V i ol en c e:            Gender-based v iolence is used to describe v iolence
that occurs as a result of the norm ativ e role expectations associated with each
gender, along with the unequal power relationships between the two genders
or sam e gender, within the context of a specific society , including dom estic
v iolence, sexual v iolence, adolescent relationship abuse, and stalking. While
wom en, girls, m en, and boy s can be v ictim s of gender-based v iolence, the
m ajority  of persons affected by  gender-based v iolence are wom en and girls, as
a result of unequal distribution of power in society  between wom en and m en.
This is not to say  that gender-based v iolence against m en does not exist. For
instance, m en can becom e targets of phy sical or v erbal attacks for
transgressing predom inant concepts of m asculinity  because they  hav e sex
with m en. Men can also becom e v ictim s of v iolence in the fam ily  – by  partners
or children.
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In t er pr et a t i on :             The oral or spoken transfer of a m essage from  one language
into another.

Li m i t ed En g l i sh  Pr ofi c i en t  ( LEP) :                     A person who is unable to speak, read,
write or understand the English language well enough to allow him  or her to
interact effectiv ely  with serv ice prov iders.

Mea n i n g fu l  A c c ess:              The standard of access required of federally  funded
entities to com ply  with Title VI’s language access requirem ents which includes
the av ailability  of free language assistance that results in accurate and
effectiv e com m unication.

Pr i m a r y  La n g u a g e:              Prim ary  languages are the languages other than
English that are m ost spoken by  persons in the serv ice area of the Program .

T r a n sl a t i on :             The written transfer of a m essage from  one language into
another

3 0 . 3       La n g u a g e A c c ess Pl a n             

A .     In di v i du a l s Cov er ed by  t h e Pl a n             

The Our House, Inc. will prov ide free m eaningful access to persons who are
unable to speak, read, write or understand the English language well enough
to effectiv e interaction with serv ice prov iders:

1 . Indiv iduals and/or their children experiencing or im pacted by  gender –
based v iolence accessing the range of adv ocacy  and program  serv ices;

2 . Adv ocates, adm inistrativ e staff, directors, board m em bers and
v olunteers of Our House, Inc.;

3 . Allied and/or partner organizations (health care prov iders,
com m unity -based organizations, social serv ices, educational sy stem s,
crim inal justice sy stem s); and

4. Com m unity  m em bers who do not speak, read, write or understand
English or who do speak, read, write or understand English on a lim ited
basis.

B.    Com m i t m en t  t o Pr ov i de Mea n i n g fu l  A c c ess                    

Our House, Inc. prim ary  focus is to prom ote the social and em otional well-
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being of indiv iduals and their children experiencing or im pacted by  gender-
based v iolence.

Therefore, Our House, Inc. will dev elop, and secure sustainable language
resources as needed in both oral and written form  so that no indiv idual and/or
their children will be denied access to inform ation or serv ices.

C.     A ffi r m a t i v e Offer  of  La n g u a g e A ssi st a n c e                     

Our House, Inc. staff will be proactiv e by  initiating an offer for language
assistance to indiv iduals who hav e difficulty  com m unicating in English
requesting access to the range of adv ocacy  and program  serv ices we offer,
including v ital docum ents that are critical for accessing federally  funded
serv ices or benefits or are docum ents required by  law such as:

1 . Crisis inform ation, Intake form s, confidentiality  waiv ers, safety  plans,
and all brochures generated by  Our House, Inc. for use by  indiv iduals
and/or their children experiencing or im pacted by  gender-based
v iolence.

2 . Com m unity  education m aterials generated by  Our House, Inc. for
distribution.

3 . Referral inform ation to com m unity  or gov ernm ental resources.

3 0 . 4       Ut i l i zi n g  t h e La n g u a g e A c c ess Pl a n :  N ot i c e  of  Ri g h t                                 

N ot i c e  of  Ri g h t  t o La n g u a g e A ssi st a n c e                      

Our House, Inc. is com m itted to prom oting the social and em otional well-being
of indiv iduals and/or their children lim ited in their English language
proficiency  or im pacted by  gender-based v iolence. Mississippi Coalition Against
Dom estic Violence will com pile and m aintain the following resources so that
indiv iduals with lim ited English proficiency  will be inform ed of their right to
free and tim ely  interpreter serv ices.

1 . LEP Pl a n   : Our House, Inc. will utilize the LEP Plan to dev elop and
im prov e plans to prom ote the social and em otional well-being of
indiv iduals and their children lim ited in their English language
proficiency  experiencing or im pacted by  gender-based v iolence.

2 . N ot i c e  of  Ri g h t  t o La n g u a g e A ssi st a n c e Fl y er :                              Our House, Inc.
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will hav e fliers titled “Notice of Right to Language Assistance”
av ailable.

3 . “ I Spea k ”  Ca r ds:          Our House, Inc. will display  lam inated business-
sized cards that say  in both English and Spanish, “I need a Spanish
interpreter.”

4. La n g u a g e A ssi st a n c e Post er s:                  Our House, Inc. will display  posters
in intake areas that read “Free Interpreter serv ices are av ailable. Please
ask for assistance.” This statem ent will be repeated in Spanish.

5. Other way s to prov ide notice to LEP indiv iduals include stating in
outreach docum ents that language serv ices are av ailable from  Our
House, Inc. Announcem ents could be in brochures, booklets, and in
outreach and recruitm ent inform ation. These statem ents should be
translated into the principle languages and working with com m unity -
based organizations and other allies to inform  LEP indiv iduals of Our
House, Inc.’s serv ices, including the av ailability  of language assistance
serv ices.

3 0 . 5       Ut i l i zi n g  t h e La n g u a g e A c c ess Pl a n :Wor k i n g  w i t h  In t er pr et er s                                   

Wor k i n g  w i t h  In t er pr et er s              

Gen er a l  Gu i da n c e        

1 .     Iden t i fy  l a n g u a g e n eed:                 Our House, Inc. will prom ptly  determ ine the
language for which interpreter serv ices are needed, if necessary , with the aid
of “I Speak” Flashcards or Language Identification poster. In addition, when
records are kept of interactions with clients, the language used to
com m unicate will be included as part of the record.

2 .     Do n ot  u se m i n or  c h i l dr en              Our House, Inc. will not use m inor children
to interpret, in order to ensure confidentiality  of inform ation and accurate
com m unication.

3 .     Medi u m  of i n t er pr et a t i on s:                  Our House, Inc. will assess which m edium
of interpretation (telephone or in person) is appropriate based on the
presenting situation, av ailable resources and preference of the indiv idual.

4 .     Com pet en c y  St a n da r ds:            Our House, Inc. will use telephone interpretiv e
serv ices through Pacific Interpreters.
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In t er pr et a t i on  Resou r c es ( by  or der  of  pr efer en c e)                    

1 .     T el eph on e In t er pr et er  Ser v i c es             

Statewide Hotline and National Hotline

Exam ple: Pacific Interpreters, Inc., now a Language Line Solutions Com pany ,
is a language serv ices prov ider, with v ideo rem ote interpreting and offering
telephonic interpreting 24/7 /3 65 in ov er 200 languages and Am erican Sign
Language.

Hel pfu l  h i n t s for  T el eph on e In t er pr et er s                 

Identify  the purpose of y our call

Enunciate and av oid contractions

Speak in short sentences

Speak slowly  and pause frequently

Av oid use of double negativ es

Speak in first person

Av oid colloquialism s and acrony m s

Briefly  explain technical term s

Check in with interpreter regarding his/her understanding, y our rate and
pattern of speech

Check in with caller to ensure his/her understanding

Be Patient

2 .     In -Per son  In t er pr et er  Ser v i c es            

Professional Serv ices: Our House, Inc. will use Pacific Interpreters as its
professional interpreting serv ice. Pacific Interpreters has agreed to prov ide
com petent interpreter serv ices. Their serv ices are av ailable 24/7 /3 65.

3 .     Fa m i l y  a n d/or  fr i en ds a s In t er pr et er s                 

Fam ily  m em bers or friends of the LEP indiv idual will not be used an
interpreter unless specifically  requested by  that person and after the LEP
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person has understood that they  hav e the right to an interpreter at no cost to
them . Whenev er possible Mississippi Coalition Against Dom estic Violence will
accom m odate constituents’ wishes to hav e fam ily  or friends serv e as
interpreters. Howev er, Mississippi Coalition Against Dom estic Violence will not
use m inor children as interpreters. Mississippi Coalition Against Dom estic
Violence will consider issues of confidentiality , priv acy , conflict of interest, and
interpreter com petency  when fam ily  m em bers or friends hav e been requested.

T h i n g s t o c on si der :         

Was constituent offered free interpreter serv ices?

Did constituent understand their right to free serv ices?

What is the nature of inform ation being shared?

What is the lev el of safety  risk for the constituent?

3 0 . 6       Ut i l i zi n g  t h e La n g u a g e A c c ess Pl a n :T r a n sl a t i on  Resou r c es                                 

T r a n sl a t i on  Resou r c es ( w r i t t en  m a t er i a l s)                         

Our House, Inc. will prov ide translation of v ital docum ents or inform ation
listed below:

1 .     Wh a t  a r e  “ V i t a l  Doc u m en t s or  In for m a t i on ” ?                         

Vital docum ents or inform ation are those that are critical for accessing
federally  funded serv ices or benefits or are docum ents required by  law. For the
purposes of Our House, Inc.’s serv ices to surv iv ors and other constituents the
following are deem ed v ital docum ents:

Any  and all sexual and dom estic v iolence or related brochures
generated by  Our House, Inc. for use by  surv iv ors.

Com m unity  education m aterials generated by  Our House, Inc. for
distribution.

Crisis inform ation or referral inform ation to area resources.

Intake form s, confidentiality  waiv ers, etc.

2 .     Qu a l i t y  St a n da r ds for  T r a n sl a t ed Ma t er i a l s                        

Our House, Inc. uses Pacific Interpreters for translation serv ices. Com m unity
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education m aterials ordered from  a v endor who supplies the English language
m aterials will also order av ailable com panion Spanish m aterials.

3 0 . 7       LEP Pl a n  A dm i n i st r a t i on               

A .     Col l ec t i on  of La n g u a g e Pr efer en c e In for m a t i on                     

In order to prov ide quality  serv ices to LEP indiv iduals, Our House, Inc. e m ust
periodically  identify  the language needs of its constituents. The organization
will do so by  recording and gathering the following inform ation:

1 . Our House, Inc. will record the num ber of direct requests for serv ices,
training and publications in principle languages other than English
from  surv iv ors and other constituents.

2 . Our House, Inc. will identify  and track the language needs and the
language tools used by  and offered to their respectiv e clients and
com m unity .

3 . Our House, Inc. will use Census data, statewide crisis hotline data,
school data and other av ailable data to assess and track the language
needs across the state.

B.  St a ff  T r a i n i n g          

Our House, Inc. will distribute the LEP plan to all staff and will hav e a current
electronic copy  av ailable so all staff will be knowledgeable of LEP policies and
procedures. One staff m ay  be appointed to m onitor im plem entation of the plan
and conduct staff training as needed.

1 . All staff prov iding technical assistance, training or receiv ing in-bound
calls will receiv e annual LEP training, or training upon em ploy m ent,
and then annually .

2 . LEP plan inform ation will be incorporated into the Our House, Inc.
em ploy ee handbook.

3 . LEP training will include inform ation on the following topics:

Our House, Inc. legal obligation to prov ide language assistance;

Our House, Inc. LEP plan and procedures;

Responding to LEP indiv iduals;

Obtaining Interpreters (phone, face-to-face, training);
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Using and working interpreters;

Translation procedures; and

Docum enting language requests

C.  Mon i t or i n g      

Our House, Inc. will conduct an annual ev aluation of its LEP plan to determ ine
its ov erall effectiv eness, rev iew the progress of stated goals and identify  new
goals or strategies for serv ing LEP constituents. The appointed staff will lead
the ev aluation with the assistance of other staff. The ev aluation will include
the following:

1 . Assessm ent of the num ber of persons with LEP in our serv ice area;

2 . Assessm ent of the num ber and ty pes of language requests collected
during the past y ear;

3 . Assessm ent of whether existing language assistance serv ices are
m eeting the of constituents with LEP; and

4. Assessm ent of whether staff m em bers understand Our House, Inc.’s LEP
plan and procedures, how to carry  them  out, and whether language
assistance resources and arrangem ents for those resources are up-to-
date and still accessible.

3 0 . 8       A u t h or i t i es        

A .  Feder a l  A u t h or i t i es            

1 . T i t l e  V I of  Ci v i l  Ri g h t s A c t  of  1 9 6 4                       , 42  U.S.C. §2000 et seq.: 45
CFR §80, Nondiscrim ination Under Program s Receiv ing Federal
Financial Assistance through the U.S. Departm ent of Health and
Hum an Serv ices Effectuation of Title VI of the Civ il Rights Act of 1 964

2. Offi c e  for  Ci v i l  Ri g h t s Pol i c y  Gu i da n c e                      , Guidance to Federal
Financial Assistance Recipients Regarding Title VI Prohibition against
National Origin Discrim ination Affecting Lim ited English proficient
Persons, 68 FR 47 3 1 1  (2003 ). http:www.hhs.gov /ocr/lep/

3 . Depa r t m en t  of  J u st i c e  r eg u l a t i on                     , 28 CFR §42.405(d)(1 ),
Departm ent of Justice, Coordination of enforcem ent of Non-
discrim ination in Federally  Assisted Program s, Requirem ents for
Translation
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3 0 . 9       Resou r c es   

USCIS V A WA  U T  

This pam phlet adapted by  the National Im m igrant Wom en’s Adv ocacy  Project
contains easy  to understand inform ation about the form s of im m igration relief
av ailable to im m igrant v ictim s of v iolence, including inform ation on VAWA,
U and T v isa relief, Special Im m igrant Juv enile Status and Deferred Action for
Childhood Arriv als.

English, Spanish, Russian, Chinese, Korean

http://niwaplibrary .wcl.am erican.edu/cultural-com petency /m ultilingual-
m aterials-for-v ictim s/dhs-im m igration-options-for-crim e-v ictim s

Qu est i on s a n d A n sw er s for  Im m i g r a n t  a n d Refu g ee Wom en                       

This pam phlet was written by  the Fam ily  Violence Prev ention Fund/Futures
Without Violence for im m igrant surv iv ors of dom estic v iolence and outlines
basic legal rights and options. 
https://www.futureswithoutv iolence.org/questions-answers-for-im m igrant-
and-refugee-wom en/

Arabic
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/arabic.pdf

Chinese
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/chinese.pdf

English
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/english.pdf

Korean
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/korean.pdf

Spanish
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/spanish.pdf

Tagalog
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/tagalog.pdf
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Vietnam ese
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/v ietnam ese.pdf

Russian
http://www.futureswithoutv iolence.org/userfiles/file/Im m igrantWom en/russian.pdf

Depa r t m en t  of  J u st i c e  Kn ow  Y ou r  La n g u a g e Ri g h t s                           

This Departm ent of Justice pam phlet contains inform ation for indiv iduals who
are lim ited English proficient and their adv ocates regarding language access
rights.

Arabic, Cam bodian, Chinese, Creole, English, Hm ong, Korean, Russian,
Spanish, Vietnam ese h t t p://w w w . j u st i c e. g ov /c r t /a bou t /c or /pu bs. ph p                         

N a t i on a l  Cen t er  for  V i c t i m s of Cr i m e St a l k i n g                         

This pam phlet from  the National Center for Victim s of Crim e contains
inform ation about stalking and what to do if y ou or som eone y ou know is being
stalked.

English http://v ictim sofcrim e.org/docs/src/ay bs_english_bw.pdf?sfv rsn=2

Spanish http://v ictim sofcrim e.org/docs/src/ay bs_spanish_bw.pdf?sfv rsn=6

Un der st a n di n g  t h e N a t u r e a n d Dy n a m i c s of  Dom est i c  V i ol en c e                                

While dom estic v iolence has certain sim ilarities to other form s of fam ily
v iolence, it has certain unique characteristics. This book describes som e of the
form s of abuse, the use of power and control by  abusers, how dom estic v iolence
affects children, the im portance of em powerm ent and adv ocacy  for surv iv ors,
and fundam ental issues related to the judicial sy stem .

English and Spanishh t t p://w w w . m oc a dsv . or g /Pu bl i c a t i on s. a spx                       

Dea f Pow er  a n d Con t r ol  Wh eel         

DeafHope created this illlustrated Power and Control Wheel specifically  for
Deaf surv iv ors of dom estic v iolence.
http://www.ncdsv .org/im ages/DeafHope_DeafPowerControlWheel_2006.pdf

Men  a n d Boy s a s A l l i es a n d Su r v i v or s                

http://www.nnadv .org/wp-content/uploads/201 3 /1 1 /Men-and-Boy s-as-
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Allies-and-Surv iv ors.pdf

LGBT  N A T ION A L HELP CEN T ER       

Ch a t  Websi t e:         www.glnh.org (green area on right)

Ph on e N u m ber :          1 .888.843 .4564 (hotline for all ages); 1 .800.246.PRIDE
(7 7 43 ) (talkline for y outh to y outh). Both are M-F 1 pm -9pm  PST, Sat 9am -
2pm  PST.

All v olunteers for the help center are either gay , lesbian, bisexual, or
transgender.

As a non-em ergency , www.glbtnearm e.org is a website that has resources y ou
can search by  serv ice category  or by  zip code.

OT HER HELPFUL RESOURCES

Earth Words: Abuse Inform ation in m ore than 80 languages:
http://www.hotpeachpages.net/lang/index.htm l

Asian & Pacific Islander Institute on Dom estic Violence:
http://apiidv .org

Dom estic Violence Materials in Asian and Pacific Islander Languages:
http://apiidv .org/files/TranslatedMaterialsList-APIIDV-6.201 1 .pdf

Existe Ay uda
http://www.ojp.usdoj.gov /ov c/pubs/existeay uda/

24-hr help line: 651 .7 7 2.1 61 1
Office #: 651 . 646. 5553
Em ail: info@casadeesperanza.org

Kansas Coalition Against Sexual and Dom estic Violence (resources in Spanish,
Vietnam ese): http://www.kcsdv .org/

Texas Association Against Sexual Assault (resources in Spanish, Vietnam ese,
Burm ese):
http://www.taasa.org/

3 0 . 1 0        Pa c i fi c  In t er pr et er s' Con t a c t  In fo                 
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Pacific Interpreters, Inc., now a Language Line Solutions Com pany , is a
language serv ices prov ider, with v ideo rem ote interpreting and offering
telephonic interpreting 24/7 /3 65 in ov er 200 languages and Am erican Sign
Language.

Num ber to call for translation: 1 -855-289-4540

Our House's Code: 847 205

Click on (1 ) for Spanish

Click on (6) for all others

To order supplies: 1 800-3 24-8060
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31.Policy: Method of Employment

3 1 . 1       A ppl i c a t i on         

MET HOD OF EMPLOY MEN T  POLICY   

Application for Em ploy m ent
An em ploy m ent application will be furnished for prospectiv e
qualified em ploy ees and m ust be com pleted and ev aluated before
em ploy m ent.

Em ploy m ent of Staff
The Chief Executiv e Officer, who is em ploy ed by  the Board of
Directors, along with the professional em ploy ees, has the
responsibility  of the em ploy m ent of the em ploy ees.

Applicant’s Responsibility
The applicant is responsible for m aking known all pertinent facts
about training and experience, or any  other inform ation
affecting com petence and suitability  as a prospectiv e em ploy ee.
An applicant who presents false or m isleading inform ation or
excludes pertinent inform ation during the application or
em ploy m ent process will not be considered for em ploy m ent. If
already  em ploy ed, the em ploy ee will be subject to possible
term ination of em ploy m ent. The applicant will be expected to
produce, prior to hire, such written docum entation as m ay  be
required. Additionally , the applicant m ust supply  all the
inform ation required by  the licensing bodies of Our House. In
cases where exceptions hav e been m ade, if the em ploy ee does not
produce the required pre-em ploy m ent docum ents within one
m onth of hire, the em ploy ee will be term inated.

1 . A drug/alcohol exam ination will be requested after a
conditional offer of em ploy m ent has been m ade.
Em ploy m ent is conditioned upon an applicant being free
of any  drug/alcohol. Pay m ent for the initial exam ination
is to be paid for by  the applicant. Applicant m ust show
proof of pay m ent for drug/alcohol testing prior to hiring.
Additionally , random  exam inations shall be conducted;
these exam inations will be paid for by  the em ploy er.

2 . A phy sical exam ination m ay  be requested. An
applicant’s health being such that the indiv idual can
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perform  the essential functions of the job with or without
reasonable accom m odation. Also, an applicant’s health
shall not endanger others or interfere with other
em ploy ee’s job perform ances.

3 . An applicant apply ing for a job that requires a v alid
driv er’s license m ust show proof of a good driv ing record
(m otor v ehicle report or driv ing history  from  the
Highway  Patrol) before he/she m ay  be hired. An
em ploy ee whose position requires him /her to driv e Our
House v ehicles or his/her own v ehicle for Our House
business m ust be insurable by  Our House insurance
carrier. An em ploy ee who uses his/her personal v ehicle
m ust prov ide ev idence of autom obile insurance with at
least $50,000.00 of liability  cov erage.

Background Checks
Our House will conduct appropriate, legally  perm issible and
m andated inquiries into the background of a prospectiv e
em ploy ee. Those inquiries m ay  include rev iews of federal, state
and local crim inal history  records, child abuse and sex offender
registries, and credit histories. Additionally , ev ery  em ploy ee and
applicant m ay  be fingerprinted and is required to clear all
appropriate background checks. Our House shall obtain current
crim inal records background checks and current child abuse
registry  checks on all persons em ploy ee periodically .

See additional inform ation under Policy  for Background checks.

3 1 . 2       A n n ou n c em en t  of  Rec r u i t m en t                   

Announcem ent of Recruitm ent

Current em ploy ees/v olunteers who hav e com pleted at least six (6) m onths of
continuous serv ice with Our House, Inc., or applicants who hav e left
em ploy m ent with Our House, Inc. within the past twelv e (1 2) m onths and
who hav e satisfactorily  com pleted at least four (4) m onths of continuous
em ploy m ent with Our House, Inc. m ay  subm it applications for any  job
classification at any  tim e. The indiv iduals will receiv e priority  in our selection
process.
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3 1 . 3       El i g i bi l i t y  t o Bec om e Em pl oy ed               

Eligibility  to Becom e Em ploy ed

Eligibility  to becom e em ploy ed will be based on qualifications and
dem onstrated com petence for a position as described in the appropriate job
description, as well as on satisfaction of all m andated pre-em ploy m ent
background checks and other pre-em ploy m ent docum entation.

3 1 . 4       El i g i bi l i t y  Det er m i n a t i on                   

Eligibility  Determ ination

An applicant's eligibility  for a particular job is ev aluated by  established
standards to determ ine if he/she m eets the m inim um  qualifications. If the
applicant m eets the m inim um  qualifications, the application is scored based on
the related education, training, and experience, of the applicant.

Applicants will be notified by  m ail of the date and site of the orientation
session, or written exam ination, if one is required. Said notice will be sent to
the address prov ided on the application.

3 1 . 5       Em pl oy ee Cl a ssi fi c a t i on s            

Em ploy ee Classifications

It is the policy  of Our House to classify  an em ploy ee as full-tim e, part-tim e, or
tem porary , and as exem pt or non-exem pt for the purposes of com pensation
adm inistration. These classifications will be m ade based on the em ploy ee’s job
description, duties, and federal guidelines. An em ploy ee m ay  be categorized as
follows:

1 . A full-tim e em ploy ee is an indiv idual who is hired to work a norm al
forty -hour work week and is hired for an indefinite period.

2 . A part-tim e em ploy ee is an indiv idual who is hired to work less than
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a norm al 40-hour work week and is hired for an indefinite period. A
part-tim e em ploy ee m ay  work either a fixed or flexible num ber of hours
per week.

3 . A tem porary  em ploy ee is an indiv idual who is hired to work either a
part-tim e or a full-tim e schedule for a specified, lim ited period.

4. A non-exem pt em ploy ee is subject to the m inim um  wage and
ov erwhelm ing prov isions of the Fair Labor Standards Act (FLSA) and
m ay  be paid on an hourly  or salary  basis.

5. An exem pt em ploy ee is exem pt from  the ov ertim e prov isions of the
FLSA. Exem pt em ploy ees are paid on a salary  basis.

It is the prerogativ e of Our House to schedule and hire em ploy ees to cov er tim e
deem ed necessary  to m eet the needs of Our House.

3 1 . 6       Per son a l  In for m a t i on            

Personal Inform ation Changes

It is y our responsibility  to inform  y our superv isor and the personnel
departm ent of any  changes in nam e, address, telephone num ber, and the
indiv idual to notify  in case of em ergency .

3 1 . 7       J ob Desc r i pt i on        

Job Description

Upon hiring, an applicant will be prov ided with a written job description for
their role and responsibilities at Our House. Em ploy ees are to adhere to their
job description when com pleting tasks. Occasionally , em ploy ees are required to
assist other staff with special projects and activ ities. Though these duties m ay
not be listed in the em ploy ee m ain job description, they  are required duties to
the satisfactory  of Our House ov erall v ision and m ission.

3 1 . 8       N epot i sm     
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G.  Nepotism

Em ploy m ent of personnel in a position superv ised by , in the line of
superv ision, or in a position which can be affected by  a relativ e (including, but
not lim ited to, children or spouses) is prohibited.  Our House recognizes,
howev er, that in the current social serv ices m arket, recruitm ent of
professional personnel to m eet the high standards of Our House is difficult, and,
accordingly , em ploy m ent of related persons is som etim es unav oidable.

 

3 1 . 9       Sel ec t i on  of Em pl oy ees        

Selection of Em ploy ees

Our House, Inc. m aintains a list of qualified applicants to be used in filling
v acant serv ice positions. This list is m aintained for one y ear. Our House, Inc.
will rev iew all qualified applicants on file prior to opening the job position to
the public.

3 1 . 1 0        Or i en t a t i on  Per i od          

Orientation Period

There will be an orientation period for each new em ploy ee and for each person
prom oted from  one position to another, unless for certain positions orientation
is dispensed with by  the Chief Executiv e Officer.

1 . Length of Orientation Period: The usual length of the orientation
period is 3  m onths, which can be extended at Our House’s discretion.

2 . Purpose of the Orientation Period: The purpose of the orientation
period is to perm it the em ploy ee to learn what is inv olv ed in the
position and to dem onstrate capacity  for perform ance. It is also a period
for both the em ploy ee and the em ploy er to ev aluate if this is an
appropriate and suitable fit between all parties concerned. If at any
tim e before the com pletion of the 3  m onth orientation period, the
em ploy ee’s perform ance or other em ploy m ent conditions hav e not been
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satisfactory , the superv isor, m ay  recom m end term ination of the
em ploy ee’s serv ices. Likewise, the em ploy ee m ay  resign at any  tim e
during the 3  m onth orientation period.

3 1 . 1 1        Wor k  Sc h edu l es      

Em ploy ee Work Schedules

Our House adm inistration offices shall be opened and staffed for the norm al
conduct of business from  9:00 a.m . until 6:00 p.m ., Monday  through Friday
unless otherwise noted by  superv isor. (Exception is m ade for staff that works at
our 24 hour/7  day s Shelter Program )

1 . A norm al work schedule is defined as eight hours per day , 40 hours per
week.

2 . Each part-tim e em ploy ee shall be prov ided a schedule of working hours.

3 . To prov ide for m axim um  flexibility  in scheduling em ploy ees, the appointing
superv isor m ay  dev elop m odified work schedules prov iding for flextim e or
com pressed work schedules. "Flextim e" is a schedule which offers m anagem ent
a choice, within lim its, to v ary  em ploy ee arriv al and departure tim es from
work. A "com pressed work schedule" allows m anagem ent to schedule the basic
work requirem ent in less than the usual fiv e workday s a week.

3 1 . 1 2        Ret i r em en t  Pl a n          

Retirem ent Plan

Full Tim e Em ploy ees with continuous m onths of serv ice who satisfactorily
com pleted their probation period will be eligible to participate in the
retirem ent plan. This retirem ent plan will be paid 1 00% by  the em ploy er; the
base pay m ent will be 5% of gross salary .

Participation is restricted to em ploy ees whose wages are subject to pay roll
taxes and are reported on W-2 form s. The em ploy ee's social security  num ber
will serv e as a m em bership num ber. After one com pleted calendar y ear of
em ploy m ent, full tim e em ploy ee will be eligible to participate in the
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Retirem ent plan.

Current is not activ e/av ailable (201 7 )
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32.Policy: Orientation & Staff Development

3 2 . 1       Or i en t a t i on  Per i od          

A .     ORIEN T A T ION  PERIOD       FOR N EW HIRE POLICY

Our House Policy  for orientation period for new hire is:

Length of Orientation Period: The usual length of the orientation period
is 3  m onths, which can be extended at Our House’s discretion.

Purpose of the Orientation Period: The purpose of the orientation period
is to perm it the em ploy ee to learn what is inv olv ed in the position and
to dem onstrate capacity  for perform ance. It is also a period for both the
em ploy ee and the em ploy er to ev aluate if this is an appropriate and
suitable fit between all parties concerned. If at any  tim e before the
com pletion of the 3  m onth orientation period, the em ploy ee’s
perform ance or other em ploy m ent conditions hav e not been
satisfactory , the superv isor, m ay  recom m end term ination of the
em ploy ee’s serv ices. Likewise, the em ploy ee m ay  resign at any  tim e
during the 3  m onth orientation period.

3 2 . 2       Or i en t a t i on  for  V ol u n t eer s               

1 . B.  ORIEN T A T ION  PERIOD FOR V OLUN T EER POLICY        

Our House Policy  for orientation period for v olunteers is that:

Di r ec t  ser v i c e  pr ov i der  v ol u n t eer s                    : These v olunteer prov ides direct
serv ice to consum ers and their children. Their orientation period is the sam e
as for em ploy ees. These v olunteers receiv es job descriptions and are trained by
their im m ediate superv isor on their role and responsibilities.

Edu c a t i on a l  a dv oc a t e  v ol u n t eer s:                      These are v olunteers who assist with
conferences, workshops, rallies, and outreach awareness. These v olunteers are
required to sign confidentiality  form s and to be inform ed of our serv ices. These
v olunteer do not hav e direct contact with our consum ers.

St u den t ,  In t er n ,  a n d CDW v ol u n t eer s:                    These v olunteers are required to
com plete the confidentiality  form  and to be instructed on their daily  duties by

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 290 of 402



a superv isor on staff. The num ber length of com m itm ent for these v olunteer
range between 1 0-40 hours, y early .

3 2 . 3       St a ff  Dev el opm en t         

C.     ST A FF DEV ELOPMEN T  POLICY    

Our House Policy  for staff dev elopm ent (in-serv ice training) is:

That Our House share hav e at least 1 0 staff m eetings per y ear.

That all Our House full tim e staff receiv ed at least 6  staff dev elopm ent
(in-serv ice training) trainings each y ear. The staff dev elopm ent will
consist of:

Dom estic v iolence related topics

Rev iew of policies and procedures

Code of Ethics at least one a y ear

Confidentiality  policy  at least one a y ear

That all full tim e staff m ust participate in at least 6  staff dev elopm ent a
y ear

That all part-tim e staff m ust rev iew the m inutes of the staff
dev elopm ent with their im m ediate superv isor within a two week
period.

That staff dev elopm ent also consist of em ploy ees participating in
webinars and writing an assessm ent report on the webinar.

That staff, if funding allows, shall be offered an opportunity  to attend
outside continuing education sessions.

Docum entation of outside training will be m aintain in each em ploy ee
personnel file.

Docum entation of in-serv ice/ staff dev elopm ent will be m aintain in the
staff m eeting folder with a copy  of m eeting sign in sheet

Docum entation of orientation will be m aintained as a form  of
ev aluation in each em ploy ee’s personnel file folder.

Our House supports the concept of staff dev elopm ent. Our House supports
learning through an indiv idual superv isor, peer group superv ision, special
case consultations, a library  of professional periodicals and books and other in-
serv ice learning activ ities.
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Additionally , Our House m ay  prov ide, at the Chief Executiv e Officer’s
discretion, educational leav e and financial support for professional learning at
workshops or conferences that m eet specific Our House and indiv idual needs
and as Our House resources perm it.

3 2 . 4       T r a i n i n g  Pol i c y             

D.  T RA IN IN G POLICY    

Our House Policy  training policy  for staff is:

That all new hire are required to receiv e at least 40 hours of training
cov ering rev iewing the policy  and procedure m anual, dom estic
v iolence training m anual, shelter orientation packets and all form s
related to serv ices.

That all current full tim e em ploy ee, including Executiv e Director,
receiv es at least 20 hours of continuous training each calendar y ear of
em ploy m ent.

All part-tim e em ploy ee receiv ed at least 1 0 hours of continuous
training each calendar y ear.

Docum ent for training will be m aintain in each em ploy ee personnel file
and/or record on the staff m inutes for staff dev elopm ent/in serv ice
training.

That Training for staff, v olunteers and board m em ber m ay  consist of
the following categories.    Spec i a l  a t t en t i on  w i l l  be  g i v en  t o                    
u n der st a n di n g  t r a u m a  a n d en g a g i n g  i n  t r a u m a -sen si t i v e                                    
pr a c t i c es       . This is not an exclusiv e list only  an exam ple of topics.

a) Awareness Issues

Power and Control Wheel

Equality  Wheel

Effects on Victim s

Clarification of My ths

Cy cle of Violence

Why  Wom en Stay

Effects on Children
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Stages of Battered Victim ’s Experience

Why  Men Bother

Lethality  Assessm ent

b) Crisis Interv ention/ Counseling Issues

Strategies and Techniques

Em powerm ent

Problem  Solv ing

Safety  plans and/or goals

Crisis Counseling

Com m unication

Listening Skills

c) Cultural and Lifesty le Issues

Hom ophobia

Div ersity

Racism /Ageism /Sexism /Classism

Religious Issues

Disabilities

Cultural/ Language

Drugs/ Alcohol

d) Legal Issues

Warrants

Laws

Law Enforcem ent Response

Child Custody

Protection Orders

Courts

Judicial Response

Perpetrator Treatm ent

e) Confidentiality  Issues
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Policies/ Requirem ents

Im plications for Record Keeping

Exceptions to Confidentiality

Legal Issues

Response to Subpoenas

f) Ty pes of Victim ization

Child Abuse

Phy sical Abuse

Elder Abuse

Sexual Abuse – Rape and Adult

Mandated Reporting

Surv iv ors of Childhood Sexual Assault

g) History / Philosophy  of Battered Wom en’s Mov em ent

National, State

h) Com m unity  Resources

Inform ation on Resources Av ailable

Adv ocating on Victim ’s Behalf

Networking

i) Em ergency  procedures training is required to understand univ ersal
precautions and handling a fire extinguisher

3 2 . 5       T r a i n i n g  for  N ew  Ex ec u t i v e Di r ec t or                       

E.  T RA IN IN G FOR N EW EX ECUT IV E DIRECT OR POLICY         

Our House Policy  for training new Executiv e Director is as follows:

The new Executiv e Director should rev iew the Dom estic Violence
Training Manual and MCASA Training Manual and m ake a v erbal
report to the Board of Trustees on the contents of the Manual within the
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first 60 day s of em ploy m ent.

The new Executiv e Director should m ake an appointm ent with the
current Director or President of the Mississippi Coalition Against
Dom estic Violence & current Director or President of the Mississippi
Coalition Against Sexual Assault to rev iew the m inim um  standards of
operation, and the certification process within her/his first eight weeks
of em ploy m ent.

The new Executiv e Director shall receiv e training within the first 3 0
day s on the fiscal policy  and procedures for the daily  financial operation
by  the current financial officer and the Board President.

The new Executiv e Director will adhere to the ov erall training policies
for all staff.

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 295 of 402



33.Policy: Romantic Relationships

3 3 . 1       Rom a n t i c  or  Sex u a l  Rel a t i on sh i ps                  

ROMA N T IC OR SEX UA L RELA T ION SHIPS POLICY       

Consensual rom antic or sexual relationships between m anagers or superv isors
and subordinate em ploy ees often lead to unhappy  com plications,
uncom fortable working relationships, m orale problem s, sexual harassm ent
claim s and the appearance of im propriety , leading to difficulties for em ploy ees,
superv isors, and Our House.  Our House strongly  discourages workplace
rom antic or sexual relationships between the em ploy ees, as they  are usually
contrary  to the best interests of all parties and Our House.

It is the policy  of Our House that m anagers and superv isors are strictly
prohibited from  engaging in consensual rom antic or sexual relationships with
any  em ploy ee(s) in his or her direct line of superv ision, regardless of location. 
Any  m anager/superv isor who v iolates this policy  will be subject to
term ination.

If a rom antic or sexual relationship between a m anager or superv isor and an
em ploy ee should dev elop, it shall be the responsibility  and m andatory
obligation of the m anaging superv isor to disclose prom ptly  the existence of the
relationship to the Chief Executiv e Officer.  The em ploy ee m ay  m ake the
disclosure as well, but the burden of doing so shall be upon the m anager or
superv isor.  Failure to report such a relationship subjects the m anager or
superv isor to disciplinary  action.

In cases of m arried couples where both spouses are em ploy ed by  Our House, it
is the burden of both em ploy ees to report the m arriage to the Chief Executiv e
Officer.

In addition, and in order for Our House to deal effectiv ely  with any  potentially
adv erse consequences which m ight result from  such a relationship and the
working env ironm ent which it m ight cause, an em ploy ee who believ es that
he/she has been adv ersely  affected by  such a relationship, notwithstanding to
disclosure, is encouraged to m ake his/her v iews about the m atter known to the
Chief Executiv e Officer.  Alternativ ely , such an em ploy ee m ay  report adv erse
affects to his/her superv isor, at which tim e said superv isor will treat the
report as a claim  of harassm ent under the harassm ent policy  set forth in this
handbook.  If the superv isor is an inv olv ed party , then the em ploy ee can m ake
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a report to the Chief Executiv e Officer or the next lev el in the chain of
com m and that does not inv olv e the superv isor.

This policy  shall apply  without regard to gender and without regard to the
sexual orientation of the participants in a relationship as described abov e.

Of course, rom antic or sexual relationships between em ploy ee and a client or
resident are strictly  prohibited under all circum stances.
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34.Policy: Safety of Person & Facility

3 4 . 1       T ox i c  Su bst a n c e         

 

A .  T OX IC SUBST A N CE POLICY      

All toxic substance shall be m aintain in an upper cabinet out of reach for
children or locked room .

3 4 . 2       Un i v er sa l  Pr ec a u t i on s             

B.  UN IV ERSA L PRECA UT ION S POLICY :       

Hand washing instruction shall be posted at all of Our House's facilities. 
Inform ation on the im portance of the univ ersal precaution policy  will be
placed in the shelter’s orientation m anual for consum ers.

3 4 . 3       Fi r e  Ex t i n g u i sh er s &  Sm ok e A l a r m s                    

C.  FIRE EX T IN GUISHERS &  SMOKE A LA RMS POLICY :       

 Fire extinguishers m ust be inspected annually  by  an approv ed v endor
(usually  the supplier of the extinguisher). The extinguishers should be checked
m onthly . Sm oke alarm s should be checked m onthly  for operation and the
batteries replaced twice a y ear.   Records for the m aintenance of these
inspections will be kept in a folder at the shelter and in a folder at the
adm inistration office. The New Beginning Shelter will be inspected and
approv ed annually  by  the Fire Marshall or Chief (or designee) of Washington
County .  These inspection will be file for at least 5 y ears in the Fire Inspection
folder at each facility .

3 4 . 4       Ma i n t en a n c e of El ec t r i c a l  Sy st em                    
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 D.   REGULA R MA IN T EN A N CE OF ELECT RICA L SY ST EM POLICY :                

The following item s will be checked daily  by  staff

Fray ing wires

Wear around outlets

Wires and plugs beneath carpets

Ov erload of outlets

No open sockets or electrical outlets

No extension cords

3 4 . 5       Upk eep of Fa c i l i t i es        

E.  GEN ERA L UPKEEP,  MA IN T EN A N CE,  A N D REPA IR OF T HE              
FA CILIT Y  POLICY    :

The following will be checked by  staff daily .  Staff will recorded on their tim e
sheet the m onitoring of these concerns:

That there is no gas leak, checking the circuits

That the tem perature in shelter is below 80 degrees in the sum m er and
abov e 60 degrees in the winter.

That the floors, bathroom s, and food preparation areas m ust be kept
clean.

That there are functioning hot water in all areas of kitchens and bath
areas.

That there are functioning (flushing) toilets in all bath areas.

That there is adequate security  on doors and windows.

That all appliances in working order.

That food item s are properly  stored; no uncov ered food in cooler or
freezer; and no food stored on the floor.

That the roof free from  leaks.

That the drains are unclogged.

That the consum er is safely  using the bunk beds.

That the disposal of garbage and trash is done in a sanitary  m anner.

That term inix pest control is contacted the control of insects and
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rodents.  A copy  of the y early  contract will be kept in the Finance Office

Currently , Our House, Inc. do not hav e an outdoor play  area.  Safety  is
first.

3 4 . 6       Em er g en c i es      

F.  EMERGEN CIES POLICY 

Our House believ es the safety  of our consum ers and staff are a m ajor concern
and ev ery  effort will be m ade to ensure their safety  and to docum ent all
incidents of em ergencies.  Below are our procedures for em ergencies.  Note:  All
Fire and safety  drills m ust be docum ented by  staff and m aintained in a special
folder. 

The following are our em ergencies protocols: 

In c l em en t  w ea t h er  ( t o i n c l u de pr ov i si on  for  em er g en c y  l i g h t i n g )                                     
Pol i c y :       All consum er and staff are to go to the further closet and wait out the
storm .  Em ergency  lights are placed in the shelter and the batteries are
checked m onthly .

Esc a pe r ou t es Pol i c y :             All escape routes are posted at the shelter and
adm ininstration facility  in ev ery  room .

 

3 4 . 7       Ex t er n a l  T h r ea t s           

G.   EX T ERN A L T HREA T S LURKIN G IN  T HE CY BER WORLD POLICY            

When staff or consum er operate online, our agency  is prone to m assiv e
external threats from  thiev es and v iruses. The internet space is our outside
env ironm ent and our com pany ’s website is our phy sical office.  All com puters
are to m aintain an A n t i -V i r u s Pr og r a m .   T h i s w i l l  pr ot ec t  ou r                               data and
inform ation from  hackers. 

All consum er’s web based m obile phone are to be turned off with the tracer off
or the battery  rem ov ed when consum er are in the shelter.   Due to the newest
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technology , GPS locators can be traced.  For the safety  of all consum er and staff
at the shelter facility , consum ers are not allowed to utilize their personal cell
phone at the shelter.  They  m ay  use their m obile phones at the Adm inistration
office.

 

3 4 . 8       Ph y si c a l  Sec u r i t y             

H.   PHY SICA L SECURIT Y  POLICY :            

To understand phy sical security , we first need to understand ph y si c a l    
t h r ea t s      .

There are three m ain ty pes of phy sical threats: 

Ex t er n a l  ph y si c a l  t h r ea t s:                

Flooding, lightning, earthquake, wind, tornado, hurricane, ice,
fire, chem ical

In t er n a l  ph y si c a l  t h r ea t s:                

Fire, env ironm ental failure, liquid leakage, electrical
interruption

Hu m a n  ph y si c a l  t h r ea t s:              

Theft, v andalism , sabotage, espionage, errors

To prev ent these threats from  becom ing reality , ph y si c a l  sec u r i t y          
c on t r ol s       are im plem ented.  Our phy sical security  controls include:

Ex t er i or  ph y si c a l  sec u r i t y  c on t r ol s:                     

Bar doors, Video cam era

En t r a n c e ph y si c a l  sec u r i t y  c on t r ol s:                      

Doors and Gates with Locks

Alarm  sy stem  with key  cards
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A dm i n i st r a t i v e  ph y si c a l  sec u r i t y  c on t r ol s:                            

Security  Codes and Escorts to and from  shelter

Pr oper t y  ph y si c a l  sec u r i t y  c on t r ol s:                    

Monitoring/Detection Sy stem s, Lighting by  Security  Plus

En v i r on m en t a l  ph y si c a l  sec u r i t y  c on t r ol s:                          

HVAC Sy stem , Power Protection, Water and Fire
Protection/Monitoring

3 4 . 9       Sa fet y  a n d Ev a c u a t i on              

 I.   SAFETY AND EVACUATION
POLICY
Safety and Evacuation Plan are
randomly conducted.  A safety and
evaluation plan is put into place to
protect employees, clients and visitors
in case of disaster. 
Pa r t  of  t h i s pol i c y  i s for  st a ff  t o:                 

Assure that all consum ers and v isitors are accounted for prior to exiting
the building.

Direct consum ers to the nearest exit for departure from  building.  

To encouraged consum ers to exit without talking in order to hear
instructions from  staff.

Recount for all consum ers and v isitors after ev acuation of building to
assure that all persons hav e left the building.   Each staff departm ent
head is responsible for their em ploy ees, clients and any /all v isitors for
their departm ent during an ev acuation.

Hav e access to building floor plans, alarm s and fire extinguishers.

Quarterly  conduct a walk through ev acuation drill to rev iew v arious
routes for exiting buildings to assure that no area is cluttered or
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blocked.

Ha n di c a p In st r u c t i on s:                 Should there be a handicap person (wheelchair or
other); staff is to assist them  first to the nearest exit door.

Em er g en c y  c a l l  l i st :                  Staff on duty  at each location 507 /509 Central or
1 21 3  VFW Road, Greenv ille, MS should m aintain a wallet size listing of all
em ploy ees em ergency  num bers. Staff cut all utilities off, i.e. water line, gas
m ain v alv es, and electrical lines.

 

3 4 . 1 0        Sa fet y  a n d Ev a c u a t i on              

 I.   SAFETY AND EVACUATION
POLICY
Safety and Evacuation Plan are
randomly conducted.  A safety and
evaluation plan is put into place to
protect employees, clients and visitors
in case of disaster. 
Pa r t  of  t h i s pol i c y  i s for  st a ff  t o:                 

Assure that all consum ers and v isitors are accounted for prior to exiting
the building.

Direct consum ers to the nearest exit for departure from  building.  

To encouraged consum ers to exit without talking in order to hear
instructions from  staff.

Recount for all consum ers and v isitors after ev acuation of building to
assure that all persons hav e left the building.   Each staff departm ent
head is responsible for their em ploy ees, clients and any /all v isitors for
their departm ent during an ev acuation.

Hav e access to building floor plans, alarm s and fire extinguishers.

Quarterly  conduct a walk through ev acuation drill to rev iew v arious
routes for exiting buildings to assure that no area is cluttered or
blocked.
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Ha n di c a p In st r u c t i on s:                 Should there be a handicap person (wheelchair or
other); staff is to assist them  first to the nearest exit door.

Em er g en c y  c a l l  l i st :                  Staff on duty  at each location 507 /509 Central or
1 21 3  VFW Road, Greenv ille, MS should m aintain a wallet size listing of all
em ploy ees em ergency  num bers. Staff cut all utilities off, i.e. water line, gas
m ain v alv es, and electrical lines.

 

3 4 . 1 1        Spec i fi c  Bu i l di n g  Em er g en c y  Pl a n s                   

J .   SPECIFIC BUILDIN G EMERGEN CY  PLA N  POLICIES       

5 0 7 /5 0 9  Cen t r a l  St r eet  Pol i c y                

Staff shall lead clients out of the front exits doors. 

If front doors are blocks, they  should precede to the back exit doors. 

If all doors are blocked, they  should go out of side windows.

Building is on first floor.

1 2 1 3  V FW – A dm i n i st r a t i on  Bu i l di n g  Pol i c y                        

Staff should lead all persons to the center of the hall way .  

Upstairs adm inistration and program  staff should go to the nearest exit
stairway  to their office and m eet in the downstairs lobby . 

Staff on the first floor should head to the lobby  of the building. 

All staff should exit from  the lobby  of the building. 

If the lobby  doors are blocked, staff should depart from  the exit doors in
the m ain conference room .

Staff can leav e from  the back door. 

All staff should m eet in the front parking lot for a head count of
em ploy ees.   

Staff is to m ake sure all v isitors are account for prior to leav ing the
building.

1 2 1 3  V FW – Gy m  A r ea  Pol i c y            

Staff should exit out of the nearest exit doors, there are four doors. 
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Do not go to the entrance door that leads to the dram a room . 

After departing from  the side exit doors, staff should had to the front of
the adm inistration building for a head count. 

Staff is to m ake sure all v isitors are account for prior to leav ing the
building.

1 2 1 3  V FW – Dr a m a  Room  Pol i c y            

Staff should exit out of the nearest exit doors, there are four doors.

After departing from  the side exit doors, staff should had to the front of
the adm inistration building for a head count.

Do not try  to leav e by  going through the gy m  area.

Staff is to m ake sure all v isitors are account for prior to leav ing the
building.

3 4 . 1 2        Fi r e  &  T or n a do        

K.   FIRE &  T ORN A DO DRILLS POLICY :         

5 0 7 /5 0 9  Cen t r a l  St r eet            

Fi r e  dr i l l s w i l l  be  h el d on c e a  m on t h .   T h e si g n a l  i s 2  sh or t  r i n g s of                                       
t h e bel l .   
Instructions: 

Persons at 507  should walk to front door exit without talking. 

Persons at 509 should walk to back door exit without talking.

If either door is blocked persons should exit from  opposite entrance door
or from  bedroom  windows.

T or n a do dr i l l s a r e  si g n a l ed by  5  l on g  r i n g s of  t h e bel l                               .
Instructions: 

Walk to the proper place in the liv ing room  area of building nearest to
the front room  doors (if possible both side of the building should m eet in
507  liv ing room );

Sit on floor with head down and cov ered, and back to the wall;

Staff and clients should not talk because they  will not be able to hear the
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instructions.

Di sa st er  Su ppl i es Ki t  sh ou l d be k ept  i n  t h e k i t c h en  of bot h  fa c i l i t i es                                 
Con t a i n i n g --       

First aid kit and essential m edications.

Canned food and can opener.

At least three gallons of water per person.

Protectiv e clothing, bedding, or sleeping bags.

Battery -powered radio, flashlight, and extra batteries.

Special item s for infant, elderly , or disabled fam ily  m em bers.

Written instructions on how to turn off electricity , gas, and water if
authorities adv ise y ou to do so. (Rem em ber, y ou'll need a professional to
turn natural gas serv ice back on.)

St a y  T u n ed for  St or m  Wa r n i n g s               

Listen to y our local radio and TV stations for updated storm
inform ation.

Know what a tornado WATCH and WARNING m eans:

A tornado WATCH m eans a tornado is possible in y our area.

A tornado WARNING m eans a tornado has been sighted and m ay
be headed for y our area. Go to safety  im m ediately .

Wh en  a  T or n a do WA T CH Is Issu ed. . .           

Listen to local radio and TV stations for further updates.

Be alert to changing weather conditions. Blowing debris or the sound of
an approaching tornado m ay  alert y ou. Many  people say  it sounds like a
freight train.

Wh en  a  T or n a do WA RN IN G Is Issu ed. . .            

If y ou are inside, go to the safe place y ou picked to protect y ourself from
glass and other fly ing objects. The tornado m ay  be approaching y our
area.

If y ou are outside, hurry  to the m ain building or lie flat in a ditch or
low-ly ing area.

If y ou are in a car or m obile hom e, get out im m ediately  and head for
safety  (as abov e).
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A ft er  t h e T or n a do Pa sses. . .           

Watch out for fallen power lines and stay  out of the dam aged area.

Listen to the radio for inform ation and instructions.

Use a flashlight to inspect for dam age and do not use candles at any
tim e.

1 2 1 3  V FW Roa d     

Fi r e  dr i l l s w i l l  be  h el d on c e a  m on t h .   T h e si g n a l  i s 2  sh or t  r i n g  of                                       
t h e bel l .   

Instructions: 

Walk to proper exit without talking.  

Staff and clients in restroom s, dram a room , auditorium  or gy m  should
go directly  to the nearest exit.

T or n a do dr i l l s a r e  si g n a l ed by  5  l on g  r i n g s of  t h e bel l                               .
Instructions: 

Walk to the proper place in the hall directly  in the center to the nearest
exits; 

Sit on floor with head down and cov ered, and back to the wall;

Staff and clients should not talk because they  will not be able to hear the
instructions.

  T or n a do Pl a n     

All persons in the building should go to the ladies bathroom  on the first
floor or to the center of the hall way  outside of the ladies bathroom  in
the first building.

 Di sa st er  Su ppl i es Ki t  Con t a i n i n g --                

First aid kit and essential m edications.

Canned food and can opener.

At least three gallons of water per person.

Protectiv e clothing, bedding, or sleeping bags.

Battery -powered radio, flashlight, and extra batteries.

Special item s for infant, elderly , or disabled fam ily  m em bers.
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Written instructions on how to turn off electricity , gas, and water if
authorities adv ise y ou to do so. (Rem em ber, y ou'll need a professional to
turn natural gas serv ice back on.)

St a y  T u n ed for  St or m  Wa r n i n g s               

Listen to y our local radio and TV stations for updated storm
inform ation.

Know what a tornado WATCH and WARNING m eans:

A tornado WATCH m eans a tornado is possible in y our area.

A tornado WARNING m eans a tornado has been sighted and m ay
be headed for y our area. Go to safety  im m ediately .

Wh en  a  T or n a do WA T CH Is Issu ed. . .           

Listen to local radio and TV stations for further updates.

Be alert to changing weather conditions. Blowing debris or the sound of
an approaching tornado m ay  alert y ou. Many  people say  it sounds like a
freight train.

  Wh en  a  T or n a do WA RN IN G Is Issu ed. . .            

If y ou are inside, go to the safe place y ou picked to protect y ourself from
glass and other fly ing objects. The tornado m ay  be approaching y our
area.

If y ou are outside, hurry  to the m ain building or lie flat in a ditch or
low-ly ing area.

If y ou are in a car or m obile hom e, get out im m ediately  and head for
safety  (as abov e).

A ft er  t h e T or n a do Pa sses. . .           

Watch out for fallen power lines and stay  out of the dam aged area.

Listen to the radio for inform ation and instructions.

Use a flashlight to inspect for dam age and do not use candles at any
tim e.

3 4 . 1 3        Bom b T h r ea t       
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  L.   REPORT IN G A  BOMB T HREA T  POLICY       

Rem ain calm . Do not alarm  other consum ers or em ploy ees.

IF T HREA T  IS  BY  T ELEPHON E:      

Keep the caller on the line for as long as possible. Be polite and show
interest.  

Ask:  Location of Bom b, Tim e set to explode, Where is the bom b located?,
What does it look like? What kind of bom b is it?, What will m ake it
explode?, Did y ou place the bom b? Yes No, Why ? What is y our nam e?

Do not hang up, ev en if the caller does. Not replacing the handset
enables the call to be traced.

If possible, write a note to a colleague to call the authorities or, as soon as
the caller hangs up, im m ediately  notify  authorities y ourself.

If y our phone has a caller ID display , copy  the num ber and/or letters on
the window display .

Note: Caller 's v oice and accent, background sounds, estim ated age of caller,
and Tone of threat

IF A  SUSPICIOUS OBJ ECT  OR PA CKA GE IS  FOUN D:      

Do not touch

Keep areas clear

ontact authorities

Signs of a suspicious package include:  No return address, Excessiv e postage,
Stains, Strange odor, Strange sounds, Unexpected Deliv ery , Poorly
handwritten,

Misspelled Words, Incorrect Titles, Foreign Postage, and Restrictiv e
Notes

IF T HREA T  IS  BY  LET T ER:      

Do not handle m ore than necessary

Where possible, the item  should be placed into a plastic pocket to
preserv e any  phy sical ev idence.

WHEN  CON T A CT IN G A UT HORIT IES        
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Do not use m obile phones or other electronic equipm ent that m ay
trigger a dev ice.

Turn off m obile phones 

 

3 4 . 1 4        Sec u r i t y  Bom b A ssessm en t            

M.  SECURIT Y  BOMB T HREA T  A SSESSMEN T  POLICY        

Where possible, a threat assessm ent team  shall com m unicate and consider the
inform ation av ailable, assess the legitim acy  of the threat and determ ine the
course of action. Where concerns for safety  exist pol i c e  sh a l l  be n ot i fi ed           
a n d r equ est ed t o a t t en d,  m a n a g e t h e i n c i den t  a n d i n v est i g a t e.                                 

3 4 . 1 5        Ev a c u a t i on         

  N .  EV A CUA T ION  POLICY      

Our House staff will contact the police to assist with the ev acuation the
building.

1 .) Em ploy ees and v isitors should be prepared to ev acuate and await further
instruction from  police.

2 .) Ev acuate the building as instructed to do so by  the police.

3 .) Persons m ay  be asked to rem ov e all personal belongings, such as bags and
briefcases when ev acuating.

 

3 4 . 1 6        In c i den t  Rec or di n g           

O.  IN CIDEN T  RECORDIN G POLICY    
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A Security  Incident Report will be com pleted for ALL reported threats.

3 4 . 1 7        Host a g e Pr ev en t i on          

P.      OUR HOUSE,  IN C.  HOST A GE PREV EN T ION  POLICY        

It is Our House policy  that all staff knows the lay out of the shelter and
adm inistration facility  for speedy  escape routes.

It is Our House policy  that all consum ers upon adm ission are giv en v isual tour
of the lay out of the shelter, especially  the exits.

It is our policy  that hostage drills are conducted at the sam e tim e as the fire
drills are conduct.

To prov ide hostage take ov ers the following are in place:

Locks: a solid dead bolt

Doors: Solid core m etal security  doors

Windows: that cannot m anipulate from  the outside.

Alarm  Sy stem s:  24 hour m onitoring sy stem  in

Priv ate Security : Proper m onitoring of trees, shrubs, rocks, telephone
poles, fences, cars etc. to m ake sure that they  are not blocking the line of
sight from  the street.

Safe Room : The kitchen is consider the safe room  with a back entrance
to the laundry  room  for hiding until police arriv e.

Details on how to act in a hostage situation is included in the shelter
orientation m anual.
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35.Policy: Sexual Assault Services

3 5 . 1       Sex u a l  A ssa u l t  T r a i n i n g  1 0 1 :  In t r odu c t i on                              

The Mississippi Coalition Against Sexual Assault (MSCASA) was created in
1 988. It was form ed when the Rape Crisis centers in Mississippi, sev eral in
existence since the 1 97 0’s, banded together statewide to expand education,
training, and public awareness to address sexual v iolence in our society ,
form ing a designated prov ider of these serv ices. 

 

Mississippi Coalition Against Sexual Assault is a non-profit organization
supported by  the Office on Violence Against Wom en, Office of Justice
Program s, and the U.S. Departm ent of Justice to prov ide training and
technical assistance that builds upon strong com m unity  partnerships with the
goals of strengthening serv ices for v ictim s of sexual assaults, dating v iolence,
and stalking and prom oting com prehensiv e prev ention strategies around the
state.

 

The v i si on     of the MS Coalition Against Sexual Assault is to enhance serv ices to
v ictim s of v iolence, educate the com m unity , and prov ide resources, referrals,
and outreach to those affected by  sexual assault, dating v iolence, and stalking.

 

Rape crisis center program s are in Biloxi, Colum bus, Greenv ille, Hattiesburg,
Jackson, Meridian, Natchez, Oxford and Tupelo.  Mississippi’s nine (9) sexual
assault centers prov ide core serv ices to the sexual assault surv iv or and fam ily
m em bers free of charge. Further inform ation about the centers and the
organization can be accessed through the website at www.m scasa.org.

 

This Training Manual, dev eloped by  the Board of Directors, Executiv e
Director, staff and v olunteers, was created to assist sexual assault v ictim
Adv ocates with basic training skills that will assist in prov iding core and
com prehensiv e serv ices to v ictim s/surv iv ors and significant others, including
fam ily  m em bers. The goal of this m anual is to 1 ) prov ide enough basic
inform ation to the Adv ocate at the beginning of em ploy m ent to allow
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understanding of specific and general dy nam ics of sexual assault, 2) help in
understanding the needs of div erse com m unities and dev elop the skills
necessary  to work with div erse populations, 3 ) help dev elop core skills using
role-play s and sam ple presentations, 4) build on and enhance skills already
acquired through education and/or experience and 5) ensure that all of the
inform ation needed to prov ide v ictim  serv ices is within the scope of tim ely
deliv ery .

3 5 . 2       Sex u a l  A ssa u l t  Defi n i t i on s               

 

IN T RODUCT ION  

 

The table below is a condensed outline of the MSCASA Core and Enhanced
serv ices that are prov ided through the Sexual Assault Serv ices Program
(SASP) at each Rape Crisis Center. The m ission of the SASP is to prov ide
interv ention, adv ocacy , accom panim ent, support serv ices, and related
assistance for adult, y outh, and child v ictim s of sexual assault, fam ily  and
household m em bers of v ictim s, and those collaterally  affected by  the sexual
assault.

CORE A N D EN HA N CED SERV ICES     

Serv ice  Goal Activ ities
24- Hour Hotline:

Telephone hotline services that
are available 24/7.

Provide immediate
assistance to caller.

Active listening, address
immediate needs, manage
coping skills, provide
emotional support.

Information and Referral:

Timely response to requests for
information and assistance related
to sexual violence.

Provide the person with
specialized sexual violence
related information and
resources.

Referrals to other service
providers to support
survivors (e.g. therapists,
housing, legal assistance, etc.) 
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Crisis Interv ention:

Timely response to victim in a
crisis of sexual violence to address
immediate needs.

Reduce the level of trauma
by strengthening coping
skills.

Empathic listening, address
safety concerns, reactions to
trauma, explore immediate
needs and options.

Adv ocacy / Accompaniment: 

In-person personal support and
acting on behalf of victims.

 

Provide support, services
and knowledge through
relevant systems and
providers.

Educate and accompany
through the medical and
justice system and assist in
making informed decisions. 

Community  Awareness/
Outreach:

Inform public about sexual
violence, programs and services.

Increase community’s
awareness and knowledge
about available programs
and services.

Community involvement,
educating multiple systems of
care through networking and
collaboration.

EN HA N CED SERV ICES   

Serv ice  Goal Activ ities
Sy stem Coordination:

Development of relationships with
programs/providers in providing
an array of essential services.

Develop client-centered
comprehensive continuum
of services for all victims.

Participation in multi-
disciplinary teams to promote
effective relationships with
diverse agencies.

Counseling/Support Groups:

Individual and group guidance that
assist in understanding the effects
and responses to trauma.

Assist in private and/or
group settings in finding
trauma centered
resolutions in recovery.

Exploring and validating
feelings, non-judgmental
environment, solution or
action focused.

Prev ention Education:

Inform diverse systems how to
address effective strategies in
preventing sexual violence.

Increase awareness
through institutions
providing knowledge and
education.

Raise community awareness
by education, skill building,
campaigns, distribution of
materials and presentations.

In the following chapters, y ou will find inform ation detailing specifics of the
abov e referenced m odule.  This inform ation is intended to guide and assist with
training and understanding of sexual assault in the different areas where
serv ices are prov ided.
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  This chapter will attem pt to define sexual assault to assist the adv ocate in
understanding the div erse ty pes of v iolent sexual acts, its history  and the
effects it has on society .

Wh a t  i s sex u a l  a ssa u l t ?            

Sexual assault is “any  ty pe of sexual contact or behav ior that occurs without
the explicit consent of the recipient.”  Falling under the definition of sexual
assault are sexual activ ities such as forced sexual intercourse, forcible sodom y ,
child m olestation, incest, fondling, and attem pted rape.  The following term s
and definitions describe the m any  categories of sexual assault.

Rape: Forced sexual contact with som eone who does not or cannot
consent.

Attem pted rape: An unsuccessful effort to hav e forced sexual contact
without consent.

Child m olestation: Any  sexual contact with a child.

Fondling: touching the priv ate body  parts of an indiv idual without
consent.
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Incest: Sexual contact between fam ily  m em bers who are too closely
related to m arry .

Sexual harassm ent: Unwelcom e sexual adv ances, requests for sexual
fav ors, other v erbal, v isual, or phy sical conduct of a sexual nature;
sexual innuendo; offensiv e jokes; and repeated unwanted inv itations.

Stalking: Following and unexpectedly  showing up to track an
indiv idual, threaten, or cause fear.

Sexual Abuse: the sexual assault of children or other instances of
ongoing sexual assault perpetrated by  a person in a position of trust or
intim acy .

Cy berstalking: Electronically  m ail or electronically  com m unicate to
another repeatedly , whether or not conv ersation ensues, to threaten,
terrify  or harass.

Sam e Sex Sexual Assault: When the v ictim  and the perpetrator are of
the sam e gender.

Forcible Sodom y : Forcible sexual contact with the m outh and the anus.

Obscene Electronic Com m unications: Any  com m ent, request,
suggestion or proposal by  m eans of telecom m unication or electronic
com m unication which is obscene, lewd or lasciv ious with intent to
abuse, threaten or harass any  party  to a telephone conv ersation,
telecom m unication or electronic com m unication.

Dating Violence: A pattern of abusiv e and coerciv e behav iors used to
m aintain power and control ov er a form er or current intim ate partner.

Sexual assault is a crim e of v iolence and can happen to any one at any  tim e. 
There are no boundaries of distinction as it crosses age, ethnic, gender and
racial lines. 

3 5 . 3       Cr i si s In t er v en t i on            

Cr i si s In t er v en t i on         

Crisis describes how a person’s body  and m ind react to an ev ent that is
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unusual, particularly  an ev ent that is potentially  life threatening.  A crisis, or
crisis reaction, is a response to a crisis situation or ev ent.   It is a norm al
reaction to an abnorm al life ev ent.  So, when stress or a crisis occurs the
equilibrium  is thrown off balance.

Phy sical reactions to a crisis situation:

Frozen Fright – phy sical shock, disorientation, im m obilization and
num bness (the body  freezes and is unable to react).

Fight or Flight – the body  begins to m obilize, adrenaline and heart rate
increases, sweating exhaustion and hy perv entilating.

Adaptation – when the body  can neither fight nor flight and forced to
adapt to unnatural situation.

Em otional reactions to a crisis situation:

Stage 1 :  Shock, disbelief, denial.  There is an initial cognitiv e reaction
of shock (the m ind cannot recognize the crisis ev ent).

Stage 2:  Em otional confusion; fear, anger, guilt or self-blam e, sham e or
hum iliation (m em ory  m ay  be incom plete).

Stage 3 :  Return to balance; equilibrium  balance but different than
before.

When responding to crisis, y ou m ay  prim arily  function as an initial point of
contact for the v ictim  and a support/point person for them . The Adv ocate
begins by  prov iding a tim ely  response in discussing and answering questions,
and prov iding support for what the v ictim  needs and is experiencing whether
it is em otional or phy sical.  Responding to the crisis by  phone is m ade av ailable
24 hours a day , sev en (7 ) day s a week.  During the initial call or intake, the
Adv ocate seeks to reduce the lev el of traum a experienced by  the v ictim
because of sexual v iolence by  assisting v ictim s in strengthening their coping
skills through calm ness, enablem ent and em pathic response.

Crisis interv ention is a process to help the v ictim :

Understand what happened

Realize that they  are not alone, help is av ailable

Cope with reactions and prepare for long term  responses

Build on natural resiliency  and strengths

Problem  solv e around practical problem s
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Crisis interv ention is not therapy  and does not attem pt to “fix” people.  It
inv olv es the Adv ocate im m ediately  addressing safety  concerns; prov iding
supportiv e assistance; responding to feelings expressed by  the surv iv or and
stay ing with her/his em otional focus; v alidating feelings and concerns;
identify ing and supporting strengths and healthy  coping skills; helping the
surv iv or anticipate the next steps; discussing decisions to be m ade; and
prov iding educational inform ation to address any  m isconceptions the surv iv or
m ay  hav e about sexual assault (e.g. self-blam e).

During this phase of the hotline call or initial contact the Adv ocate is expected
to be engaging and listening activ ely  to the v ictim , responding with
com passion and understanding.

Prov ide non-judgm ental v alidation. This is an opportunity  for the Adv ocate to
explore and encourage expression of thoughts and feelings.

Offer reassurance and acceptance. Stay  on track; why  did they  call and how
can y ou help?

Facilitate the restoration of power and control for the v ictim . Explore all
options and inv olv e the v ictim  in decision m aking.

Affirm  or congratulate the v ictim ’s decision to contact the agency  rather than
utilize an unhealthy  coping skill.

Mobilize, support and discuss resources – Offer appropriate resources based on
the v ictim ’s specific situation.

Prov ide inform ation about the effects of sexual v iolence and possible reactions
to traum a

Prov ide general inform ation about m edical and legal issues

Dem onstrate respect for cultural differences and practices

Discuss im m ediate, short-term , and long-term  options.

Prov ide inform ation about the extent and lim its of priv acy  and confidentiality

If a client calls im m ediately  after the attack, they  m ay  be experiencing crisis
in the form  of shock.  If they  call a week after the attack, the crisis m ay  be
brought forward by  the treatm ent receiv ed from  fam ily , friends, the police or
hospital staff.  If they  call m onths or y ears after the attack, they  m ay  in a state
of crisis brought forward by  an activ ity , anniv ersary  or incident that
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triggered m em ories of the assault.

In for m a t i on  a n d Refer r a l           

Inform ation and referral is the practice of bringing v ictim s and serv ices
together.  The inform ation used to determ ine the m ost appropriate resource is
usually  collected from  initial and ongoing assessm ents. Stated v ictim  needs
assist the Adv ocate in m aking appropriate referrals for the v ictim  and their
fam ily .  The Adv ocate should be aware of, and ready  to refer to, internal
resources within the agency  and external resources outside of the agency . 

Follow these guidelines when preparing v ictim s for a referral:

Ensure that the v ictim  can articulate his or her needs.

Check on v ictim  eligibility  and the appropriateness of the serv ices.

Sum m arize the serv ices needed or deliv ered.

Tell the v ictim  what docum entation to take to the appointm ent.

Explain why  it is im portant to attend a referral appointm ent.

Discuss what the v ictim  m ay  expect to occur at the referral
appointm ent.

Prov ide the v ictim  with the date, tim e, address, phone num ber, contact
nam e for the referral appointm ent, and expectation of serv ice.

Discuss the expected cost of the v isit.

Discuss any  barriers that the v ictim  m ay  face when accessing the
referral, and find way s to address them .

Sy stem atically  organize and prov ide m ultiple referrals as needed.

Discuss how y ou will follow up with the v ictim  after the referral
appointm ent.

Assist with Victim  Com pensation inform ation.

Refer clients to website links with current inform ation about the crim e
and serv ices

When finding and m aking referrals apply  the fiv e “R’s”:

1 .     Ready  – Make sure the resource is readily  av ailable for the v ictim .

2.     Relev ant – The serv ices m ust be relev ant to the v ictim .

3 .     Relate – Relay  the inform ation to the referral source(s).

4.     Rev ise – Rev ise on a periodic basis.
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5.     Respect – Victim s m ust be treated with respect by  referring agencies.

It is im portant to m atch each v ictim  to the m ost appropriate serv ice prov ider. 
If necessary , v isit the referral source to be sure they  are prov iding the serv ices
that the v ictim  needs.  Also, during y our v isit y ou m ay  observ e how clients
are treated and if y ou’d like to continue using them  as a referral source.

Maintain an updated referral network by  following-up on current resources,
ensure that the serv ices desired are being deliv ered, and stay ing up to date on
serv ices prov ided.  Be sure to docum ent all referrals by  including the serv ice
used, who referred the serv ice, the reason for the referral and any  feedback
from  the prov ider or the v ictim . Make sure that the v ictim  is inv olv ed with
the decision and that his or her needs are m et.  Alway s follow up with the
v ictim  after he or she has m et with the referring agency .

T h e T h r ee E’s    

If possible, adv ocates should attem pt to utilize each of the three E’s (em pathize,
educate, and em power) in ev ery  call at least once.

1 .     EMPATHIZE: Let the caller know that y ou are aware of the em otion that
they  are prov iding. This does not m ean that y ou know/fully  understand their
situation, but y ou can understand why  they  are attaching this specific
em otion to their story . The adv ocate should be com fortable with allowing
em otions of all ty pes to be expressed safely .

2 .     EDUCATE: In the conv ersation, y ou m ay  hav e an opportunity  to explore
potential responses to sexual assault and traum a. This inform ation can often
be a source of com fort to the caller and can help explain potential resources for
v arious responses.

3 .     EMPOWER: Take the tim e to rem ind the caller what steps they  hav e
taken. Focus on the power of em bracing their specific em otions. Find strength
in their story  that they  did not notice. Help them  take the next step by
rem inding them  that they  hav e the power and control ov er their own life.

A dv oc a c y /A c c om pa n i m en t              

The role of the adv ocate term ed adv ocacy  and/or accom panim ent refers to in-
person personal support and/or assistance in accessing sexual v iolence related
serv ices, and acting on behalf of and in support of v ictim s.  This m ay  include
responding to his/her m edical em ergency  and accom pany ing or joining the
v ictim  at the hospital to prov ide support and facilitating com m unication
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between him  /her, significant others and the m edical staff.

Alway s keep in m ind that the client is y our prim ary  focus; it is on his or her
behalf that y ou are adv ocating. The adv ocate m ight be the initial person on
site with the v ictim  while they  m ake their first report to the police or
accom pany  the v ictim  to court, helping the client negotiate her/his way
through the courts and other sy stem s.   These serv ices m ay  be prov ided on a
24-hour basis to ensure that v ictim s’ interests are represented ad their rights
upheld.  The goal of the Adv ocate is to assist the v ictim  in receiv ing needed
serv ices and adequate support, regain personal power and control, and gain
knowledge of the m edical and crim inal justice sy stem .  Prov iding adv ocacy  for
the v ictim  also include prom oting responsiv eness of indiv idual serv ice.

The Adv ocate is responsible for prov iding:

Ongoing personal support to include outreach and personal v isits (e.g.
in-patient or residential care settings).

Arranging for serv ices to enhance recov ery .  This m ay  include:

• Follow-up health care

• Finding safe housing or term ination of a lease

• Addressing m issed work or related em ploy m ent issues with em ploy e

Assistance in m aking inform ed decisions about m edical care (including
forensic exam ) and police reporting.

Accom panim ent to m edical exam , appointm ents, interv iews, court
proceedings and other necessary  appointm ents or serv ices.

Support in accessing civ il rem edies, such as referral to pro bono
attorney .

Assist in preparing for court; inform ing the v ictim  of his/her rights in
legal settings.

Activ e m onitoring of case through the legal sy stem .

Aiding with sexual v iolence injunctions and other protectiv e and no-
contact orders

Assistance with Crim e Victim  Com pensation applications.

On-going case m anagem ent to ensure continuity  of serv ices, including
adv ocating on clients’ behalf with com m unity  gov ernm ental or
crim inal justice sy stem  based responders and serv ice prov iders.
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The Adv ocate should be flexible and willing to assist with the v arious
challenges that m ay  im pede the v ictim ’s progress in achiev ing a sense of
norm ality .  This m ay  include defining problem s and identify ing solutions,
identify ing resources, and com m unicating with resources in the com m unity
on behalf of the v ictim . 

Est a bl i sh  a  w or k i n g  r el a t i on sh i p                   

 Because v ictim s are in the process of regaining trust, little things becom e
im portant. Adv ocates should take care to keep appointm ents and follow
through with what they  hav e agreed to do – this is critical for establishing
trust. Also, establish and m aintain healthy  boundaries for the relationship.  

Finally , be clear about confidentiality  and explain the agency 's policies and
procedures - including situations that m ust be reported, such as
suicidal/hom icidal ideation or child abuse.

Create a safe, accessible env ironm ent. It is the responsibility  of the adv ocate to
ensure that interactions with the client are "safe." Be clear about phy sical
touching; any  touch or closeness m ust be appropriate and occur only  with
clear perm ission of the surv iv or. This also includes ensuring that the
phy sical/v isual space in which y ou work together does not feel unsafe for the
surv iv or. 

3 5 . 4       T h e Sex u a l  A ssa u l t  For en si c  Ex a m                   

T HE SEX UA L A SSA ULT  FOREN SIC EX A M        

T h e “ Ra pe Ki t ”     

You m ay  hav e heard the term  “rape kit” to refer to the Sexual Assault
Ev idence Kit (SAEK). The term  rape kit refers to the kit itself—a container that
includes a checklist, m aterials, and instructions, along with env elopes and
containers to package any  specim ens collected during the exam . The contents
of the kit v ary  and m ay  include:

Bags and paper sheets for ev idence collection

Com b

Docum entation form s

Env elopes
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Instructions

Materials for blood sam ples

Swabs

T h e Sex u a l  A ssa u l t  Ex a m            

As an adv ocate, y ou m ay  offer to transport or accom pany  the sexual assault
v ictim  to a hospital for m edical care and to be seen by  a sexual assault nurse
exam iner (SANE) or forensic m edical exam iner. The hospital should be one
that has a SANE program . Understand that v ictim s m ay  feel em barrassed and
hum iliated that their bodies were exposed during the sexual assault and m ust
be exposed again during the exam ination. Enter the exam ination room  with
the v ictim ’s perm ission but allow priv acy  when requested.

The length of the exam  m ay  take 2-4 hours, but the actual tim e will v ary
based on sev eral different factors. The v ictim  will be asked about current
m edications, pre-existing conditions, and other questions pertaining to their
health history . The v ictim  will also be asked about the details of what has
happened to help identify  all potential areas of injury  as well as places on the
body  or clothes where ev idence m ay  be located.

Generally , what will take place during the exam ination includes an
ev aluation of the risks of hav ing contracted a sexually  transm itted disease or
becom ing pregnant (and that m edications exist to prev ent both); the taking of
blood and urine specim ens; and the collection of other phy sical ev idence for
DNA profiling, to aid in the apprehension and prosecution of the offender. T h e 
ex a m    m ay  include a full body  exam ination, including internal exam inations
of the m outh, v agina, and/or anus. It m ay  also include taking sam ples of
blood, urine, swabs of body  surface areas, and som etim es hair sam ples. The
trained professional perform ing the exam  m ay  take pictures of y our body  to
docum ent injuries and the exam ination. With perm ission, they  m ay  also
collect item s of clothing, including undergarm ents. Any  other form s of
phy sical ev idence that are identified during the exam ination m ay  be collected
and packaged for analy sis.

A Sexual Assault Exam  consists of the following steps. Each step should be
explained to the v ictim  by  the SANE prior to conducting it. This will allev iate
anxieties the v ictim  m ay  experience during the exam . The Adv ocate can help
to create a calm  and caring env ironm ent; reassuring the v ictim  and prov iding
com fort m easures. It is strongly  suggested that the Adv ocate talk to the v ictim
during the process prov iding guidance and encouragem ent when things
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becom e difficult. It m ay  also be helpful to hold the v ictim ’s hand while being
exam ined. Respect the v ictim s’ priv acy  when required during the exam .

Det a i l ed St eps t o a  Sex u a l  A ssa u l t  For en si c  Ex a m  ( Ra pe Ki t )                          

Step 1 : Foreign Material

The nurse will ask the v ictim  to stand ov er a piece of paper and undress.
This collects foreign m aterial that m ay  be on the v ictim ’s clothes.

A sheet can be held around the v ictim  during this tim e to giv e her/him
som e priv acy .

Step 2: Outer Clothing

The nurse will place the outer clothing in a paper bag to facilitate
dry ing.

Step 3 : Contact

Contact m ay  be m ade for som eone to bring m ore clothes, as their clothes
will be sent as ev idence.

Steps 4/5: Collection of undergarm ents for ev idence

The v ictim ’s bra and underwear will be collected as ev idence.

If the v ictim  does not want to giv e her bra, tell her that she doesn’t hav e
to. If there could be DNA ev idence on it, strongly  encourage her to giv e
it.

Step 6: Debris collection

Any  debris that m ay  be on the v ictim  such as dirt, leav es or fibers in
hair m ay  be collected during this step.

Step 7 : Right hand fingernail scrapings

The nurse will ask the v ictim  to hold his/her right hand ov er a piece of
paper and scrape their fingernails with a sm all plastic tool.

Step 8: Left hand fingernail scrapings

The nurse will ask the v ictim  to hold his/her left hand ov er a piece of
paper and scrape their fingernails with a sm all plastic tool.
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Step 9: Collection of dried secretions

This step is to collect sam ples of fluids that m ay  be deposited in/on an
area other than an orifice.

It is recom m ended that an alternativ e light source be used during this
step.

Step 1 0: Oral and skin contact ev idence

The nurse will swab areas where the perpetrators m outh encountered
any  non-genital part of the v ictim ’s body . (Ex: If he licked/kissed her
neck, chest, arm s, etc.) The swab m ay  be m oistened with sterile water
before the collection is done.

Step 1 1 : Pubic hair com bings

The nurse m ay  ask the v ictim  to perform  this step. The v ictim  will
allow any  ev idence to be collected v ia the com b and droppings on a piece
of paper.

Step 1 2: Pulled pubic hair

The nurse m ay  ask the v ictim  to perform  this step also. Check for any
loose pubic hairs that m ay  hav e been dislodged during the assault.

Step 1 3 : Oral swabs

The nurse will swab the m outh for any  ty pe of specim en. This is ONLY
collected if m outh to genital contact occurred.

Step 1 4:Vulv ar swabs

The nurse will m oisten swabs with water and swab the v ulv ar area.

Step 1 5: Vulv ar/Penile swabs

These swabs are ONLY collected if m outh to v ulv a for fem ales or m outh
to penis for m ale v ictim s occurred.

Step 1 6: Vaginal swabs

The nurse will perform  a pelv ic exam .

Swabs will be collected from  inside the v agina
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Photos m ay  be taken any  tim e during the exam  to show that there is or
is not any  findings

Step 1 7 : Rectal Swabs

Swabs are not inserted, just swabbed around the area.

This step checks for any  DNA around the rectum .

Step 1 8: Collection of Pulled Head Hairs

Hairs are pulled from  the head to com pare with hairs found at the
crim e scene or on the perpetrator.

The kit asks for 5 hairs from  5 places on the head.

Step 1 9: Blood sam ples

The nurse should draw the blood needed for the kit and DNA tests at the
sam e tim e.

The kit has an expiration date. The ONLY thing in the kit that can
expire is the blood tube.

Step 20 / 21 : Collection of other ev idence

Any thing else that m ay  need to be collected will be placed in the
corresponding env elopes in the kit.

When the exam  is ov er m ake sure the v ictim  has clothing. If not, see if the
hospital can giv e him /her som ething to wear or call a trusted friend or
relativ e to bring som e clothes. Be certain that the v ictim  has a safe place to go.
If the v ictim  is okay , after discharge, y ou m ay  accom pany  the v ictim  to a safe
place, if needed.

Refer en c es  

http://www.calcasa.org/wp-content/uploads/201 1 /05/Training-
Standards.pdf California Coalition Against Sexual Assault

http://www.ccasa.org/wp-content/uploads/201 4/01 /sexual-assault-
adv ocacy -and-crisis-line-training-guide.pdf Colorado Coalition Against Sexual
Assault

https://www.ov cttac.gov / Office of Victim s of Crim e, Departm ent of Justice
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https://www.rainn.org/articles/rape-kit RAINN (Rape, Abuse & Incest
National Network)

3 5 . 5       Respon di n g  t o Sex u a l  A ssa u l t               

RESPON DIN G T O SEX UA L A SSA ULT      

“The life-stage a person was in when the abuse occurred is a factor in how a
person experiences, processes and recov ers from  a sexual assault.”

Ch i l dr en   

When children are v ictim ized by  sexual abuse, their psy chological passage
through the natural stages of growing up can be disrupted. In addition, the
child—and later the adult—m ay  hav e to cope with the traum a of the
v ictim ization again and again in each dev elopm ental stage of life.

Furtherm ore, child v ictim s suffer not only  the phy sical and em otional traum a
of their v ictim ization but, once the crim e is reported, the traum a of being
thrust into the stressful “adult” world of the crim inal justice sy stem . There,
adults who were unable to protect them  in the first place are responsible for
restoring the child v ictim s’ sense that there are safe places where they  can go
and safe people to whom  they  can turn.

Considerations for the v ictim  m ay  include:

Choosing a secure, com fortable setting for interv iewing child v ictim s.
Allow tim e for the child to establish trust and rapport with y ou.

Talking in language appropriate to v ictim s’ ages and, especially  with
y oung children, do not use jargon, long sentences, or a lot of pronouns
that can be confusing.

Assuring that they  hav e done nothing wrong and that they  are not in
trouble.

Com plim enting v ictim s frequently  on their good behav ior and for
answering y our questions., as well as for telling y ou when they  do not
understand a question.

Being m indful of the lim ited attention span of children.

Childhood experiences, both positiv e and negativ e, hav e a trem endous im pact
on future v iolence v ictim ization and perpetration, and lifelong health and
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opportunity . As such, early  experiences are an im portant public health issue.
Much of the foundational research in this area has been referred to as Adv erse
Childhood Experiences (ACEs).

A dol esc en t s    

Throughout adolescence, teens are ty pically  engaged in a process of form ing
their own identities independent of their fam ilies, largely  influenced by  their
friends and social m edia. They  are also influenced by  internal horm onal
activ ity  causing rapid and som etim es m ind-boggling growth, bodily
transform ation, and em otional m ood-swings. It is during this already
confusing and em otionally  difficult tim e of life that m any  y oung people
confront the problem  of being sexually  assaulted or abused. Ty pes of
v ictim ization include stranger rape, acquaintance rape, incest, sexual abuse,
as well as m olestation and attem pted rape.

Considerations for the v ictim  m ay  include:

Entering the “adv ocate – teen” relationship as an ally . This is a great
opportunity  for the adv ocate and the y oung person to experience an
equal power dy nam ic based on a respectful relationship.

Recognizing – and respecting – the adolescent's am biv alence,
cautiousness, and fears about seeking serv ices will help establish
rapport.

Exploring adolescents' support sy stem s.

Giv ing inform ation and letting them  know that they  are not alone in
the dilem m a.

Understanding that teens m ay  need to incorporate phy sical and
em otional safety  planning.

Ma l e V i c t i m s       

The m ale box is a sy m bol for what it is like to be “a m an”. There are social
“walls” and “boundaries” around us that im pact how m en behav e. These walls
m ake sure that m en act according to the gender roles society  has prescribed for
them . Inside the box represents what society  say s is okay  for m en to be like or
how to behav e. Outside the box are term s m en are called when they  step
outside the box and act differently  than society 's behav ior code allows.

While surv iv ors of sexual assault share m any  of the sam e feelings, there are
issues that are unique to the m ale surv iv or. Like m any  surv iv ors, m ale
surv iv ors m ay  experience rage, self-blam e, guilt, and other fam iliar reactions.
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They  m ay  also dev elop special concerns about their own sexuality  and a
reluctance to seek help. The adv ocate should be aware of these issues that m ay
affect m ale surv iv ors and the approaches that can help in recov ery .

Considerations for the v ictim  m ay  include:

• Ending denial by  telling people who are safe for and im portant to the
surv iv or.

• Building a support network.

• Addressing any  coping m echanism s that hav e negativ e consequences.

• Addressing other effects that the v iolence has had on the surv iv or's life in a
safe space.

El der l y  

When older people are v ictim ized, they  m ay  suffer worse phy sical,
psy chological, and financial injuries than other age groups. For exam ple,
when v ictim s who are 65 y ears of age or older are injured, they  are about
twice as likely  to suffer serious phy sical injury  and to require hospitalization as
any  other age group. Because the phy siological process of aging brings with it a
decreasing ability  to heal after an injury , older people m ay  also nev er fully
recov er phy sically  or psy chologically  from  the traum a of their v ictim ization.
In addition, this traum a m ay  be worsened by  their financial situation.

Considerations for the v ictim  m ay  include:

Being attentiv e to whether v ictim s are tired or not feeling well.

Asking v ictim s if they  are hav ing any  difficulty  understanding y ou. Be
sensitiv e to the possibility  that they  m ay  hav e difficulty  hearing or
seeing.

Giv ing v ictim s adequate tim e to hear and com prehend y our words
during the interv iew.

Asking questions one at a tim e, and wait for a response before
proceeding to the next question. Repeat key  words and phrases. Ask
open-ended questions to ensure that y ou are being understood.

Try ing to reduce or m inim ize the stressors and pressures on v ictim s. Be
patient.

LGBT QI
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Sexual assault can happen to any one regardless of race, ethnicity , class, age,
gender, gender identity  and expression, or sexual orientation. While the
LGBT QI  (lesbian, gay , bisexual, transgender, queer/questioning, and
intersex) com m unity  is at approxim ately  the sam e risk as heterosexuals of
being sexually  assaulted by  som eone they  know, hom ophobia, biphobia, and
transphobia put LGBTQI people at a greater risk of being a v ictim  of sexual
v iolence.

Considerations for the v ictim  m ay  include:

Being sensitiv e to the v ictim ’s fear of exposure to insensitiv e or
hom ophobic, biphobic, and transphobic responses from  the crim inal
justice sy stem , m edical responders, and other support serv ices.

Allowing the v ictim  to educate y ou about issues specific to LGBTQI
v ictim s.

Making the v ictim  com fortable by  accepting differences.

Being com fortable in prov iding adv ocacy  to a m ultitude of
com plications related to em ploy m ent, housing, education, financial
safety , personal safety , and priv acy .

Being sure to separate what y ou want to know about them  from  what
y ou need to know to best adv ocate for them . Knowing their gender
identity  and/or sexual orientation m ay  not be relev ant to the serv ices
they  are receiv ing.

Per son s w i t h  di sa bi l i t i es            

Sexual v ictim ization for people with a disability  is m uch greater than for those
who do not hav e a disability . Perpetrators specifically  target this population
under the assum ption that v ictim s will be unable to escape or report the
crim e. In addition, people who hav e a disability  are often v ictim ized
repeatedly  by  the sam e perpetrators, who m ay  be their caregiv ers.

Considerations for the v ictim  m ay  include:

Asking v ictim s if they  hav e any  special needs and using the word
“challenged” rather than “disability .”

Asking v ictim s directly  how the two of y ou can m ost effectiv ely
com m unicate with each other and how y ou can best assist them .

Speaking directly  to v ictim s, ev en when they  are accom panied by
another person.

Listening to y our tone of v oice and m onitor y our behav ior to m ake sure
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that y ou are not talking down to v ictim s or treating v ictim s as
children.

Nev er assum ing that people with disabilities suffer less em otional
traum a and psy chological injury  than other crim e v ictim s.

In t i m a t e Pa r t n er  V i ol en c e               

Intim ate Partner Sexual Violence (IPSV) is a com prehensiv e term  that
includes not only  m arital rape, but all other form s of sexual v iolence that take
place within a current or form er intim ate relationship. Sexual assault m ay
occur in the context of any  relationship – whether partners are legally
m arried, liv ing together, or dating and regardless of whether they  are in gay ,
lesbian, or heterosexual relationships. IPSV often occurs repeatedly  within a
relationship and inv olv es both sexual assault and dom estic v iolence.

Considerations for the v ictim  m ay  include:

Explaining that because rape is often falsely  characterized as non-
consensual sex between two strangers, surv iv ors m ay  hav e difficulty
identify ing IPSV as a crim e.

Following his/her pace and body  language while being aware of y our
own feelings.

Ask about other v iolence within the relationship such as phy sical or
em otional abuse.

Being careful not to judge the v ictim 's decisions.

Dr u g -Fa c i l i t a t ed Sex u a l  A ssa u l t                  

Victim s of drug-facilitated sexual assault m ay  “com e to” with a confused,
groggy  feeling. They  m ay  hav e partial or com plete lack of m em ory  of the
situation and be slow to put the pieces back together. Not knowing what
happened, their reactions m ay  understandably  be m ore exaggerated than
v ictim s who rem em ber the details. They  m ay  feel a sense of helplessness,
undirected anger, guilt or sham e, and trem endous anxiety  about unknowns.
Because drug induced scenarios are difficult to prov e and prosecute, they  m ay
experience ev en m ore frustration with the legal process than other v ictim s.

Considerations for the v ictim  m ay  include:

Explaining to the v ictim  that perpetrators often take adv antage of
som eone who is intoxicated and/or v oluntarily  taken recreational
drugs.
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Exploring other m ethods by  which the v ictim  was drugged

Understanding that the v ictim  m ay  hav e partial or com plete m em ory
loss

Be patient. The v ictim  m ay  hav e undirected anger, guilt, and
trem endous anxiety

Encouraging him /her to get to a hospital as soon as possible as ev idence
is tim e sensitiv e.

DOCUMEN T A T ION   

Docum entation records the work the Adv ocate does with the v ictim  and
collaborating agencies. When taking, and keeping notes, a “less is m ore”
approach is adv ised. The Adv ocate should be careful to record and retain only
the m inim um  am ount of inform ation needed in each case.

The purpose of docum entation is to:

Maintain proper serv ice deliv ery

Coordinate serv ices

Superv ise worker or v ictim  progress

Ev aluate serv ices

Prov ide accountability  to v ictim s, agencies and other prov iders.

One way  the Adv ocate can m ake sure he/she isn’t inadv ertently  recording
inform ation that could cause a v ictim  to lose trust in the v ictim  serv ice
prov ider is to hav e a com puter screen or papers where the v ictim  can see what
y ou are recording about them , their story , and their personal identify ing
inform ation.

Som e v ictim  serv ice prov iders believ e that the only  way  that they  can prov ide
any  help to a v ictim  at all is to solicit a full history  from  a v ictim  regardless of
the purpose for doing so. Victim s m aintain the right to control how m uch they
share with v ictim  serv ice prov iders, especially  since as a v ictim  of a crim e
they  likely  had control ov er the m ost personal of things taken away  from  them
by  the perpetrator. In truth, the Adv ocate can prov ide a lot of help and support
to a v ictim  without soliciting sensitiv e and inv asiv e inform ation about past,
unrelated v ictim izations.

Increasingly , the National Association of Social Workers’ ethical principles and
risk m anagem ent concerns hav e influenced the way  that social
workers/Adv ocates write and docum ent their practice. The following is a guide
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for Adv ocates to use when recording notes.

Rem em ber :  w h a t  y ou  pu t  i n t o w r i t t en  for m  m a y  be sc r u t i n i zed a n d                                   
i f  i t  i s n ot  doc u m en t ed i t  h a sn ’ t  been  don e.                      

Key  elem ents of docum entation:

Write just enough to m ake y our point. Include enough, but not too
m uch detail. Do not ov er docum ent by  including irrelev ant details.

Use correct gram m ar and spelling. Lack of writing skill lowers y our
credibility .

Print or write legibly .

Docum ent what y ou know (direct observ ation), not what y ou think.

Be specific and av oid characterizations like “poor outcom e”, “good
result”, “m oderate com pliance,” “drunk,” “aggressiv e,” or
“com bativ e”.

Docum ent in a tim ely  m anner to preserv e accurate recollection.

Av oid acrony m s and abbrev iations unless they  appear on an approv ed
list.

Use precise descriptions and specific language.

Av oid v ague language or am biguity . Vague language includes phrases
such as “it seem s,” “I suppose,” “it appears,”  “I believ e,” and “I feel.”

Docum entation should be objectiv e and factual describing only  the ev ents
connected to each contact with the v ictim  or on behalf of the v ictim . It should
include:

Da t e of  ser v i c e      

St a ff  w h o pr ov i ded ser v i c e              (use in third person i.e., Adv ocate,
Volunteer, Superv isor, etc.)

T y pe of c on t a c t  or  i n t er a c t i on                    (Rem em ber that interactions can be
office or hom e v isits, phone calls, court accom panim ents, referrals, etc.)

Pu r pose    (Why  did v ictim  com e in or call? What is the purpose of the
contact? What is the goal of the contact or interaction?)

T y pe of ser v i c e  pr ov i ded            (Enter the ty pe of interv ention, e.g. What
did y ou do? What happened? What was discussed? Serv ice needs
identified? Mental health needs identified? Fill out the assessm ent and
serv ice plan. What did y ou recom m end?

In di v i du a l  t o w h om  ser v i c e  i s pr ov i ded                      (use in third person
rather than nam e; i.e., Victim , Client, etc.)
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Rea son  w h y  ser v i c e  i s n eeded           

Pr ov i si on s for  fu t u r e or  on g oi n g  ser v i c e  a n d fol l ow -u p                             (What
are the next steps agreed upon between y ou and the v ictim ? Who will do
what? What will the v ictim  do? What will y ou do? What is the
tim efram e? What referrals did y ou m ake?)

The docum entation should reflect a start and end tim e and use specific brief
descriptions. Ov er- docum enting a face-to-face v isit or contact should be
av oided.

Con fi den t i a l i t y        

Confidentiality  refers to the agreem ent between the program  and the
v ictim /surv iv or about how his/her personal identifiable inform ation will be
handled. It is im portant to m aintain confidentiality  because it is the v ictim ’s
right, it giv es the v ictim  m ore control and the ability  to m ake inform ed
decisions about whom  to tell, and prom otes safety  of disclosure.

Adv ocates hav e a responsibility  to m aintain confidentiality , to the lim its of the
law, about each case with which they  are inv olv ed.

Sexual assault m ay  represent a loss of control. It is extrem ely  im portant that
the v ictim  can retain control after the assault. Deciding who will know about
the sexual assault is an im portant part of regaining control. Maintaining
confidentiality  is one way  to help the v ictim  regain control ov er who does and
does not know that the sexual assault occurred.

The fundam entals of releases and waiv ers:

A v ictim  should be notified of what is happening with his/her
inform ation and who has access to the inform ation. This includes any
legal Duty  to Share inform ation or any  other lim its to confidentiality

Releases of inform ation should be v ictim -initiated and v ictim -centered
to enhance the serv ices prov ided to the v ictim .

It’s the v ictim  inform ation. It’s his or her choice as to what inform ation
is shared and with whom  the inform ation is shared.

This includes what inform ation m ay  be included about the v ictim  in a
database.

A written release is required any  tim e that personal inform ation is
shared outside of a confidential relationship.

Before obtaining a release, determ ine whether there is another way  to
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m eet the v ictim ’s needs without rev ealing his/her confidential
inform ation.

The who (Who are y ou? /Who are the partners?) and what (What is
y our role and obligation for m aintaining the confidentiality  of the
v ictim ?) will guide y ou in whether y ou need a release.

An agency  can’t require a v ictim  to sign a consent form  to allow the
release of inform ation to receiv e serv ices. Agencies don’t need a signed
waiv er to allow the release of inform ation from  a v ictim  to prov ide him
or her with serv ices.

Ma i n t a i n i n g  c on fi den t i a l i t y  m ea n s:                       

§ Not talking to the m edia about the case without the v ictim ’s perm ission.

§ Not using the v ictim ’s nam e when discussing the case with coworkers.

§ Not discussing cases with y our fam ily .

§ Not talking about cases on an elev ator or in a public place.

§ Not using any  details of cases, ev en anony m ously . Especially  in a sm all
com m unity , it is all too easy  to breach client confidentiality  unknowingly .

Refer en c es  

http://www.cdc.gov /ace/index.htm  Centers for Disease Control and
Prev ention; Adv erse Childhood Experiences Report

http://www.glsen.org/ Gay  and Lesbian Education Network (GLSEN)

www.aphroditewounded.org IPSV Surv iv or Support

Koss, M. P. (1 985). The hidden rape v ictim : Personality , attitudinal, and
situational characteristics. Psy chology  of Wom en Quarterly  9; 1 93 –21 2.

http://www.llego.org/ LLEGÓ, The National Latina/o Lesbian, Gay , Bisexual &
Transgender Organization,

www.m dph.org Male Surv iv ors of Sexual Assault section of “Supporting
Surv iv ors of Sexual Assault” Massachusetts Departm ent of Public Health

Mathews, F. (2001 ) The Inv isible Boy : Rev isioning the Victim ization of Male
Children and Teens. Ottawa, Ontario: National Clearinghouse for Fam ily
Violence
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www.pcar.org/sites/default/files/file/TA/PrisonRapeGuide.pdf Meeting the
Needs of Prison Rape Victim s: Guide for Sexual Assault Counselors and
Adv ocates

http://www.nsv rc.org/publications/drug-facilitated-sexual-assault NSVRC
(National Sexual Violence Resource Center) Online

https://www.ncjrs.gov /ov c_archiv es/reports/firstrep/v icsexaslt.htm l

Office of Victim s of Crim e, Departm ent of Justice

www.janedoe.org Priv ate Nightm ares, Public Secrets: Sexual Assault by
Intim ate Partners Training curriculum

www.wcsa.org Setting the Stage: Strategies for Supporting LGBTQI Surv iv ors
The Winter 201 0 edition of the Washington Coalition of Sexual Assault
Program

Sorensen, T. & Snow, B. “How children tell: The process of disclosure in child
sexual abuse”, Child Welfare League of Am erica, 3 -1 5.

http://www.ncav p.org/ The National Coalition of Anti-Violence Program s
(NCAVP)

www.forge-forward.org Trans Inclusion: A Guide for Serv ice Prov iders

www.doj.org U.S. Departm ent of Justice, Bureau of Justice Statistics.

3 5 . 6       Pr ev en t i on  Edu c a t i on             

In  t h i s Ch a pt er ,  w e w i l l  ex pl or e pr ev en t i on  a n d pr ev en t i on                             
edu c a t i on ,  c om m u n i t y  a w a r en ess a n d ou t r ea c h .                           

PREV EN T ION  

The goal of sexual v iolence prev ention is sim ple—to stop it from  happening in
the first place. The solutions, howev er, are just as com plex as the problem .

Prev ention efforts should ultim ately  decrease the num ber of indiv iduals who
perpetrate sexual v iolence and the num ber of indiv iduals who are v ictim s.
Many  prev ention approaches aim  to reduce risk factors and prom ote protectiv e
factors for sexual v iolence. In addition, com prehensiv e prev ention strategies
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should address factors at each of the lev els that influence sexual v iolence—
indiv idual, relationship, and com m unity .

 The m ost com m on prev ention strategies currently  focus on the v ictim , the
perpetrator, or by standers. Strategies that try  to equip a potential v ictim  with
knowledge, awareness, or self-defense skills are referred to as “risk reduction
techniques.” Strategies focused on a potential perpetrator attem pt to change
risk and protectiv e factors for sexual v iolence to reduce the likelihood that an
indiv idual will engage in sexually  v iolent behav ior. The goal of by stander
prev ention strategies is to change social norm s that accept v iolence and
em power m en and wom en to interv ene with peers to prev ent an assault from
occurring.

By st a n der  In t er v en t i on           

By stander interv ention is an inclusiv e prev ention strategy  aim ed at reducing
v iolence by  increasing awareness of issues and em powering indiv iduals to
speak up when witnessing potentially  v iolent situations.

By stander interv ention is the acknowledgm ent that m ost of us are not
perpetrators of abuse and do not support these attitudes and behav iors. Many
people witness v arious form s of v iolence but don’t define it as such. For
instance, if y ou ov erhear sexist com m ents being m ade by  m ales about a
passing fem ale, y ou are witnessing a form  of sexual v iolence. Although it m ay
feel uncom fortable to interv ene, we hav e a m oral responsibility  for taking
action.

People often tend to shy  away  from  what m ight be considered “not our
business.”  By  not speaking up and interv ening when we see abusiv e acts, we
send the m essage that these form s of v iolence are acceptable. Men hav e an
unnam ed stake in increasing awareness and prev ention of sexual v iolence.
Men know girlfriends, sisters, wiv es, daughters, and friends, including other
m en and boy s, who are affected by  sexual assault. Men are equally  outraged
by  acts of abuse that a sm all m inority  of m en perpetrates against m any , and
they  need to know that other m ales who feel correspondingly  support them .
The public focus needs to shift from  m en as potential perpetrators to m en as
potential allies as well as indiv iduals who hav e experienced sexual assault and
been affected by  v iolence perpetrated against friends, fam ily  m em bers, lov ed
ones, etc.

"In the end, we will rem em ber not the words of our enem ies but the

silence of our friends."   

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 337 of 402



– Dr. Martin Luther King Jr.

 

PREV EN T ION  EDUCA T ION        

Prim ary  prev ention prepares com m unities to stop sexual v iolence before it
occurs by  engaging local and state sexual assault and public health experts in
prom oting protectiv e factors and reducing risk factors. These efforts are
com prehensiv e, m ultidisciplinary , and inform ed by  the best av ailable data
and ev idence. Prim ary  prev ention inv olv es a continuum  of activ ities that
prov ide dev elopm entally  appropriate behav ior change skills throughout the
lifespan. Em pirical ev idence shows that prim ary  prev ention program s are
m ore likely  to stop sexual v iolence across a lifetim e than any  other single
interv ention. 

Through prev ention education the Adv ocate instruct general m em bers of the
com m unity  about how to appropriately  address sexual v iolence and m ake
av ailable education and effectiv e strategies as to how to prev ent it.  This is
achiev ed through educational institutions and sponsorship.  This helps to
increase com m unity  awareness through com m unity  agencies, clubs,
organizations, health care institutions, law enforcem ent, other allied
professionals, y outh-serv ing organizations and under-serv ed populations; as
well as surv iv ors. 

The Adv ocate m ay  address prev ention education in the com m unity  by :

Awareness raising efforts
Educating multiple systems of care (schools, medical, law
enforcement, etc)
Integration of skill building and role play prevention
Distribution of materials
Providing education on sex offending behaviors
Providing interactive instructions in presentations

 Com m u n i t y  A w a r en ess a n d Ou t r ea c h                  

It is central for Adv ocate to assist in increasing public awareness and
knowledge about the issues and prev alence of sexual v iolence and to m ake the
com m unity  aware of av ailable program s and serv ices that address the needs of
the surv iv ors.
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Ou t r ea c h  St r a t eg i es for  Sex u a l  A ssa u l t  A dv oc a t e                          

Reaching Out to Surv iv ors of Sexual Assault

Include div erse im ages of indiv iduals on written m aterials addressing
sexual assault

Include articles of sexual assault in agency  newsletter.

Facilitate Presentations

Include exam ples of v ictim s in presentations about sexual assault.

Inv ite v ictim s to participate on surv iv or panels. (Consider safety
options)

Facilitate presentations and av ailable serv ices at v arious ty pes of
ev ents and forum s.

Talk to audiences as if they  m ight be v ictim s or m ay  know v ictim s.

After presentations, stay  and join activ ities or v isit to build
relationships.

  Attend Ev ents Where Older Indiv iduals Gather

Host a booth at ev ents where indiv iduals gather offering inform ation on
sexual v iolence and giv e-away  item s.

Purchase giv e-away  item s (e.g., pens, m agnets, m agnify ing glasses)
that hav e contact inform ation for APS, dom estic abuse program s,
v ictim  adv ocacy , and aging serv ices along with other aging network
serv ices phone num bers so an abuser will not get suspicious.

 Make Your Agency  Accessible and Welcom ing

Display  inform ation in y our office that would be useful for v ictim s

Create a serv ice directory  of resources for v ictim s of sexual assault in
y our com m unity .

Wear a button or hav e a sign in y our office stating that y ou are
som eone who listens to questions about abuse.

 Build Relationships with Professionals from  Other Disciplines to Increase
Referrals

Organize cross-training of sexual assault v ictim  adv ocates, aging
serv ices, and APS staff. 
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Organize training for other allied professionals like law enforcem ent,
prosecutors, Judge’s, health care professionals, and Faith com m unities.

Organize brown bag lunches with other professionals who work with
older v ictim s to network and discuss successes and challenges.

Prov ide inform ation on abuse in later life at elder abuse and aging
conferences and ev ents.

Research abuse in nursing hom es, assisted liv ing, and other regulated
facilities in y our area.  Offer to prov ide training to staff on identify ing
and responding to abuse.

Prov ide inform ation to beauty  parlors, dentists, and m assage
therapists.

Enhance Public Awareness

Write articles for y our local newspapers and newsletters.

Include v ictim s in activ ities for Sexual Assault Awareness Month
(April) and National Victim s’ Rights Week (April).

Distribute m aterials where older people gather.  Put up posters in clinics
frequented by  older patients, beauty  parlors, grocery  stores, and senior
centers.

For radio and telev ision public awareness m essages, target public
serv ice announcem ents and/or adv ertising, specifically  m entioning
abuse in later life.

Com m only , April is Sexual Violence Awareness Month nationwide.  Adv ocates
can inv olv e their com m unities by  hosting and participating in ev ents and
forum s, public speaking and distribution of m aterials.  Prov iding the
com m unity  resources and inform ation about sexual v iolence should be
continuous through educating m ultiple sy stem s of care and with all cultures
within the com m unity . 

Sy st em  Coor di n a t i on        

The coordination of serv ice sy stem s entails the dev elopm ent of working
relationships and agreem ents (form al and inform al) am ong program s and
prov iders with a role in the prov ision of sexual v iolence serv ices, to ensure a
v ictim ’s access to the full array  of both core and enhanced serv ices.  The goal
here is to operate a perm anent, client-centered sy stem  which offers a
com prehensiv e continuum  of sexual v iolence serv ices for all v ictim s,
regardless of gender, sexual orientation, race, religion, color, age, ancestry ,
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ethnic background, language, socio-econom ic, or im m igration status, which is
m utually  accountable despite indiv idual changes ov er tim e in regulations,
procedures or people who prov ide serv ices.

Adv ocates, when collaborating with other organizations through the
coordination of sy stem s should:

Clearly  define the problem  or issue to be addressed.

Inv ite all key  stakeholders and change agents to the table; dev elop
m ission or v ision statem ent

Seek out and respect div ersity .

Analy ze the problem  or issue; assess gaps in serv ices and barriers to
serv ices with the goal of m inim izing.

Brainstorm  possible strategies or solution; dev elop m easurable
objectiv es.

Assign goals and objectiv es in order of priority .

Dev elop and assign responsibilities for action.

Dev elop a tim ing and action schedule.

Dev elop m em orandum s of understanding and interagency  agreem ents.

Dev elop a list of resources for success.

Pay  significant attention to ev aluation and perform ance m easures;
accountability

Establish m ethods of ongoing com m unication.

Make a com m itm ent to m anage change.

Dev elop recom m endations for “fine tuning” ongoing strategies for
success.

Make efforts to identify  other initiativ es that could benefit from
collaboration.

Participating in or establishing a local Sexual Assault Response Team
(SART)/m ultidisciplinary  sexual assault coordinating council is strongly
encouraged.  Sy stem  coordination should include partnership with disciplines
from  law enforcem ent, district attorney , hospitals, social serv ice
organizations.  With these disciplines at the table discussion of im prov em ent of
sexual assault response, seam less referrals and serv ice prov ision should be
priority .

  Refer en c es  
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Adapted from  “What is By stander Prev ention?” by  Claire Ninde and Adrian
Sagan – Sexual Assault Serv ices Organization, Durango, CO.

http://www.cdc.gov /ncipc/dv p/SVPrev ention.pdf. Centers for Disease Control
and Prev ention

http://www.goodtherapy .org/blog/8-way s-to-help-with-sexual-assault-
awareness-and-prev ention-0407 1 5 Good Therapy

http://www.nsv rc.org/sites/default/files/Publications_NSVRC_Factsheet_Rape-
Prev ention-and-Education-Program .pdf National Sexual Violence Resource
Center

www.m scasa.org Mississippi Sexual Violence Program  Standards, Enhanced
Serv ices, Sy stem  Coordination

www.nearipress.org New England Adolescent Research Institute; Responding
to Sexual Assault Disclosures; Lesson 2  “The Context of Sexual Assault” by
Jam ie Suv ak, LMHC, 2007

www.naesv .org The National Alliance to End Sexual Violence

http://www.transform com m unities.org/sites/default/files/1 2_principles_of_effectiv e_prev ention_program s.pdf
Transform ing Com m unities

West Virginia Foundation for Rape Inform ation and Serv ices, Inc.  First
Response to Sexual Assault.

www.fris.org
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36.Policy: Subpoenas/Warrants

3 6 . 1       Defi n i t i on s Pol i c y           

 DEFIN IT ION S POLICY  

A r r est  Wa r r a n t             – an order from  a court that giv es law enforcem ent the
authority  to arrest specified person/s who are suspected of hav ing com m itted a
crim e; law enforcem ent m ay  also hav e authority , in som e circum stances, to
arrest a person without a warrant.

 

Respon se Pr ot oc ol        – a dom estic v iolence program ’s official plan, prepared in
adv ance, that spells out em ploy ees’ response to serv ice of v arious legal
docum ents or presentation of warrants; with subpoenas, a staff will likely  hav e
tim e to go before a judge and argue why  the subpoena should not be enforced;
an arrest or search warrant, howev er, requires im m ediate response. 

Sea r c h  Wa r r a n t s            – orders from  a court that giv e law enforcem ent the
authority  to search a specified location for certain item /s or person/s; m ust be
based on “probable cause,” that is 1 ) a reasonable person, giv en the
circum stances or facts of a situation, would believ e that certain item s or
persons can be found in the specified location and 2) the item s can be seized as
ev idence or contraband or the person can be located and thus subject to arrest
(with an arrest warrant); law enforcem ent m ay  also hav e authority , in som e
circum stances, to search a location without a warrant.

Ser v i c e  of  Pr oc ess          – the deliv ery  of docum ents with legal significance to the
person who m ust be notified, such as a notice that a lawsuit or petition has
been filed in court; accepting serv ice of such docum ents places the nam ed
recipient in the position of hav ing to obey  any  orders and to respond to the
filings or risk negativ e legal actions.

Su bpoen a s     – an order to produce inform ation in a civ il or crim inal case
(subpoena duces tecum ); the inform ation sought m ay  include consum er case
files, phone records, adm inistrativ e records docum enting serv ices prov ided to
indiv iduals, letters, e-m ails, or other m aterials dev eloped when working with
a battered wom an; will specify  the source and nature of the inform ation
sought, a deadline for response or surrender of the inform ation, and a
requirem ent for the presence of the indiv idual responsible for the records

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 343 of 402



(custodian) if no inform ation is prov ided as ordered; m ay  also be an order
directing an indiv idual to appear at a certain date and tim e to giv e testim ony ,
whether in a trial, hearing, or deposition.

3 6 . 2       Su bpoen a  Respon se Pol i c y         

SUBPOEN A  RESPON SE POLICY  

There are two ty pes of subpoenas: a subpoena of the person and a
subpoena duces tecum . A subpoena of the person requires that specified
indiv idual to attend a court hearing or deposition and prov ide testim ony . A
subpoena duces tecum  requires a person (custodian of the records) to produce
specified records, docum ents, or other phy sical item s. In som e counties, a
subpoena m ust be signed by  a judge or court clerk; in other states, indiv idual
attorney s m ay  issue them . When a subpoena is first serv ed, the first step is to
identify  which kind it is and the ty pe of proceeding it inv olv es (crim inal, civ il,
grand jury , deposition, etc.). The docum ent should be read carefully  to
determ ine who signed or issued the subpoena, what action is required, and how
the subpoena was serv ed. Additionally , it is v ital to obtain legal adv ice
im m ediately .

A subpoena of the person m ust be serv ed on the specified witness. Any  person
who is at least 1 8 y ears old and has no connection to the legal case m ay  serv e a
subpoena; in other cases, law enforcem ent m ay  prov ide serv ice. Generally ,
proper serv ice of such a subpoena requires that a copy  be personally  deliv ered
to the witness, but it does not require that witness to sign or cooperate in
accepting the subpoena. In som e situations, serv ice m ay  also be legally
effectiv e if the subpoena is literally  dropped at the witness’ feet. Other
requirem ents m ay  include prov iding an actual copy  of the subpoena to the
witness or reading the subpoena aloud in the presence of the witness. If a
witness cannot be located, other m ethods of serv ice are perm itted, such as
leav ing the subpoena at the witness’ em ploy m ent, with another adult in the
witness’ household or through publication in a newspaper.

Serv ice of a subpoena duces tecum  (for docum ents) m ust be personally  serv ed
upon the person hav ing possession, custody , or control of the requested records
or ev idence. Howev er, when records of an incorporated organization are
subpoenaed, any  board m em ber or officer can be serv ed. T h e V i c t i m  Ser v i c e           
Di r ec t or  or  t h e Ex ec u t i v e Di r ec t or  sh a l l  be desi g n a t ed a  st a ff                              
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m em ber  t o a c t  a s t h e c u st odi a n  of t h e r ec or ds a n d t h u s be                         
r espon si bl e  for  su c h  su bpoen a s w h en  ser v ed.                   It is im portant to note that
refusal to com ply  with such a subpoena could result in contem pt findings
against the custodian of the records. Thus, i f  Ou r  Hou se r ec ei v es a        
su bpoen a ,  st a ff  sh ou l d i m m edi a t el y  c on su l t  w i t h  t h e pr og r a m                                
a t t or n ey  t o det er m i n e t h e v a l i di t y  of  t h e r equ est  a n d h ow  t o                               
r espon d. 

3 6 . 3       Sea r c h  Wa r r a n t s Pol i c y               

SEA RCH WA RRA N T S POLICY    

A search warrant is a written order, signed by  a judge or m agistrate,
authorizing law enforcem ent to search a specified location, person/s, or
phy sical item /s that m ay  be ev idence in a later legal proceeding. The specific
rules gov erning search warrants and the following statutory  and
constitutional requirem ents generally  m ust be m et:

The warrant m ust specifically  describe the item s or persons to be seized;
general exploratory  searches are prohibited.

The warrant m ust specify  the correct address and a description of the
location to be searched.

 The search warrant m ust be properly  dated and signed by  a judicial
officer who has ev aluated the accom pany ing affidav it/s to determ ine
that sufficient probable cause exists to issue the warrant; the date of the
warrant should be fairly  recent as well.

 Law enforcem ent m ust m ake an “announcem ent” of authority  and
purpose prior to entering the search location, although courts hav e
found in som e cases that “exigent circum stances” perm it
noncom pliance with the announcem ent requirem ent.

Law enforcem ent m ust present a copy  of the search warrant, including
attached affidav its, to the occupant of the location to be searched.

When conducted, the search has to be tailored to locate the item s described in
the warrant. For exam ple, if the search warrant is for a v ehicle, law
enforcem ent cannot reasonably  search through closets and dressers as these
would not be locations where a v ehicle is likely  to be found. While conducting
the search, if the police com e upon other “contraband,” the item /s m ay  be
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seized. Indiv iduals at the search location m ay  be allowed to leav e or m ay  be
tem porarily  detained although they  should not be subject to search
them selv es.

If  l a w  en for c em en t  offi c er s pr esen t  t h em sel v es a t  Ou r  Hou se,  In c .                             
w i t h  a  sea r c h  w a r r a n t ,  st a ff  sh ou l d r equ est  t h e oppor t u n i t y  t o                                   
su r r en der  t h e i t em /s or  per son /s n a m ed i n  t h e w a r r a n t ,  i n  or der  t o                                 
a v oi d di sr u pt i on  of ot h er s i n  t h e sh el t er  a n d m a i n t a i n  t h ei r                                 
c on fi den t i a l i t y .             Additionally , staff m em bers should accom pany  law
enforcem ent officers as the search is conducted, again to m inim ize disruption
to others in the program  or shelter.

The general rule is that a search warrant is required before law enforcem ent
m ay  enter a priv ate location. There are, howev er, sev eral exceptions to this
requirem ent, although they  are strictly  lim ited. These exceptions include: 1 )
v oluntary  consent by  resident to search, absent other refusal; 2) exigent
circum stances or “hot pursuit;”  and 3 ) reasonable grounds to enter a location
while doing a cursory  safety  check for potential security  risks.

3 6 . 4       A r r est  Wa r r a n t s Pol i c y               

A RREST  WA RRA N T S POLICY     

An arrest warrant is an order authorizing law enforcem ent to place a specified
person under arrest for possible com m ission of a crim e. Arrest warrants alone
do not giv e law enforcem ent the right to enter a shelter to arrest a battered
wom an nam ed in the warrant, because the shelter is not the battered wom an’s
hom e. If  l a w  en for c em en t  w i sh es t o a r r est  som eon e t h ey  bel i ev e t o                           
be i n  sh el t er ,  offi c er s m u st  obt a i n  a  sea r c h  w a r r a n t  for  t h e per son                                
a t  t h e sh el t er  l oc a t i on  or  g et  t h e c on sen t  of  t h e Ex ec u t i v e Di r ec t or                                    
or  h er  desi g n ee        (although som e ty pes of em ergency  or exigent
circum stances m ay  allow law enforcem ent to enter shelter without such a
search warrant).

 Wh en  l a w  en for c em en t  offi c er s a r r i v e a t  sh el t er  w i t h  a n  a r r est                                 
w a r r a n t ,  t h e st a ff  m em ber  w h o a n sw er s t h e door  sh ou l d r ev i ew  t h e                                 
doc u m en t s a n d t h en  a dv i se  t h e offi c er s t h a t  t h ey  w i l l  n ot  be                               
per m i t t ed t o en t er  t h e sh el t er  ba sed on l y  on  a n  a r r est  w a r r a n t                                 . If
possible, staff should speak with the officers outside or away  from  the
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residential area of the shelter. Staff should then determ ine why  the officers are
there and v erify  their identities, as well as rev iewing the warrant. If  a
sea r c h  w a r r a n t  i s pr esen t ed,  a l on g  w i t h  t h e a r r est  w a r r a n t ,  st a ff                                        
sh ou l d r equ est  t h e oppor t u n i t y  t o di sc u ss t h e m a t t er  w i t h  t h e                               
ba t t er ed w om a n  a n d a l l ow  h er  t o su r r en der  h er sel f ,  r a t h er  t h a n                                  
h a v e t h e sh el t er  sea r c h ed for  h er .                  At no tim e should staff adv ise the
battered wom an to flee or to otherwise resist arrest. If the battered wom an
refuses to surrender and there is no search warrant, law enforcem ent will
obtain a warrant to search the shelter, securing the shelter prem ises in the
m eantim e so that she cannot leav e. Wh en ev er  a n y  a r r est  or  sea r c h              
w a r r a n t  i s pr esen t ed,  st a ff  sh ou l d i m m edi a t el y  c on t a c t  t h e                                  
Ex ec u t i v e Di r ec t or  or  h er  desi g n ee.                   Because m any  arrest warrants and
search warrants hav e subsequent docum ents that are filed with the court
(public record), t h e Ex ec u t i v e Di r ec t or  sh ou l d t a k e ev er y  st ep                      
n ec essa r y  t o en su r e t h a t  t h e sh el t er ’s l oc a t i on /a ddr ess r em a i n s                                
c on fi den t i a l  i n  t h ese doc u m en t s.                 

 

3 6 . 5       Ser v i c e  of  Pr oc ess - La w su i t s Pol i c y                  

E.  SERV ICE OF PROCESS – LA WSUIT S POLICY   

Courts (or clerk’s offices) regularly  issue docum ents that inform  indiv iduals
about court actions or filings. These can include:

 Notice that a lawsuit has been filed against the indiv idual

 Notice of a tim e scheduled for a court hearing

 An order to testify  or prov ide inform ation in a legal proceeding

 A copy  of a tem porary  or final court order that im pacts the person
notified

For such docum ents to hav e legal effect, the person inv olv ed m ust hav e notice
of their contents. The deliv ery  of such docum ents to the person entitled to
notice is called serv ice of process. Mississippi State laws m ay  include som e or all
of the following way s to com plete serv ice of process:

Giv ing the court docum ents directly  to the person affected during or at
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the conclusion of a court hearing

Giv ing the court docum ents directly  to the person affected at som e
location outside of the court, for exam ple at hom e or work

 Hav e a law enforcem ent officer, priv ate agent, or any  person ov er 1 8
y ears old deliv er the docum ents to the person affected

 Hav ing the court docum ents presented to the affected person’s legal
representativ e

Deliv ering the court docum ents to the person affected through
registered m ail

The policy  for this guideline is to assist the battered wom an to keep her location
confidential for safety  reasons, the execution of serv ice of process m ay  rev eal
her whereabouts if presented or m ailed to her at the shelter or other safe
location. If  a  ba t t er ed w om a n  i s a w a r e t h a t  sh e i s t o be ser v ed c ou r t                          
doc u m en t s,  pr og r a m  st a ff  sh ou l d st r a t eg i ze  w i t h  h er  a bou t  t h e                                  
sa fest  w a y  t o r ec ei v e ser v i c e  u n der  t h e st a t e ’s l a w .                                She m ay  wish to
be serv ed at work or through her legal representativ e, or she m ay  be able to
present herself at the clerk’s office or law enforcem ent agency  to be serv ed
there.

Ou r  Hou se st a ff  sh ou l d n ot  a c c ept  ser v i c e  of  a  pr oc ess on  beh a l f  of  a                             
ba t t er ed w om a n  a t  t h e pr og r a m  or  sh el t er                      . If serv ice is attem pted for
shelter or program  consum er, staff should inform  the battered wom an and
help her arrange for alternate, safe serv ice. If the serv ice of process is
attem pted for the program , staff should know of the attorney  or designated
agent who can accept serv ice on behalf of the program  and adv ise the process
serv er of that person’s identity .

3 6 . 6       Pr og r a m  Pr ot oc ol s Pol i c y              

PROGRA M PROT OCOLS FOR SUBPOEN A S A N D WA RRA N T S POLICY         

It is v ital that Our House discuss how staff will respond to subpoenas and
warrants on an annual basis prior to the actual receipt of one. Annually , Our
House will rev iew their record-keeping procedures.   Carefully  exam ine what
kinds of records are m aintained, how m uch factual inform ation is kept, and
whether v erbatim  statem ents of battered wom en and their children are
recorded that can be potentially  harm ful if the records are release.
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Su bpoen a s Pol i c y :         

1 . Prov isions for handling subpoenas for consum ers:   If  a  ba t t er ed       
w om a n  i s a w a r e t h a t  sh e i s t o be ser v ed c ou r t  doc u m en t s,                          
pr og r a m  st a ff  sh ou l d st r a t eg i ze  w i t h  h er  a bou t  t h e sa fest  w a y                                
t o r ec ei v e ser v i c e  u n der  t h e st a t e ’s l a w .                           She m ay  wish to be
serv ed at work or through her legal representativ e, or she m ay  be able
to present herself at the clerk’s office or law enforcem ent agency  to be
serv ed there.

2 . Program  policy  on what inform ation and what records, if any , will be
released

3 . No inform ation on the consum er will be release without the consum er’s
consent.  The Victim  Serv ice Director and/or the Executiv e Director
should be contacted im m ediately .

4. The Executiv e Director shall be designate a “custodian of the records.”

5.  Our House, Inc. Board attorney  should be notified of all legal docum ents
from  the court.

6.  Procedures for acceptance of subpoena / responding to subpoenas and
warrants:

a)     If a process serv er com es to the shelter or the adm inistration office,
the Victim  Serv ice Director should be notified im m ediately .    In her
absence the Executiv e Director should be contacted.

b)    If the sheriff presents a search warrant, The Executiv e Director
should be notified im m ediately .  In her absence, the Victim  Serv ice
Director and/or Board attorney .

c)     Only  the Victim  Serv ice Director and the Executiv e Director are
authoriased to accept subpoenas.

d)    When in doubt, contact the Victim  Serv ice Director or the Exectiv e
Director for questions.

3 6 . 7       Wa r r a n t s Pol i c y           

Wa r r a n t s Pol i c y :         

1 . Pr oc edu r e for  a c c ept a n c e of w a r r a n t s,  et c .                         When law
enforcem ent officers arriv e at shelter with an arrest warrant, the staff
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m em ber who answers the door should rev iew the docum ents and then
adv ise the officers that they  will not be perm itted to enter the shelter
based only  on an arrest warrant. If possible, staff should speak with the
officers outside or away  from  the residential area of the shelter. Staff
should then determ ine why  the officers are there and v erify  their
identities, as well as rev iewing the warrant. 

 

1 . Wh a t  i n for m a t i on  a n d w h a t  r ec or ds,  i f  a n y ,  w i l l  be  r el ea sed                                     : 
Whenev er any  arrest or search warrant is presented, staff should
im m ediately  contact the Executiv e Director or her designee.   The
Director or Our House Board attorney  will determ ine what inform ation
will be released. 

 

1 . Pr ov i si on s for  h a n dl i n g  w a r r a n t s for  c on su m er s:                             If a search
warrant is presented, along with the arrest warrant, staff should
request the opportunity  to discuss the m atter with the battered wom an
and allow her to surrender herself, rather than hav e the shelter
searched for her.

 

1 . Leg a l  r espon se t o w a r r a n t s a n d ot h er  i l l eg a l  doc u m en t s:                               
Whenev er any  arrest or search warrant is presented, staff should
im m ediately  contact the Executiv e Director or her designee.   The
Director or Our House Board attorney  will determ ine what inform ation
will be released.

 

1 . If  l eg a l  doc u m en t  a r e  pr esen t ed for  c h i l d pi c k  u p or der s                             , then
staff should notify  the consum er im m ediately , contact the Victim
Serv ice Director and/or the Executiv e Director.  They  will rev iew the
docum ents and determ ine the next steps in the process.   The Board
Attorney  will also be contacted.

Our House, Inc. Program s m ust obtain an inform ed consent from  the battered
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wom en before releasing any  records or testify ing.  

 

Ha n dl i n g  A r r est  a n d Sea r c h  Wa r r a n t s Pol i c y  i n c l u des:                              

• That all staff should m aintain the confidentiality  of the program ’s or
consum er’s location, if necessary .

• That the designated staff m em ber to execution of any  warrant is the Victim
Serv ice Director and/or Executiv e Director

• That warrants will be executed during regular, day tim e business hours and
serv ed in the adm inistrativ e areas (rather than shelter) of the program .

• That law enforcem ent to knock and announce their presence and their
intention to execute an arrest warrant prior to entering the shelter.
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37.Policy: Tobacco

3 7 . 1       T oba c c o Pol i c y         

Our House has adopted policies on sm oking that are designated to secure a
healthy  and safe env ironm ent for clients and em ploy ees, as well as to
elim inate tobacco-by -products from  its prem ises. This policy  is not intended to
intrude on the priv acy  of indiv iduals where their conduct or perform ance at
work is not affected.

This policy  is not intended to discrim inate against persons who consum e
tobacco products in serv ices, recruitm ent, or adv ancem ent.

All Our House em ploy ees are expected to take personal responsibility  for
observ ing this policy  and should feel free to draw this policy  to the attention of
colleagues, contractors and v isitors.

This should include the display  of “No Sm oking” notices and the inclusion of
appropriate statem ents in publicity  m aterial, appointm ent notices, inv itations
to ev ents, external contracts and the like. In order to prom ote the health and
safety  of both clients and em ploy ees,

Our House will ensure that its prem ises are free from  tobacco sm oke and
tobacco by products. No form  of tobacco use will be perm itted any where on Our
House grounds, in Our House v ehicles, or within 200 feet of all Our House
properties.

Howev er, from  the date of this printing of this handbook until such tim e as the
new policies becom e effectiv e, all tobacco consum ption m ust be contained to
the em ploy ee’s personal autom obile, and all tobacco by -products (cigarette
butts, ashes, etc.) m ust rem ain in the em ploy ees autom obile at all tim es and
be disposed of at a location other than Our House grounds.

Disposal of tobacco by - Personnel Handbook - Rev ised October 201 4 Page 24
products at a site other than Our House grounds is necessary  to protect Our
House’s clients from  contact with tobacco.

This policy  applies to all buildings, parking lots, play  areas or any  other areas
under Our House custody  and control, whether or not clients, em ploy ees, or
v isitors are present.

Exception is m ade for shelter clients on a case by  case situation
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38.Policy: Social Media

3 8 . 1       Ov er v i ew      

SOCIAL MEDIA POLICY

This policy  prov ides guidance for em ploy ee use of social m edia, which should
be broadly  understood for purposes of this policy  to include blogs, wikis,
m icroblogs, m essage boards, chat room s, electronic newsletters, online forum s,
social networking sites, and other sites and serv ices that perm it users to share
inform ation with others in a contem poraneous m anner.

 

3 8 . 2       Pr oc edu r es Pr i n c i pl es          

PROCEDURES

The following principles apply  to professional use of social m edia on behalf of
Our House, Inc. as well as personal use of social m edia when referencing Our
House, Inc.

Em ploy ees need to know and adhere to the Our House, Inc.’s Code
of Conduct, Em ploy ee Handbook, and other com pany  policies
when using social m edia in reference to Our House, Inc.

Em ploy ees should be aware of the effect their actions m ay  hav e
on their im ages, as well as Our House, Inc.’s im age. The
inform ation that em ploy ees post or publish m ay  be public
inform ation for a long tim e.

Em ploy ees should be aware that Our House, Inc. m ay  observ e
content and inform ation m ade av ailable by  em ploy ees through
social m edia. Em ploy ees should use their best judgm ent in
posting m aterial that is neither inappropriate nor harm ful to
Our House, Inc., its em ploy ees, or clients.

Although not an exclusiv e list, som e specific exam ples of
prohibited social m edia conduct include posting com m entary ,
content, or im ages that are defam atory , pornographic,
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proprietary , harassing, libelous, or that can create a hostile work
env ironm ent.

Em ploy ees are not to publish, post or release any  inform ation
that is considered confidential or not public. If there are
questions about what is considered confidential, em ploy ees
should check with the Executiv e Director of Our House, Inc.

Social m edia networks, blogs and other ty pes of online content
som etim es generate press and m edia attention or legal questions.
Em ploy ees should refer these inquiries to authorize Our House,
Inc.’s spokespersons.

If em ploy ees find encounter a situation while using social m edia
that threatens to becom e antagonistic, em ploy ees should
disengage from  the dialogue in a polite m anner and seek the
adv ice of a superv isor.

Em ploy ees should get appropriate perm ission before y ou refer to
or post im ages of current or form er em ploy ees, m em bers, clients
or v olunteer. Additionally , em ploy ees should get appropriate
perm ission to use a third party 's copy rights, copy righted
m aterial, tradem arks, serv ice m arks or other intellectual
property .

Social m edia use shouldn't interfere with em ploy ee’s
responsibilities at Our House, Inc.

Our House, Inc.’s com puter sy stem s are to be used for business
purposes only . When using Our House, Inc.’s com puter sy stem s,
use of social m edia for business purposes is allowed (ex: Facebook,
Twitter, Snap chap, Instant gram , Our House, Inc.’s blogs and
LinkedIn), but personal use of social m edia networks or personal
blogging of online content is discouraged and could result in
disciplinary  action.

Subject to applicable law, after-hours online activ ity  that
v iolates Our House, In.'s Code of Conduct or any  other com pany
policy  m ay  subject an em ploy ee to disciplinary  action or
term ination.

If em ploy ees publish content after-hours that inv olv es work or
subjects associted with Our House, Inc., a disclaim er should be
used, such as this: "The postings on this site are m y  own and m ay
not represent Our House, Inc.'s positions, strategies or opinions."

It is highly  recom m ended that em ploy ees keep Our House, Inc.
related social m edia axxounts separate from  person accounts.
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3 8 . 3       Su m m a r y       

Be Hon est :    Disclosing Your Identity  only  on social m edia

Be Cl ea r :     Your Views Are Your Own

Be Ca r efu l :      What You Share and How You Share It

Protecting Our House, Inc.’s Inform ation: You should nev er
rev eal non-public com pany  inform ation, financial or otherwise,
on a site accessible to any one You also should not com m ent in
Social Media about inform ation or topics cov ered by  the
adv ocate-client priv ilege.

Protecting Other Peoples’ Inform ation: As y ou use Social Media,
y ou should alway s be m indful of the rights of others. Many  Social
Media sites im pose restrictions regarding proprietary
inform ation and content; confidentiality ; and the brands,
tradem arks and copy rights of others. It is im portant to be
m indful of these restrictions when quoting others or sharing
photos, m usic, v ideos or other content and not to post m aterial
that would potentially  v iolate copy right infringem ent laws,
intellectual property  laws, publicity  laws, or tradem ark laws.
When posting any  statem ents, m ake sure y ou do not post content
without securing all necessary  perm issions first. You should not
post personal inform ation about another person, such as his or
her m edical condition, perform ance, em ploy m ent status, or
gov ernm ent identifier/social security  num ber. Hurt feelings,
dam aged relationships and ev en lawsuits can result from
bringing other people or their property  into an online setting
without their perm ission.

Be Respec t fu l :      Think carefully  about “friending” co-workers (including
leaders or direct reports) on external Social Media sites. For exam ple, consider
whether a friend request m ay  be v iewed by  the recipient as harassing,
intim idating or unwelcom ed. Conv ersely , y ou should not feel pressured to
accept friend or follower requests from  those y ou work with. It’s y our choice
how m uch y ou want to com bine y our personal and professional online liv es.
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In  a ddi t i on ,        y ou should refrain from  posting content that m ay
be construed as grossly  offensiv e or of m enacing character, or
causing inconv enience, annoy ance, danger, obstruction or
insult. You should also be cautious about publishing any  content
on Social Media, which could be construed as contem pt of court,
i.e. publication which is calculated to bring a Court or a Judge
into contem pt, or to lower his authority , or to interfere with the
due course of justice or the lawful process of the Court.

Be A w a r e:      Online Com m unications Trav el Fast, Rem ain Forev er and are Not
Really  “Priv ate”: The internet is public, and it has a long m em ory . Ev en
inform ation y ou m ay  think y ou hav e protected as “priv ate” on som e Social
Media sites m ay  be accessed by  others. Consider ev ery thing y ou post to the
Internet as potentially  discov erable by  any one. Keep in m ind that technology
m akes it v irtually  im possible to com pletely  “delete” som ething online and
incredibly  easy  to send a post to m illions of other users. Before y ou share
any thing, m ake sure y ou will not regret say ing it, ev en if a reporter, a
relativ e, y our m anager or colleague were to v iew it.

Be Respon si bl e  i n  a l l  y ou r  post i n g               

Personal References on Social Media Sites: Our House, Inc.’s policy
prohibits em ploy ees from  prov iding professional references or
recom m endations for current or form er em ploy ees, contract workers or
consultants, either written, v erbal or through Social Media, including
platform s like LinkedIn. While Our House, Inc. does not prohibit
em ploy ees from  prov iding personal references for friends or fam ily ,
em ploy ees should not m ake LinkedIn recom m endations for any one that
they  hav e worked with while at Our House, Inc., regardless of whether
that indiv idual is an em ploy ee, client, or any one else.

Responding to Negativ e Content You May  See about Our House, Inc.: Do
not try  and resolv e issues or/nor problem s y ourself online.

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 357 of 402



39.Policy: Telephone/Email/Internet

3 9 . 1       Cel l ph on e    

CELLPHONE

PERSONAL CELLPHONE USAGE POLICY

Obj ec t i v e    

This policy  outlines the use of personal cellphones at work and the safe use of
cellphones by  em ploy ees while driv ing.

 

Policy

Cellphones should be turned off or set to silent m ode during office hours,
m eetings, conferences and in any  circum stance where incom ing calls m ay  be
disruptiv e.

 

Personal cellphones

While at work, em ploy ees are expected to refram e from  the usage of cells
phones unless the em ploy ee is on call. Personal calls during the workday  can
interfere with em ploy ee productiv ity  and be can be distracting to others.
Em ploy ees are encouraged to m ake any  personal calls during nonwork tim e
when possible and to ensure that friends and fam ily  m em bers are aware of Our
House, Inc’s policy .

Our House will not be liable for the loss of personal cellphones brought into the
workplace.

 

Safety  issues for cellphone use

All em ploy ees are expected to follow applicable local, state, and federal laws
and regulations regarding the use of cellphones at all tim es.

Em ploy ees whose job responsibilities include regular or occasional driv ing and
who are issued a cellphone for business use are expected to refrain from  using
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their phone while driv ing; use of a cellphone while driv ing is not required by
the com pany . Safety  m ust com e before all other concerns. Regardless of the
circum stances, including slow or stopped traffic, em ploy ees are required to use
hands-free operations or pull off to the side of the road and safely  stop the
v ehicle before placing or accepting a call. Em ploy ees are encouraged to refrain
from  discussion of com plicated or em otional m atters and to keep their ey es on
the road while driv ing at all tim es. Special care should be taken in situations
where there is traffic or inclem ent weather, or the em ploy ee is driv ing in an
unfam iliar area.

Em ploy ees who are charged with traffic v iolations resulting from  the use of
their phone while driv ing will be solely  responsible for all liabilities that result
from  such actions.

 

Video or audio recording dev ices from  cellphones

The use of cam era or other v ideo or audio recording-capable dev ices on
com pany  prem ises is prohibited without the express prior perm ission of
Executiv e Director and of the person(s) subject to recording. Video or audio
recording in restroom s is strictly  prohibited.

Consequences for Violators

Em ploy ees v iolating this policy  will be subject to discipline, up to and
including term ination of em ploy m ent.

3 9 . 2       Offi c e  Ph on e     

OFFICE PHONE POLICY

Our House business phones are not to be used for personal use.  Exception are
m ade for em ergency  calls.  All Em ergency  call usage should be reported to
y our superv isor.  Fam ily  & Friends should be inform ed of this policy .  Frequent
v iolation of this policy  will cause disciplinary  action in the form  of suspension
without pay  or term ination.

3 9 . 3       Goog l e  V oi c e Ph on e        
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Google Voice Phone

This is a free serv ice.  Google v oice will attain y ou a priv ate phone num ber to
use as y our m obile phone that will ring into y our cellphone or com puter.   

Google Voice will transcript texts and v oice m essages.

Using Google v oice will allow staff person to kept their personal ID confidential.

3 9 . 4       Fl u en t  St r ea m         

Fluent Stream  is Our House, Inc.'s Internet Phone Com pany .

This com pany  will allow key  personnel to transfer the office line based on the
em ploy ee's extension to their cell phone and/or office laptop.

Staff m ay  utilize this phone serv ices to call and receiv e calls.  The reflected on
the caller ID will be Our House, Inc.

3 9 . 5       In t er n et      

INTERNET

As a condition of prov iding Internet (use of the word Internet throughout this
policy  includes use of em ail-sy stem ) access to its em ploy ees, Our House places
certain restrictions on workplace use of Internet.  The sy stem  used for Internet
access is the property  of Our House and the contents of any  e-m ail
com m unications are accessible at all tim es by  m anagem ent for any  business
purpose.  The e-m ail sy stem  m ay  be subject to periodic, unannounced
inspections and should be treated like other shared filing sy stem s.

Be adv ised that use of Internet access and/or em ail sy stem  for any  reason
creates Our House docum ents using Our House asset.  These docum ents, like
any  other docum ents or correspondence created while perform ing Our House
business, are not priv ate and m ay  be read by  others at Our House or outside
Our House under certain circum stances.  Also be adv ised that, ev en though a
m essage or web page m ay  be deleted from  the sy stem , a record m ay  rem ain on
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the com puter sy stem , either on daily  backups of date or in other way s.

Accordingly , be adv ised that an em ploy ee should not hav e expectation of
priv acy  in any  use of the sy stem .  Internet access m ay  be m onitored, and
actual web site connections m ay  be recorded.

Our House will prov ide each em ploy ee with a business em ail address.  This
em ail address will be discontinued after term ination of em ploy m ent. 

Our House encourages em ploy ee use of Internet:

to com m unicate with fellow em ploy ees and clients-codes regarding
m atters within an em ploy ee’s assigned duties.

to acquire inform ation related to or designed to facilitate the
perform ance of regular assigned duties; and

to facilitate perform ance of any  task or project in a m anner approv ed
by  an em ploy ee’s superv isor.

 

Please be adv ised that use of the Internet access prov ided by  Our House
expressly  prohibits the following:

Dissem ination or printing of copy righted m aterials (including articles
and software) in v iolation of copy right laws.

Sending, receiv ing, printing, or otherwise dissem inating proprietary
date, trade secrets, client inform ation, or any  other confidential
inform ation of Our House in v iolation of Our House policy .

Offensiv e or harassing statem ents or language including
disparagem ent of others based on race, skin color, religion, gender,
national origin, age, disability , m ilitary  status, or other protected
category .

Sending or receiv ing sexually  oriented m essages or im ages.

Operating a business, usurping business opportunities or soliciting
m oney  for personal gain, or searching for jobs outside Our House.

Sending chain letters, gam bling, or engaging in any  other activ ity  in
v iolation of local, state, or federal law.

Sending any  technical data to any  foreign country  without approv al of
the Chief Executiv e Officer.
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Disciplinary  action for v iolation for Our House’s Internet Acceptable Use Policy
m ay  include, but not lim ited to, term ination, suspension, or transfer of the
offending em ploy ee.  In cases, inv olv ing less serious v iolations, disciplinary
action m ay  consist of a warning or reprim and.  Rem edial action m ay  also
include counseling, changes in work assignm ents, or other m easures designed
to prev ent future m isconduct.  The m easure of the discipline will correspond to
the grav ity  of the offense as weighted by  its potential effect on Our House and
its em ploy ees.  Nothing in this policy  precludes any  person from  being subject
to crim inal or civ il penalties under state or federal law.

 

SERVICE PROVIDERS

Acceptable serv ice prov iders are Yahoo, Chrom e, Edge, Explorer and
Suddenlink.

 

3 9 . 6       E-m a i l  Use    

E-MAIL ACCEPTABLE USE

Due to the increased threat of v irus attacks, unsolicited e-m ails (spam ) and
excess e-m ail ov erloading Our House’s sy stem , the following e-m ail usage
policy  has been im plem ented.

REQUESTS

Personal use of the e-m ail sy stem  should be av oided.

Requests should be sent to senders of non-business e-m ail to redirect
such correspondence to personal e-m ail addresses.

E-m ail addresses should not be giv en out for non-business purposes.

Personal e-m ail traffic affects Our House’s Internet access as well as increases
risk for v irus attacks.

3 9 . 7       A l l ow a bl e  Ser v i c es           
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REQUIREMENTS

All non-business list serv ices (such as Facebook, Snapchat, instant gram
notifications, weather serv ices, etc.) should not be subscribed to.

Personal e-m ail should not be forwarded to other em ploy ees.

Instant m essenger serv ices (i.e. Instant Messenger, etc.) should be
rem ov ed.

All software/shareware obtained from  the Internet prior to installation.

E-m ail attachm ents should not be opened by  the recipient unless the
recipient recognizes the sender.

The following serv ices should not be used or installed on Our House sy stem s:

Facebook

Window Liv e Instant Messaging

Real Audio Play er (this has caused sev eral com puter problem s to date)

iTunes unless y ou hav e a Mac com puter(this can cause the com puter to
crash)

These suggestions and requirem ents hav e been im plem ented for the well-being
of Our House.

3 9 . 8       T ex t i n g       

Texting is not allow while driv ing.
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40.Policy: Texting

4 0 . 1       T ex t i n g       

T EX T IN G POLICY   

Ou r  Hou se,  In c .        activ ely  ban em ploy ees while on duty  from  text m essaging
while driv ing any  v ehicle during the course of perform ing work related duties,
such as conducting education awareness, and other outreach/adv ocacy
activ ities to decrease crashes caused by  distracted driv ers.  This m ay  cause
grounds for term ination.
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41.Policy: Whistleblower

4 1 . 1       OJ P - Wh i st l ebl ow er         

WHISTLEBLOWER POLICY

Recipients of OJP grants and cooperativ e agreem ents (and any  subrecipients at
any  tier) m ust com ply  with, and are subject to, all applicable prov isions of 41
U.S.C. 47 1 2, including all applicable prov isions that prohibit, under specified
circum stances, discrim ination against an em ploy ee of an OJP recipient by  the
OJP recipient as reprisal for the em ploy ee's disclosure of inform ation related to
gross m ism anagem ent of a federal grant, a gross waste of federal funds, an
abuse of authority  relating to a federal grant, a substantial and specific danger
to public health or safety , or a v iolation of law, rule, or regulation related to a
federal grant.

Recipients of OJP grants and cooperativ e agreem ents (and any  subrecipients at
any  tier) m ust inform  their em ploy ees, in writing (and in the predom inant
nativ e language of the workforce), of em ploy ee rights and rem edies under 41
U.S.C. 47 1 2. Potential fraud, waste, abuse, or m isconduct inv olv ing or
relating to funds under the OJP award should be reported to the Office of the
Inspector General by -- (1 ) m ail directed to: Office of the Inspector General, U.S.
Departm ent of Justice, Inv estigations Div ision, 950 Pennsy lv ania Av enue,
N.W. Room  47 06, Washington, DC 2053 0; (2) e-m ail
to: oig.hotline@usdoj.gov ; and/or (3 ) the DOJ OIG hotline: (contact
inform ation in English and Spanish) at (800) 869-4499 (phone) or (202) 61 6-
9881  (fax). Additional inform ation is av ailable from  the DOJ OIG website
at https://www.usdoj.gov /oig and in the DOJ Whistleblower Inform ation
docum ent attached to this em ail.

The Whistleblower Protection Program  was established to ensure that
em ploy ees and applicants who disclose allegations of serious wrongdoing or
gross m ism anagem ent are free from  fear of reprisal for their disclosures.

Protected Disclosures Disclosure by  current and form er Federal em ploy ees and
applicants of the following ty pes of wrongdoing are cov ered by  the
Whistleblower Protection Act of 1 989:

a v iolation of any  law, rule, or regulation,

m ism anagem ent,

a gross waste of funds,
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an abuse of authority , or

a substantial and specific danger to public health or safety .

Other Inform ation for Potential Whistleblowers Em ploy ees who report
allegations of serious wrongdoing or gross m ism anagem ent m ust prov ide
sufficient inform ation for the OIG to com m ence an inquiry . This is
particularly  im portant when the em ploy ee wishes to rem ain confidential.

Em ploy ees are reporting parties, not inv estigators.

Protection of a disclosing-em ploy ee's identity  is not absolute but will alway s be
m aintained to the fullest extent possible.

Em ploy ees m ust be candid and truthful with inv estigators or others to whom
they  disclose alleged wrongdoing or m ism anagem ent.

An em ploy ee's right to protection against reprisal does not extend im m unity
for the em ploy ee's own inv olv em ent in wrongdoing or m ism anagem ent.

Disclosures of inform ation protected by  law should be m ade to a Gov ernm ent
agency , such as the OIG, that is authorized to receiv e and inv estigate such a
disclosure.

What is Whistleblower Retaliation? The Whistleblower Protection Act of 1 989
prohibits retaliation. This m eans it is unlawful for agencies to take or threaten
to take a personnel action against an em ploy ee because he or she disclosed
wrongdoing. Personnel actions can include poor perform ance rev iew,
dem otion, suspension or term ination. In addition, the law prohibits retaliation
for filing an appeal, com plaint, or griev ance; helping som eone else file or
testify ing on their behalf; or cooperating with or disclosing inform ation to the
OIG. For a pam phlet prepared by  the Office of Special Counsel (OSC) containing
m ore inform ation, click on Know Your Rights When Reporting Wrongs.

Filing a Com plaint of Reprisal, The HUD OIG refers com plainants who believ e
they  hav e been im properly  retaliated against to the following entities:

The Office of Special Counsel (OSC). OSC is an independent agency  enforcing
whistleblower protections and certain other actions within the Federal
gov ernm ent. Inform ation on filing a com plaint with OSC m ay  be found on
their website at www.osc.gov (link is external).

The Merit Sy stem s Protection Board (MSPB). Certain em ploy ees m ay  be able to
appeal directly  to MSPB. More inform ation on whistleblower MSPB appeals is
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av ailable at www.m spb.gov /appeals/whistleblower.htm (link is external).

The HUD OIG Whistleblower Protection Om budsm an prov ides education about
protections for current or form er HUD em ploy ees who m ake protected
disclosures. The Om budsm an coordinates with HUD adm inistrations and staff
offices to increase awareness of prohibitions on whistleblower retaliation. In
addition, the program  dissem inates inform ation on rights and rem edies
against retaliation for m aking protected disclosures. Specifically , the
Om budsm an prov ides em ploy ee com plainants with inform ation on how to
contact organizations that address reprisal allegations.

This program  was authorized by  the Whistleblower Protection Enhancem ent
Act of 201 2, which becam e law on Nov em ber 27 , 201 2. By  law, the
Om budsm an is prohibited from  acting as a com plainant’s legal representativ e,
agent, or adv ocate.

EMPLOYEE NOTIFICATIONS PURSUANT TO WHISTLEBLOWER PROTECTION
ENHANCEMENT ACT OF 201 2

As required by  the Whistleblower Protection Enhancem ent Act of 201 2, Pub.
L. No. 1 1 2-1 99, §§1 04(b)(2), 1 1 5(a)(2), Notice is hereby  giv en that it is a
prohibited personnel practice for the agency  to im plem ent or enforce any
nondisclosure policy , form , or agreem ent, that does not contain the following
statem ent prescribed at 5 U.S.C. 23 02(b) (1 3 ):

“These prov isions are consistent with and do not supersede, conflict with, or
otherwise alter the em ploy ee obligations, rights, or liabilities created by
existing statute or Executiv e order relating to (1 ) classified inform ation, (2)
com m unications to Congress, (3 ) the reporting to an Inspector General of a
v iolation of any  law, rule, or regulation, or m ism anagem ent, a gross waste of
funds, an abuse of authority , or a substantial and specific danger to public
health or safety , or (4) any  other whistleblower protection. The definitions,
requirem ents, obligations, rights, sanctions, and liabilities created by
controlling Executiv e orders and statutory  prov isions are incorporated into
this [nondisclosure policy , form , or] agreem ent and are controlling.”

 Protection from  workplace retaliation m eans that an em ploy er cannot take an
"adv erse action" against workers, such as:

Firing or lay ing off

Blacklisting

Dem oting
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Deny ing ov ertim e or prom otion

Disciplining

Denial of benefits

Failure to hire or rehire

Intim idation/harassm ent

Making threats

Reassignm ent affecting prospects for prom otion

Reducing pay  or hours
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42.Training: Domestic Violence

4 2 . 1       Dom est i c  V i ol en c e 1 0 1             

Our House has dev eloped a detail dom estic v iolence training m anual to be use
when educating new hires and v olunteers about serv ices needed by  surv iv ors.

Below is outline of the contents of the training m odule. 

DESCRIPT ION
Training Tips
Our House Programs
I Got Flowers Today
Autobiography In Five Short Chapters

SECT ION ONE:  FACT S 
Community Domestic Violence Assessment
Myths & Facts About Domestic Violence
Fast Facts On Domestic Violence

SECT ION T WO: VICT IM T Y PES    
Profile Of A Battered Woman
Why Women Stay
Long Term Effects Of Domestic Violence
How Domestic Violence Affect Children
Warning Signs That A Child May Be In Distress
Indicators Of Child Abuse
Men As Victims Of Domestic Violence
Basic Of Elderly Abuse
How To Help Survivors Of Domestic Violence

SECT ION T HREE: BAT T ERERS   
Profiles Of Batterers
Why Do Men Batterers
Working With Perpetrators Of Abuse
Batterer Severity Scale

SECT ION FOUR: ABUSE
Abuse Definition
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Cycle Of Violence
Integrity Wheel
Power And Control Wheel
Equality Wheel

SECT ION FIVE:  SERVICE, RIGHT S AND ET HICS  
Service Model
Victims’ Bill Of Rights
Code Of Ethics
Client’s Responsibilities
Ethical Communication
Boundaries
Care For The Caretakers

SECT ION SIX: RELIGIOUS BELIEF
Religious Belief
Leah

SECT ION 7: SAMPLES OF SAFET Y  PLANS  
Safety Plan Narrative
Items To Take With Them
Safety Plans Based On Locations
Safety Plans Based On Relationships

SECT ION 8: CRIME RIGHT S 
Victim Compensation
Ms Crime Rights
Request For Rights
Other Legal Sites

SECT ION NINE: WORKING WIT H VOLUNT EERS  
How We Can Help
Functions Of Staff And Volunteers
Working With Youth
Mutual Consent
Screening
Social Attitude Scale
Valve Survey

DESCRIPT ION

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 370 of 402



Values Clarification
Avoiding Dependency

Making Referrals
Signs Of Burnout
Burnout
Volunteers Job Descriptions
Confidentiality

SECT ION T EN:  CRISIS INT ERVENT ION   
Crisis Theory
Outline Of Crisis Intervention
Crisis Checklist
Victim Stabization
Interaction

SECT ION 1 1 : HELPING SKILLS  
Language Of Acceptance
Active Listening
Summary Of Listening Skills
Five Steps Progression
Working With People
Communication With People

SECT ION 1 2: CONT ACT S   
Telephone Calls -  Handling,  Difficult And Typical Calls
Phone Questionnaire And Intake
Police Questioning
Initial Contact
Follow-Up Calls

MANUALS AND FORMS
OUR HOUSE COMMIT MENT
Review of Policies and Procedures Manual (separate booklet)
Review of Shelter Forms
Shelter Orientation Manual
Employee Personnel Manual

DESCRIPT ION
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43.Training: Sexual Assault

4 3 . 1       MCA SA  1 0 1  A dv oc a c y  T r a i n i n g                    

Ou r  Hou se,  In c .  u t i l i zes t h e Mi ssi ssi ppi  Coa l i t i on  A g a i n st  Sex u a l                                
A ssa u l t  1 0 1  A dv oc a c y  T r a i n i n g  Ma n u el .                         

Bel ow  i s a n  ou t l i n e of  t h e t r a i n i n g .                         A  c opy  of t h e c u r r i c u l u m  i s               
l oc a t ed i n  t h e Ex ec u t i v e Di r ec t or 's offi c e                    

IN T RODUCT ION       4

Ch a pt er  1        What is Sexual Assault 7

Ch a pt er  2   

The Effects of and Im pact of Sexual Assault 1 0

Ch a pt er  3   

The role of the Adv ocate 1 6

Ch a pt er  4   

Prev ention and Com m unity  Awareness 41

Ch a pt er  5   

Cultural Com petence and Div ersity  46

Ch a pt er  6   

Traum a, Traum a Inform ed Care and Healing 48

Ch a pt er  7   

Role Play s 56

Ch a pt er  8   

Self-Care 60

Ch a pt er  9   

Victim ’s Rights and Assistance 67
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Ch a pt er  1 0    

Definitions 7 7

Ch a pt er  1 1    

Mississippi’s Sexual Assault and Stalki 84

Ch a pt er  1 2    

National Resources and References 1 00

4 3 . 2       Hi st or y  of  Sex u a l  A ssa u l t               

Hi st or y  of  Sex u a l  A ssa u l t            

In ancient tim es, it was an acceptable practice in som e cultures for m en to rape
wom en.  When a m an wanted a wom an to becom e his wife he would rape her
and take her hom e.  From  this ty pe of behav ior, what has ev olv ed ov er the
y ears is known as a “rape culture”. 

A “rape culture” accepts and supports m en’s use of v iolence against wom en.
Rape is not a natural result of intim acy  or affection.  It is a socially  learned
v iolent behav ior that operates within a larger context.  Ideas, gender roles,
conditioning, custom s, m edia, and institutions hav e influenced the
dev elopm ent and acceptance of m ale sexual v iolence.

 

In the South there exists a “Bible Belt” culture.  This culture fav ors words from
the Bible to define the roles of the m ale and fem ale in a m arriage. 
Consequently , it giv es m en perm ission to m isuse and exploit their roles to
dom inate wom en, expecting com plete subm ission. From  this perception, the
“Bible Belt” culture prom otes and encourages m ale priv ilege.  Male priv ilege is
the im pression that social, econom ic, and political adv antages or rights are
m ade av ailable to m en solely  because of their sex; thus, staging the breeding
ground for sexual v iolence.

Today , m any  social forces act on the indiv idual to breed m isogy ny  and shape
ideas about m ale dom inance and the dev aluation of wom en, which can
norm alize abusiv e behav ior.  Society  has becom e desensitized to this societal ill
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and acceptance of v iolence against wom en is seen as norm al.  Adv ertisem ents,
m ov ies, v ideo gam es, the m ishandling of court cases, etc. hav e contributed to
this desensitization of v iolence against wom en.

T h e Ec on om i c  Bu r den  of Sex u a l  V i ol en c e                  

Sexual v iolence is a significant problem  in the United States and prev ention is
a priority  for CDC’s Injury  Center.  Study ing the econom ic im pact of rape helps
us better understand the burden of sexual v iolence.

According to the 201 1  U.S. National Intim ate Partner and Sexual Violence
Surv ey  (NISVS), m ore than 23  m illion wom en and nearly  2  m illion m en
report experiencing rape at som e point in their liv es.  These num bers,
com bined with prev ious studies and current adm inistrativ e data, were used in
a new CDC study , “Lifetim e Econom ic Burden of Rape Am ong United States
Adults” to estim ate the lifetim e cost of rape in the U.S.  Prev ious estim ates
focused on rape-related crim inal justice costs-such as cost per sexual assault
incident.  CDC’s estim ate includes m ore com prehensiv e inform ation, including
the cost per rape incident v ictim s’ long-term  m ental and phy sical health
outcom es.

The results of the findings estim ated the lifetim e cost of rape per v ictim  or a
population econom ic burden ov er v ictim s’ lifetim e based on data indicating
the num ber of adults that hav e been raped.

This estim ate included $1 .2  trillion in m edical costs (3 9% of total); $1 .6
trillion (52%) in lost work productiv ity  am ong v ictim s and perpetrators; $23 4
billion (8%) in crim inal justice activ ities; and $3 6 billion (1 %) in other costs,
including v ictim  property  loss or dam age.  Gov ernm ent sources pay  an
estim ated $1  trillion (3 2%) of the lifetim e econom ic burden.

Certain form s of traum a, such as intentional v iolence and/or witnessing
v iolence, sustained discrim ination, pov erty , and ensuing chaotic life
conditions are directly  related to chronic fear and anxiety , with serious long-
term  effects on health and other life outcom es.  Traum a has no boundaries
regarding age, gender, socioeconom ic status, race, ethnicity , geography  or
sexual orientation.  It affects the indiv idual, fam ilies, and com m unities by
disrupting healthy  dev elopm ent, adv ersely  affecting relationships, and
contributing to m ental health issues including substance abuse, dom estic
v iolence, and child abuse.  Ev ery one pay s a price when a com m unity  produces
m ulti-generations of people with untreated traum a by  an increase in crim e,
loss of wages, and threat to the stability  of the fam ily .
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Refer en c es  

www.usdoj.org Departm ent of Justice

www.cdc.gov  National Center for Injury  Prev ention and Control, Centers for
Disease Control and Prev ention, Atlanta, Georgia

www.duluth-m odel.org  Dom estic Abuse Interv ention Project, The Duluth
Model Power and Control Wheel

http://www.goodtherapy .org/learn-about-therapy /issues/sexual-abuse  Good
Therapy

www.ncdav .org National Center on Dom estic and Sexual Violence 

http://www.usdoj.gov /ov w Office on Violence Against Wom en; U.S.
Departm ent of Justice

www.rainn.org  Rape Abuse and Incest National Network (RAINN)

 

4 3 . 3       Ov er v i ew  of Sex u a l  A ssa u l t               

 

A n  ov er v i ew  of t h e effec t s of  sex u a l  a ssa u l t  a n d t h e i m pa c t  i t  h a s                                  
on  i t s v i c t i m s.        

Most experts agree sexual assault is nev er only  about sex.  Instead, it is often an
attem pt for the perpetrator to gain power and control ov er another hum an
being.  Howev er, regular use of other abusiv e behav iors by  the batterer, when
reinforced by  one or m ore acts of phy sical v iolence, m ake up a larger sy stem  of
abuse to include the correlation between discrim ination, oppression and sexual
v iolence.   Though this crim e is executed utilizing different approaches it is
im portant to rem em ber that the v ictim  is nev er to blam e for the actions of the
offender.

Figure 1 : National Center on Dom estic and Sexual Violence (The Duluth
Model)

The Power and Control diagram , created in 1 984 by  staff at the Dom estic
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Abuse Interv ention Project in Duluth, Minnesota, is a particularly  helpful tool
in understanding the ov erall pattern of abusiv e and v iolent behav iors used to
establish and m aintain control ov er the v ictim .  It illustrates som e of the
different form s of abuse that rob the v ictim  of power and control in an abusiv e
situation. Very  few relationships begin with phy sical v iolence. Most abusiv e
relationships com m ence with m ore subtle form s of em otional and
psy chological control that set the stage for m ore sev ere v iolence. Sexual abuse
m ay  be one com ponent in a m uch larger cy cle of personal v iolence.

Em ot i on a l /Psy c h ol og i c a l             

• Put downs, public hum iliation, sham ing, ridiculing

• Insulting v alued beliefs, religion, ethnicity , or class

• Telling the v ictim  that s/he caused the hurtful act

• Isolating som eone from  friends or fam ily

• Threatening the v ictim  or v ictim ’s lov ed ones

• Punching walls or throwing things at partner

• Threatening to “out” partner

• Threatening suicide

Ec on om i c   

• Making all financial decisions without allowing input from  partner

• Prohibiting a partner from  working

• Controlling m oney  or requiring partner to account for dollars spent

• Requiring partner to work but not allowing access to m oney

• Harassing partner at work, affecting job status

Ph y si c a l    

• Hitting, punching, slapping, shov ing, kicking, biting, hair pulling, choking,
stabbing,      shooting, and beating with objects

• Phy sical intim idation, such as throwing objects, punching walls

• Locking som eone in or out of the house
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• Harm ing or threatening fam ily  pets

*Stalking or following the v ictim

Sex u a l  

• Criticizing som eone sexually

• Withholding sex and affection as punishm ent

• Accusing v ictim  of affairs or (batterer) boasting about affairs

• Calling som eone nam es like “whore” or “frigid”

• Coercing a person into any  unwanted sexual acts

• Harm ing sexual body  parts

• Forcing partner to hav e unprotected sex or sabotaging birth control

• Rape

 T h e Effec t s of  Sex u a l  A ssa u l t            

  Sexual v iolence can hav e psy chological, em otional, and phy sical effects on a
surv iv or. These effects aren’t alway s easy  to deal with, but with the right help
and support they  can be m anaged.

Most sexual assault surv iv ors sustain significant psy chological traum a
regardless of the relationship between the perpetrator and v ictim ; whether
there was drug or alcohol use prior to the assault; the m ethod of attack; the
presence or absence of phy sical injuries; or whether the assault is attem pted or
com pleted.

There are m any  short- and long-term  effects of sexual assault and rape. The
phy sical, m ental and spiritual effects following sexual assault and rape are
difficult to cope with and it is com m on for a surv iv or to feel shaken or unlike
him  or herself. It is a com plex form  of traum a that breaches the phy sical,
m ental and spiritual trust of a person against their will. This can affect a
person’s m entality , especially  during y outh when the brain is highly  elastic
during its form ativ e y ears. Below are som e of the com m on m ental effects of
sexual assault and rape:

PT SD.   Post-traum atic stress disorder (PTSD) is a m ental health condition that
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is triggered by  a terrify ing ev ent. Som e com m on sy m ptom s associated with
PTSD are flashbacks, nightm ares, sev ere anxiety  and uncontrollable thoughts
about the ev ent. Many  people who go through traum atic ev ents hav e
difficulty  adjusting and coping for a while. But with tim e and support, such
traum atic reactions usually  get better.

Depr essi on .     Depression is m ore than com m on feelings of tem porary  sadness.
Sy m ptom s can include prolonged sadness, feelings of hopelessness, unexplained
cry ing, changes in appetite with significant weight loss or gain, loss of energy
or loss of interest and pleasure in activ ities prev iously  enjoy ed. Depression can
affect a person’s outlook, which can lead to feelings of hopelessness. This, in
turn, can im pact his or her thought process and ability  to m ake decisions. 

Di ssoc i a t i on .         Dissociation usually  refers to feeling like one has “checked out”
or is not present. In som e instances of dissociation, people m ay  find them selv es
day dream ing. But in situations where dissociation is chronic and m ore
com plex it m ay  im pair an indiv idual's ability  to function in the “real” world,
such as not being able to focus on work related duties or being able to
concentrate on schoolwork.

Coping with the effects of sexual assault and rape can be ov erwhelm ing. Som e
surv iv ors m ay  engage in substance abuse of drugs or alcohol to help him  or her
cope with the ov erwhelm ing feelings. Because a surv iv or’s control and sense of
safety  security  hav e been taken away  by  the perpetrator, engaging in these
self-injurious behav iors can also bring a sense of control ov er a person’s
env ironm ent and serv e as a release of tension. Although not alway s perform ed
with suicidal intent, substance abuse can result in sev ere harm  or death. And
though these coping strategies m ay  seem  to bring im m ediate relief, that
feeling is only  tem porary  and these behav iors can lead to m ore challenges in
the future.

After a sexual assault, the v ictim  m ay  hav e m any  reactions and, in the
m iddle of the traum a, the surv iv or has m any  decisions to m ake. Surv iv ors
m ay  not know if their actions, reactions, and feelings are norm al. Often, the
surv iv or feels alone and scared.  They  m ay  often question them selv es about
the assault and appropriate next steps.

How  sh ou l d I feel  a ft er  bei n g  sex u a l l y  a ssa u l t ed?                     

Wh o c a n  I t e l l  a bou t  t h i s?                                    

Wh a t  a r e  m y  l eg a l  r i g h t s?                                                                                                                                                      
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Wh a t  sh ou l d I do i m m edi a t el y ?                                                                                                                            

Sh ou l d I g o t o t h e h ospi t a l ?           

Wi l l  a n y on e bel i ev e m e?                                                                                                                                             

Wa s t h i s m y  fa u l t ?         

 

Wh y  di d t h i s h a ppen  t o m e?                                                         

Wh a t  i f  I w a s dr u g g ed?          

 

Wh a t  i f  I h a v e a  sex u a l l y  t r a n sm i t t ed di sea se?                        

It is com m on for a surv iv or of sexual v iolence to experience an array  of feelings
that m ay  be confusing and can create m ore anxiety , such as anger, distrust
and feeling unsafe. There is no “correct” way  to react to these experiences, and
each person who experiences a traum atic ev ent responds differently .

 In addition to the m ental and em otional effects of traum a, sexual assault and
rape are crim es that v iolate the body  and bring m any  phy sical responses to
the forefront. The perpetrator can im pose phy sical harm  on a v ictim .
Som etim es, there is no phy sical injury  or harm  at all to a surv iv or—that does
not m ean what happened was not sexual abuse or assault. 

There can also be phy sical effects to traum a that becom e apparent, either in
the im m ediate afterm ath of the experience or that m anifest in wav es later.
The im m ediate phy sical effects a person can experience after a sexual assault
or rape can include:

Bruising          

Bleeding (v aginal or anal)

Difficulty  walking

Soreness

Broken or dislocated bones

A person could also experience internal dam age that m ay  not be easily
identifiable unless he or she sees a doctor.

 Additionally , there can be em otional im pacts that affect the m ind, body  and
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spirit of the v ictim s. Due to high lev els of stress created by  the abuse, a person
can experience chronic fatigue, shortness of breath, m uscle tension,
inv oluntary  shaking, changes in eating and sleeping patterns and ev en sexual
dy sfunction. In wom en, issues with m enstrual cy cle or fertility  are also
com m on.

 

 Im pa c t  u pon  t h e V i c t i m            

In her rev iew of the direct research conducted with sexual assault v ictim s, Dr.
Mary  Koss, a pioneering sexual assault psy chologist, found that responses to
the traum a of sexual assault will differ based on m any  factors operating in the
v ictim ’s life. Variables include (but are not lim ited to):

When speaking with a caller, y ou m ay  want to think about how these ty pes of
factors affect sexual assault surv iv ors in different way s, from  person to person.
Howev er, there is no m odel that can predeterm ine how sexual assault
surv iv ors will cope. People respond differently  to the experience based on who
they  are, what they  learned about sex and/or sexual assault in the process of
growing up, how supportiv e their friends and fam ily  are, and whether they
receiv ed professional help and appropriate interv ention.
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4 3 . 4       Respon di n g  t o V i c t i m s           

T h i s c h a pt er  c on si st s of  i n for m a t i on  a s t o h ow  t o r espon d t o v a r i ou s                                  
v i c t i m s v i a  t h e h ot l i n e,  a dv oc a c y  a n d a c c om pa n i m en t .   It  i s                                       
su g g est ed t h a t  c on si der a bl e  a t t en t i on  be g i v en  t o t h i s c h a pt er  a n d                                    
sh ou l d be r efer r ed t o w h en  t h e pr ov i si on  of ser v i c e  t o t h e v i c t i m                             
bec om es u n c l ea r .          

Wh a t  i s A dv oc a c y ?         

Adv ocacy  is a term  defined as "one who pleads the cause for another," as in
indiv idual adv ocacy , or "one who argues for, defends, m aintains, or
recom m ends a cause or proposal.”  As an adv ocate, it is significant to believ e
that ev ery  indiv idual y ou are adv ocating for is entitled to fair  and equal rights
and participation in social, educational, and econom ic opportunities.

There are sev eral aspects of adv ocacy  that facilitate a successful relationship.
It is im portant that the adv ocate dem onstrates certain qualities to prom ote a
trusting and effectiv e relationship.  Som e are:

Em ot i on a l  Su ppor t :             Let the client know y ou hear the feelings she/he is
expressing and v alidate those feelings.

Respec t :    Let the client know y ou honor her/his experience and identify
her/his courage for reaching out for support.

Wa r m t h :       Let the client know y our willingness to help and listen. Use a
warm  tone and ev ery day  language.
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Gen u i n en ess:       The client should feel like y our m essages, whether they
are v erbal or nonv erbal, m atch y our feelings.

Bou n da r i es:       Som e callers m ay  ask about y our personal experience with
sexual assault. In the ev ent of these questions, re-focus the caller and
reiterate that y ou are here to talk with them  about t h ei r     experiences. It
is not appropriate to rev eal y our own ideas, attitudes, and experiences.
You can, howev er, educate the caller about the prev alence of sexual
assault. 

T HE ROLE OF A N  A DV OCA T E      

The role and responsibilities as an adv ocate m ay  v ary . Depending on the needs
of the agency , y our responsibilities m ay  include answering the hotline,
hospital and legal adv ocacy /accom panim ent, case m anagem ent, and
com m unity  outreach. The core and enhanced serv ices that are to be prov ided
to the v ictim  are outlined.  This list is in no way  inclusiv e of all the serv ices
prov ided.  It would be adv antageous to the adv ocate to discuss, in detail, all of
the duties of an adv ocate within the agency .

Hot l i n e In t er v en t i on          

Hotline interv ention inv olv es the short-term  use of specific skills and strategies
to help v ictim s, significant others and fam ily  m em bers, cope with the
confusion resulting from  sexual assault or related ev ents v ia phone. The
hotline is a 24-hour, sev en day  a week telephone line that prov ide im m ediate
telephone crisis interv ention serv ices m ade av ailable and accessible by  local or
toll-free calls to all prim ary  and secondary  v ictim s of sexual v iolence. 

Hotlines largely  receiv e calls from  prim ary  and secondary  v ictim s. The
hotline offers v arious opportunities and support for callers seeking im m ediate
assistance, needing inform ation about local resources and av ailable serv ices in
the com m unity  as well as m edical and legal issues.  It also prov ides the caller
an interchange of encouragem ent to talk about their feelings to som eone who is
em pathic, confidential, com passionate and respects their experience. An
adv ocates task is to activ ely  listen, support, v alidate feelings, assist with
problem  clarification and solv ing, explain possible behav ioral reactions to the
traum a, prov ide inform ation and education, prov ide inform ation about
m edical and legal m atters, and offer referrals if needed.  Sensitiv ity  to cultural
differences and practices are essential.

Ex pr essi n g  Em pa t h y        
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Expressing em pathy  m eans recognizing the em otion that we think the other
person is experiencing.  You are acknowledging that they  are experiencing
som ething-em otions, difficulty  coping with v arious problem , etc.

To express em pathy , identify  the em otions y ou believ e the v ictim  has and
restate those em otions back to the v ictim  to clarify  and focus attention on their
feeling.  Try  to be m ore accurate and descriptiv e when acknowledging a
person’s feeling; this will help the v ictim  identify  what they  are truly  feeling. 
Rather than happy  or sad, try  using words like reliev ed, disgusted, im patient,
anxious, delighted and skeptical.  If y ou’re uncertain about the em otions the
v ictim  is experiencing, y ou m ight also want to preface an em pathetic
statem ent with: “Let m e see if I hav e this right,”  or “Please tell m e if this is
accurate.” Nev er say , “I know (or I understand) how y ou feel.”   You do not. 
Ev en if y ou hav e personally  experienced a sim ilar ev ent, y our reactions and
y our v ictim ’s reactions are subject only  to y ou.

Expressing em pathy  m ay  not com e natural for som e indiv iduals.  Listed below
are som e exam ples of em pathetic phrases y ou m ay  be able to use while
speaking with a v ictim .

“An experience like that m ust be terribly  frustrating.”

“It sounds like that was a v ery  bad experience for y ou.”

“I can appreciate how difficult this is to go through.”

“You’re right. You know, I wouldn’t like that v ery  m uch, either.”

“I can’t im agine what y ou m ust be feeling.”

“I know how confusing it m ust be when…”

People hav e a right to feel their em otions, regardless of whether y ou agree with
them  or would feel the sam e way .  Alway s respect those em otions.

It is easy , as an adv ocate, to be influenced by  our own attitudes, beliefs and
assum ptions when interacting with clients. It is critical that we take the tim e
to identify  our own preconceptions and assum ptions about sexual assault
before stepping into our role as an adv ocate. That way  we can be as present,
non-judgm ental and supportiv e as possible for prim ary  and secondary  v ictim s
of sexual assault.

A c t i v e Li st en i n g         

Listed below are som e techniques of activ e listening. Using y our own sty le and
words will m ake y ou m ore com fortable, as well as allow the v ictim  to build
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trust and be open with y ou.

NEUTRAL ACKNOWLEDGEMENTS: Be sure that the caller knows that y ou are
interested and listening. Be okay  with silence if the caller needs som e tim e to
gather their thoughts and/or em otions!

REFLECTIVE STATEMENTS: Show the caller that they  are being heard and
understood by  clarify ing what the caller has said. This is a way  of checking out
what the person is say ing and m aking sure y ou understand. It is also a way  to
help the caller identify  or clarify  their own thoughts and feelings.

 PARROT-PHRASING: Repeating som e of the client’s words. Client: “I'm  furious
that m y  husband doesn't understand.” Adv ocate: “You're angry  that y our
husband doesn't understand.”

REFLECTION OF FEELINGS: Verifies y our understanding of the feeling and
m eaning of what the person has just said. Oftentim es, it attaches a feeling to a
specific source.

OPEN-ENDED QUESTIONS: These ty pes of questions encourage the caller to
explore the situation and to independently  process their feelings. Open ended
questions giv e the caller an opportunity  to speak freely  and honestly . Closed:
“Were y ou upset when she said that to y ou?” Open: “How did y ou feel when she
said that to y ou?”

FOCUSING: Focusing is a way  of concentrating on a specific tim e, ev ent,
concern, or feeling. Try  to keep the conv ersation in the present. Explore how
the problem  is affecting the caller now. This is an opportunity  to talk about
counseling and/or support groups that are av ailable.

VALIDATING: Validation is key ! Help the caller to understand that their
feelings are v alid, norm al, com m on, and not good or bad.

SUMMARIZING: Let the caller know what has been cov ered.

Ex pr essi n g  A ffi r m a t i on           

As an Adv ocate, y ou are expected to express affirm ation when com m unicating
v ia the hotline or speaking with the v ictim .  Affirm ation m ay  be expressed
through all aspects of y our v ictim /adv ocate relationship.  

Affirm ations are statem ents that recognize v ictim  strengths.  They  build the
v ictim ’s confidence in his/her ability  to change.  To be effectiv e, howev er,
affirm ing statem ents m ust be genuine and honest.  They  m ust also be
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consistent with what the v ictim  is say ing and what he/she is capable of. 
Abov e all, they  m ust exem plify  the core qualities of respect and sincerity .

Exam ples of Affirm ing Statem ents

“I appreciate that y ou were able to m ake that decision on y our own.”

“That’s a v ery  perceptiv e question.”

“I think it’s great that y ou want to do som ething about this problem .”

“You cam e through that experience rem arkably  well.”

“You’re certainly  a resourceful person, to hav e been able to …”           

“YOU took a BIG step; y ou should be v ery  proud of y ourself.”

“You did a great job, especially  considering the stress y ou were under.”

“If I were in y our position, I would find it difficult too!”   

“You seem  to be a v ery  strong-willed person.”

  Set t i n g  Bou n da r i es         

You will be at y our best as an adv ocate when y our boundaries are in place and
y ou hav e m inim ized unnecessary  “chatter.”   In the m om ents of supporting the
client, it is crucial to establish a boundary  between what m ay  be occurring for
us personally  and what the client is actually  experiencing. Rem em ber alway s
that this is first and forem ost her/his em otional experience, not ours.

As y ou begin y our training as an adv ocate, y ou are not expected to
im m ediately  know the “right” answers and responses. Your com fort lev el and
fam iliarity  with related issues will hopefully  grow ov er y our tim e working in
this field.  You will find y our own way  of responding to different ty pes of
questions.

  Respon di n g  t o t h e 2 4 -Hou r  Hot l i n e              

The 24-hour hotline is telephone line that is operated 24-hours a day , sev en
(7 ) day s a week, and is operated by  the agency  to prov ide im m ediate telephone
crisis interv ention serv ices.  These serv ices are av ailable and accessible by
local or toll free to all prim ary  and secondary  v ictim s of sexual v iolence within
the region serv ed by  the agency .  Adv ocates should respond to all calls within a
reasonable am ount of tim e prov iding im m ediate assistance to the caller.

 As the call begin the stage is set to speak freely  and frankly , dev eloping trust
between the Adv ocate and the caller.  At the onset of the call the Adv ocate
should:
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Offer com fort

Use caller’s nam e

Speak in a calm  v oice

Adjust y our tone to the caller’s tone

Be okay  with silence. Com m unication does include allowing silences or
long pauses.       

The adv ocate m ay  need to say  statem ents like, “It’s all right not to talk.
Take y our tim e.” 

Let the caller know that it is okay  to go slow, to cry , or to repeat self, etc.

You can also use “door openers” when y ou are establishing rapport or if
the caller feels “stuck” later in the call. These are inv itations to the
client to talk or say  m ore:

“I'd really  like to hear what y ou're thinking.”

“How would y ou feel talking about it?”

“Sounds like y ou hav e som e feelings/thoughts about this.”  “How do y ou
feel about that?”

After a rapport is established, begin asking questions about safety .  You m ay  be
required to utilize a hotline form  dev eloped by  the agency .  Som e other
questions to consider are:

What are y ou feeling like right now?

Where are y ou right now?  Is this a safe place for y ou?

Will this liv ing arrangem ent expose y ou to the threat of further assault
or harassm ent?

Is there a need for em ergency  shelter or alternativ e housing options?

Do y ou hav e children?  What are their ages? Where are they  right
now? 

Do y ou know the perpetrator?

Does the perpetrator know where y ou are?

Does the perpetrator hav e y our phone num ber?

Has the perpetrator contacted y ou since the assault?

Are y ou considering reporting the assault to law enforcem ent

Do y ou need assistance?

Are y ou willing to hav e a m edical exam ?  Do y ou need som eone to
accom pany  y ou?

Are y ou in school? or Do y ou work?
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Does the perpetrator know y our schedule?

Will y ou see the perpetrator when y ou are out in public?

Do y ou hav e y our own transportation or access to transportation?

Is there som eone y ou can trust to escort y ou so y ou can feel safer in
transport?

These questions m ay  set the v ictim  at ease and he/she m ay  determ ine that the
person on the other end of the phone m ay  actually  care.  This m ay  lead to open
dialogue and discussion about the client and their situation and help to
establish som e ty pe of safety  plan.

4 3 . 5       Sa fet y  Pl a n n i n g           

Est a bl i sh i n g  a  Sa fet y  Pl a n             

A safety  plan is intended to assist v ictim s in securing their phy sical safety  and
personal well-being. The plan is not a substitute for law enforcem ent and
professional help. 

An effectiv e safety  plan em powers the v ictim  to reclaim  a sense of safety  and
security  by  addressing im m ediate safety  needs and outlining strategies to help
reduce incidents of harm .  Unfortunately , constructing and im plem enting a
safety  plan cannot ensure that an indiv idual will not face v iolence again; its
goal is to help v ictim s be as safe as possible giv en their current circum stances. 
As y ou are assisting the v ictim  with a plan of safety  please keep in m ind that:

Victim s m ay  neither hav e nor want to share the answers to all the
questions y ou ask.  And that’s okay . 

You do not need to ask ev ery  question prov ided.  In fact, doing so m ay  be
ov erwhelm ing (to y ou and the v ictim ). 

Allow the v ictim ’s experiences and current situation to help determ ine
which questions are appropriate.

Safety  planning is an ongoing process, not a one-tim e conv ersation.

Your initial conv ersation with the v ictim  should giv e y ou a sense of his/her
im m ediate safety  needs, which, in turn, will help y ou and the v ictim  identify
safety  issues that require im m ediate attention and those that can be addressed
in subsequent m eetings.
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T y pes of  sa fet y  pl a n s t o c on si der .                

Safety  planning if v ictim s hav e left their current address:

Inquire of the em otional state and safety  of the v ictim

Explore housing and safety  options with the v ictim  (Housing options
should include liv ing arrangem ents and safety  of the children, if
applicable)

Explore seeking m edical attention and com pleting a “rape kit”

Explore feelings of reporting perpetrator to Law Enforcem ent

Discuss v ictim ’s rights and v ictim ’s com pensation

Make referrals as needed

Explore indiv iduals whom  the v ictim  can trust and inform  about the
abuse 

Sa fet y  pl a n n i n g  i f  v i c t i m s c h oose t o st a y  a t  t h ei r  c u r r en t  a ddr ess:                                     

Explore indiv iduals the v ictim  can trust who could respond to a crisis,
m ake a list.

Find a safe place to go during argum ents.  Av oid room s with no exits or
room s with weapons (e.g. kitchen).

Teach children where to go to be safe and to call for help.

Sleep in public spaces like the liv ing room .

Regularly  clear the cache, history , and cookies on the hom e com puter.

Establish a code word or sign that m eans “get out,”  or with y our support
network that m eans “I need help.”

Mem orize all im portant num bers.

Keep an old cell phone av ailable.  Cell phones without serv ice m ay  be
used to call 91 1  if the battery  is charged.

Back car into the parking spot so y ou can leav e quickly .

Sa fet y  pl a n n i n g  i f  v i c t i m s c h oose t o l ea v e t h ei r  c u r r en t  si t u a t i on :                                         

Pack a bag that includes all im portant papers and docum ents, such as
birth certificates, bank statem ents, m arriage license, passport, social
security  cards, bills in y our nam e, prescription drugs, and m edical
records.  Include cash, key s, and credit cards. Hide the bag well. If it’s
discov ered, call it a “hurricane bag” or “fire bag.” 

Do not tell children y our plans until it is tim e to leav e.  Reassure them
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they  will be safe.

Locate the nearest dom estic v iolence shelter or hom eless shelter.

Keep support network in the loop but do not tell them  y our new location
until y our safety  is secure and y ou’re confident that y ou can trust them
with this inform ation.

Notify  y our em ploy er, friends and fam ily  that y ou hav e left the
abusiv e relationship and that y ou want no contact with the abuser.

Change all appointm ents, m edical, dental, legal, etc.

Change phone and phone num ber as there are dev ices that can be
placed on phones that m onitors y our current and present location.

Change the password to y our com puter or take it with y ou when
leav ing.

Sa fet y  pl a n n i n g  w h en  v i c t i m s a r e bei n g  st a l k ed:                           

STALKING SHOULDN’T BE KEPT A SECRET. Tell parents, lov ed ones, a
trusted adult, or the local police to determ ine if a report can be m ade.

Keep cell phones charged and hav e em ergency  contact num bers
program m ed under a different nam e.

Mem orize all im portant num bers.

Take different routes when driv ing or use different m odes of
transportation.

Current and long-term  safety  can be an ongoing concern for v ictim s of sexual
assault.  Safety  planning should be periodic and conducted throughout the
Adv ocate/client relationship.  Howev er, if the v ictim  fears for their life and
feel that they  are in im m inent danger they  should call 91 1  im m ediately .

A ssessm en t  

An assessm ent is a gathering of critical inform ation from  the v ictim  or fam ily
m em ber.  The Adv ocate should be able to assess the present state (m entally ,
em otionally  and phy sically ) of the v ictim  as well as their im m ediate and
possibly  short-term  needs.

The assessm ent is deriv ed from  pertinent questions usually  outlined on a
hotline or intake form  designed by  the agency .  The questions include client
safety  inform ation, identify ing data, referral source, contact inform ation,
description of the abuse, perpetrator’s inform ation, background inform ation,
and other concerns.
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In conducting the assessm ent, be respectful and em pathic, com m unicate
clearly , m ake the v ictim  feel com fortable and ask questions in a caring, non-
threatening m anner.  If the v ictim  is too upset to answer all of the questions,
y ou m ay  hav e the v ictim  to answer them  at a later tim e.  Support the v ictim
by  being a good listener and offering help.  Prov ide options and allow them  to
m ake their own choices.

 During the ev aluation, the Adv ocate should be able to determ ine what are the
v ictim ’s needs, set m easurable and obtainable goals, and what referrals need to
be m ade.  Rem em ber:

 

Assessment IS NOT  fact  finding. 

It is an evaluation of:
A.    Safety – Assess the level of current safety (physical and
emotional) and need for medical attention, if appropriate.
B.    Type of victimization – This may be important information
to have in order to effectively help the survivor and provide the
best resources and information. 
C.      Current level of crisis – An evaluation of the current
priorities and decisions that need to be addressed immediately.
D.     Interconnecting Issues–Background and intersection of
multiple issues may change advocacy needs. For example, does
s/he have specific needs or concerns pertaining to their
immigration status, employment, or sexual orientation?

 

 

4 3 . 6       Respon di n g  t o Sex u a l  A ssa u l t               

RESPON DIN G T O SEX UA L A SSA ULT            “The life-stage a person was in
when the abuse occurred is a factor in how a person experiences, processes

and recov ers from  a sexual assault.”

Ch i l dr en   
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When children are v ictim ized by  sexual abuse, their psy chological passage
through the natural stages of growing up can be disrupted. In addition, the
child—and later the adult—m ay  hav e to cope with the traum a of the
v ictim ization again and again in each dev elopm ental stage of life.

Furtherm ore, child v ictim s suffer not only  the phy sical and em otional traum a
of their v ictim ization but, once the crim e is reported, the traum a of being
thrust into the stressful “adult” world of the crim inal justice sy stem . There,
adults who were unable to protect them  in the first place are responsible for
restoring the child v ictim s’ sense that there are safe places where they  can go
and safe people to whom  they  can turn.

Considerations for the v ictim  m ay  include:

Choosing a secure, com fortable setting for interv iewing child v ictim s.
Allow tim e for the child to establish trust and rapport with y ou.

Talking in language appropriate to v ictim s’ ages and, especially  with
y oung children, do not use jargon, long sentences, or a lot of pronouns
that can be confusing.

Assuring that they  hav e done nothing wrong and that they  are not in
trouble.

Com plim enting v ictim s frequently  on their good behav ior and for
answering y our questions., as well as for telling y ou when they  do not
understand a question.

Being m indful of the lim ited attention span of children.

Dea t h                        

Mechanism  by  Which Adv erse Childhood Experiences Influence Health and
Well-being Throughout the Lifespan

      

Conception  

(ACEs) Centers for Disease Control and Prev ention

Childhood experiences, both positiv e and negativ e, hav e a trem endous im pact
on future v iolence v ictim ization and perpetration, and lifelong health and
opportunity . As such, early  experiences are an im portant public health issue.
Much of the foundational research in this area has been referred to as Adv erse
Childhood Experiences (ACEs).
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 A dol esc en t s    

Throughout adolescence, teens are ty pically  engaged in a process of form ing
their own identities independent of their fam ilies, largely  influenced by  their
friends and social m edia. They  are also influenced by  internal horm onal
activ ity  causing rapid and som etim es m ind-boggling growth, bodily
transform ation, and em otional m ood-swings. It is during this already
confusing and em otionally  difficult tim e of life that m any  y oung people
confront the problem  of being sexually  assaulted or abused. Ty pes of
v ictim ization include stranger rape, acquaintance rape, incest, sexual abuse,
as well as m olestation and attem pted rape.

 Considerations for the v ictim  m ay  include:

Entering the “adv ocate – teen” relationship as an ally . This is a great
opportunity  for the adv ocate and the y oung person to experience an
equal power dy nam ic based on a respectful relationship.

Recognizing – and respecting – the adolescent's am biv alence,
cautiousness, and fears about seeking serv ices will help establish
rapport.

Exploring adolescents' support sy stem s.

Giv ing inform ation and letting them  know that they  are not alone in
the dilem m a.

Understanding that teens m ay  need to incorporate phy sical and
em otional safety  planning.

Ma l e V i c t i m s         

The box below is a sy m bol for what it is like to be “a m an”. There are social
“walls” and “boundaries” around us that im pact how m en behav e. These walls
m ake sure that m en act according to the gender roles society  has prescribed for
them . Inside the box represents what society  say s is okay  for m en to be like or
how to behav e. Outside the box are term s m en are called when they  step
outside the box and act differently  than society 's behav ior code allows. These
term s are used to pressure m en, to keep m en “boxed” in.
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To be a REAL MAN society says you need to be:

 

Tough               In Control

Strong              Assertive

Never show weakness or pain

Be sexually experienced

Have many sexual partners

Don’t cry

 

 

Ma l e  Gen der  Box                                                                                                                      
           

Wi m p                                                                                                                                         

Ga y

The words outside

the box keeps y ou

boxed in.                                                                                                             Fa g                   
                     

            Ma m a ’s Boy  

            S i ssy          

            Qu eer                                  

While surv iv ors of sexual assault share m any  of the sam e feelings, there are
issues that are unique to the m ale surv iv or. Like m any  surv iv ors, m ale
surv iv ors m ay  experience rage, self-blam e, guilt, and other fam iliar reactions.
They  m ay  also dev elop special concerns about their own sexuality  and a
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reluctance to seek help. The adv ocate should be aware of these issues that m ay
affect m ale surv iv ors and the approaches that can help in recov ery .

Considerations for the v ictim  m ay  include:

• Ending denial by  telling people who are safe for and im portant to the
surv iv or.

• Building a support network.

• Addressing any  coping m echanism s that hav e negativ e consequences.

• Addressing other effects that the v iolence has had on the surv iv or's life in a
safe space.

El der l y  

When older people are v ictim ized, they  m ay  suffer worse phy sical,
psy chological, and financial injuries than other age groups. For exam ple,
when v ictim s who are 65 y ears of age or older are injured, they  are about
twice as likely  to suffer serious phy sical injury  and to require hospitalization as
any  other age group. Because the phy siological process of aging brings with it a
decreasing ability  to heal after an injury , older people m ay  also nev er fully
recov er phy sically  or psy chologically  from  the traum a of their v ictim ization.
In addition, this traum a m ay  be worsened by  their financial situation.

Considerations for the v ictim  m ay  include:

Being attentiv e to whether v ictim s are tired or not feeling well.

Asking v ictim s if they  are hav ing any  difficulty  understanding y ou. Be
sensitiv e to the possibility  that they  m ay  hav e difficulty  hearing or
seeing.

Giv ing v ictim s adequate tim e to hear and com prehend y our words
during the interv iew.

Asking questions one at a tim e, and wait for a response before
proceeding to the next question. Repeat key  words and phrases. Ask
open-ended questions to ensure that y ou are being understood.

Try ing to reduce or m inim ize the stressors and pressures on v ictim s. Be
patient.

LGBT QI  

Sexual assault can happen to any one regardless of race, ethnicity , class, age,
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gender, gender identity  and expression, or sexual orientation. While
the LGBT QI  (lesbian, gay , bisexual, transgender, queer/questioning, and
intersex) com m unity  is at approxim ately  the sam e risk as heterosexuals of
being sexually  assaulted by  som eone they  know, hom ophobia, biphobia, and
transphobia put LGBTQI people at a greater risk of being a v ictim  of sexual
v iolence.

Considerations for the v ictim  m ay  include:

Being sensitiv e to the v ictim ’s fear of exposure to insensitiv e or
hom ophobic, biphobic, and transphobic responses from  the crim inal
justice sy stem , m edical responders, and other support serv ices.

Allowing the v ictim  to educate y ou about issues specific to LGBTQI
v ictim s.

Making the v ictim  com fortable by  accepting differences.

Being com fortable in prov iding adv ocacy  to a m ultitude of
com plications related to em ploy m ent, housing, education, financial
safety , personal safety , and priv acy .

Being sure to separate what y ou want to know about them  from  what
y ou need to know to best adv ocate for them . Knowing their gender
identity  and/or sexual orientation m ay  not be relev ant to the serv ices
they  are receiv ing.

Per son s w i t h  di sa bi l i t i es            

Sexual v ictim ization for people with a disability  is m uch greater than for those
who do not hav e a disability .  Perpetrators specifically  target this population
under the assum ption that v ictim s will be unable to escape or report the
crim e. In addition, people who hav e a disability  are often v ictim ized
repeatedly  by  the sam e perpetrators, who m ay  be their caregiv ers.

Considerations for the v ictim  m ay  include:

Asking v ictim s if they  hav e any  special needs and using the word
“challenged” rather than “disability .”

Asking v ictim s directly  how the two of y ou can m ost effectiv ely
com m unicate with each other and how y ou can best assist them .

Speaking directly  to v ictim s, ev en when they  are accom panied by
another person.

Listening to y our tone of v oice and m onitor y our behav ior to m ake sure
that y ou are not talking down to v ictim s or treating v ictim s as
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children.

Nev er assum ing that people with disabilities suffer less em otional
traum a and psy chological injury  than other crim e v ictim s.

In t i m a t e Pa r t n er  V i ol en c e               

Intim ate Partner Sexual Violence (IPSV) is a com prehensiv e term  that
includes not only  m arital rape, but all other form s of sexual v iolence that take
place within a current or form er intim ate relationship. Sexual assault m ay
occur in the context of any  relationship – whether partners are legally
m arried, liv ing together, or dating and regardless of whether they  are in gay ,
lesbian, or heterosexual relationships. IPSV often occurs repeatedly  within a
relationship and inv olv es both sexual assault and dom estic v iolence.

Considerations for the v ictim  m ay  include:

Explaining that because rape is often falsely  characterized as non-
consensual sex between two strangers, surv iv ors m ay  hav e difficulty
identify ing IPSV as a crim e.

Following his/her pace and body  language while being aware of y our
own feelings.

Ask about other v iolence within the relationship such as phy sical or
em otional abuse.

Being careful not to judge the v ictim 's decisions.

Dr u g -Fa c i l i t a t ed Sex u a l  A ssa u l t                  

 Victim s of drug-facilitated sexual assault m ay  “com e to” with a confused,
groggy  feeling. They  m ay  hav e partial or com plete lack of m em ory  of the
situation and be slow to put the pieces back together. Not knowing what
happened, their reactions m ay  understandably  be m ore exaggerated than
v ictim s who rem em ber the details. They  m ay  feel a sense of helplessness,
undirected anger, guilt or sham e, and trem endous anxiety  about unknowns.
Because drug induced scenarios are difficult to prov e and prosecute, they  m ay
experience ev en m ore frustration with the legal process than other v ictim s.

Considerations for the v ictim  m ay  include:

Explaining to the v ictim  that perpetrators often take adv antage of
som eone who is intoxicated and/or v oluntarily  taken recreational
drugs.

Exploring other m ethods by  which the v ictim  was drugged

Voices Against Interpersonal Violence: Speak out*Teach*Educate*Protect*Serve

We Believe in Miracles Page 397 of 402



Understanding that the v ictim  m ay  hav e partial or com plete m em ory
loss

Be patient.  The v ictim  m ay  hav e undirected anger, guilt, and
trem endous anxiety

Encouraging him /her to get to a hospital as soon as possible as ev idence
is tim e sensitiv e.

DOCUMEN T A T ION   

Docum entation records the work the Adv ocate does with the v ictim  and
collaborating agencies. When taking, and keeping notes, a “less is m ore”
approach is adv ised. The Adv ocate should be careful to record and retain only
the m inim um  am ount of inform ation needed in each case.

The purpose of docum entation is to:

Maintain proper serv ice deliv ery

Coordinate serv ices

Superv ise worker or v ictim  progress

Ev aluate serv ices

Prov ide accountability  to v ictim s, agencies and other prov iders.

One way  the Adv ocate can m ake sure he/she isn’t inadv ertently  recording
inform ation that could cause a v ictim  to lose trust in the v ictim  serv ice
prov ider is to hav e a com puter screen or papers where the v ictim  can see what
y ou are recording about them , their story , and their personal identify ing
inform ation.

 Som e v ictim  serv ice prov iders believ e that the only  way  that they  can
prov ide any  help to a v ictim  at all is to solicit a full history  from  a v ictim
regardless of the purpose for doing so.  Victim s m aintain the right to control
how m uch they  share with v ictim  serv ice prov iders, especially  since as a
v ictim  of a crim e they  likely  had control ov er the m ost personal of things
taken away  from  them  by  the perpetrator.  In truth, the Adv ocate can prov ide
a lot of help and support to a v ictim  without soliciting sensitiv e and inv asiv e
inform ation about past, unrelated v ictim izations.

Increasingly , the National Association of Social Workers’ ethical principles and
risk m anagem ent concerns hav e influenced the way  that social
workers/Adv ocates write and docum ent their practice.  The following is a
guide for Adv ocates to use when recording notes. 
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Rem em ber :  w h a t  y ou  pu t  i n t o w r i t t en  for m  m a y  be sc r u t i n i zed                                 
a n d i f  i t  i s n ot  doc u m en t ed i t  h a sn ’ t  been  don e.                        

Key  elem ents of docum entation:

Write just enough to m ake y our point.  Include enough, but not too
m uch detail.  Do not ov er docum ent by  including irrelev ant details.

Use correct gram m ar and spelling.  Lack of writing skill lowers y our
credibility .

Print or write legibly .

Docum ent what y ou know (direct observ ation), not what y ou think.

Be specific and av oid characterizations like “poor outcom e”, “good
result”, “m oderate com pliance,” “drunk,” “aggressiv e,” or
“com bativ e”.

Docum ent in a tim ely  m anner to preserv e accurate recollection.

Av oid acrony m s and abbrev iations unless they  appear on an approv ed
list.

Use precise descriptions and specific language.

Av oid v ague language or am biguity .  Vague language includes phrases
such as “it seem s,” “I suppose,” “it appears,”  “I believ e,” and “I feel.”  

Docum entation should be objectiv e and factual describing only  the
ev ents connected to each contact with the v ictim  or on behalf of the v ictim . It
should include:

Da t e of  ser v i c e      

St a ff  w h o pr ov i ded ser v i c e              (use in third person i.e., Adv ocate,
Volunteer, Superv isor, etc.)

T y pe of c on t a c t  or  i n t er a c t i on                    (Rem em ber that interactions can be
office or hom e v isits, phone calls, court accom panim ents, referrals,
etc.) 

Pu r pose    (Why  did v ictim  com e in or call? What is the purpose of the
contact? What is the goal of the contact or interaction?)

T y pe of ser v i c e  pr ov i ded            (Enter the ty pe of interv ention, e.g. What
did y ou do? What happened? What was discussed? Serv ice needs
identified? Mental health needs identified? Fill out the assessm ent and
serv ice plan. What did y ou recom m end?

In di v i du a l  t o w h om  ser v i c e  i s pr ov i ded                      (use in third person
rather than nam e; i.e., Victim , Client, etc.)
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Rea son  w h y  ser v i c e  i s n eeded           

Pr ov i si on s for  fu t u r e or  on g oi n g  ser v i c e  a n d fol l ow -u p                             (What
are the next steps agreed upon between y ou and the v ictim ? Who will do
what? What will the v ictim  do? What will y ou do? What is the
tim efram e? What referrals did y ou m ake?)

The docum entation should reflect a start and end tim e and use specific brief
descriptions.  Ov er- docum enting a face-to-face v isit or contact should be
av oided. 

Con fi den t i a l i t y        

Confidentiality  refers to the agreem ent between the program  and the
v ictim /surv iv or about how his/her personal identifiable inform ation will be
handled.  It is im portant to m aintain confidentiality  because it is the v ictim ’s
right, it giv es the v ictim  m ore control and the ability  to m ake inform ed
decisions about whom  to tell, and prom otes safety  of disclosure.

Adv ocates hav e a responsibility  to m aintain confidentiality , to the lim its of the
law, about each case with which they  are inv olv ed.

Sexual assault m ay  represent a loss of control. It is extrem ely  im portant that
the v ictim  can retain control after the assault. Deciding who will know about
the sexual assault is an im portant part of regaining control. Maintaining
confidentiality  is one way  to help the v ictim  regain control ov er who does and
does not know that the sexual assault occurred.

The fundam entals of releases and waiv ers:

A v ictim  should be notified of what is happening with his/her
inform ation and who has access to the inform ation.  This includes any
legal Duty  to Share inform ation or any  other lim its to confidentiality

Releases of inform ation should be v ictim -initiated and v ictim -centered
to enhance the serv ices prov ided to the v ictim .

It’s the v ictim  inform ation.  It’s his or her choice as to what inform ation
is shared and with whom  the inform ation is shared.

This includes what inform ation m ay  be included about the v ictim  in a
database.

A written release is required any  tim e that personal inform ation is
shared outside of a confidential relationship.

Before obtaining a release, determ ine whether there is another way  to
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m eet the v ictim ’s needs without rev ealing his/her confidential
inform ation.

The who (Who are y ou? /Who are the partners?) and what (What is
y our role and obligation for m aintaining the confidentiality  of the
v ictim ?) will guide y ou in whether y ou need a release.

An agency  can’t require a v ictim  to sign a consent form  to allow the
release of inform ation to receiv e serv ices.  Agencies don’t need a signed
waiv er to allow the release of inform ation from  a v ictim  to prov ide him
or her with serv ices.

Maintaining confidentiality  m eans:

Not talking to the m edia about the case without the v ictim ’s
perm ission.

Not using the v ictim ’s nam e when discussing the case with coworkers.

Not discussing cases with y our fam ily .

Not talking about cases on an elev ator or in a public place.

Not using any  details of cases, ev en anony m ously .  Especially  in a sm all
com m unity , it is all too easy  to breach client confidentiality
unknowingly .
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